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SUMMARY REPORT

A. Time Period

June 15, 1973 to June 30, 1976

B. Goal and Objectives

Objective I. Sixty percent (60%) of students in grades K-3 will
have-become aware of self and others, and aware of the world of
work. This will include having esteem for self and others, and
being able to distinguish between careers in the "Goods and Service
clusters.

Ob'ective II. Sixty percent (60%) of students in grades 4-6 will
ve deve oped self awareness and esteem for self and others, aware

ness of the world of work, and ability to distinguish and describe
career interests, career aptitudes and work vaLes.

Ob ective III. Sixty percent (60%) of junior high school students
will exp ore careers, explore self, make some tentative decisions
about self and careers, and participate in further exploration of
careers or career clusters.

Objective IV. Sixty percent (60%) of senior high school students
will explore careers, declare their career intention, develop a
tentative plan for achieving the career, and participate in further
career exploration or enroll in a vocational program.

Ob'ective V. There will be at least 10% more students in grades
- 2 part cipating in vocational education programs designed for

Career Preparation.

Objective VI. There was an increase of at least 15% of all handi-
capped studinis who will be placed in an employment position by the
time they are twenty-one years of age.

Objective VII. 100% of all exiting students will be placed in one
of the following:

1. Employment, including
a. military service
b. homemaking
c. volunteer service or mission

2. Post-secondary Occupational Training Program

3. Degree seeking program
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C. Procedures Followed

The above represent the objectives of the Bingham County
Developmental Career Education Project. Many secondary goals and
objectives are included within the scope of procedures and activities
required to meet these seven major objectives. In seeking to meet
these initial objectives, the five school districts agredd that a
multi-district combination of resources would be the most economical
and efficient approach toward a solution of the problem.

Within this concept, a governing board composed of the Super-
intendent and one Trustee from each district, administered the Pro-
ject with each superintendent giving direction toward Project
implementation within his district, under the policy of the Bingham
County Board of Cooperative Services. In addition, a representative
Advisory Committee was formed to assist the Board in maintaining
contact with the communities which comprised the five districts.

The Board employed five staff members under the Project, including
the Director, Guidance Coordinator, Office Simulation Teacher,
PACE Center Aide, and a secretary. This staff was responsible for
the development and implementation of the Career Education Project
throughout the five districts. The Proposal directed that 20% of
the student population in the County should be reached during the
first year with an additional 20% during each subsequent year.
During the three years 300 teachers, all counselors and principals
were involved in workshops and inservice for training and educating,
and in tnplementation of the five primary program components
representing a scope and sequence approach these components were:

4

A. Utilization of curriculum units and learning activities integrated
at all grade levels, K-12, within traditional subject matter and
designed to show students the career implications of that sub-
ject matter as validated in the world of work.

B. Establishment of a developmental career guidance program at all
grade levels designed to assist students in establishing a
positive self-concept; evaluating interests, aptitudes, abilities
and goals related to career decision-making; and assuring pro-
per placement for all exiting students.

C. Utilization of two mobile "resource" laboratories to provide
students at the high school level with intensive short-term
career-related experiences:

1. A model office-simulation (BOP Ic.:.) experience organized
to allow Office Occupations Education students the oppor-.-
tunity to explore a wide variety of potential occupations
as well as prepare for actual employment by becoming
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familiar with many of the most modern machines and pro-
cedures now in use in the business-labor-industry com-
munity in whicA they may eventually seek work.

2. A Career Information Center (PACE) containing the most

recent career information available in a variety of media

formats and equipped for student use individually or in

small groups. It is intended to provide a comprehensive
information system to each high school which would other-

wise be impossible to maintain becuase of cost.

The Project s'.:rved as a focus for planning and coordinating

activities geared to the expansion of vocational skill training

programs within the five-districts. An extension Feasibility

Study to determine the practicality of building, renting or leasing

a centrally located skill-training facility which would accomodate

students from the five districts, resulted in the initaition of

planning activities to acromplish this long range goal. New skill-

training programs jointly implemented by the school districts were

develop;d.

Cooperative efforts involving Career Education Programs and

special services provided by the Bingham County Program for Excep-

tional Children consisted of planning for use of resources to prevent

overlap and duplication and the sharing of materials, equipment and

facilities. Career placement services were provided largely by the

counselors in the local high schools, the career guidance coordinator

and the Department of Employment.

D. Results and Accomplishments

Acceptance of Career Education concepts by teachers, counselors

and administrators has been good, and there has been a generally

positive feeling in tm,. community toward the concept and the program.

Oblective I. Students mre exposed to career and self awareness
through teacher integrated career activities, which included field

trips, resource people from the community, self concept activities

through DUSO I and II and teacher developed activities. About 90%

of students were involved and post tests showed gains in self con-

cept and career awareness. The objectives was achieved.

Objective II. Approximately 85% of students participated in career

awareness iiiaSelf-awareness activities. Testing indicated that stu-

dents made positive gains ir self-conccpt and also in knowledge of

the world of work. These students were able to discriminate and
describe career interests, aptitudes and values. The objective was

achieved.

Objective III. According to post-testing results using the Assess-

ment of Career Development junior high students showed significant
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increases in their ability to make realistic career decesions,
and more than 60% of them were involved in making tentative
career decisions. The objective was achieved.

Objective IV. The results of maintaining and testing indicated
that senior high students did have a high level of career exploration
activities and could make career decisions. This objective was
achieved.

Objective V. At the end of the project there was more than a ten
percent increase in the number of students participating in voca-
tional programs. There were numerous sub-Ojectives to objective
V with two of these being achieved at a level leSs than specified
or disired. The sub-objective dealing with performance certificates
for vocational students was developed as p9r objective, but has not
been used to date. The *assage of a mill levy to Nild a vocational
center was not realized. Otherwise objective V was achieved.

Objective VI. This Objective was largely accomplished through the
Bingham County Program for Exceptional Children. More students were
placed in a work situation or sheltered workshop than were before
the project began.

Objective VII. During the second and third years of the project
96.5% and 94.7% of exiting students were placed. This seems suffi-
ciently high to indicate that the objective was achieved.

The Bingham County Board of Cooperative Services, composed of
representatives from each of the five school districts has a firm
commitment to continuing career education and expanding vocational
education in the future.

E. Evaluation

Through internal and external evaluation, constant manitoring,
and technical evaluation there was provided feedback to the project
staff, who replanned procedures in an effort to continually *prove
the career program and have greater impact on students. The Third
Party Evaluators provided accurate and appropriate feed-back or a
continual and helpful basis during the entire project. Their eva-
luation showed a high level of achievement of project objectives.

4
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FINAL REPORT
of the

Bingham County
Developmental Career Education Project

A. THE PROBLEM

Bingham County, located in Southeastern Idaho has five
school districts and a population of nearly 32,000.
The K-12 student population is nearing 10,000. Blackfoot,
the county seat and largest urban area, has a population of
about 10,000; the remaining 22,000 people live in the
rural areas comprising seventeen smaller communities.
There are twenty-six elementary and secondary school buildings
within the county and one elementary parachial school
located in the city of Blackfoot.

The economy of Bingham County centers around agriculture and
the processing of agricultural products, primarily potatoes
and grain. The average income is $2,483 compared to $2,401
for the State of Idaho. However, the Department of Employment
lists 2,182 families in the county as disadvantaged. The
small minority population is predominatly Indain but also
includes some 271 Mexican-Americans.

At the initiation of this Project the proposal stated,
"high schools in Bingham County, as well as Southeastern
Idaho...are too academically oriented," the emphasis being
placed on a college preparatory curriculum. In the early
1970's approximately 70% of Idaho's high school graduates
entered college, but less than 25% of these completed a
fouNyear degree-granting program. Most of those who
did not start college and many who did start but did not
complete ccllege educations, sought employment in the basic
industries and supportive services. The Bingham County Schools
were not untypical of others in the state regarding students
who planned for and entered college studies. Neither were
students unlike others throughout the state, most did not
complete a four-year program. Without the saleable skills
to qualify them-for any other than unskilled or semi-
skilled jobs, these students sought employment primarily in
agriculture and its related occupations construction, manu-
facturing, processing and services.

In as much as the schools have been charged by the State
Board of Education and the State Board for Vocational
Education with the responsibility of preparing students to
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live, learn, and make a livino, it was apparent that a broad gap
exists between this objective and reality. This was not, of
course, a problem particuliar to Bingham County or to Idaho.
It was rather, a sympton of-a crisis which exists in education
throughout the nation.

The problem became one of redirecting the goals and objectives
of the educational processes to better meet the needs of all
of the students. As stated in the Proposal, "very little is
being offered in Idaho school to make students aware of careers
available in today's world of work." Students were not aware
of the type of training necessary for various occupations, nor
did they have sufficient information about themselves with which
to make reasoned decisions regarding career selection. The
problems with which Bingham County schools had to deal was
most effectively summ,rized in this statement by Robert Worthington
of the Bureau of Adult, Vocational, and Technical Education U.S.
Office of Education:

1. There is growing discontent with the failure of school
experiences to be relevant and useful to the lives which
students must live when thry graduate.

2. There is increasing segregation between students and the
world of work because they feel unneeded by our technological
society.

3. Approximately one-third of all students go through high
school via a "general education curriculum" which leaves
its graduates with neither trained or marketable skill
nor qualified to pursue higher education.

4. There is an undesirable and counter-productive separation
of vocational education, general education, and academic
curricula in our high schools. As a result those in the
vocational curriculum are often seen as low status technicians
while those in the academic curriculum emerge having little
contact with, or preparation for, the world of work.

5. The sidespread emphasis on a college degree relegates voca-
tional education to second class status even though most
students who begin college do not complete it and the num-
ber who do complete college are increasing out of proportion
to the occupational opportunities in our society.

6. Our present system is an inflexible one which often fails
to provide individuals with the option of changing direction
during school or obtaining new training and shifting occupa-
tions later in life.

6
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7. Most students have little ;or no formal contact with, or pre-
paration for, the world of work during their elementary or
secondary schooling.

8. Most 1970-71 more than 25 million young people left our
schools and colleges wit out having received adequate career
preparation at a total ost to the taxpayer of some 28
million dollars.

9. The personal losses suflfered by the millions of dropouts,
stopputs, and pushouts on which we spent billions of dollars
in past years, are imm asurable.

10. By 1980, 15 million m re people, mostly young, will have
to accomodated in the work force than in 1970, and these
people must have adeqiate preparation for these jobs.

Prior to the implementation o project activities students were
offered very little in their chool curriculum to make them aware
of the careers available or he types of training necessary in
various occupations. Studen s participated in few programs in
which favorable attitudes ab ut the personal, social and
economic importance of work were emphasized. Students received
little assistance in develo ing and praticing appropriate career
decision-gnaking skills. Th, relatively small size of each of the
five school districts in Biiigham County prevent the implementation
of wide-ranged vocational training programs due to cost factors
involved for facilities an4 equipment compared to student enrollment.

Prior to the implementati
vocational course offerin
Occupations, Nome Economi
programs and training op
the labor market were not
had been made in most aca
for several years. Prog
working world and orint
not available. Job plac

oi of these exemplany program activities,
s were primarily in the areas of Office
s and Agriculture Education. Adequate
rtonities built around the realities of
made available. No significant changes
emic or occupational training programs
ms which could make studnts aware of the
hem to a variety of career options were
ent services were not provided.

School counselors spent uch of their time guiding students toward
academic areas in past-s condary education. Many of them had little
background in vocational/ education of guidance and little recent job
experience outside the field of education. In otlier to broaden
occupational aspirations and opportunities foriyouth, there must be
a new emphasis pla,:ed by the counseling and guidance programs in the
junior and senior high schools. Counselors muOt be able to function
within a vocational counselor role and possessithe skills and tech-

, niques necessary to provide better placement i vocational programs,
to provide adequate career information to all tudents and to assist



them in making wise career selections. "career" counselors must
be well enough acquainted with the total world of work to enable
students to initiate vocational training at the secondary level
and to make students aware of past-secondary programs provided by
business, vocational and technical schools, and manpower programs.

To truly bridge the gap between school and preparing students to
earn a living, special consideration needed to be placed on students
with academic, socio-economic and other handicaps. Bingham County
has nearly 2,182 disadvantaged persons. The problems of rural
poverty, minority groups, and bilingual cultures are all found in
Southeastern, Idaho. There is less opportunity for employment in
agriculturally related occupations which is the dominant background
of most students. In addition students handicapped by learning
disabilities and retardation have long been ignored disabilities
and retardation have long been ignored in relation to the assessment
of their needs and to placement in pre-vocational and skill training
programs. A basic component of this exemplary demonstration project
was to work in cooperation with the Bingham County Program for
Exceptional Children in improving the programs and opportunities
pro,:ided for the handicapped.

Prior to the initiation of the project proposal, school administrations,
teachers and community leaders were beginning to recognize that
changes had to be made in the traditional educational processes
and programs in order to provide a more comprehensive approach
toward meeting the needs of all students. A program model needed
to be established within the existing curriculum structure that
would provide occupational awareness, exploration and preparation
opportunities throughout all grade levels. Intensive efforts needed
to be made within this model to reach young people through both in-
dividual and group guidance activities. It was the intent of this
effort to have administrators, teachers and counselors assume a
synamic role in implementing a "career" approach to education. The
effect hopefully, would be not teaching different things, but teaching
differently. It was also recognized that in order to promote this
change, a strong in-service training program for all staff would be
needed.

It was also recognized that the model needed to be developed with
all students and all grade levels in mind. Students in the Primary
grades (K-3) would need to develop an awareness of the personnal
and social significance of work and to develop a positive self
concept and attitude toward work. In grade 4-6 students would need
continued awareness activites which would emphasize the nature of
occupations, the relationships of interests and aptitides in career
selection and an opportunity to intennalize a values system involving
the world of work.

8

12



At the Junior high level students would need an orientation to theworld of work and opportunities explore a wide variety of occupatiotoptions. A strong guidance program needed to be developed in whichstudents could be assisted in evaluating their interests, abilities,values and needs in 'o career and life roles. Field trips,hands-on experip'
4ulation activites might be utililed toa great advant: -O. A "cluster" approach woulo beuseful in relal

..)10 learning to occupational art,
Exploration cdUlo 000,tinued in the nineth and tenth grades withstudents being given the opportunity for more in depth explorationand investigation opportunities Pre-vocational counsel work wouldbe available for students at these grade levels. Career informationand decision making skills would need to become an integral part ofguidance and counceling programs available to students.

By the time students reached the eleventh and twelfth grades theyshould have access to a number of options within the school program

1. Participation in vocational education programs to gainemployable skills.

2. Preparation for attending pest-secondary vocational, tech-nical or business schools.

3. Preparation to attend colleges or universities with pro-
grams leading to bachelors degrees or graduate levels.

4. Participation in Cooperative work experience programs
while attending high school on a part-day basis.

5. Opportunities for early graduation (seventh semester)
and placement in employment,or continued education or traini

Prior to the implementation of this exemplary program students inBingham County schools had little access to curriculum which providedfor the activities described above.

Educational leaders in the Bingham County area had been exposed tothe concepts of Career Education prior to the submission of theProject Proposal. Primarily as a result of the successful implemen-tation of career ed4cation
activites-and-programs-in-othef-§t6tdsand the dembnS-tia-tion of a successful multi-district approach tomeeting the needs of students developed by the CanyotOwyhee SchoolService Agency (seven districts) in Southwestern Idaho, the five

school districts in Bingham County initiated research activitiesin the fall of 1972 to identify promising innovatice programs whichmight be incorporated into a comprehensive K-12 career education
.model for the districts. The following list identifies many of theconcepts which were eventually

incorporated into the project designand the sources of these innovations.

9

13



1. Dynamic Vocational Education Program with Developmental
Career Education Concept for students in Grades K-14.
(Source: Comprehensive Career Education Model) and (Idaho
State Department of VoLational Education Guidelines for
Model Career Education Program)

2: Multi-District Approach To Ecemplary Vocational Education
Program. (Canyon-Owybnr, School Service Agency, Vallivue,
Idaho)

3. Emphasis on Developmk.at of Positive Self-Concept in assist
students to develop Career Decision-Making Skills. (Sourci
Gysberg)

4. Determine Feasibility of Vocational Facility where students
of several high schools are transported to centralized
facility. Source: Boulder, Colorado Vocational School

,Use of Community Personnel as Career Guidance Resource Aid(
Source: Los Angeles City School District Career Education(
Project.

6. Development of Career Guidance Program emphasizing student
self-awareness. Mesa Arizona Career Education Project

7. Use Of Mobile Van to ModerOffice,i.and Career Guidance
ResourCe Lab Source: Utah State OpOartment
InstrUction:: Mobile Office OCcupation Program, Salt :Lake
city Utah'

8. Use of Mini-Courses in Cluster Units for Students in
Grades K-10. Source: (New-Adapted from USOE contract with
Ohio State University.)

9. Graduatiwof Student deterMined on basis:of PerfOrminCe,..:,
Source:'- RegionaLOcculaatiOnal: Center: TorranceCali:forn4

10. Job-ekitimrplacement into
A. Job
B. Batcalauteate Program
_SoUrcet U.S7. Office of Education

11. Acceptance of High School VoCational Courte Credit at Area
Vocational Center2SchOols.'
Source: ISU Votational4echnical School Pocatello, Idaho
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The list above Is representative of the programs, activities and
objectives which were incorporated in this exemplary program.
In addition, the following resources were carefully examined for
research and development activities which might be appropriate. T
These are included here for the convenience of readers who may
desire additional background information for program development.

1. Comprehensive Career Education Model

A. U.S. Office of Education
Washington D.C.

Jter for Vocational and Technical Education
)hio State University
Columbus, Ohio

C. Comprehensive Career Education Model
Los Angeles City School District
Los AngrlBs, California

D. Comprehensive Career Education Model
Mesa School District
Mesa, Arizona

2. Career Development Theories of
A. Ginzberg, Axelrad, and Herma
B. Anne Roe
C. Donald Super
D. John Holland

3. Southern California Regional Occupation Center
Torrance, California

4. Canyon-Owyhee school Service Agency
Vallivue, Idaho

5. Career Education Program
Arizona State Department of Education
Pheonix, Arizona

6. Guidelines for A Comprehensive Educational Program For
The State of Idaho: State Department of Vocational
Education, and State Department of Education, September
20, 1972

7. Regional Occupation or Multi-District Concepts are in
operation effectively in many areas of California. Boule
Colorado
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8. Mobile Office Occupation Program-Mobile Van Program
Utah State Department for Vocational Education
Salt Lake City, Utah

9. "Harland on Career Education." Reprinted from American
Education, November 1971. (Available from U.S. Government
Printing Office, Catalog No. HE 5.280:80076)

10. Herr, Edwin L. Unifying :J1 Entire System of Education Arm
a Career Development Theme. March 1969, (ED-045-85/VT-008-

Career Education. 16 nage U.S. Office of Education pamphi
outlining the concept, December 1971. (ED-'-59-396.

12. Reinhart, Bruce. School Based Comprdhensive Career
Education Model. Jan-ary 1972. (ED-062-520)

13. Abstracts of Exemplary Projects in Vocational Education.
Washington, D.D.: Division of Voca'Aonal and Technical
Education, U.S. Office of Education: November 1971.
(ED-060-189)

14. Oregon State University. Bibliography of CORE (Careers
Oriented Relevant Educatioii) T-Related Projects and
Materials. 1970. (ED-057-254/VT-012-824)

15. Ohio's Career Continuum Program; World of Work Programt
Grades K-6; Curriculum Guide. Columbus, Ohio: Division
of Vocational Education, State Department of Education;
1972. (ED-062-565)

16. Ohio'- Career Continuum Program: Cargargrientatismitm
Graes 7-8 Curriculum Guide. Colurous, Ohio: Division o.
Vocational Education, State Department of Education; 1972.
(ED-064-515)

17. Bottims, Gene and George L. O'Kelley. "Vocational Educatic
as a Developmental Process." American Vocational Journal,
March 1971, Volume 16 Number 3, PP. 21-24.

18. Burkett, Lowell A. 'AVA Formulates Posi'ion on Career
Education." American Vocational Journal, ."*Nluary 1972,
Volume 47, Nuiller 1, pp. 9-14.

19. Kerla n, Julius H. and Charles W. Ryan. "New Interpretatic
of Guidance Role." American Vocational Journal, February 1
Volume 47, Number 2, pp. 77-80.
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20. American Vocational Association. :Career Education: A
Realistic Appriasal of This Promising Concept; Examples
of ongoing Programs." American Vocational Journal, March
1972, Volume 47, Number 3

21. McCaleb, Omer. ArtrualInterinmExemelary Project
in Career. Education Sponsored Under Part D of the Vocational
Education Amendments of 1968. Project No. 0-161-005g.
Portland, Oregon: David Douglas Public Schools; July 1971
(ED-058-418)

22. Caldwell, H.L. Annual Interim Report from Exemplary Project
in Career Education Sponsored Under Part D of the
Vgcational Education Amendments of 1968. hoject No. 0-361-
(5168. Seattle, Washington: Seattle Public Schools; Dec-
ember 1971. (ED-061-421)

23. Peters, Paul N. The Development and Demonstration of a
Functional Model System of Occupational Education in
Wyoming Public Education: K-I4. Quarterly Report from
Vocational Exemplary Project No. 0-361-0023. March 1971.
(ED-060-223/VT-012-949)

24. Wyoming State Department of Education. Elementrart Public
School Teacher Guide For Career and Attitude Development:
Grade Kit K-6. (ED-0620563/VT-013-903)

25. ERIC Clearinghouse on Counseling and Personnel Services,
"Orientation Approaches to Increase Student Awareness of
Occupational Options." November 1969. (ED -033-255)

26. Weissman, Sheldon. Pre-VocatiOJTOOramPterVOCa*icinal,
program for junior high Students,jMphatilingicareel
deVelopment theme and wOrk experienCe. -September 1970.'

(ED-062-579/V1-0127163)

27. Utah State University. Proposal For a Mobile Assisted
Career Exploration Unit. 1968. (ED-042-179)

28. Vestal, Theodore M. and others. An Analysis of Fifteen
Occupational Clusters Identified By the U.S. Office of
Education. June 1972. (Available from DORD, Texas
Education Agency, 201 East llth Street, Austin, Texas 78701.

29. Perkins, Edward A. Clusters of Tasks Associated With Per-
formance of Major Types of Office Work. January 1968.
(ED-018-665 and ED-010-656)

ST.
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30. Sjorgren, Douglas. The Identification of Common Behavioral
Factors as Bases For Pre-Entry Preparation of Workers for
Gainful Employment. Identification of clusters in metal-
working occupations and agricultural occupations. September
1967. (ED-019-471)

31. A Guide for Cooperative Vocational Education. September
1969. (ED-037-564)

32. ERIC Clearinghouse on Vocational and Technical Education,
"Work Experience for Broadening Occupational Offerings:
A Selected Bibliography for Use in Program Development."
November 1969. (ED-034-062)

33. Campbell R.E. and Louise Vetter. Career Guidance: An

Overview of Alternative Approaches. C-FiLimbus, Ohio:
Center for Vocational and Technical Education, Ohio State
University; August 1971. (ED-057-183)

34. ERIC Clearinghouse on Counseling and Personnel Services,
"Matching Students and Careers: A Bibliography." June
MO. (ED-039-375)

35. O'Hara, R.P. A Theoretical Foundation for the Use of Occu-
pational Information in Guidance (ISVP). December1966.
(ED-062-654)
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B. GOALS AND OBJECTIKS

In order to redirect the movement of the educational processes
and programs in Bingham County schools toward solution of the
problems defined above the following general goals were established:

To help students become aware of their personal interests,
abilities and attitudes, and to develop a positive feeling
about themselves.

To help students become aware of the various career opportunities
available to them, and to develop meaningful positive
attitudes toward work.

To have students make rational career decisions based on under-
standing of self and knowledge of occupations and life styles.

To help students develop a career plan and to help them carry
out that plan by providing appropriate career educational and
preparational opportunities.

To assure that every student, at the time of exiting school,
will receive assistance in being placed according to his/her
career plan in a job, vocational training program, baccalaureate
program or other viable alternatives.

These five goals lead naturally to the following major project
objectives. (Objectives I,II III, and IV appear as amended to
the original proposal).

Objective I. °Sixty percent (60%) of students in grades K-3
will have become aware of self and others, and aware of the
world of work. This will include having esteem for self and
others, and being able to distinguish between careers in the
"Goods and Services" clusters.

Objective II. Sixty percent (60%) of students in grades 4-6
will have developed self awareness and esteem for self and
others, awareness of the world of work, and ability to distinguish
and describe career interests, career aptitudes and work values.

Objective.III. Sixtu percent (60%) of junior high school students
will explore czreers, explores self, make some tentative
decisions about self and careers, and participate in further
exploration of careers or career clusters.

Objective IV. Sixty percent ,(60%) of senior high school students
will explore careers, declare their career intention, develop
a tentative plan.for achieving the career, and participate
in further career exploration or enroll in a vocational program,
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C. PROCEDURES FOLLOWED

In seeking to meet the objectives outlined above, the five school
districts in Bingham County agreed that a mult-district combination
of resources would be the most economical and efficient approach
to problem solving. A governing body consisting of the Super-
intendant and one designated Trustee from the Aberdeen, Blackfoot,
Firth, Shelley and Snake River School Districts took respnsibility
for administration of the Project -11' n eject Director and'other
Project personnel ware responsible to tnis body, designated the
Bingham County Board of Cooperative Services. Each Superintendent
gave direction to the Project implementation within his district
under the general policy established by the Board, and as such,
maintained all records and reports required,for fiscal operation
of the Project as stipulated by State Department and U.S. Office
of Education policies.

In addition, as described by the following chart (Figure I),
a representative Advisory Committee was formed to assist thelloard
in maintaining contact with the communities which comprise the
five districts. The Bingham County Advisory Committee for Career
Education consisted of two members from each of the five districts
and met with the project Director and Board on a scheduled basis
to provide input from a variety of community and sources regarding
the patrons' perceptions and desires as these effected the Career
Education program activities and implementation.

The staff employed under the Project were:

Project Director, responsible to the Board of Cooperative
Services, having experience in Vocational Education and
industry with additional experience in guidance and as an
educational leader.

Career Guidance Coordinator, resonsihle to the Director,
having experience in guidance at both elementary and secon-
dary levels, and an understanding of the world of work and
the processes of career development.

Model Office Teacher, responsible to the Director, having
experience in office occupations, supervision, and manage-
ment and teaching experience in Office Occupations Education.

PACE Center Aide, responsible to the Director, having work
experience outside education as a teacher aide or one year
of-training beyond the secondary level.

Project secretary, responsible to the Director and possessing
experience necessary to the nature of the job's responsibilities.
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FIGURE I

ADMINIF.TRATIVE ORGAN' kON

Bin ham Count Board of Coo erative Services

//
Advisory Committee

Superintendent and
Trustee from Each
School District

Fiscal Agent

Project Director

Project Participants
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job descriptiov each of Ihe project staff can be.

in the Appendix, A.

ihe above w.scription of the Project administration and staffing
responsibilities is indicative of the multi-district operational
procedure enabled the development of an efficient and effective ,.
approach to meet the objective. Because of the expanded local
recources available through cooperative efforts, the Project was
able to work closely with other multi-district programs such as
Adult Basic Education Special Education, Migrant Education and
Vocational Rehabilitation. Resource person from the Bingham
County office of the Idaho Department of Employment also assisted
in achieving project objectives. In addition to their direct help
a DOE staff member served on the general advisory committee for
the project and also with several occupational advisory committees
established for vocational program development.

Figure II (preceeding) identifies the student popilation within
each of the participating school districts. The Project Proposal
directed that 20% of their population be reached during the first
operational year and an additional 20% each subsequent year.

In order to meet the needs of this student population as related
to the Project goals and objectives, the Career Education program
necessarily contained many integral compnets representing a scope
and sequence of action. Briefly these were as follows:

1. An intensive and extensive in-service training program
for teachers, counselors, and school administrators designed
to acquiant participants with the general philosophy,
goals and objectives of career education and to allow
participants to plan and develop units and activites for
incorporation into their regular curriculum subject areas.

2. Utilization of teacher-developed curriculum units and le
learning activities integrated at all grade levels, K-12,
within traditional subject matter and designed to show
students the career implications of that subject matter
as validated in the world of work.

3. Establishment of a developmental career guidance program
at all grade levels destgned to assist students in es-
tablishtng a positive self-concept; evaluating interests,
aptitudes, abilities and goals.related to career decision-
making; and assuring proper placement for all existing stu-
dents.
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FIGURE II

SCHOOL DISTRICT ENROLLMENT

SCHOOL OR DISTRICT
Grades
1-6

Grades
7-8-

Grades
9-12

Total

Aberdeen School District #58 458 172 326 956

Blackfoot School District #55 2,041 690 1,251 3,982

Firth School District #59 465 154 314 933

Shelley School District #60 848 303 608 1 759

Snake River School
District #52

931 281 552 1,764

Total Public Schools 4,743 1,600 3,051 9,394

St. Margaret's School 80 80

TOTAL 4,823 1,600 3,051 9,474
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4. Utilization of two mobiles "resource" laboratories to
provide students with intensive short-term career-related
experiences. These units provided two experiences designed
mostly for use at the secondary school level:

a. A model office-simulation experience orgainized to
allow Office Occupations Education students the
opportunity to explore a wide variety of potential
occupations as well as prepare for actual employment
by becoming familiar with many of the most modern
machines and procedures now in use in the business-labor-
industry community in which they may eventually seek
work.

b. A Career Exploration and Information Center equipped
for use by students individually or in small groups.
Two programs are housed within this unit - a Work
Samples Laboratory, offering hands-on activites of
simulated work tasks to assist students in becoming
acquainted with skills required for jobs and a Career
Information Center containing the most recent career
information available in a variety of media formats.

5. Expansion of vocational training courses to more realisti-
cally reflect the needs of our society and economy and to
provide saleable skills for exiting students. Within the
five districts there are vocational training programs in
Industrial Mechanics, Office Occupations, Home Economics,
Agriculture, and Multi-Occupations Education.

6. Cooperative efforts involving Career Education programs and
special services under the direction of the Bingham County
Program for Exceptional Children to assure proper assessment
techniques,.and to provide pre-yocational and vocational
skill training for learning-disabled and handicapped students.

The total program was designated as an effort which would bring about
change in the curriculum emphasis in each of the five participating
school districts and the one parochial school by making all instru-
ction more relevant to the world in which students live. Because
most students will spend 40 to 50 years in the world of work if is
important that the school curriculum be related to individual needs
in order that one may more effectively function productively in a
society was is rapidly changing. The academic program was not
neglected because of a career education approach, but became more
meaningful because students could better see the need for the
instruction they recieved. Each of the six major program componets
outlined above is described in detail as are the activities for each
of the seven Project Objectives.
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Major responsibility for achievement of the program objective was

given to the regular classroom teachers who achieved the objectives

largely through integrating career education concepts and activities

with the every day instructional program. The procedures used in

the project and expected products resulting from the procedures are

as listed below.

The staff of the Career Education Project, and teachers, counselom
and administrators in the schools used the procedures described .

here in:

Grades K-3 Procedures - Products (Obj. I)

A. Career Awareness Workshop

Each summer teachers, counselors and administrators, attended

a one-four weeks career workshop. They developed career

instructional units and activities a plan for integrating

career education into the curriculum, a school career education

plan which consisted of:

(1) Program outcomes applicable to students in the school.

(2) A scope and sequence of career activities, experience,

or information for meeting the program outcomes. Attached

to this section will be the career instructional plans

that the teachers developed during the workshop, and

.the plans of teachers who previously attended a summer
career education workshop.

During the workshop the school administrator and the

building career coordinator, with assistance of teachers,

may develop a mini-grant proposal to assist in the

achievement of the above stated objective and the
procedure-products. At the close of the workshop,

grades K-3 teachers will demonstrate a positive attitude

toward career education concepts.

B. Inservice

During the school year each school provided from three to

seven career education inservice sessions for teachers--

counselors and administrators.

C. Presentation of Self Awareness and Career Awareness Activities

or Units

Students in grades K-3 will have participated in the following

during the school year:
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(1) at least three self-awareness, self-esteem activities in
the classroom;

(2) at least six (6) career awareness activities that provide
students with information about the world of work and
careers in the "Goods and Services" areas;

(3) at least two (2) classroom career awareness activities
where persons from the home,.or community (business
industry, or government) have presented career informa-
tion, and

(4) at least One (1) career field trip to obServe werkers in
occupations.

D. Career Awareness Post-testing

Self and career_awareness tests will_be administered,to
randomly selected third grade experimental (three years
of career awareness) and control students to determine
differences that exist. Experimental students will have
significantly higher career awareness scores.

Grades 4-6 Procedures - Products _(OW. II)

A. Career Awareness Workshop

Each summer teachers counselors, and administrators attended
a one-four weeks career workshop. They developed career
instructional units and activities, a plan for integrating
career education into the curriculum, a school career Education
plan which consisted of:

(1) Program outcomes applicable to students in the school.

(2) A scope and sequence of career activities, experience,
or information for meeting the Program outcomes. Attached
to this section will be the career instructional plans that
the teachers who previously attended a summer career education,
workshop.

During the workshop the school administratOr,andthe
building carper,coordinatowith a'stistahce'OfAdaChers,
may develop.a mini-grant-prOPosal'to asSlitIr(4he achieve-
ment of the above stated objective:andthe''proCedijeproducts,.

At the close of the workshop,,grade 4-6 teachersAilldeMonn
strate a positive attitude toward career education c.oncepts.
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B. Inservice

During the school year each school provided from three to seven
career education inservice session for teachers counselors and
administrators.

C. Presentation of Self Awareness and Career Awareness Activities
or Units.

Students in grades 4-6 will have participated in the following
during the school year.

(1) at least three (3) self awareness-self esteem activities
in the classroom. This would include among other activities,
activities that wou1(A ;..;ist students in identifying
their interests and aptitudes, and in developing and clari-
fying their work values.

(2) at least six (6) career awareness activities that would
provide students with information about the world of
work. Where appropriate, the information would be structured
in the "DATA-People Things Clusters" or the "15 USOE Clusters".

(3) at least two (2) classroom career awareness activities
where persons from the home, or community (business
industry, government) have p- .ented career information;
and

(4) at least one (1) career field tflp to observe workers in
their occupations.

D. Career Awareness Post-Testing

_Self and_career_awareness tests will-be administered to
randomly selected sixth grade experimental (three years of
career awareness) and control students to determine differences that
exist. Experimental students will have significantly higher career
awareness scores.

Junior High Procedures - Products (Obj. III)

A. Career Exploration Workshop

Each summer teachers, counselors, and administrators, attended :t
one-four weeks career workshop. They developed ,areer instAional
units and activities a plan for integrating career eAlcation into
the curriculum, a school career educatio, plan which co-sisted of:

(1) program outcomes applicable to students in the school.
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(2) A scope and sequence of career activities, experience
or information for meeting the program outcomes. Attached
to their section will be the career instructional plans
that the teachers developed during the workshop, and the
plans of teachers who previously attended a summer career
education workshop.

The school plan will provide for student participation in
each of the following:

a. self-awareness activities designed to assist
students in self assessment,

b. in-depth exploration of a self-selected career
or career cluster,

c. hands-on exploration experience,

d. involvement with community (business-industry-
government or labor) in learning about various careers,

e. career exploration information and activities
provided by the teacher in the classroom setting.

School guidance personnel will ass;st teachers in the development
of the activities for self-assessment and selection of a career or
career cluster for in-depth exploration.

During the workshop the school administrator and the building
career coordinator with assistance of teachers may develop a mini-
grant proposal to assist in the achievement of the above stated ob-
jective and the procedure-products.

At the close of the workshop junior high teachers will demon-
strate- a -positi-Ve" at ti

B. Inservice

During the school year school provided from three to seven
career education inservice session for teachers counselors
and administrators.

C. Presentation of Self Awareness and Career Exploration Activities
and Units

Junior high students will have participated in the following during
the school year:
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(1) at least three (3) self-awareness activites designed for
self-assessment, and in decision-making for ninth grade
students.

(2) at least one (1) in-depth exploration of a self-selected
career or career clusters.

(3) at least three (3) hands-on career exploration experiences.

(4) at least two (2) activities involving the community (business,
industry, government or labor). This could be through people
in the world of work coming to the classrocm or students
going on a field trip.

(5) at least three (3) classroom career information-exploration
activities or units related to classroom subject areas.

Grade nine students will have made a tentative career choice
and explored that career through personal discussion with a per-
son in that career or career cluster.

D. Career Education Post-Testing

Career exploration and development tests will be administered
to randomly selected ninth grade experimental students (three years
of career exploration) and control students to determine differences
that exist. Experimental students will have significantly higher
scores.

Senior High School Procedures - Products (Obj. IV)

A. Career Ex loration - Pre aration Worksho

Each summer teachers, counselors, and administrators attended
_a onel4our_weeks_career_workshopThey_developed_career____
instructional units and activities, a plan for inte'irating career
educationinto the curriculum, a school career Education plan
which consisted of:

(1) program outcomes applicable to students in the school.

(2) A scope and sequence of Career activities, experience,
or information for meeting the program outcomes. Attached
to this section will be the career, instructional plans
that the teachers developed during the workshop, and the
plans of teachers who previously attended a summer career
education workshop.

The school plan will provide for students participation in:

(1) teacher provided career information and activities
designed-for career-exploration,
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(2) value clarification and/or a self awareness experience

(3) hands-on career exploration experiences

(4) research of printed and audio-visual materials related
to students intended career or career cluster,

(5) one-to-one student-worker interviews and job observations,

(6) decision-making for selecting a career goal,

*(7) developing a career plan for achieving the career.goal

(8) some affirmative action for carrying out the career plan,

School guidance personnel and career project personnel will assist
teachers in providing students these activities and experiences.

During the workshop the school administrator and the building career
coordinator with assitance of teachers may develop a mini-grant
proposal to assist in the achievement of the above state objective,
and the procedure-products.

At the close of the workshop senior high school teachers will demon-
strate a positive attitude toward career education concepts.

B. Inservice

During the school year each school provided from three to seven
career education inservice sessions for teachers counselors and
administrators.

C. Presentation of Career Exploration Activities

)__Grade_TerLstudents_will_have_ parti cipatedi n-the-f ollowi
during the school year:

(a) completing and analyzing an interest inventory.
(b) complete at least three (3) hours of individual

career exploration activities (PACE Center),
,(c) at least three(3) teacher presented career exploration

units or activities,
(0) making a tentative or realistic career decision and

declared a career goal,
(e) writinE a career plan for achieving the career goal.

.1 (2) Grade eleven students will have participated in the following
during the school year:
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(a) at least three(3) teachers presented career exploration
'or presentation units or activities,

(b) taken some action for achieving the career goal,

(3) Grade twilve students will have participated in the
following during the school year:

(a) at least three (3) teacher presented career exploration
or presentation units or activities,

(b) preparing a personal resume,

(c) (See Objective V, pages 39-45 of project proposal
for additional procedures-products).

(4) All high school students will have participated in at
least three (3) of the following during the year:

(a) "Hands-on" career exploration
(b) Career planning with the counselor
(c) Decision-making and career planning with parents
(d) Career field trips to observe and talk to workers in

their work setting.
(e) classroom activity with community (business, industry,

government, labor, professional) people discussing
their career and occupational information (at least
two).

(f) career mini-course or pre-vocational course
(g) work experience, work release, on-the-job training or

cooperative work program.
(h) aptitude testing
(i) meeting with post secondary, college, or apprentice

personnel to gain information or career planning or
-replanning

(j) one-to-one student-worker interview
(k) career guidance activity designed for work value

clarification, self assessment or other appropriate
experience.

(1) completed again, one or more of the activities listed
above for grade ten (#1) or eleven (#2).

(m) enroll in a vocational program:

D. Career Exploration Post-Testing

Career exploration and deveTopment tests will be administered
tatreindomlY selected grade twelve experimental (three oats of
carver exploration) and control students to determine differences
that-exist. Experimental students will have significantly ;higher
scores.



Vocational Education Procedures - Product ( Grades 11-10 (Obj. V)

A. Stud to Determine Feasibilit of H' h School Occu ational
Center

a. By April 29, 1974 a study will have been conducted to

determine the feasibility of building, renting, or leasing

a central occupational facility which would accommodate

students from Aberdeen High School, Blackfoot High School,

Firth High School, Shelley High School, and Snake River High

-School on a part-time basis. To achieve this the following

procedures will be followed.

(1) By April 25, 1973 all five school districts of Bingham
County will have appointed members to serve as a
Steering Committee to conduct the feasibility study.

(2) By May 27, 1973 committees and subcommittees will have
been assigned to participate in the study.

(3) By September 30, 1973 all Administrators and Supervisors
of the State Department of Vocational Education will
have participated in an evaluation of the Vocational
Programs presently operative and will determine what
additional vocational programs they would recommend.

(4) By December. 15, 1973 all assigned committees, including
student, patron, labor and industry will make a report
to the Steering Committee.

(5) Be February 15, 1974 a meeting with all Superintendents
and Trustees, and State Vocataural Education personnel
will be held to study the resifts and make final
determination as to the feasibility of an occupational
center.

. Student 0 tions For Vocational Pro mos

By April 30, 1974 all high school stuzi ents will have the
following options:

(1) Participation in a Vocational EduczEtion Program to gain an
employable skill

(2) Prepare to attend a post-High School Vocational-Technical
School
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(3) Preparation to attend a University leading to a
Baccaluareate Degree

(4) Attend High School Part time and participate in a Coop-
erative Program on a Part-Day Basis

(5) Graduate at the end of the first semester of the senior y
year and be placed in emplyment for the second semester of

the senior year.

C. Use of Mobile Vans For Additional Vocational Offerings

a. Two Mobile Vans will be purchased and made operable. These
mobile vans will be the size and demension that they can
serve as a mobile classroom and will have the ability to
be transported from school to school. For the year 1973-
74 these vans will serve the five high schools in the cou0y.
For the first year of operation these vans will provide for
further instruction and equipment in the areas of:

1. A Model Office Program
2. Career Guidnace Resource Lab

b. After the first year of operation, an evaluation of the Mobile
Van program will determine what other Vocational Programs
Should be taught in the vans or if the same programs should
be continued.

Leasfn f Facilities For Vocational Pro rams

a. By November 15, 1974 members of the Executive Board and
Project Director 011 have reviewed the recommendations of
the State Vocational Education personnel and the recommend-
ations of arHexternal_evalmation team relatice to the need
for more vocational education offerings. lilose programs

having highest priority will be given first consideration.
As many Vocational Education Courses as poseibile will be

implementeL

Jo. By January 15, l97i pending the recommendations listed in
the above paragraph, the Project Director will determine
the availability of leasing-facilities to accommodate
additional wocational programs. Students froweach part-
icipatift hdgh schocl will have equal oppormomity to part-
icipate in the vocational programs.

c. Whenever additional Vocational Education PLoorams are imple-
mented, the standards established by the Idaho State Depart-
ment of Vocational Educatimn Reimbursement and-Certification.
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E, Retraining of Counselors To ,tssist Students To Develop Career-
Decision Skills

a. By August 25, 1973 All Junior High and Senior High Counselors
in the five participating destricts of Bingham County will
have participated in a four week workshop. The objective of
this workshop will be to retrain counselors to assist students
to develop skills in making wise career decisions.

b. At the completion of the workshop each counselor should be
aware of the Development Approach to Career Guidance and
should possess the competency to assist students realistic
career decisions.

F. Coordination of Programs With Manpower Agencies and !Pith Trade
Technical Schools

a. By March 15, 1974 a memoradum of understanding will nave been
developed with the Vocational-Technical School located at
Idaho State University, and the Eastern Idaho vocational S
School located in Idaho Falls. The memorandum of understanding
will list 611 of the vocational education offerings in the
five participating districts and will list the-performance
skills high schocd students, will acquire whichlvill be part
of the Vocational-Technical performance skill required for
graduation. (See appendix)

b. By March 15, 1974 all activities of the project will be
coordinated with all Manpower Agencies. Memberi of the
State Employment Agency, the employing agent for the local
manpower prograns, will serve as members of a committee de-
sMgned to coordinate all activities between the public schools
and manpower agencies, and bun provide the schools with
onformation regarding manpower programs.

G. Review of High School Diplomas

a. BIN the end of the first operational year, an in-depth
sluly of the types of graduation diplomas presented to
graduates will hive been conducted. A study committee
will be organized to develop a graduate certificate presented
to students on the basis of performance skill acqutred.
Students will be eligible to remeive a certificate of
performance whenever they have attained a specified level
of performance.
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H. Em hasis Of Coo erative Procirans

a. This proposed project has the goal of making education as

relevant as possible. Every attempt will be made to expand
the existing cooperative program (Office Occupations, Multi-

Occupations Agri-Business, etc.) to assure as many students

as possible of gaininr1 directed work experience. By the end

of the first operational year a co-related program of coop-
erative services on a multi-district basis will have been

developed.

b. All adult education programs shall be coordinated with this

project. Educational Facilities shall be made available

tiEtr,adylt education programs. Part F funds for disadvantaged

progriMs will -be.utilized.

Handicapped Students-- Procedures CObj. VI:

The services of this_project and the Bingham County Multi-

District Project for flandicapPed Children will be coordinated.

Special emphasis will be placed on handicapped,students receiving

pre-vocational Education in order to assess abilities and place
students where they will obtain adequate training and experience

to be considered employable.

The Vocational Rehabiliatien Counselor and the Director of the

Muati-Dishrict;Project for Hanticapped children sholl serve.as
oteenittee members of the Advisory Committee for Handicapped children.

When the students handicap is of such a nature thatte/she is

unable to profit from on the job training experience in a work

exeerience situation they Will hove opportunity-to ten-work
experience in a sheltered workshop experience.

-Plecement-Procadures_ObjVIII

a. A career placement file will be developeij far all high

school students (10-12). The career pl nt file will

contain at least the following informatinm

a. Tentative career abjective of the student
b. Summary record ef7tareer experiences
c. Record of career tnunseling sessions, and
d. Information or placement of student

b. A job placement center will ben 7' in eachhigh
school for all, students. 'Ivatenter-twxooperattom with
community aoenctes will isrov4de erriØlt t services-for

students needing anedestrtnqemployuent.,
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c. Students will be provided adequate information and career
guidance regarding further education in either a post-
secondary occupational training program or degree- granting
:rogram.

d. ' Career Placement Committee consisting of the Project
Director and/or Career Guidance Cooroinator high school
counselor, principal, Department o; Employment personnel
and other assigned members will review the placement of
exiting student by May 15 to insure achievement of the
objective.

e- A follow-up study of all exiting students will be conducted
each year.



D. RESULTS & ACCO.IPLISWENTS

OBJECTIVE I:

Sixty percent of students in grades K-3 will have become
aware of self and others and aware of the world of wcrk. This
will include having esteem for self and others and being able to
distinauish between careers in the goods and service clusters.

About 90% of the students grades K-3 were involved in activities
for developing _awareness of self and others, and an awareness of
the world of work. The student growth in self-concept was not
statistically significantly, but each year studerdc.s did show.growth.
Teachers reported positive change through their usa of the DUSO I
and DUSO II Kits.

Students were provided a variety of career amareness experience
including increased career field trips, and resource speakers from
the community. This resulted in positive gains in know7edge con-
cerning the world of work though gains were not 'statistically
significant. Students wore able to distinguish at a high level
careers related to "goods produced" and careors reiated to "service".

Objective I was significantly achieved as applies to numbers
of students involved in self and career awareness. (See 7:,Thd
Evaluation in section V paces 12-20).

OBJECTIVE II:

Sixty percent of students in grades 4-6 will hay? devc7^ped
self awareness and esteem for self and others, awareness of the
world of work, and ability to distinguish and describe career ;et:e-e-.Ls
career aptitudes, and work values-

__ _

Approximatly 85% of students grades 4-6 participated in career
awareness activities which included teacher presentod
field trip, talking with community resource people about their
work, and self awarness activities including DUSO II at TAC Kits.

The students made positive gains in self concept. They also made
gains in their knowledge of the world of work, though these gains
were not significantly different compared to control students. The
students could not only distinguish and describe interests, aptitudes,
and values, but could demonstrate an understanding of the difference
between interest and aptitudes, and showed they had developed positive
work values. (See third party evaulation report pages 21-27 for
details).
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OBJECTIVE III:

Sixty percent (60%) of junior high school students will explore
careers, explore self, make some tentative decisions about self and
careers, and participat2 in further exploration of careers or career
clusters.

Students in the junior high, according to pre and past testing
with the Assessment of Career Development, made significant gains
in their ability to make realistic career decisions. The assumption
is therefore made that they did explore careers and self in order
to make signficant gains.

Oore than 60% percent of the students were involved in making
tentative career decision durino the first two years. During the
third year one large junior high group, due to staff changes, did
not achieve this objective.

Uhen viewed over a three year period the objective was achieved.
(See third party evaluation in section V pages 23-37).

OBJECTIVE IV:

Sixty percent (60%) of senior high school students will explore
careers, declare their career intention, develop a tentative plan
for achieving the career, and participate.in further career explor-
ation or enroll in a vocational program.

The resul',,s of evaluation indicate a strong achievement of this
objective. There is no doubt that students at the high school
level did increase active involvement in the career decision-
making process; ability to identify, locate, and use sources of in-
formation to solve career decision-making problems and become aware
of steps to be taken and factors to be considered in career planning.
All empirical indicators point to this conclusion. (See third party
evaluation report in section_V_pages 38=51 and Summary_Reportin
appendix pages 10-15).

OBJECTIVE V:

There will be at least 10% more .tudents in grades 11-12
participating in vocational education programs designed for career
preparation.

A. Feasibility Study
During the first year a team of educatar.and lay citizen

completed a feasibility study for establishing a county-wide voca-
tional program. The study indicated that a central vocational facility
was a feasible approach to expanding vocational education opportunities
for students.
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B. Student Options

By April 30, 1974 all high school had altered their instructional
program so as to provide student the following five options.

(1) Participation in a Vocational Education Program to gain an
employable skill

(2) Prepare to attend a post-High School Vocational-Technical
School

(3) Preparation to attend a University leading to a Baccalaureate
Degree

(4) Attend High School Part time and participate in a Cooperative
Program on a Part-Day Basis

(5) Graduate at the and of the first semester of the senior year
and be placed in employment for the second semester of the
senior year.

C. Mobile Van

The project purchases two mobile vans to provide additional
career information to ninth and tenth grade students and to operate
an advanced program in office occupations for llth or 12th graders.

The first van was a career guidance resource lab called PACE
(Programmed Activities for Career Exploration). The center served
this function for the first two years. During the third year, the
van was remodeled and a work sampler (hands on experience in six
different career areas) program installed. All tenth grade students
from five school districts received services of the lab for the
first two years and all (861) ninth graders participated in the work
sampler program the third year.

The second van was called B.O.P. Inc. which was an office
occupations simulation program. The Center operated asra Mortgage
and Loan Company with seven positions available. Enrollment the
first year started a zero and ranged to 89 the second year there
were 160, and the third 97. The third year one school did not
participate in 3.0.P. Inc. because of internal problems.

Surveys from students indicated the services of the vans were
very worthwhile in career exploration activities. The operation
of the mobile units will be funded by the five school districts
next year. The B.).P. program received especially high praise for
its contribution to student opportunities for advanced reality
oriented office occupations experiences.

35

3 9



D. Leasing of Facilities

During the first year one building was leased for an auto
mwchanics program for students from Shelley and Firth. During the
second year another building was leased forBlackfoot and Snake
River studdnts. This building houses an Inddstrial Mechanics
?rogram for grades 11-12, and also a General Mechanics Program
for handicapped students. There are two instructors for these
two programs.

The three programs will continue on the same basis and in the
same leased facility for next year. A proposal to raise funds via
increased property taxes in the three school districts to expand
71rogram and construct facilities was defeated in an election nay
73, 1976.

E. Retraining of Counselors

Considerable time and money was expended in the retraining of
counselors so they would be more effective in developing career
related programs and activities. It is the opinion of the Project
Director that chere was less change in some areas of counselor
behavior than hoped for. However, it appears that students were
helped in their ability to make realistic career decisions.

F. Coordination with Other Agencies

The Career Education program staff increased the cooperation
and coordination of activities with those of other public agencies
within the Bingham County area over the three year period. There
were at least nine agencies involved of which the Idaho Department
of Employment and the Bingham County Program for Exceptional Children
had the greatest amount of coordination. Other agencies with lesser
coordination were: Community Education/Adult Basic Education,
Migrant Education, Cooperative Work Programs, Multi-Occupations,
Eastern Idaho Vocational-Technical School, Idaho State Vocation-
Technical School, and Manpower Development. Agreements were reached
with the two vocational-technical school that students completing
the Bingham County Vocational Program could receive credit for
acquired compentencies.

G. Performance Certificate

All high schools in the county agreed with the concept of a per-
formance certificate and three types were developed. However, at
this time no school has issued a performance certificate to a student.
Thus far, this portion of Objective V has not been realized.
(An analysis of the impact the program had relative to Objective V
is found in the third pErty report pages 51-56).
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There will be an increase of at least 15% of all handicapped
students who will be placed in an employment position by the time
they are twenty-one years of age.

Objective VI proposed to increase employment of the exiting
handicapped student by 15% in actual employment or in sheltered
workshops.

This phase of the project was operated by the staff of the Bin
ham County Program for Exceptional Children. The Career Education
Program and that for Exceptional Children were administered by a
common Board called the Bingham County Board for Cooperative Servi

The administrators and staff of the two agencies cooperated in
program direction; however, the program for exceptional children
was in existence prior to that of career education and activities
were essentially conducted and funded by other than the Career Edu
cation Project. (See third party evaulation report in section V
pages 57-59).

OBJECTIVE VII:

100% of all exiting students will be placed in one of the
following:

1. employment, including
a. military service
b. homemaking
c. volunteer service or mission

2. post-secondary cccupational training program
3. Degree seeking program

During the first year the objective was not achieved to a high
degree. However, the 2nd and 3rd years the placement was 96.5% one
94.7% respectively.

Other sub-objectives were listed to assist in achieving the ove
ail objective of 100% placement. The following is a brief discussi
on the degree of success in these areas.

1. Career placement files were started the first year and were
fqund tO exist ih all five high scholls during the last year.
The quality and use varied from school to school.

2. Job placement centers and each high school were called for
by the project proposal. None of the schools have job place-
ment centers per se nor was this intended accor-ing to the
project director. Rather, they were functioning as "referral"
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placement centers." The school counselors cooperated with
other agencies by referring students to these agencies for-
counseling adn/or placement. Also, local businesses, including
the farming enterprise, contacted the school counselor for
assistance in locating students interested in a particular
type of employment. The program was reasonably successful in
the latt functi, n but did not provide for a job placement
center in the five high schools. All schools established car-
eer guidance for post secondary opportunities but few have
"open information files."

Career Placement Committee has been organized by the project
staff with representatives from the schools, State Employment
Agency and others as required. The focus was to review the pl
placement of exiting students. The Committee schieved only p
partial success.

Finally, the follow-up study to determine post secondary
placement of exiting students was not conducted the first. 2777--
year.

Studies were conducted relative to placement of exiting
students of the previous years, 1974 and 1975. The findings

fo for 1975 (study conducted in 1976) reveal 47.67% enrolled in
college; 15.7% enrolled in vocational-technical programs;
23.7% employed and the remaining 9.5% students in homemaking,
military, etc. 3.5% were undecided and/or not placed.

Table I shows the exiting plans of the 1976 graduates.



TABLE I

EXITING PLANS - CLASS OF 1976
Bingham County High Schools

Total. Coll, Work-
Hit

Mkg' Milt. Miss
Und.(i

-Un

Werdeen 68 26 12 20 4

13

6

3 16Mackfoot 266 88 40- 106

Pirth 72 38 10 1 6

a ey 3 9

58 2 2

Totals 635 259 ff.--)F-3

% of Totals 100% 40.8 17.0 29.1 4.4 3.0 .6

1. Includes community colleges and 4 year institutions

2. Includes Vo-Tech, Business, Barber and Beauty Schools

3. Missionaries of the Church of Jesus Christ of Latter Day Saints

4. Includes those at time of survey who did not respond to any
category above.

4 3
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Table II shows a summary of exiting pians for 1974, 1975 and
also 1976 graduates.

TABLE II

Summary of Exiting Plans 1974-76
Bingham County Schools

Plans College Vo-Tech Work
Unknown
Undecided Total

A. Spring 1974 54.3% 15.6% 27.7% 2.4% 100%

B. Spring 1975 07.6% 15.7% 33.2% 3.5% 100%

C. Spring 1976 40.8% 17.0% 31.1% 5.1% 100%

Observations

1. There is a decline in the number of students who plan to enter
both community and 4-year colleges.

2. There is little variation in the number of students who plan
to enter post-secondary vocational-technical, business', or
proprietary schools.

3. There is a continuing increase in the numbers of students who
plan to go directly to work following high school.

4. There is a small but continuing increase in the number of
students who are reported as "undecided" about their plans
following high school.

(See additional information in the next section "Evaluation"
pages 60=63).
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Additional Accomplishments

Dissemination:

With respect to,the curriculum units it is here-that the,largest_
concentration of efforts in dissemination activities has occured.
All units developed during the summer workshops were duplicated
and disseminated throughout the state of Idaho. Additional dissem-
ination consisted, for the most part, in public relations activities
carried on by the ttaff, and particulularly the Director. These
included_explanations of the Project goals and activities before,
P.T.A. and various community service organizations in the County,
and groups of educators throughout Southern,Idaho. Visitations,

by the pulblic and by interested educators, were encouraged although
these were quite frequently confined to the most visable and visitable
Project compOnet, the mobile units. Records indicate that more than
325 guests visited the Project during the three years.

Organization

In the late spring of 1976 a change was made where in the
Director of Career Education was appointed Director of Cooperative
Services for Bingham County. This will give strength to the
continued efforts in career and vocational education. At the same

time the Bingham County Board receive a State Grant for placement
service in the county. Following is a Table showing the organ-
ization for the Bingham County Cooperative Services.



F. CONCLUSIONS AND RECOMENDATIONS

Conclusions

It was concluded that the project was successful; that
education is the schools in Bingham County has changed and that
it will never be again as it was. -Teachers are providing con-
sederably more self-awareness,career awareness, career guidance,
and career exploration than before the project began. Career
preparation opportunities have been expanded and those that
were in operation before the project started have been improvod.

Generally teachers, counselors, and administrators have positive
feelings toward career education and will keep it going. Career
instructional units and activities have become a part of most
teachers course of study. This insures career education has found
a firm habitat.

Community attitude toward career education is generally positive
though there remains those that see it as a threat to a "good
academic program."

The key to the success of the project is-thie indepth workshops
provided to administrators, counselors, Anti teachers. In the work-
shops they became converted to the career _concept, then developed
"their own" career program.

It was hoped that there would be a mmiad-district vocational
center constructed so that students couralzaa provided expaned v-ca-
tion training opportunities. However, thelnill levy was defeated
and no decesion has been reached on the setting of another election.
Other than this failure the project was successful in accomplishing
the objective described in the project proposal-grant.

Recommendation

1. It is recommended that those who undertake the challenge of
bringing change in a school setting begin bY getting building
level administrators involved. First educate these people so
they see the need for change, then concert them to the concept,
and then get them invoed in being a change agent in the
building.

Concurrent with, or just following tae redirection of the
administrators initiate the same process with other appropriate
school staff, and involve all in a well planned and total effort
of educating and getting the community involved in the career
movement.
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OUTSTANDING CONTRIBUTIONS TO
VOCATIONAL EDUCATION

In determining the outstanding contributions the project has
made to the cause of vocational education it seems important that
the following criteria be considered.

1. What makes it an outstanding componet:

2. Is the contribution transOartable and cost feasible?

3. Is the contrinbution imma.-ature and exemplary or is it
widely used by others?

In considering the most successful and outstanding componets
of the project; several appear to be of significant c00044bution to
--cational education. Among these are: (a) Workshop training of
school district personel and inservice training. (b) mini- grants
to schoad (c) career building plantand 1(d) mobile,PACE Center
aid mabile B.O.P. loc. In determiniag which of thesemmeet each of
the threecriterica listed above, aTi seem to meet criterion one and
two bturonly mobt1e7ACE Center and 2obfie B.O.P. Inc:meet the
criterion for innovatine and ememplany. Math PACE andtB.O.P. were
ideaslOhat were developed locaTly andLduplications of:these are
not hilgifly visible.

PACE Center

The Programmed Activities for Career Explore:ion PACE) Center
is a major innovative componet of the Bingham County Developmental
Career Education Project funded by the U,S. Office of Education under
Part 0 of the Vocational Education Amendments of 1968. Its purpose
is to provide occupational, educational, and career information to
assist the individual in selecting a career field which is most com-
patible with the person's interest, aptitudes, abilities, and goals.

To meet this objective the PACE CENTER is housed in a 12' x 44'
mobile unit supplied with the most recent career, occupational, and
educational information. Maintaining a variety emedia formats,
including sound filmstrips, taped interviews, microfilm, books and
pamphlets files, makes the Center usable by students with a wide
range of academic capabilities. nodern audio-visual equipment, in
separate learning stations, enables students to individualize
exploration activities and utilize the materials to greatest advantage.

The PACE CENTER provides two programs to students. These are
PACE I and PACE II.
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PACE I is a "work Samples" program for 9th grade students where
Igirixplore various typet of tasks similar to tasks performed by
workers in Btngham County. Each 9th grade student spends oneday tn
PACE and performs tasks at six differnet stations. Three Of the
stations deal with data and three deal with thingS. Students
receiVe thstructiOns via a filMstrip/casSette.tape at each station.
The instructions provide not only A description of jobs in the Community
similar to the tasks at the parttcUlar station, but also explain and
show the students each step to %Row in performing the work sample.

An nddeassists students in performing the Norr. aPd 'helps
studentseraliZe'frOM'their eXPeriente. The-aide-alto assists
students'in seeing the relationship, between what they are doing in
PACE, therstudents aptitude and:their ititerestt.: Studentsare
asked tormake a decision regardiwthe kindt of tasks they can.or
cannot dovwell, and which they enjoyjilost and which they enjoy least.

PACE. II is a career exploration program Of research, decision-making
WiiniFier, planning. Student activities are designed to fliet
indiViduaUneeds:and goals. In order:to pro040.1or meeting the'
participants outcomes the programincludeS identification of interests,
self-appraisah career exploration,Aoalsett100:andplatininTictivities,
The:sophomore (grade 10) i.heAarget gradeforcareerkOloratiOp
activities on a small gro.0 basis. Hhilethemobile Unit is at:each:.
high school', all sephomore Students.haVe the epPertUnity to participate:
in the activities Groups=are limited to twelVe thOrder to allow,
all studentsaccess to the materials they.desiretoveXplore. Onte
all sophoMere students in a school haVe:beehAiVekthe 000Ortullity
to utilize the.C.ENTER, older stUdents wWare interettediwa return
visit are scheduled in again. A comprehentive deScription of the
PACE II program is included in the Append4X Exhibita.



B.O.P. INC.

Bingham County Office Program

BOP tma. is a mobile simulated, mortage and lean office program

Serving students in the high school of Bingham:C=4Y, Idaho. The

programisilOusedAn a 12' x 44' mobile Offi6AesignOd:for simulation.

The.P*raiffSadettgOed-ttra$SitritudentS7in-learning:;hOwto-work.T.
in a:bUSiness offite.- ThrOugh!actUal-Offite 000firieXperience4tudents

deterOdeewhetherAheY Waht:t0wOrk 10"4W,OffiCeAenViroOment.'AftheY'

find theYenjOY:offiCe Work-they:Will,
thtoUgh.enperienge.--* able

Aleterminelthe-kindS'of*sttionsand:tasksAhatare'MoSt-cOMPatable
with thetrOartiOlarinterestsand-skillS. 'SOmeln6Y'fincUthei'do:.

not enjOY*rkingLie an'office'environmenti'.which-lS also-tmpOrtanL

The simulated Program is designed for:students who have developed

Isome office skills. In,Idahu these are studentszwho,are -enrolled in'

voocational'office ocCuPation cOurses. A modifiedirogram-ef exPlerator

rture ts_desighed for'other business educitiOvstudentt.

The'BOP INC. Simulated PrograM consists of short (two to,

Tam' hOur) business,-and office OCcuPattons exPleraterY experiences,

*ere students,get Some feeT for the tYPe.oi-Werk that goei-an in, a"

office, offiCe Physical 'environment,' and a chan6e to Perferie Some

of the tasks in' an Office.. _Prior: 0work simtgatiee, offite
oceupationS,studentS,Areinformed of-the Posittoe available" and "open"
Students, then diCide which position they would like, complete an-

aPPlication, are interviewed bY an executi4e_or advinistrator, and

"hired" for a Position. TheY begin working ikthe peettion)beY.

are "hired ter then.liter from one *Min tO another until theY

havo 110011be unitythrld experience of/working in each of the .

following Post ions: Administrative Assis$eni!%. Vice Presidents
Executive Secretary, Receptionist, Cashier,, Insurance Clerk and

POsting and Tax Clerk.

The PurPose in r:molatiog an office isto give potential office

workers an'oPPortunity to work in an office and become a part of

a real off1c3 organization. The onlY time the students in BOP, .INC.

do anything-other than office work is when they become the
Admintstiative Assistant:. theY 'shen, act al the-outside world. In

this positiOn the maY simulate a teleOhone operator, a custemer,

or a banker down the street.

Bop, itio. then, functions as a mortage 'and loan office by

simulating the.processes and ProcedUres that occur in a tYPical

mortage-loan comPanY, As stUdents 'assume the position, play the' role

and do the work as an office employee, they learnt° participate as

a part of a.team member in an office. Their contribution is important

in providing an effective and-satisfying office atmosphere.

A comprehensive description of BOP INC. is included in

Appendix Exhibit B.
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What Hakes PACE:and .BOP Outstanding?

Evaluationrteve shown that students have had nearly total
positive feelings toward their expereence in PACE and BOP. PACE

serves about 1600 students per year. BOP serves about 100
students per year with the average student working in BOP for
about three or fOur weeks. The mobiFity of the units is such that
they are easily 'transported by educators from one school to
another. This mobility provides career experience to student
in five school districts at a very low cost.

Are PACE and BOP Cost Feasiable and:1S the Idea TransportableZ

PACE CUTER
Initial Costs

Cost of 12' x 44' mobile unit 7,500
Remodeling = improvements 1,000
Equipment 1,200
Instructional materials 4,000

Total 13,700

Operating Cost Per Year
Instructional Aide 5,000
Test Booklets 600
Periodicals 100
Paper and Misc. Supplies 300
Repairs and cost for transporttng 100

Insurance 200
Total 6,300

BOP INC.

Initial Costs
Cost of 12' x 44' Mobile Unit 7,500
Equipment 7,000
Instructional Materials 500

Total 15,000

Operating Cost Per Year
Teacher (certified) 10,000
Instruction material 300
Paper and Misc. Supplies 500
Equipment Rental 2,000

Insurance 200
Total 13,000

BOP serves about 100 students per year for three to four weeks
at a cost of about $130 per student.

PACE serves about 1600 students per year for about one day per
studen at a cost of about $10 per student.
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These costs per student plus the initial costs make the mobile
approach feasible and attractive. The programs are well developed
and easily transparable.

The five school districts have elected to finance the costs
continuing the operation of PACE and BOP,

The above is the final report of the three years of the Bingham
County Developmental Career Education Project.

A

(Pro ect D recto)

51

June 302_ 1976
(bate)



APPENDIX

Exhibit A

Role Discriptions for Project
Personnel
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ROLE DESCRIPTION OF DIRECTOR OF CAREER EDUCATION

The Director of Career Education working under the direction of

Bingham County Board of Cooperative Services, functions in program

development and the providing of services to schools in Bingham County

in their establishment of career education programs.

The person is directly responsible to the Board and indirectly

to State or Federal agencies that finance all or portions of the pro-,

gram.

nINImum REQUIREMENTS

The Director must have had experience in Vocational Education and

Industry. The person must also have education and experience in career

guidance and must possess the administrative qualities necessary to

direct and serve as an educational leader in the model program. A

minimum of a Master's Degree is required.

1.0 CURRICULUM DEVELOPMENT AND INSTRUCTIONAL IMPROVEMENT

By working with superintendents, Principals, and teachers of

the local educational agencies the

1.1 Establish and direct in the schools a Developmental Career

Education Instructional program emphasizing Career Aware-

ness at Grades K-6, Career Orientation at Grades 7-8, Career

Exploration at Grades 9-10, Career Preparation at Grades 11-12.

1.2 Provide Vocational Education programs designed for occupational

,
skill training to prepare students for employability as they

leave high school.

1.3 Establish and direct a Career Guidance Program designed to

develop in each student positive attitudes about themselves

and the world of work, and assist the student in developing

career decision-making skills.

1.4 Provide a placement program for all exiting students in a

(a) job, (b) post-secondary occupational program, or (c)

baccalaureate program.

1.5 Provide in-service experience for personnel involved in the

Project that will increase their knowledge and motivation

for Career Education.
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2.0 STAFF PERSONNEL

The Director will:

2.1 Be responsible for recruitment, assignment, supervision,

evaluation, transfer, and discharge of all Project personnel.

2.2 Actively work with Project staff personnel in a resource-
support role in an effort to facilitate improved professional

competence.

3.0 PUPIL PERSONNEL

By working with Project staff, administrators, counselors

and teachers in the school the Director will:

3.1 Provide leadership for the establishment and evaluation of

educational programs in relation to the student needs which

are consistent with Career Education philosophy and objectives.

3.2 Provide leaders for establishing a career guidance program

consistent with Career Education philosophy and objectives.

4.0 FINANCIAL AND BUSINESS MANAGEMENT

By working with the project fiscal agent and the United

States Office of Education the Director will:

4.1 Develop a tudget.

4.2 Administer the budget.

5.0 SCHOOL BUILDINGS, EQUIPMENT AND INSTRUCTIONAL MATERIALS

5.1 Assist in planning preparing, or obtaining facilities that

are conducive to the achievement of the Career Education

objectives.

5.2 Acquire equipment needed to accomplish the planned instruction/

skill training program.

5.3 Acquire or prepare those materials and supplies needed to

foster the career program.

5.4 Provide an inventory and accounting system for all non-consum-

able materials and equipment.
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6.0 SCHOOL-COMMUNITY RELATIONS

Through assistance from an Advisory Board the Director will:

6.1 Use available means and media to inform school trustees,
administrators, teachers, students and patrons of the school
districts of the goals, objectives and progress of the Career
Education program.

6.2 Provide procedures whereby the patrons of the districts can
have input into Career Education as it relates to the total
educational program.

6.3 Initiate programs and procedures to mobilize community
resources which improve educational opportunities for students.

6.4 Conduct studies to provide information regarding community
desires regarding various components of the career program.

7.0 PROFESSIONAL GROWTH

Through self-study and leadership the Director will:

7.1 Promote professional growth of staff by maintaining his own
program of professional growth.

7.2 Participate in professional growth activities for improvement
of knowledge and skill through study, travel, conferences,
professional meetings, self-appraisal, etc.

7.3 Keep informed about current administrative, instructional,
and organizational trends in the areas of responsibility.

8.0 SUPPORTIVE SERVICES
Through coordination and leadership the Director will:

8.1 Coordinate the career program with related programs and
agencies.

8.2 Provide supportive services in the area of Career Education to
all related phases of the school curriculum.

8.3 Determine the need for supportive services and assist in
organizaing and administering an effective delivery system.

9.0 ORGANIZATION AND ADMINISTRATION

The Director will:
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9.1 Work with administrators in the local srol districts
in assisting teacher and counselor in promoting Career
Education objectives.

9.2 Be responsible to the Board of Directors of the Bingham County
Board of Cooperative Services.

9.3 Assist in the formulation and adoption of new or revised school
Policies affecting Career Education.

9.4 Administre the Career Education program in accordance with the
goals and objectives established, and provide creative leader-
ship in modifying procedures for enhancing the career program.

TERMS OF EMPLOYMENT:

Ten, eleven, or twelve month year. Salary and work year to be
established by the Board.

EVALUATION:

Performance of this job will be evaluated annually in accordance
with provisions of the Board's policy on Evaluation of Administra-
tive Personnel.

Approved bi Date

Reviewed and agreed to by Date
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ROLE DESCRIPTION OF CAREER GUIDANCE COORDINATOR

MINIMUM REQUIREMENTS

A. The Career Guidance Coordinator must understand the developmental
concept of Career Education, the process of career choice, and
have experience in career development activities at both elementary
and secondary levels. The person should have actual work experience
outside the field of education; hold a Master's Degree in Counseling
and Guidance, with emphasis and orientation toward vocational
counseling.

B. Be approved by the State Department of Vocational Education as a
vocational counselor.

C. Such additional or alternative qualifications as the Board may find
appropriate and accuptable.

REPORTS TO

Director of Career Education

JOB GOAL

Through an organized program of consultant services to principals,
counselors and teachers, provide leadership and assistance in promoting,
establishing, and implementing appropriate career guidance systems within
the school program and curricula.

1.0 CURRICULUM DEVELOPMENT AND INSTRUCTIONAL IMPROVEMENT
It

1.1 Establish and direct a Career Guidance Program designed to
develop in each student positive attitudes about themselves
and the world of work, and assist the student in developing
career decision-making skills.

1.2 Provide a placement program for all exiting students in a
(a) job, (b) post-secondary occupational training program,
or (c) baccalaureate program.

1.3 Assist in developing and providing curricula and program
planning, evaluation, and in-service training for school
personnel involved in the Career Education project.
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1.4 Review, study and development of performance based certifi-
cate or diploma.

2.0 STAFF PERSONNEL

2.1 Actively work with school personnel in a consultant role in
an effort to facilitate improved professional competence in
understanding and implementing the concepts, goals and
objectives of the Career Education project

3.0 PUPIL PERSONNEL SERVICES

3.1 Actively work with school guidance personnel to assist in
the development of adequate resource materials and delivery
systems for guidance information necessary to accomplish the
objectives of the Career Educatiom project.

3.2 Serve as a member of the Exiting Committee in evaluating
terminal student placement.

3.3 Cooperate with school personnel to provide individual or
group counseling and guidance activities related to the
objectives of Career Education.

3.4 Direct and coordinate utilization of P.A.C.E. Center at
the secondary level within all participating districts.

4.0 FINANCIAL AND BUSINESS MANAGr:AENT

4.1 Assist in the completion and submission of forms and reports
to appropriate agencies.

5.0 SCHOOL BUILDINGS, EQUIPMENT AND INSTRUCTIONAL MATERIALS

5.1 Assist in the inventory of facilities, equipment, and
materials in Career Education programs purchased with Project
funds.

5.2 Control and inventory equipment and materials assigned to
P.A.C.E. Center.

5.3 Assist in the selection and evaluation of materials and
equipment for use in the 'areer Education program.

6.0 SCHOOL-COMMUNITY RELATIONS

6.1 Provide information to the Director of Career Education,

58



6.2 Provide information to school personnel, community agencil
post-secondary educational/training institutions and em-
ployers concerning the goals and objectives of the PACE
Center and the placement component of the career guidance
program.

6.3 Provide information to teachers, parents, and students of
the goals and objectives of the PACE Center.

7.0 PROFESSIONAL GROWTH

7.1 Assumes responsibility for own professional growth and
development; for keeping current with literature, new
research findings, and improved techniques; and for
current administrative instructional'and-organizational
trends.

7.2 Participate in professional growth activities for improve.

ment of knowledge and skills through study, travel, con-
ferences, workshops, professional organizations and meth
and self appraisal.

8.0 SUPPORTIVE SERVICES

8.1 Provide for coordinating career education programs with
related programs of other school agencies.

8.2 Assist in the establishment of cooperative working rela-
tionships between school personnel and community agencies,
referral services, potential employers, and post-secondar)
educational/training institutions.

9.0 ORGANIZATION AND ADMINISTRATION

9.1 Be responsible to the Director of Career Education of the
Bingham County Board of Cooperative Services.

9.2 Participate with school administrators in decision making
where it relates to career education programs.

9.3 Assist in the formulation and adoption of new or revised
school policies affecting career education programs.

9.4 Carry out such additional duties as may be determined by
the Director of Career Education.

TERMS OF EMPLOYMENT

Ten, eleven, or twelve month year. Salary and work year to be
established by negotiation with the Board.
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EVALUATION

Performance of this job will be evaluated in accordance with provisions
of the Board's policy on Evaluation of Administrative Personnel.

Approved by: Date

Reviewed and Agreed to by Date

(Incumbent)
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ROLE DESCRIPTION OF SIMULATED OFFICE TEACHER OF B.O.P. IPC.

MINIMUM REQUIREMENTS

The Model Office teacher should hold a B.A. in Business Education and
must have worked as an Executive Secretary in addition to various
other business aspects.

Must be approved by the State Board of Vocational Education k%s a
vocational teacher.

Such additional or :"ternatives to the above qualifications as the
Board may find appropriate and acceptable.

REPORTS TO: The Director of Career Educc...;on

JOB GOAL:

Through simulation, students will actually come in contact with conditions
and experiences of a regular office environment.

1.0 CURRA'ULUM DEVELOPMENT AND INSTRUCTIONAL IMPROVE-7NT

1 1.1 Develop and provide curricula for BOP.

1.2 Assist the Business teachers in working with the students
in this program.

1.3 Develops and maintains an office environment conducive to
effective learning within the limits of the resources pro-
vided in the van.

1.4 Employs a variety of instructional techniques and instruc-
tional media, consistent with the physical limitations of
location provided and the needs and capabilities of the
individuals or student groups involved.

2.0 STAFF PERSOMEL

2.1 Actively work with the Business Teachers and school personnel
in a consultant role in an effort to facilitate improved
professional competence in understanding and implementing
the concepts, oals, and objectives of the career education
project.

2.2 Establishes and maintains cooperative relations with others.
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3.0 PUPIL PERSONNEL SERVICES

By working with the project staff, administrators, counselors
and teachers in the school districts the instructor will:

3.1 Provide leadership for the establishment and evaluation of
educational programs in r'elation.to the student needs which
are consistent with career education philosophy and objec-
tives.

3.2 Serve as a member of the Exiting Committee in evaluating
terminal student placement.

3.3 Encourge students to set and maintain standards of office
behavior.

4.0 FINANCIAL AND BUSINESS MANAGEMENT

A.1 Assist the Director of Career Education in the completion
and submission of forms and reports to appropriate agencies.

5.0 SCHOOL BUILDINGS, EQUIPMENT, AND INSTRUCTIONAL MATERIALS

5.1 Provide an inventory and control for equipment and materials
in BOP, Inc.

5.2 Assist in the selction of equipment, and other instructional
materials.

6.0 SCHOOL COMMUNITY RELATIONS

6.1 Provide information to the Director of Career Education,
School Personnel, businessmen, students, patrons and all
other interested parties of the goals, objectives, and
pi.ogress of the Career Education Program, and in particular,
the BOP, Inc. program.

6.2 Make provisions for being available to students and parents
for educational related purposes outside the instructional
day when required or requested to do so under reasonable
terms.

6.3 Works to establish and maintain open lines of communication
with students and their parents concerning both the broad
academic and behavioural progress of all assigned students.
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7.0 PROFESSIONAL GROWTH

7.1 Assumes responsibility for own proressional growth and
development; for keeping current literature, new -nc=rch
findings, and improved techniques; and for current adminis-
trative instructional and organizational trends.

7.2 Participate in professional growth activities for imprc--
ment of knowledge and skills through study, travel, confer-
ences, workshops, professional organizations and meetings
and self appraisal.

8.0 SUPPORTIVE SERVICES

8.1 Assist in coordinating career education programs with '

related programs of the other school agencies.

8.2 Assist the Director of Career Education in establishing
cooperative working rolationships between school personnel
and ccTmunity agencies, reFerr,?.1 servicen, potential
employers, and post-secondar;, educational training institu-
tions.

8.3 Participate as a faculty mer5er at tho se;ool when BOP is
at the school.

9.0 ORGANIZATION AND ADNINYSTRATION

9.1 Be responsible to the Director of Career Education for the
Bingham County Board of Cooperative Services.

9.2 Participate 1:n school administrators in decision making
where it relates to career education programs such as BOP.

9.3: Assist in the formulation and adoption of new or revised
school policies affecting career education programs.

,9.4 Carry out such additional 6...1ties as may be determined by
the Director of Career Education.

TERMS OF EMPLOYMENT

Nine, ten or eleven months a year. Salaries and work year to
be established by negotiation with the Board.

EVALUATION:

Performance of this job will be evaluated in accordance with
provisions of the Boards policy on Evaluation of Administrative
Personnel.

Approved by Date:

Reviewed and Agreed to by Date:



ROLE DESCRIPTION OF P.A.C.E. CENTER AIDE

Minimum Re uirements;

A. The P.A.C.E. Center Aide should be mature, pleasant and personable,
possessing the ability to work equally well with school faculty and
young adults. The person must be willing to develop an understanding
of the concept and purpose of Career Education, the process of career
development and the role of the career information services and work
samples activities as provoded through P.A.C.E. Center.

B. The persGn should have actual work experience outside education as
well as prior experiences as a teacher aide or at least ona year
of education or trainin2 beyond the secondary level.

C. The person may have suen additional or alternative qualifications
as the Board may find appropriate and acceptable.

REPORTS TO: Director of Career Education

JOB GOAL: Through an organized program of activities, provide hands-on
exploration and career guidance information to school faculty,
students and other interested persons.

1.0 DUTIES AND RESPONSIBILITIES

1.1 Become thoroughly acquinted with all work smaples, career
and guidance information, materials and equipment assigned
to PACE Center.

1.2 Present the Pro rammed Activities for Career Ex loration
to students and other interested persons who visit PACE
Canter.

1.3 Assist students and other interested persons in utilizing
the equipment and information provided by PACE Center.

1.4 Become acquited with resource and referral agents and
personnel in the school and community who may provide.add-
itional career or guidance information and services to
students.

1.5 Become acquainted with a wide variety of information
concerning careers and student options for completing the
transition from education to the world of work.

2.0 STAFF PERSONNEL

2.1 Actively work with school personnel in an offcvnt to provide
career guidance information to all who may need I:ha service.
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3.0 PUPIL PERSONNEL SERVICES

3.1 Actively work with school guidance personnel to -ssist in
the provision of career guidance information to students,
staff and all other interested persons.

3.2 Refer students and others who may desire additional assis-
tance and information on careers or placement options to
school guidance personnel or other appropriate personnel
and/or agencies.

4.0 MANAGEMENT AND EVALUATION

4.1 Maintain accurate records of students and other interested
persons who visit or utilize PACE Center.

4.2 Assist in the completion of forms and reports to be submitted
to the Director.

5.0 FACILITIES, EQUIPMENT AND INSTRUCTIONAL MATERIALS

5.1 Maintain the inventory of facilities, equipment and mat-
assigned to PACE Center.

5.2 Maintain an accurate record of all materials or equipment
loaned from PACE Center.

5.3 Be responsible for the day-to-day maintenance of PACE
Center facilities, equipment and materials.

6.0 SCHOOL-COMMUNITY RELATIONS

6.1 Provide information to the Director of Career Education,
school personnel, students, patrons and all other interested
parties of the goals, objectives and progress of the career
education program.

6.2 Provide information to teachers, parents, students and other
interested persons of the goals and objectives of the PACE
Center.

7.0 PROFESSIONAL GROWTH

7.1 Assumes responsibility for own professional growth and
development; for keeping current with information and
materials assigned to PACE Center and with sources and
resources for student and faculty use.

7.2 Participate in growth activities for improvement of know-
ledge and skills through study, travel, conferences, workshops
professional organizations and self-appraisal.
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8.0 SUPPORTIVE SERVICES

8.1 Assist in the maintenance of cooperative working relation-
ships between school personnel and the community.

9.0 ORGANIZATION AND AMINISTRATION

9.1 Be responsible to the Director of Career Education of the
Bingham County Board for Cooperative Services.

9.2 Carry out such additional duties as may be determined by
the Director.

TERMS OF EMPLOYMENT

Nine, ten, eleven or twelve month year. Salary and work year
to be established by the Board.

EVALUATION

Performance of this job will be evalilated in accordance with
provisions of the Board's policy on Evaluation of Instructioncl
Personnel.

Approved by Date

Reviewed and Agreed to by Date
Incumbent



APPENDIX

Exhibit B

UNITS & ACTIVITIES FOR CAREER EDUCATION
K-12

"Guid for Implementing Career Education in Bingham County"

"B.O.P. Inc., Simulated Office Program"
A curriculum and teachers guide for a 72' x 45" mobile office

"P.A.C.E. Center - Programmed Activities for Career Exploration"
An activity and resources guide for providing a career information
cnter in a 12' x 45" mobile unit
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ACTIVITY ORIENTED CAREER EDUCATION UNITS

These materials are units of carying lengths (a single activity to
a 9-week unit) designed for integrating career education into local
classroom curriculum. These units contain behaciorial objectives,
methods and resources. Because of the bulk involved, copies of the
units are not included in this appendix.

Grades *-3 Career Awareness
Goods and Services

Self Awareness

The :lairy Farm
Heai-mh Services

People Who Protect Us
People Who Provide Us
Transportation

People Who Provide Us Shelter
People Who Provide Comm.
People Who Feed Us
People Who Work With Tools
and Machines

People Who Work with Aoimals.
Workers in the School
Workers in the Community
Community Government
Clothing
Understanding Myself
Responsibilities of the
Child

Me
Seeds
Community Helpers

Grades 7-9 Exploration

Who Am I
Cluster Groups
Self Awareness
Agriculture, Gr.
Government Related Careers
Recreation & Entertainment
Home Living--Desserts
Home Living--Homecrafts
Career Orientation
Construction
Education

Careers-Health & Welfare
Plate Techtonics
Occupations in Science

Grades 4-6 Career Awareness and
Self Awareness
(Clusters)

Mining in Idaho
Agriculture in Idaho
Lumbering in Idaho
Career Awareness in the Arts
Career in Arts--Music & Dance
Language Arts, Speech & Drama
Careers in Communication
Banking
Dairying

Commerce--Transportation
Industry--Agriculture--Landowner
Careers Related to Trade & Finance
Electricity
Health

Inventions--Causes of Change
Law Enforcement
Work Values
Interest & Aptitudes
Work Interest & Abilities
Work Values

Genetics and Man
Horsemanship
Where Do People Work
Drugs in Todays World
Home Ec. I Food Unit--Restaruant

Food Service
Careers in Weather

Products of the Lithosphere & Related
Careers

Exploring Careers Thru Environ
Space Oriented Careers
General Personality Traits
Selecting Broad Fields
Search for Real Self
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Grades 9-12 Exploration & Preparation

Journalism Related Careers
English & lang. Related

Cak.eers

English & Lang. Related
Subjects

Mass Media Related Careers/
Emphasis in Bfoadcastinfi

Marketing & Finance
Meat
Commercial Art as a Carear
Food Production & Preserve
Bakery Products
Postal Work
Attitudes & Appreciation
Non-Verbal Communication
Verbal Communication
Written Communication
Employability Skills

Careers in Aerospace Age
City Parks & Recreation
Career Identity
Electricity
Chemistry Related Careers
Carpentry
Math Related Careers
Math Related Careers
Structural Carpentry
Industrial Plastics
Structural Carpentry Careers
How to Learn a Job -- Preparing a

Manual

Selecting & Applying for a Job
Personality & Job Success
Mass Media--Advertising 81 Man's

Needs

INTEGRATED ACTIVITIES FOR CAREER EDUCATION

These dre short career activities for use in integrating career
education into the classroom curriculum.

K-3 Awarciness

Cosmetology--Beautician &
Barber

Doctor & Nurse
I Am Glad That I am Me
Policeman
Cosmetaligist (Beautician

& Barber)
A Fireman's Equipment
Take a Tool
Traffic Policeman
My Needs
Student of the Week
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I'm Glad I'm Me
Tools of theiTrade
Career-Password Game
Career Hats
Feelings
People, Nople, Everywhere
Family Jobs
Services and Goods
Goods and Services
Five Senses



K-3 Awareness (Con't)

Dipping Chocolates
Mothers Work
Tools Make Work Easier
School Helpers
Parents' Career
Workers Use Tools
Self Awareness
Who Am I?
Careers in the Ndws
Hands of Workers
All About Me ,

The Telephone (Communications)
Post Office
Game 1ftrthn

What I Would Do If I Ran
the School

Careers
Who is Involved with

Potato Chips
Where Did Your Name Come

From

Career Realted Word
Endings

What My Workers Do
my Worker

Workers at School
Tic-Tac-Toe Occupational

Spelling

Workers at Eastern Ieaho
State Fair

Occupation Day
Communication (TV Weather-

man)

Knowing Me
Game Warden
Me
Newspaper Unit
Post Office Unit

7 0

The Grocery Unit
Self-Awareness Activity
Seeds for Your Garden
Anagrams
Jubs
Exploring Taxes
Depending on Each Other
Career for a Week
What I do Best
Attitudes Toward Work
Piano Tuner
Student of the Day
Taxes & What They do for Us
The Wide World of Sports
Post Office & Its Employees
Tools & Workers
Spotlight on You
Tools & Workers Game
Pupper Dramas
How Many Job Do I Know?
Workers in our School
Newspaper
My Choice: Me
A Language Barrier
Distant Places
Professional Workers
Good Feelings
Community Citizensnip
I See Me, Gr. K-4



Grades 4-6 Awareness

Creative Writing
Career Visit
Occupation Auction
Personality & Work
Career Day
Career Art
Clustering Activity
Matching Tools to Career
Self Development: Hobby

Analysis
Attitude Placement
Ranching
Searching Me
Veterinarian
Job Interviews
Self Awar,-ness
Letters of Application
A Class Safety Engineer
Work of Appraisors
School Custodian
Forms of Government

Influence Work
Carpentry
That's For Me
Competition
My Autobiography
Doing the Job Better
Clustering Careers
Field Trip to School Kitchen
Hybridizing For Pleasurable

Environ.
Radio Program
Job Interview (Eng. Class)
Career Survey
Recreation Workers
Newspaper Workers
How Do I Rate? '

Language Arts
Art--Flower Arrangement
Language Arts-Voice

Training
Air Line Employ-es
Getting to Know You
Self Awareness
Birds of Prey a Falconry
Cattle Feeding

7 1

Jobs Can Be Created
Career Bingo
Alphabetizinn Careers in Servie
Production of Fruits & Vegetables
Feelings of Prejudice
Alphabetizing Careers in Service
Jobs in our Community
Forest Ranger
Dental Health
Getting to Know You
Cereal Industry Workers
Carpentry
Bricklaying
I Want To Be...
Classroom Post Office
Cattle Industry
Character Development
Careers Today & Yesterday
Nursing Career
Conservation/Nat. Resources/Workers
Cement Working
Carpentry in Building Our

Community r

Farming as a Career-,
Creative Writing
Career Person of the Week
Television
Telephones
Pottery Making
Law Enforcement
Interviews--Role Playing
Television
Career Quiz Game
Mass Production of Puppets 8

Role Play
Local Mock Government
Construction Cluster
Identity Ausction
Working in Tourism
Fine Arts as a Career
Gov Jobs in U.S. & Canada
Fish & Game
My Personal Appearance
Job Application
Careers in Fashion



Grade 7-12 Exploration & Preparation

Job Types are Affected by
Community

Overpopulation & Problems
Exploring Pollution in
Cummunity

Fin6Jig Our Way
Cal-eers in Electronics
Technology

Cartography
Careers in Architecture
Orientation of School
What Does a Librarian Do?
Working with-Basic Elec.
Your Friends and You
Giving & Receiving Direc.
re & Post Test

Learning to Road Fractions
of Inch

Poetry Writing
Softball
Working in World of Metal
Working with Power Engines
Working with Graphic Art
Introduction to Knitting
Using the Claw Hammer
Casting with Urethane P

. Plastic
Types of Nails Used by

Woodworkers
Using "Co-Ed' in Job

Aware
What Type of Math for Ne?
Cashier
Spending
Self Evaluation
Looking at Self
Hobbies
Career Exploration
Home Furnishings
Child Care
Photography Field Trip
Golfing
Character Qualities
The American Road
Food or Famine
Unseen Enemies
Library Assistant
Lib. Student Service

72

How Much Math?
A Math Program for Me
The World of Work
Math and Me
Is Understanding of Basic Math
Necessary?

Home Crafts
Basketball
Snowmobiling Safety
Party Planners
What Does Florist Do?
My Spec. Abilities in Rel. to

Careers
City Government
Photography
What's My line?
Connotative Meanings
Safety in All Things
Food and You
Hospital Helpers
Jobs for Health's Sake
Letter Writing
ClasC.Ided Advertising
Careers for Good Writers
How to Use a Sociogram
Government Jobs
Machinist
Comparative Paper
-Informative,Essay'
Etiquette & Table Setting
Becoming and Adult
Cooking for a Crowd
Improving Personal Appearance
Work & Success
Manuscript Typing--Choose Vocation
Type Letter of Application
Buying a Car
Figuring Income Taxes
Knowing Yourself
Occ. Improvization--Theatro Games
Pantomine
Debate on Career Education
Student's attitude About Work
Thotation & Connotation
Knowing Myself
Art & Advertising
Art as Your Career
Reservation 8 Your Career Needs



Grade 7-12 Exploration & Preparation

Dressing Yourself a Direction
Others Cultural Exchanges & Prejudices

Career Pantomines Value Clarification
Speech to Inform Job Exploration
Literature: Character Analysis Written Communication
Long Term Writing Unit Researching a Career
We all Have to Budget Lang. Skills on the Job
Seeing How Algebra is Used in Bus, Expl. Personal Values thlm N
Mechanics Novels
Agricultural Supplies Work with Mental Illness
Agriculture . Sicial Services
Governmental Services Time and Change
Jobs That Use Math Today OUr community and Its Work
Understand Use of Algebra Who Am I? What You Think of Me?
Interview--Source of

ZggInformation
&:11L111:tions

Shopping in French Interaction of Man with Man
Cooking Crepes Character Examination
Gov. Careers in Spanish
Puppetry
Assignment: Tourist
Jobs U. 'ng Spanish
Spanish in Farming
Aware of Other Cultures
Demonstration Speech

on Hobby

Special Achievement

Math latics
Job Awareness
Job Clusters
Letters of Application
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1

SECTION I

INTRODUCTION

This report represents the final assessment for the 1975-76 school year

of the Bingham County Career Education Project (BCCEP) in Bingham County, Idaho.

Broadly speaking, it represent :. an evaluation of career education pi-ocedures,

practices, processes, and outcomes in the five (5) school districts participating

in the projQct. These school districts include: Blackfoot School District

#55, Aberdeen School District #58, Snake River School District #52, Firth School

District #59, and Shelley School District #60. Each school district has par-

ticipated in the project for a period of three years with the 1975-76 school year

representing the third and last of a three year federally funded project. Grades

K-I2 in all project schools generally were involved with awareness, exploration,

preparation, and placement activities and programs. More specifically, this

report is an assessment of the seven (7) career education objectives concerned

with the project.

Also, selected career education processes were evaluated. Among the

numerous processes evaluated were the following: inservice training programs

for botJi teachers and counselors, coordination of school career education

activities with local state employment agencies and federal manpower agencies,

vocational education programs, and various cooperative education programs.

The objectives and processes were evaluated from August, 1975 through

May, 1976, with all assessment data collected by May 15th. The final written

report for the BCCEP was drafted in late May. It was accepted for approval on

June 10, 19,6 and submitted to the director of the BCCEP for acceptance on that

same date.
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2

For ease in preparing and writing this report, it has been divided into

the following major sections:

1. An overview of the Bingham County Career Education Project;

2. Evaluation Design, Methodology, Statistical Treatment;

3. Findings for each of the seven objectives;

4. Summary and Outstanding Contributions of the Project.

A presentation and discussion of each major section follows.
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3

OVERVIEW OF THE BINGHAM COUNTY CAREER EDUCATION PROJECT

The five school districts in Bingham County, Idaho, have been involved

in an exemplary career education project. The project was funded through the

U.S. Office of Education, under Part D of the Vocational Amendments of 1968.

The general goal of the project was to promulgate career awareness, exploration,

and preparation activities in grades K-12 throughout selected school districts.

In order to accomplish this generic goal, one hundred fifty teachers,

counselors, and administrators constituted personnel used to implement the five

major program components of the project. These components were:

A. The utilization of curriculum units and learning activities to be

integrated at all grade levels (K-12) within the traditional subject

matter. The major thrust of this component wa, to identify for

students the re1ationshi0 between subject matter and the world of work.

B. The establishment of a developmental career guidance program for all

grade levels which was designed to assist students in developing

positive self-concepts, self-enhancing work values, interests, ap-

titudes, abilities, and goals as they are related to career develop-

ment, decision-making, and vocational placement.

C. The use of two mobile "resource" laboratories to assist high school

students with in-depth, short term career education experiences:

1. A model office-simulation experience organized to allow Office

Occupations Education students the opportunity to explore a wide

variety of potential occupations as well as prepare for actual

employment by becoming familiar with many of the most modern

machines and procedures novin use in the business-labor-industry

community in which they might eventually seek work.
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2. The Programmed Activities for Career Exploration (PACE) was

changed from the function of a carwr information center to a

hands-on work sampler lab for the 1975-76 school year. The

lab was mobile and was scheduled for 9th grade students at

each of the five county junior high schools. Students par-

ticipating completed six different work samples illustrating

basic principles which jobs have in common. The purpose was

to provide students an opportunity to explore careers through

hands-on experience in a variety of simple job tasks.

D. The expansion at the high school level of voCational skill training

courses to assist students in implementing their career choices

and in obtaining marketable life-time skills.

E. The Bingham County Program for Exceptional Children cooperated

closely with existing career education programs to provide pre-

vocational counseling and vocational skill training needed for

learning-disabled and handicapped students.

F. Career plans and Mini-grants at the building level were implemented

in the 1975-76 school year. These were a strategy to encourage

greater support from administration and provide incentives for

implementation of career education concepts at the building level.

The preceding represents the five major components of the Bingham

County Career Education Program used to implement its objectives.

The project involves five staff members responsible for developing and

implementing the project throughout five school districts. The staff members

include: a director, a guidance coordinator, an office simulation instructor, a

career information aide, and a secretary.
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5

These staff members work closely with building coordinators of each school

involved with the implementation of the project's goals. Building coordinators

are specifically responsbile for disseminating career information to school

personnel and for writing a monthly career education report about the schools'

career education pr'ogram. They also served as the building contact person

for the Evaluation Team.
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SECTION II

Descriptior, of the Evaluation Design and Procedures

Experimental subjects for all grades considered were drawn from the Snak.,

River School District. This was done simply due to the fact that it was deter-

mined that 6f all schools participating in the Career Education Program, Snake

River schools were most accessible in terms of propinquity. Students in Snake

River High School, Snake River Junior High and Riverside and Moreland Elementary

Schools were drawn as intact groups by class levels for the purpose of examination.

Intact classes by grade level were drawn from these schools for service as the

frame of reference for third year program impact.

Statistical Methods Used

For all tests employed and all data generated, experimental and control,

initial base-line data were gathered for the academic year extant. Subsequent

to initial data procurement, t-tests were utilized to contrast terminal gains

with initial disposition of subjects, taken nomothetically, testing the proposition

that if career education had an impact sensitive to measurement by the devices

employed, terminal considerations should differ significantly from initial meas-

ures in a manner suggesting gains which could not have been expected by chance.

In instances where terminal group means suggested better performance than initial

experimental group means, analysis was vsminated forthwith. In cases where ter-

minal means excelled initial (p,e-test) weans, even marginally, the t-test was

completed and results have been reported with the probability level at which

the difference was significant.

Testing Instruments Used

A general description of each standardized testing instrument used in the

evalvation of.the BCCEP follows:
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I. Self Observation Scales*:

The Self Observation Scales (SOS) is a self-report, group administered

instrumeit used to ascertain the degree to which students perceive them-

selves in relationship to peers, teachers, and school. It is an instrument

used to examine the affective development of children in the primary grades.

The primary level of the SOS for grades K-3 was the specific form of

the instrument used for the evaluation procedures. This instrument assesses

five dimensions of a child's self-concept. These dimensions and brief

descriptions of them follow:

a. Scale I - Self Acceptance

Children scoring high on this dimension view thems6lves as happy, im-

portant and competent. Low scorers on Scale I identify children who

are unhappy, undesirable, and non-important. An example of a statement
4

which measures this dimension of the SOS was: Do you feel goud about

yourself most of the time?

b. Scale II - Social Maturity.

Children scoring high on this scale view their relationships with other

people as being positive. High scorers are independent, persistent, and

sensitive to the needs of others. Low scorers view themselves as quitters

and loners. An example of a statement from the SOS assessing this

dimension was: Do other children do things better than you?

c. Scale III - School Affiliation

Children scoring high on this scale view school _as having a positive

:influence upon them. Low scorers perceive school as being an anhappy

place. Low scorers also perceive that school is not an important place

to be. An example of a statement from the SOS assessing this dimension

was: Is school a happy place?
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d. Scale IV - Self Security

Children scoring high on this scale are confident in themselves and in

the people with whom they come in contact. High scorers are confident

with what they are trying to achieve or to accomplish. Low scorers are

insecure, anxious, and depressed. New experiences are frustrating since

there is a great deal of uncertainty about them. An example of a state-

ment from the SOS assessing this dimension was: Do you get nervous at

school?

e. Scale V - Achievement Motivation

Children scoring high on this scale are those who probably achieve well

in school and low scorers arc children who probably do no .,. achieve well

in school. This sca.h is presently undergoing validation and should be

viewed as experimental.

2. Career Education Questionnaire2.120 A, Grades K-3:

The Career Education Questionnaire (CEQ) is a direct, self-scoring,

picture inventory of the world of work. CEQ attempts to ascertain the

degree to which students can demonstrate their knowledge of the training

requirements, job duties, and rewards of occupations classified as

goods-producing and service-producing industries. The format of the

inventory requires students to identify from a grouping three pictures for

each of thirty different questions appropriate responses. An exampfle of

a statement and/or quettion from the CEQ was: Identify the picture of a

_worker who enforce.- he law. The test yields one, overall scol.e.

3. Career Education Questionnaire, Form A, 3rades 4-6:

The Career Education Questionnaire (CEQ) is a direct, self-scoring,

multiple choice and matching inventory designed to assess a student's

knowledge about the world of work. Job skills, job requirements, work

tasks, and rewards are areas in which the CEQ assesses students' knowledge
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of work. The CEQ format requires a student to select from one of four

possible answers to multiple choice quizzes or to identify matched state-

ments. There are a total of 56 questions for the CEQ, Grade!' 4-6 Inventory.

The test yields one, overall score.

4. Career Develo ment Inventor :

The Career Development Inventory ((0) is a self-directed inventory

measuring the general cOncept of v, 1 maturity. The CDI has been

designed for use by students in grad,?s thru 12. It rield, three scores,

two of which are attitudinal and one of which is cognitive. The three

scaled scores are: (A) planning orientation, (B) resources for exploration,

and (C) information and decision making. The questions have been purposely

designed for both boys and girls.

5. Career Education Conce t Re ationshi uestionnaireI

A locally constructed survey form designed to determine if stuaents can

demonstrate in writing the degree to which they could identify relationships

among interests, and values, and the world of work. The inStrumer consists

oftwo open-ended questions.

A two-part questionnaire was constructed to assess the relationship among

interests, values, and the world of work. See Appendix A.

6. Career Development Inventory

An objective, multifactoral, self-administrating, paper-and-pencil

inventory measuring the vocationai maturity of adolescent boys and girls.

It yields three scale scores, two of them attitudinal and one of them

cognitive. It also yields a total score. The names of the scales are:

(A) Planning Orientation (attitudinal); (B) Resources fi_r Exploration

(attitudinal); (C) Information and Decision Making (cognitive).
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7. Assessment of Career Development _(ACD)

The ACD focuses on core aspects of career development that can be

economically and objectively measured through use of standardized group

assessment procedures. Scales in the ACD are structured around the fol-

lowing components of career development: (A) Occupational Awareness (in-

cludes occupationil knowledge and exploratory occupational experiences);

(B) Self-Awareness (Includes job values and preferences, career plans,

self-evaluation of career planning, and perceived needs for help with career

planning);(C) Career Planning and Decision Making (includes career planning

knowledge and involvement in career planning experiences). In addition,

student reactions to their career guidance experiences are obtained.

Testing_Procedures Followed:

All standardized tests used in the evaluation of the BCCEP were admin-

istered according to the instructions outlined by the authors of the various

test manuals.

Individuals administering the inventories consisted of one assistant and

one associate professo,7 cf education who have had extensive background in

testing, measurement, statistics, evaluation, and test construction.

Both test administre.;ors attempted to be consistent with the manner in

which they administeve c'. trie standardized tests in both the pre-test and the

post-test conditions.

-Management Plan:,

The Eva1uOtion Team developed a Om for managing the many activities

provided for in the project,

Treatment Group Area Matrix:

This matrix will be found in Appendix B and provides a visual picture



11

of the activity (or treatment) for each objective and the grades, groups or

individuals partiLipating.

89



SECTION III

Objective I

Sixty percent of students in grades K-3 will have bemue aware of

self and others and aware of the world of work. This will include

having esteem for self and others and being able to distinguish be-

tween careers in the "Goods and Services" clusters.

FINDINGS:

To adequately address this objective, it required of the third

part evaluation team to asses the (1) specific component aspects of it and

to assess (2) those concepts alluded to in the objective; and then to draw

inferences which suggest the degree to which the objective has been met.

Variables undergoing evaluation include:

1. Sixty_percent of K-3 grade level students will be presentA

career education instructional units.

FINDINGS: Matrix A identifies and numerates the schools,

teachers, students, and learning processes

and practices linked to the instructional

units for grade level K-3.

Ten different elementary schools actively participated in this as-

pect of the Career Education Project. These schools included: Aberdeen

Elementary, Elmwood Elementary, Fort Hall Elementary, Groveland Elementary,

Johnson Elementary, Moreland Elementary, Stalker Elementary, and I.T.

Stoddard Elementary schools.

More than sixty different elementary school teachers developed more

than 140 units of instruction. These units consisted of self-awareness,

career-awareness, resource-people, and field trip activ4ties. The majority

of these activities centered on the concept of career awarTess for children.

Teachers from Groveland Elementary, Pingree-Rockford Elementary, Shelley

Elementary, Stalker Elementary, and I.': Stoddard Elementary schools have

written the majority efinstructional units. It should V: noted that few

12

9 0
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Matrix A: Instructional Units K-3

School No. Teachers Activities No. Students
SA-CA-RP-FT

1. Aberdeen Elementary 6 6-9-2-2 327

2. Elmwood Elementary 6 2-6-1-0 109

3. Fort Hall Elementary 3 2-3-1-0 117

4. Groveland Elementary 8 7-17-8-2 450

5. Johnson Elementary 4 6-7-1-2 204

6. Moreland Elementary 4-4-0-3 640

7. Pingree-Rackford 8 4-3-3-1 470
Elementary

8._ Shelley Elementary 10 7-15-3-2 850

9. Stalker Elementary 9 all activities: 800
SA/CA

10. I.T. Stoddard Elementary 8 10-15-2-0 500

TOTALS 64 48-79-21-12 4100+

SA=self awareness, CA=career awareness, RP=resource person, FT.field trip

9 1
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instructional units emphasized "hands on" activities or "doing" activities.

Most activities emphasized career education concepts throueh abstract learning

via films, film slides, and DUSO I and II Kits. It only seems resonaEe to

expect teachers to do career t.lucation thru "hands on" activities since a

major premise of career education is learning thru doing.

Many students in K-3 grades participated both directly and indirectly in

the instructional-units. Teachers in grades K-3 more than met the percentage

of students identified in Objective I who participated in the instruction

units. The percentage of students in grades K-3 involved with career ed-

ucation concepts was approximately 80 percent.

It should be noted that on site visitations revealed that teachers were

still doing career education as an adjunct to the regular curriculum. Teachers

were still taking "time out" from the regular curriculum to do career education.

Teachers should know that one goal of career education is to integrate its con-.

cepts into the regular subject matter content of a course. Once this occurs,

career education becomes the vehicle for increasing motivation and learning

in students. Perhaps, one recommendation here is for teachers to be recycled

thru career education concepts to refresh their memories on some of the basic

tenets of career education.

The overall impression obtained by examining this a.,pect of Objective

I was that teachers were actively striving to do career education and seemed

to have a genuine interest in it.

2. Grade three level students will increase their knowledge about

occupations and careers.

FINDINGS: The Career Education Questionnaire (CEO) for Primary

Grade students was administered on a pre and post

test basis to third grade LAdents at Moreland Ele-

mentary School. Subjects were selected on a random

basis. Results of these test administrations may be 9 2
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viewed in Table I. A discussion of data folloys:

TABLE I: CEQ, Third Grade Students

CEQ

CEQ

Difference

Pre Test

Post Test

14.41

14.52

.11

No. Cases

36

36

Thirty-six third graders were administered pre and post CEQ tests.

Results indicated a pre-test group X score of 14.11 and a post-test group X

score of 14.52 with a difference of .11 points favoring a slight growth in

career information and job related knowledge. There were no significant

differences in X scores. It seems reasonable to suggest that some growth

has occured, but that the impact of career education concepts and jub re-

lated facts have had little or rP effect on student cognitive growth or be-

havior change. Students have not for all practical purposes increased their

knowledge concerning the diffPrences between paid and unpaid work, knowing

the duties of different occ ons, and knowing what some of the major re-

sponsibilities of various occupational groups might be.

3. Grade three level studerts will develop positive self-concepts

in relation to life style careers.

FINDINGS: The Self Observation Scales (SOS) for Primary Grade

Students was admiAstered on a pre and post test basis

sAo third grade students at Moreland Elementary School.

Subjects were selected on a random basis. The SOS

measures such concepts as self-acceptance, social

maturity, school affiliation, and self-security.

9 3
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Results of these test administrations may be viewed

in the following Table . A discussion of data follows:

A. Self-Acceptance

TABLE II: SOS, Self-Acceptance, Third Grade Students

No. Cases

x

SD

Ave. % Score

PRE

35

POST

35

DIFF.

47.71 49.92 +2.21

5.22 5.60 .38

41.83 49.75 7.92

Thirty-five third grade students were administered pre and post SOS tests.

Results indicated a pre-test group X score of 47.71 and a post-test group X

score of 49.92 with a difference of 2.21 mean score points favoring a slight

growth or change in self-concept development as it relates to self-acceptance.

This scale suggests that individuals or groups of individuals with high scores

(t score of 75+) view themselves in a positive manner and attribute to them-

selves the qualities of happiness, importance, and competence. They see

themselves as being held in importance by teachers, family, and peers. Stu-

dents or groups of students obtaining a low score (t score of -25) tend to

view themselves as being unhappy, lacking of self-confidence, and having few

competencies. A post mean score of 49.92 for the subjects seems to suggest

that the students tend to fall somewhere between the two extremes mentioned

previously. They perceive themselves as being both happy and unhappy, im-

portant an0 ;unimportant, and competent and incompetent. Perhqps, this

ambivolence reflects in part the circumstances and conditions of the moment

the test was administered. However, it also seems reasonable to suggest that

as students are developing in schools their personality is always in a state

9 4
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of flux, and as a consequence their self-concepts are a measure and reflection

of this uncertainty. Perhaps this is one r )n that might tn usefl rn explain

a small change in behavior as measured by the self-acceptance scale of the

SOS Inventory.

B. Social Maturtly.

TABLE III: SOS, Social Maturity, Third Grade Students

No. Cases

PRE

35

POST

35

DIFF.

X 51.06 48.19 -2.87

SD 5.13 4.24 - .89

Ave. % Score 43.26 32.17 -11.09

Thirty-five third grade students were administered pre and post SOS

tec,ts. Results indicated a decrease of the level of tha groups social matu-

:4ty. This scale suggests that students who score high know how they should

act in school and know the importance of suchnotions as "fair play", "sharing",

and "helpfulness". Low scorers have not learned these concepts, and, as a

result, tend to be immature, selfish, and inconsiiLrate.

Data for the SOS, Social Maturity Scale, reveal that students did not

increase their level of maturity as identified by a difference between the pre-

post test.

C. School Affiliation

TABLE IV: SOS, School Affiliation, Third Grade Students

No. Cases
X

SD
Ave. °

PRE POST D1FF.

35
51.14
3.31

54.37

9 5

35

49.31
2,91

47.33

-1.83
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Thirty-five third grade students were administered pre and post SOS

tests. Results again suggest a decrease in the level of school affiliation

of the target group. This scale implies that groups cf individuals scoring

high view school as having a positive effect on their lives. Low scorers

view school as an unhappy place to be and do not enjoy most school activities

or le rning procedures.

Data for the SOS, School Affiliation Scale, reveal that students did

not increase their level of school affiliation as identified by a difference

between the pre-post test.

D. Self-Security

TABLE V: SOS, Self Security, Third Grade Students

No. Cases

PRE

35

POST

35

DIFF. .

48.49 49.31 +.82

SD 3.81 2.91

Ave. % Score 44.17 47.33 +2.86

Thirty-five third grade students were administered pre-post SOS tests,

Results suggest a slight gain in that variable of self security within the

personalities of the students. The gain was only +.82 points, suggesting

limited growth and charge. The self security scale suggests that individuals

who score kligh perceive themselves as being confident in what they can do.

Low scorers lack self confidence and feel insecure.

Data for the SOS, Self Security Scale, reveal that students demonstrated

a slight increase in their level of confidence as identified by a difference

between the pre-post test.

96
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Overview of self-concept:

Perhaps, it is appropriate at this time to raise a question and that is:

"Did career education have a significant impact on the self concepts of selected

students?" For this portion of the evaluation, data suggests little or slight

impact on self concept. One reason explaining this limited growth miaht be

that the classroom teacher was not adequately trained to work with the affective

behaviors of students, specifically self concept. If this is valid, then it

might be wise to provide in-service training to assist teachers in such an

area. However, data also suggests that on the self acceptance and self security

scales of the SOS some positive changes were beginning to occur. Here, teachers

might need more time and systematic intervention to become more effective. It

should be remembered that self concepts generally cannot be changed over night,

and that limited measured change might in reality represent substantial change.

4. K-3 teachers have participated in at least 3 inservice training

sessions focusing on career education.

The audit of monthly career education reports suggest that teachers

have participated in inservice career education training sessions. Most

training sessions centered on learning how to do career education through

career awareness activities. Building coordinators and principals directed

the training sessions. Other specific training sessions included: (1) how

to prepare for career education field trips, (2) group discussions on what

"I'm doing in the classroom," (3) how to use bulletin board effectively for

career education, (4) visit Vocational Education Center in Idaho Falls, and

(5) how to use a 35mm camera on field trips. It should be noted that the

Shelley Elementary School seems to be doing an "outstanding job" in pre-

paring teachers to do career education. Monthly reports and descriptions of

inservice programs seem well organized and could possibly serve as models for

9 7
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other school districts. All school districts conducted inservice training

for teachers with most of the inservice coming early in the year. Schools

reporting inservice training for teachers during the months of March, April,

and May included: (1) Shelley Elementary School, (2) Aberdeen Elementary

School, (3) Groveland Elementary School, (4) Johnson Elementary School, (5)

Moreland Elementary School, anu (6) Riverside Elementary School. It was

known by various members of the evaluation team that other elementary schools

had developed and implemented career centered inservice training for teachers,

but had failed to report it on their monthly reports. It was the impression

of the evaluation team that this portion of the objective was adeqilately ful-

filled.

5. K-3 grade teachers and administrators will have developed an

all school career education plan and will implement it.

Visitations to schools and discussions with principals and building

coordinators suggest that schools have developed and implemented their

building plans on career education. Seed monies from mini-grants aided in

the implementation process. Mini-grant funds were used to purchase career

education materials for the entire school, and in turn allowed for the im-

plementation of building plans. All schools had building plans. These

schools included: Stoddard, Stalker, Shelley, Moreland, Riverside, Johnson,

Groveland, Fort Hall, Elmwood, and Aberdeen. Pingree-Rockford had some

difficulties in getting their career education program off the ground, and

never produced the quality of work that other elementary schools had done.

The third party evaluation team feels that this portion of the objective

has been met.

9 8
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OBJECTIVE II:

Sixty percent of students in grades 4-6 will have developed self-awareness

and esteem for self and others, awareness of the world of work, and

ability to distinguish and describe career interests, career aptitudes

and work values.

To assess the objective, it required of the third party evaluation team to

examine the (1) specific component aspects of it and (2) those concepts alluded

to in the objective, and then, to draw inferences which suggest the degree to

which the objective has been met. Variables evaluated included:

1. SIXTY PERCENT OF 4-6 GRADE STUDENTS WILL HAVE INCREASED THEIR KNOWLEDGE

ABOUT THE WORLD OF WORK,

FINDINGS:

Table VI identifies the 7 scores, along with other descriptive variables,

and the number of sixth grade students at Riverside Elementary School who

were administered the Career Education Questionnaire (CEQ) to aid in the

identification of the impact of career education on student acquisition of

career knowledge. A discussion of the results follows:

TABLE VI , CEQ, Career Knowledge, Sixth Grade Students

Pre-CEQ Post-CEQ

No. Cases 42 42

7 28.73 28.19

SD 2.86 2.79

High Score 45 39

Low Score 17 12

Range 38 27
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Forty-two sixth grade students were administered the CEQ on a pre and post

basis. They obtained a pre-test mean of 28.73 and a post-test mean of 28.19

with SD's of 2.86 and 2.79 respectively. Even though 7s( scores did not change

significantly, a slightly smaller SD on the post-test implies lesser variance

of performance than in the pre-test. This is substantiated somewhat when one

examines the range of scores in the pre and post test. This suggests that

student performance was not as erratic or inconsistant as in the pre-test.

The general impression that one perceives when examining the CEQ data was

that there was not a significant increase in student job knowledge acquisitipn.

Students didn't increase their knowledge about paid and unpaid work, about

those factors influencing job success and satisfaction, and about different

types of work. As a result, objective number one (in part) has not been met.

2. GRADE 4-6 LEVEL STUDENTS WILL DEMONSTRATE IN WRITING (A) WHAT IS AN INTEREST

AND (B) HOW INTERESTS ARE RELATED TO THE WORLD OF WORK.

FINDINGS:

A. What is an interest?

Forty-two students were administered a questionnaire which asked

them to define the concept of an interest as it relates to career

awareness. Results suggested that forty of forty-two students were able

. to define in writing what an interest is. Typical replies to the question

included (1) something you like, (2) you like to do something, (3) some-

thing I like doing vs. a dislike of something, and (4) something is ex-

citing to do. Perhaps, these definitions of an "interest" are not valid

in the truest sense of the word, but the definitions do suggest to us

how students have conceptualized the term interest. Students do have an

understanding of the term, and can manipulate the concept in writing.

Therefore, members of the third party evaluation team believe that this

100
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aspect of the second object has been achieved.

B. What is the relationship between interests and the world Of work?

Forty-two students were administered a questionnaire which asked them

to demonStrate in writing the relationship between interests and the world

of work. What the evaluators were searching for was how students were

able "to link together" these concepts. Only thirty of forty-two students

answered the question adequately. Acceptable answers included (1) you

work at what you like to do, (2) interests help you to decide your future,

(3) you can have interests that relate to many jobs, and (4) if you dis-

like your work you do your job poorly. Non-acceptable answers included

(1) you achieve your interests, (2) making money ts an interest, (3) in-

terests are your good personality, and (4) I don't know. Twenty-nine .

percent of the sixth grade students sampled were unable to respond correctly

to this portion of the questionnaire. However, since seventy-one per-

cent of the sampled students answered the question correctly, the third

party evaluation team believed that this portion of the second objective

was met adequately.

3. GRADE 4.7.6. LEVEL STUDENTS WILL DEMONSTRATE IN WRITING (A) WHAT IS A VALUE ANC

(B) HOW VALUES ARE RELATED TO THE WORLD OF WORK.

FINDINGS:

A. What is a value?

Forty-two sixth grade students were administered a questionnaire which

attempted to assess this question. Thirty-five students answered it correctly

Typical acceptable replies were (1) something very important, (2) you

like something, (3) it's worth something, and (4) something you treasure.

Even though these descriptions were broad ones, it was felt by the third

party evaluation team that they were acceptable. Non-acceptable answers

10 1
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included (1) you like it, (2) you do it, (3) money, and (4) don't know.

A fine line existed between acceptable and non-acceptable answers, and

the evaluators attempted to look at the total context of a student's

reply to the question before accepting or rejecting it. Somettmes it

was very difficult to place a reply in one category or another. In

such cases, the evaluators waited one or two days before maktng a decision.

It was hoped that by following this technique time was made posstble for the

evaluators to reflect accurately on a given reply. We hoped that this

would eliminate any impulse decision-making on our part.

Since eighty-five percent of the sam0e answered this question-cor-

rectly, the third party evaluation team felt that this portion of the ob-

jective was met.

B. What is the relationship between values and the world of work?

Forty-two students answered a question concerned with that concept.

Thirty-two students were able to demonstrate an acceptable relationship

between values and the world of work. Acceptable replies to our question

included (1) you work to help others, (2) if you work you tend to take an

interest in the world, (3) values help you at work, (4) you work to get

money, (5) you can be happy with your work, and (6) work benefits every-

one. Students produced a wide variety of acceptable answers. Non-accept-

able answers included (1) work is only for some people, (2) we don't have

to work, (3) I don't know, and (4) you work because you have a good

personality. Again, the evaluators encountered some difficulty with am-

biguous responses in terms of either accepting or rejecting accurate-re-

plies to the question. And, again, time and reflection proved to be an

asset. It was believed by the.evaluation team that responses were ac-

Curately classified.

The evaluation team felt that this part of the second objective was

1.02
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met since seventy-six percent of the students sampled answered it correctly.

4. GRADE 4-6 LEVEL STUDENTS WILL PARTICIPATE IN A WIDE VARIETY OF CAREER EDUCATION

ACTIVITIES INCLUDING (1) AWARENESS AND SELF-ESTEEM, (2) COMMUNITY CAREER

RESOURCE PERSONS, (3) FIELD TRIPS, AND (4) SELF AND JOB EXPLORATION.

FINDINGS:

Matrix B identifies and enumerates the schools, teachers, students and

learning processes and practtces ltnked to the instructional untts for grades

4-6.

MATRIX B: INSTRUCTIONAL UNITS - 4,6

School No. Teachers Activities No. Students
SA-CA-RP-F+

1. Aberdeen 3 3- 4- 2- 2 150

2. Elmwood 3 1- 3- 1- 0 50

3. Fort Hall 3 3- 4- 4- 0 80

4. Groveland 5 4- 9- 4- 1 250

5. Johnson 5 12-14-23- 0 120

6. Riverside No monthly reports received.

7. Shelley 5 8- 8- 1- 2 425

8. Stoddard 4 5- 9- 1- 0 325

9. Stalker 8 Not Labeled 400

10. Wapallo 3 13-13- 3- 0 100

Totals 39 49-64-39- 5 1900

SA=Self Awareness, CA=Career Awareness, RP=Resource Person, F+=Field Trip
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Data for Matrix B was obtained from monthly career educatton reports

turned into the evaluation team. It should be noted that there existed some

inconsistency on the part of several school distrtcts to complete the re-

ports. Therefore, a possibility exists that thts matrix ts not an accurate

reflection of what kinds of career education activities and how many teachers

and students actually participated in thts aspect of the project. If any-

thing, it is an underestimation of what actually occurred. Reasons that

some building coordinator stated for not completing the monthly reports were:

(1) teachers didn't keep an amarate report of what they had done in career

education, (2) it was a bore to maintain such records, and (3) record keeping

was time consuming.

As such, what follows is only a limited reflection of what actually occurred

in some aspects of the career educatton project in the upper primary grades

(4-6 grade levels).

Matrix B sums up some of the schools that were attempting to matntain

career education learning-acttvity records. Schools subetting monthly

reports included: Aberdeen, Elmwood, Fort Hall, Groveland, Johnson, River-

side, Shelley, Stoddard, Stalker, and Wapallo. Approximately forty upper

primary grade school teachers designed more than 150 career education learning

experiences. These activfties were destonated for use by more than 1900

upper primary grade students. The majority of learning experienced centered

on career awareness, self awareness, and resource people activities. There

were few field trip activities planned for students. For the latter'activity,

field trips were restricted because of high costs for transportation.

On site visitations suggested that upper primary grade level teachers

were sincerely interested in career education concepts and were attempting to

do careereducation by integrating it into the entire curriculum. This was

especially true of staff members at Moreland Elementary School.
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Based on the preceding data, it only seems reasonable for the third party

evaluation team to believe that this portion of the objective was met.

Students participated in a wide variety of career awareness and self-aware-

ness activities and heard a wide variety of career speakers. But, they

experienced few field trips.

1 0 5
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Objective III. Sixty percent (60%) of junior high school students

will explore career, explore self: make some tentative

decisions about self and careers and participate in

further exploration of careens or career clusters.

1 60% of junior high school students will explore self and career fields.

a. Have students increased their ability to develop
career plans about themselves in relation to the
world of work?

b. Have students increased their knowledge about the
world of work?

FINDINGS:

Pre and post administration of the Assement of Career Development

was undertaken on a sample consisting of forty-six (46) ninth graders at

Snake Rive Junior High School.

At the crux of the assertion that junior high youngsters would, through

exposure to the career education program, gain knowledge pertaining to them-

selves and to the world of work, lies the anticipation that the program would

have a measurable impact on these young people in terms of capacity to make

judicious decisions for themselves relating to futureoccupational disposition.

In sum, the career student should, as a result of the program, have increased

the capability to plan wisely in terms of future job prospects; not just for

himself, but for situations of others as they are cast upon him. Data pro-

cessed for results of the A.C.D. yielded gains for the sample in job know-

ledge eventuating in a t equal to 5.159_ Additionally, a t of 2.809 was ob-

tained for career planning knowledge.. Bath these results could have been

obtained by chance fewer than one in one thousand times.

The question, of course, remains,as to whether a comparable group with-

out exposure to a career education program could have experienced like in-

creases. Every study of which this writer is aware after ten years in the
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business of statistical inference suggests an answer of, "no." Had the re-

sults of the study yielded a probability that such gains could have occured

twenty, ten, even five times in one hundred by chance-, this evaluator would

be inclined to greater consiousness. But mhen the possibilities for chance

to operate climb into the thousands against being operative, a rather firm

conclusion evolves that the results were caused, and caused by the program's

impact.

2. 60% of junior high students will make tentative career decisions.

FINDINGS:

One hundred percent (100%).of the students at Snake River Junior

High have made tentative career choices. Likewise, one hundred percent (100%)

have a career choice provisionally identified at Shelley Junior High. All

eighth graders at Firth have made this decision, but very few seventh graders

have determlned a choice (5%). Blackfoot Junior High has not been involved

in this arena. Overall, there was fifty percent (50%) success in bringing all

junior high students to tentative career choices.

3 a,b: Building Plans

FINDINGS:

Buildings plans were collected and over the course of the year,

activities regarding plans were monitored.

Blackfoot, Shelley, Snake River and. Firth Junior Aigh Schools have

constructed and implemented career education building plans. Outcomes of

implementation specifically dealing with students' activities are treated in

part five (5) of this section.

3c: Guidance Personnel Will Assist Teachers

School guidance personnel will assist teachers in the:development of

the activities for selfrassessment and selection .of a career or career cluster

for in-depth exploration.
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FINDINGS:

The intent of the evaluation team was to audit teachers to determine the

degree to which school counselors helped them to career education activities.

A representative of the evaluation team held conferences with three of the

. junior high counselors to determine how they.had.helped or assisted the teachers

in their buildings. These responses were combined with the senior high coun-

selors' responses and developed into a questionnaire which was sent to junior

high teachers who were involved in the career education Rroject. These teachers

were asked to rank each area on a 5-point scale with 5 being high or to mark

"Doesn't Apply."

The results of the quesLior.iaire were tabulated and Table VII reflects

the results. The mean score from each school is presented.

The results of the questionnaire in Table VII reveals that junior high

counselors are not meeting average ratings_ The table shows the majority of

ratings are below average of three. Teachers at Blackfoot indicate their

counselor has not attended any career workshops as he is new this year. Coun-

selors at Shelley and Firth received high ratings and they are also building

coordinators. One aspect of these data may be inaccurate in its implication.

Where the counselor is not the building coordinator, teachers are, to a degree,

unaware of the counselor's role in the project. It is the impression of the

evaluation team, based on various interactions with these counselors, that

much was done by them while it was low in visibility for teachers.

3d: Mini-grants.

FINDINGS:

Firth Junior High stressed acquisition. and use of equipment in their

grant. Audio-visual equipment and materials were.procured, as were a number

of kits dealing with job experience and.self-awareness. These were utilized

to the criteria stipulated in the grant. Likewise, Blackfoot and Snake River
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TABLE VII

DEGREE.TO WHICH. TKE JUNIOR HIGH,COUNSELOR
ASSISTED TEACHERS IN CAREER ACTIVITIES

19-

1. Provides career materials

Snake Rtver 61.ackfoot Firth Shelley

2.8 1.5 4.5 3.0

2. Acts as career education
consultant 1.3 2.0 4.0

3. Provides career resource center 2.9 1.5 5.0

4. Resource person in areas of
counselor training 3.0 1.8 4.7

5. Provides in-service training
on career education program 1.3 1.5 3.7

6. Organizes a community resource
pool 1.3 1.0 4.0

7. Consults with teachers on
student needs 1.8 2.6 4.3

8. Gives and interprets
vocational tests 2.9 1.5 4.0

9. Instructs teachers how to
use tests 1.5 1.2

10. Arranges and assists in career
days or fairs 1.3 1.0 4.0

11. Establishes hands-on experiences 1.1 .._.. 3.0

12. Assists in hands-on experiences 1.3 1.0 4.3

13. Makes surveys and follow-up
studies available 1.9 1.0 3.0

2.3

4.0

4.0

4.3

2.0

4.3

4.0

3.0 4.0

3.0

2.0

2.5

2.5

Number of teachers responding 8 6 3 3
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tion process to the criteria stipulated. Whereas Shelley Junior High purchased

films and camera equlpment and usedthem Sour times, a fire in the building

ruined all this equipment and no use will be forthcoming. until replacement can

take place.

3e: Positive Attitude After Workshop

A questionnaire was disseminated to all workshop psarticipants. Their

responses to this inquiry constitute the source of data that follows.

Of those attending workshops held August 4 through 15, 1975, forty-four

(44) were teachers, fourteen (14) were administrators and three (3) identified

themselves as building coordinators. No.counselors were recorded as being in

attendance. Of these sixty-one (61) people, seventeen (17) attended sessions

August 4, eighteen (18) on August 5, thirty (30) on August 7, thirty-one (31)

on August 8, thirty-five (35) on August 12, with sixteen (16) attending all

sessions. Eighteen received academic credit while forty-two elected not to

take the credit option, leaving our respondant not reporting his. option.

Respondants to the questionnaire were asked to whatextent workshop

activities fulfilled their expectations, Seven (7) reported that activities

should be ranked "five" on a five-point scale as exceeding their expectations.

Seventeen (17) ranked the activities "four", twenty-seven (27) ranked activi-

ties "three" (neutral), seven ranked activities "two" (not coming up to their

expectations, and four (4) ranked activities "one," as low as they could be

ranked. Reasons proferred for determinations on th.erpositive end of the con-

tinuum included helping in classroom planning, developing workable building

plans,acquisition of new activities, and being motivated to implement career

education concepts. Negative comments suggested that speakers were not as

effective as in years past, pointed to poor organization, and in at least one

instance, no speaker arriving for the scheduled session, at all. Everything

considered, comments seemed to distribute themselves rather normally between
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positive and negative extremes and attitudes seemed to coincide wtth expecta-

tions. In all instances, respondants split essentially half-and-half on the

subjects of whether or not workshops offered new insights, spoke to important

issues, were clear and understandable, and used interesting materials of a

pragmatic nture which maintained interest. Respondants did appear to under-

write their expectations as hay' pciiate applicability; and, additionally,

felt that what was presented c( ther well.

4. Teacher Participation in Career. Education-in-service

FINDINGS:

Snake River Junior High, Firth Junior High and Shelley -Junior High have

had all teachers participate in three in-service career education sessions.

Blackfoot Junior High has had no sessions.

5. By May 30, 1976, 60% of junior high students will have

participated in the following during the school year:

a. at least three (3) self-awareness activities designed

for self-assessment, and in decision-making for
ninth grade students.

b. at least one (1) in-depth exploration of a self-

selected career or career,cluster.

c. at least three (3) hands-on career exploration
experiences.

d. at least two (2) activities involving the community
(business, industry, government or labor). This

could be through people in the world of wdrk coming
to the elassroom or students gaing on a field trip.

e. at least three (3) classroom career infenmation-
exploration activities or units related to class-

room subject areas.
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rINDINGS:

Due to different data collection procedures, first findings related to

items a, b, d, and e will discussed. Then, finally, the business of hands-

on experiences will be treated.

a. Snake River Junior High reported two thirds (66%) of all students

had experienced at 1' (3) self-awareness actiltieduring the year.

Firth, in turn, repuct-ed five (5) such activities. at the eighth grade level and

seven (7) at the seventh grade level, Gveraii, records indicated thatninty-

five percent (95%) of students at the junior high level at Firth had easily

met the objective's minimum. Shelley Junior High reported forty percent (40%)

of all students had met the minimum criterion, with Blackfoot reporting'great-

est success having one hundred percent (100%) of students meeting the criter-

ion.

b. As above, Snake River reported two-thirds of all students had

experienced at least one (1) in-depth exploratimactivity pertaining to self-

selected careers or career clusters. Firth, however, reported only the eighth

grade had any such activities (the seventh grade having none); the effort at

the eighth grade level affected sixty percent (60%) of these-students. Shelley

Junior High identified seventh graders (all of them) as having had an in-

depth activity, however none of the other grades engaged in this activity.

This results in thirty-three percent (33%) success for Shelley in meeting the

minimum criterion. As for the first category above, Blackfoot experienced

one hundred percent (100%) participation in the in-depth exploration activities.

d. Pertaining to success with community involvement, Snake River

documents the fact that all ninth graders nad two involvements, with other

grades remaining uninvolved. This yields a thirty-three (33%) success rate.

Firth reported ninty-five percent (95%) participation at the eighth grade
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level, and no participation at the seventh grade lev:6-. This yields an over- ,

all percentage rate for participation to criterion of fifty (50). Shelley's

report is difficult to translate to-a referent appropriate. to-the-criterion.

They reported one hundred percent (100%) participation in-one activity, but

thirty-three percent (33%) participation in a second activity. Based- on com-

bined proportions, this results in a sixty-six percent (66%) success rate re

criterion. Blackfoot documents one hundred Rercent (100%) participation for

all grades in at least three 0) community activities,

e.. In the arena of careerinformaiton-exploration activities, Snake

Riverreports one hundred percent (100%) Rarticipation In-.three such -experiences

at theninth grade level with. ten_ percent OW participation in at least three

activities at the other grades. This,, on the basis of combined-proportions,

indicates a fifty-five percent (55%) success- rate against-a-sixty percent (60%)

criterion. Firth reports &fifty percentoverall success rate, with rep-

lication of the above situation where onehundred percent (100%) et the

seventh grade level met criterion; and none:met. criterion, nor were even ex-

posed to one such experience-at the eighth gradelevel. Shelley reports all

seventh and eighth raders met criterion yielding a sixty-six percent (66%)

success rate against the three experience-criterion. Blackfoot enjoyed a

seventy-five percent (75%) involvement rate versus the sixty (60) percent.

c. Hands-on exploration PACE

The PACE Center was remodeled to serve as a "work samples lab" for

1975-76. The lab provided six (6) work samples i.e. 3 in things and 3 in data.

There are twelve work stations in the Mobile Unit and accomodates a corresponding

number of students for a one day experience.
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In working with THINGS students -

1) handled and- packed household items

2) manipulated tools

3) used instruments in precision measurements for
drawing a template of a duct

In working with DATA students -

1) sorted mail according to ZIP Code

2) computed change, filled out forms and computed
rental charges

3) invented a solution by deciding which of 8 applicants
for a job would be the best one to hire

The work samples provided an introduction to many occupations by

illustrating basic principles which jobs have in common. These simulated

job tasks provided students an opportunity to compare-tasks.required by

different jobs and to ascertain which tasks they enjoy and can do well.

The Center was stationed at each of the five school districts and all

9th grade students were given the opportunity to participate. The following

are the numbers of 9th grade students who participated from each-of the five

school districts:

Aberdeen 92

Blackfoot 365
Firth 82

Shelley 166
Snake River 156

TOhL 861

Observations and review of student evaluation forms seems to support the

completion of the following objectives of the PACE-Center:

1) Ninth grade students did participate in six hands-on experiences

through the work samples. These six experiences included three
in working with things and three wlth data.

2) Students sampled work performed by actual workers in paid

employment.
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3) Most students observed were able to compare one job task

with another. Survey reports showed the jobs they enjoyed
the least, which was easiest to perform and hardest to

perform.

4) The work examples in many cases were formed in tasks
performed by local workers.
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OBJECTIVE IV:

1. The Career Development Inventory (CDI) was administered to selected high

school students of Snake River High School who were participating in the Bingham

County Career Education Project. A total of thirty-six male and female students

were administered the CDI. Results of the tests were categorized into one of

three areas: (a) planning orientation, (b) resources for exploration and

(c) information and decision making. A discussion of the findings follows:

FINDINGS:

(a) Pesults of Subtest: Planning Orientation

Matrix A provides the reader with an overview of the manner in which

senior students answered a wide range of questiOns concerned with planning for

the future. The matrix provides the reader with the number of students in our

sample and the percentage of them responding in one of five ways to each question.

This information is found in matrix cells for each of thirty-six questions

concerned with planning for the future.

To assist in the ease of the interpretation of this data, it is also

presented for the reader in terms of a graph (CDI graph). An interpretation

of it follows.
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CDI, MATRIX A

sponse (R) "Not given
any thought"

"Some thought
but no plans"

"Som,., pians

nni not sure"
"Definit-, 0,3n5
don't know how
to carry them
out"

,

rinita
plans
know
to do"

and
what

estion # No. R % No. R % No. R % No. R No. R

2 5% 3 8% 11 30% 5 13% 15 41%,

1 2% 8 22% 3 8% 7 19% 16 44%
6 16% .6 16% 3 8% 21 58%

1 2% 5 13% 4 11% 7 19% 19 53%
2 5% 5 13% 9 25% 2 5% 19 53%
2 5% 6 16% 9 25% 5 13% 14 38%
3 -8% 7 19% 6 16% 5 13% 15 41%

3 8% 6 16% 7 19% 6 16% 14 38%
2 5% 1 2% 0 22% 7 19% 18 50%
8 22% 5 13% lp 27% 3 8% 10 27%

, 2 5% 4 11% 11 30% 10 27% 10 27%
2 5% 6 16% 10 27% 7 19% 13 36%

, 1 2% 5 16% 11 30% 18 50%
3 8% 2 5% 16 41% 8 22% .8 22%

13 36% 16 44% 7 19%
1 2% 36% 17 47% 5 13%
1 2% 1 41% 14 38% 6 16%
1 2% 25% 18 50% 8 22%

3 8% 1 2% 7 19% 16 44% 9 25%
, 4 11% 22% 13 36% 11 30%

1 2$ 4 11% 16% 22 61% 3 8%
1 2% ? 5% 16% 13 36% 14 38%
2 5$ 4 11% 1 33% 15 41% 3 8%
3 8% 8 22% 1 36% 9 25% 3 8%
1 2$ 5 13% 25% 15 41% 6 16$

2 5% 6 16% 16% 14 38% 8 22Z
2 5, 5 13% 19% 13 36% 9 25$
2 5 3 8% 7 19% 13 36% 11 30%

, 1 4 11% 5 13% 13 36% 1? 33%
2 5 7 19% 9 25% 12 33% 6 16%
3 8 8 22% 1? 33% 9 _25% 4 11%

6 16% 11 30% 0 25% 6 16% 4 11%
, 3 8% 6 16% 11 30% 10 27% 6 16%
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GRA #11

,

No. Responses
(Rs)

.

"not given
any thought"

"Some
but

thought
no plans"

"Some plans
but mit sure"

"definite plans,
don't know how
to follow through"

"definit
plans ar
know Wha
to do"

350

300

250

200

150

100

50

V'

.-V-

7--

.///.

,.--

./.

,
....

,--/":-

',.--

../i''.--,/''

... -

63 Rs=5.3% 146-Rs=12.2% 292 Rs=24.5% 342 Rs=28.7%

118

345 Rs=
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1) Of our sample population of high school senior students, only a small

percentage of them (5.3%) have not given any substantive thought to what

they will do in the future. This suggests that better than 90% of our sample

have devoted some of their efforts to thinking about the future.

2) Of our sample population, 12.2% of senior students have given some

thought to the future but have not developed any plans. Perhaps, one

problem here is that these students have not been assisted in learning

how to make career plans or plan for the future. This suggests in part

that senior high school counselors have not been effective in career develop-

ment practices with these students. And, a question that should be

raised is: Why didn't high school counselors do career guidance and coun-

seling in Bingham County High School when one major thrust of the BCCEP

was job placement and career development?

3) Of our sample population of high school senior students, 24.5% of them

have made some plans for the future but were not "sure of them." This sug-

gests, of course, that in part, high school counselors didn't aid students

in developing, clarifying and implementing career plans. Such a practice

most certainly must be a responsibility of school counselors since educational

and career planning are major responsibilities of their job roles. To have

nearly a fourth of our sample "not sure of their future plans" is indicative

of what counselors have not been doing with senior high school students.

4) Of our sample population of high school senior students, 28.7% of them

had definite career plans but didn't know how to follow through on them.

It is not only important that students know how to make career plans but

also that they know how to implement them. This should have been a major

responsibility of school counselors. Why did they fail to do their job?

It should be noted that up to this point in our interpretation of data

from our sample population, approximately 70% of senior hlgh schools have
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given some thought to their future but do not know how to adequately

develop career plans or implement them. The evaluation team can only

speculate as to the reasons why school counselors have failed in this area.

Naturally, we make the assumption that career planning and implementation

with students is a major function of the senior high school counselor.

5) Of our sample population of high school senior students, 29% of them

had made definite career plans and knew how to implement them. This is a

plus for the BCCEP. Hopefully, school counselors had a direct effect or

impact in this area.

(b) Results of Subtest: Resources for Exploration

Table VIII provides the reader with data concerned with pre and post test

information from our sampled group of senior high school students relative to

growth in knowledge concerning the use of information in career development

and planning.

TABLE VIII

CDI, RESOURCES FOR EXPLORATION

No. Students

CDI Pre 277 36

CDI Post 268 36

Gain -9

Data suggest that no gains were made by our sampled students. It doesn't

seem possible for students to know more about a process before going through a

specific program than after. But, this fs what our data seems to suggest. Sampled

senior students did not demonstrate any career knowledge gains as a result of the

BCCEP. 120
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(c) Results of Subtest: Information and Decision Makin

Table IX provides the reader with data concerned with pre and post test

information from our sampled group of senior high school students relative to

growth in the use of information in decision making.

TABLE IX

CDI, INFORMATION AND DECISION MAKING

CDI Pre

CDI Post

Gain

No. Students

16.9 36

19.1 36

+3

Data suggest that sampled senior high students made some gains, although

limited ones, as a result of the BCCEP. The gains were not significant. This is

another asset for the BCCEP. Students have demonstrated an increase in their

ability to use information in career decision making processes.

Conclusion:

Data suggested that approximately 70% of the sampled group of senior high

students have not made firm career plans for the future. Therefore, the evaluation

team suggests that this portion of the fourth objective has not been adequately

achieved.
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2. Development and implementation of building plans for career education.

FINDINGS:

Building Plans.

Four of the five high schools formulated building plans. They are

Blackfoot, Firth, Shelley and Snake River. In vevious quarterly reports

(i.e., March 20, 1976, page 39) there was the indication that three of the

four were proceeding nicely to achieve the objectives of the building plan

(Blackfoot, Firth and Snake River). The other school (Shelley) had formulated

a plan.

A review of the plans of May 1, 1976 indicates that all four schools

have building plans and have satisfactorily met the objectives of said plans.

While some plans seem to be more innovative and progressive than others it

can be generalized that the foul schools, aforementioned, have met the objectives

of the building plans as formulated and approved.

At Blackfoot the Building Plan focused on a number of objectives for

students in grades 9-12. A number of the objectives were obtained by the pub-

lication and implementation of "Career Education for the BHS Student Body"

which is a sheet on which all students will plan their schedules with a self-

awareness of the importance of career selection. The building plan also in-

corporated many of the objectives of the BCCEP and are evaluated elsewhere i1q

the general objectives.

At Firth there was a combined Junior/Senior High School Building Plan.

This plan gave objectives, the responsibility to be assumed for the achievemeht

of these objectives and the formulated activities to accomplish the goals. At

elsewhere noted the building plans seemed to progress nicely although many of

the objectives were also a part of the overall BCCEP and evaluated elsewhere in

the project.

Shelley was late (February 25) in formulating a Building Plan. It follows,
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however, the basic concept of the proposal. In conversation with the building

coordinator and the counselor the objectives as listed are those "comthon sense"

objectives to be desired and hopefully achieved in most any school interested

in the welfare of the student.

Snake River High School made a committed effort to acheive the objectives

of their building plan. Their building plan contained in-service activities

for teachers, which they reached, the follow-up of graduates to see if there

could be curriculum improvement, (this is an on-going process and will improive

with experience) as well as other stated objectives.

3. School guidance personnel and career project personnel will assist teachers

in providing students these activities and experiences.

a. career information and activities designed for career exploration,
b. value clarification and/or a self awareness experience,
c. hand-on career exploration experiences,
d. research of printed and audio-visual materials relai to students'

intended career or career cluster
e. one-to-one student-worker interviews and job observations
f. decision-making for selecting a career goal,
g. developing a career plan for achieving the career goal,
h. some affirmative action for carrying out the career plan.

FINDINGS:

As the intention of the evaluation team was to audit guidance personnel,

a representative of the team held conferences with a counselor from each high

school to determine how they helped or assisted teachers in providing students

with activities and experiences in the above listed eight areas. From these

responses a questionnaire was developed encompassing the counselors' re4onses.

These questionnaires were sent to teachers in each high school '- determine to

what degree the counselor was effective in that school. Each area was ranked

"doesn 't- apply:"

Upon completion of the questionnaire, the results were tabulated and

Table X reflects the results. The mean score from each school is presented.
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4. Develop and administer mini-grants.

FINDINGS:

Three of the five high schools formulated mini-grant plans. They are

Blackfoot, Firth, and Snake River. Shelley did not see the need for a mini-

grant and Aberdeen, through a number of personnel changes, simply did not get

the program underway in time for the formulation of a mini-grant. In the

three high schools which have the mini-grants, Blackfoot, Firth, and Snake River,

the objectives of the mini-grants have been met. The objectives were as

follows:

In Blackfoot, the focus was on the teachers of Blackfoot High School to

acquaint the teachers with post-secondary educational institutions in the area

as well as possible careers for young people in the immediate geographic area.

Workshops and visits were conducted by Mrs. Lish, the building coordinator.

At Firth, the focus was on the purchasing of career oriented materials

and the use of these materials by students. These materials were purchased

and used as the proposal called for.

At Snake River, the main focus was to enroll approximately 75 students

in four-nine week mini-courses in career education. This was done with the

appropriate objectives as the focus for the course.
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5. Presentation of Career Exploration Activities A, B, C. By May 30, 1976,

60% of grade ten students will have participated in five activities; grade

11 in two activities and grade 12 in two activities as shown in Table XI.

(Total of nine activities).

FINDINGS:

Blackfoot High School met or exceeded seven (7) out of the nine (9)

objectives under Objective IV, A, B, and C. On the two objectives not met

there was activity by BladVfoot High School on the two and their activity was

sufficient to meet the obdective but it was applied at a different grade level

than that stated. Overall there seemed to be both an interest and committment

to the project from Blackfoot High Schpol as related to these specific ob-

jectives.

Firth High School met or exceeded seven (7) out of the nine (9) ob-

jectives under Objective IV, A, B, and C. On the two objectives not met

there was activity and as in the case at Blackfoot the activity was at the

11thiand 12th grade levels instead of the 10th. Over,-all there seemed to

be both an interest and committment to the project from the Firth District.

Shake River High School met or exceeded eight (8) of the nine (9)

objectives under Objective IV, A, B, and C. On the one they did not meet they

had 50% of the students preparing a personal rsumd.at the 12th grade instead

of the stated 60%. However, they were approaching the achievement of this

objective and most likely met it since evaluation was done approximately one

month prior to the close of the school year. Again, Snake River High School

exhibited strong interest and committment to the,project as for Objective IV,

A, B, and C.

Aberdeen High School met four (4) out of the nine (9) objectives under

Objective IV, A, B, and C. Aberdeen High School had a change in personnel

and the project did not have a chance as with the other schools. There were
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new personnel at the start of the year and the personnel changed again at the

end of the year.

Shelley High School achieved five (5) out of the nine (9) objectives

under Objective IV, A, B, and C. One other objective was almost achieved

by Shelley High School.

In the five high schools on Objective IV, A, B, and C, 31 out of a

possible 45 (total count) objectives were met. In addition, several (approxi-

mately three additional) were nearly met. Overall, the group Jf schools as

a whole averaged (mean score) six + out of nine objectives reached on this

particular set of objectives.

One school, Snake River, for all intent and purpose, achieved all of

the objectives. The high school achieving the smallest number of objectives,

Aberdeen, had drastic change in personnel and problems as a reason for not

achieving more in this area.

Activity-was noted in all but a few of the objectives (out of a

possible 45 there was activity noted on 42 of the possible 45 items in the five

schools). This points out activity in the overwhelming majority of activities

as per objective. The three areas in which there was no activity were at

Aberdeen High School.

5D.

In addition 60% of all high school students will have participated in

at least three (3) of the following during the year.

The analysis of response to this objective is on display in the large

chart for this activity.

The display will indicate that the objectives were met in four of the five

high schools (Blackfoot, Firth, Shelley, and Snake River) and two of the three

or more activities were met in the Aberdeen High School. However, when the total

County Wide vi 4 is taken this objective (IV, 6D, 1-13) was met overall county wide.
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TABLE X

DEGREE TO WHICH THE SCHOOL COUNSELOR ASSISTED THE TEACHER IN CAREER ACTIVITIES

ON A 5-POINT SCALE WITH 5 BEING HIGH

1975-76

ABERDEEN BLACKFOOT SNAKE
RIVER

FIRTH SHELLEY TOTA

Provides career materials 4.8 2.0 3.2 3.3 2.5 3.2

Acts as career ed consultant 4.2 1.9 3.5 3.7 1.0 2.9

Provides career resource center
..,

5.0 3.0 4.5 4.3 3.5 4.1

Resource person in areas of
counselor training 5.0 3.1 4.5 4.7 4.0 4.2

Provides in-service training
on career education programs 4.4 2.6 3.8 4.0 1.7 3.2

Organizes a community resource
pool 3.7 2.4 3.8 4.0 1.7 3.1

Consults with teachers on
student needs 5.0 3.4 4.0 4.3 2.0 3.7

Gives and interprets vocational
tests 5.0 4.2 4.5 4.7 3.7 4.4

Instructs teachers how to use
tests 4.4 2.4 3.7 3.7 2.0 3.2

Assists in 3-year schedule for
10th graders 4.4 1.8 4.3 4.0 2.0 3.2

Arranges and assists in career
days or fairs 4.D 2.0 4.7 4.7 2.0 3.E

Establishes hands-on experis 3.8 2.3 4.0 3.0 3.0 3.2

Sets up work study program 4.3 2.0 33 3.7 3.4

Assists in hands-on experlences 4.6 2.2 3.8 3.7 3.3 .3..E

Makes surveys and fo11ow-4 sudies
--avatliaft-f dr-d s e-tff-de vetdptng-c d r ri c -

ulum based on students career needs. 4.8 1.9 3.8 3.3 2.0 3.2

Random sampling from each school
Number responding from each school 5 9 6 3 3 26
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CHART A

PARTICIPATION IN CAREER EXPLORATION ACTIVITIES - GRADES 10 11 12

IV

May 30, 1976, 60%
10th grade students
1

Shelley

No. IV
A,1

High School - 4

% of 10th graders

of 7 reporting

Other Comments

Snake

No.IV
A,1

River iiigh - 8 of 9
% 10th or Reporting
Exceeds or
Lacking Other

Aberdeen

IV, A-1
ing and achieving
rest inventors

1 0 Lacking No indication this yet done
Fgrby J1 year

,cated

All

indi-
Exceeds 89 for entire sCh.

2nd qtr.-7 of 30040% and
inadeauate.

69 LackIng +so tor 'ExceedS
all Grades

for yr.
i

(3P6
99 Approaching

Objective
55% Ent-

ire
sch.

Exceeds
100%

Exceeds for yr.

...............

90% in 3rd quarter meet*
60% achieved for year.

IV, A-2
ing at least 3
individual career

tion activities.

(1)40 25% and adequate
for 1st report

For first reporting period
25% would seem adequate.

(1)76 Adequate or
Exceeds

Approx. 150 in
total Igth grade.

No record kept on thiS for
fall.

(2) 0 NO additional 25% is now inadequate (2)83
159 Exceeds for yr.

150-160 in 10th
since about
grade.

-(3)66

1 153. Acheived 60%.
objective

(3)

.

100% for year - excceds obj. 70 of 10th grades and heft
exceeds objective Of 60%

IV, A-3
t 3 teachers pre-
career exploration
r activities

(1)23 Exceeds 23 units and no. indicated
could indicate exceedina

(1)13 Possibly
lackinci

From information
given one cannot
be sure if these
were for 12th or
10th grade. Sus-
most for 12th.

No record kept on thiS for
fall.nD..5

*bi

objective.
Exceeds 58 units explored

(2),5
le

_.1grades.
avg. of

21 units and this
objective for

(3)30

4.6 Exceeds 88 units explored (3) 3 exceeds
year.

18 units for year achieVeS
objective for year.

IV, A-4
a tentaive or
Ic career decision
lared a career

(1) 2
(2) 3

5

Lacking obj.

Lacking

Only 2 students, hence
lackina

(1)33
12)51

84

_lerint-

Possibly
Adequate

represents about,50%
igr.-more than

Yleacilers parti-
cipated inlhis
activi

None at 10th grade level.

Only 5 at 10th gr. level. of 10th
adequate at this

(3T30 Lacking 20% achieved (3)16
1U5 which exceeds 60% None ai 10th grade level A

does not meet objective.

: IV, A-5
1 a career plan for
ng the career goal

(1) 0 Lacking obj. No plans written and hence
lacks objective,

(1)13 Lacking Only 1 teacher
reporting indi-

this acS.

None indicated.

(2) 0 Lacking obj. No additional (2)35
48

,cated

Larkina but approaching

(3) 8
t. Lacking 5% of goal 3)16

34 Achieves 60% for year leene at 10th grade level a
naves mot meet objettive.J

: IV, B
30, 60% of lith gr
by teachers or

Aes

(21_J.denuate Includina all qr. levels
.

(1116 Adequate Not clear how
immy for llth

Merrecord kept-fall.
(2)32

R Adequate Includes (1st 32) only Ilth
(2)15

Tr for_grades 10 ri and 12
'112Lact1vities from Aberdee
amedmeets objectives.

(3) Achievedloal for year Z-5) 9

T6 for 10-12--meets objectives

eme action for
ng the career

(11 0 Inadeavate No one respogjed to this. 11 0 Lacking_ [No resoonso itMame ladicated

421_0 auate No one responded_tor 11&12. 2)48,about 40% approaching adequamv

Meets minimum objective of 60t activities posted and d
(3)30

g Did not:achieve the objective-17%
3)12

RI'
actomemetobjective.

: IT, C
30, 60% of 12th gr
t 3 presented
exploration units
vities

(1120 Possibly adeauate4 out of. 7 teachers respond 1 16 Adequate

for all_gradesmost

Not clear how
bony for

vrecordlikept.

grades notIneeting obj.

(2)19
IT Adeauate 5 responded on this item

2 15
31

38

Ilth ade.
(3) Achieved objective

for all three gradis and
likely metobjective most

ng a personal obi. L ,a) 0 Lacking No response
ad u te

A fewbusiness students St
inadequate

10:for 3rd qtr. but does n
meet:objective ,

iitit
,... t=ixitft-par,

Extimating 100 seniors, (2)23 Repr. about
and 48 have. 2Y but Ire activity

(3)30
715.

I 3)25
Achieved!mbjective with 75% Tr Repr. about 50% approaching

but does not quite meet.
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CHART A

PARTICIPATION IN CAREER EXPLORATION ACTIVITIES - GRADES 10, 11, 12

IV

lay 30, 1976, 60% of
1 grade students will

BTackfoot High School - 25 of 26 Reporting

No.IV % 10th Graders orj
A.2 Exceeds Objectiv , Other Comments

Firth High School - 1 of 7 Reporting

No.IV % 10th Graders
A.1 or Exceeds Obi. Other Comments

IV, A-1
IN and analyzing an
t inventory.

(1)68 Lacking Obi. '..Only 4 of 25 reporting indica-
ted this activity with 2 of 4
indicating activities at other
than 10th grade.

310* Exceeds Firth reported all high
school on this item.(2)52

la-Possibly about
40% more act. This obj. reached for year.

(3)41 or 160 approx.
60% meets obj.
for year.

Firth exceeded this ob.,.... -veiat end of first quarrw.:.d.
Meets for year with 10(;', acquisition.

IV, A-2
Ing at least 3 hrs.
iidual career explor-
:tivities.

(1)55 Possibly lacking
obj.

10 of 25 teachers reported
these activities but most
at grades other than 10th
(i.e., 9, 11, 12)

**

(1)80 Lacking Firth indicated these were all
9th grade or before.

(2)87 48% more activity (2)170
250 out of 300 for interest so should be more than

adequate for yr. and each grade.
142

(3)216 or 358 which
far exceeds
60% for year

Firth achieved this objective at end of second quarter.

IV, A-3

t 3 teachers pre-
:areer exploration
r activities

(1)34 Possibly adequate
at this point,

12 of 25 teachers indicated
activity estimated only about
half of 12 or 6 were at 10th
grade level.

***

(1)10 Exceeds Firth indicated 10 presentations
for all students.

(2)73
107 Difficult to os-

a lotsess by reports.
of act.
seems adequate.

2)17
IT for all grades (10, 11, 12)

Objective achieved-for
year at Blackfoot.

Firli achieved its objective for year.

IV, A-4
a tentative or real-
areer decision and
d a career goal.

(1) 3 Lacking obj. Out of 25 teachers onlY 7
indicated activity in this
area and only 1 at 10th
gr. level.

(1)310 Exceeds Firth reported all high school
011dentc

(2)27

1-6 Still lacking
10th

(2) 0

1176 Exceeds for year.
grade.

Oid not achieve for
10th grade-achieved
for other grade levels.

Exceeds objective at end of 2nd quarter.

IV, A-5
a career plan for

mg the career goal.
(1).6 Lackinc Ob_,j Out of 25 teachers only 3

indicated activity and only
2-at-19th grade.-

(1) 0 Lacking No response
(21 4

10Lack-most act. at
(2) 0 Lacking No response1112 anA 12th ar.

Lacking at lath grade
level but achieved
at llth and 12th. (3)10 Lacking Some activity but nateno

to meet objective at:MO-Fogel.
_. ,

IV, B
30, 60% of Ilth gr.
by teachers or act.

(Tmn_possihly mtg. nnhj Nc,t all activities were
clezrly identified for llth

-7'2th

(1) 0 Lacking Only 1 of 7 reportingrar;aTthis one
no,activities.(2)30 Most likely mt.

130 maybe no. of for all grades 2, 7
this would average

Meets objective for.all

have been reported-
9 per grade.

four grades includingAIth:
;3)120Far exceed obj.

Total of 250 and
far exceeds obj.

Ihmtall'ilrffiliM=1aritT-iiTTFIT-for

ng the career goal.
't t is po Tifc-i-ft year a very/

(+) for objective
I 0 Latkin. k. . . , 4....,

(2) 5(+) for 2nd 9%
905/25writ

2 4 Lacking witty:only 12 for entire schoom,..

(3)70 or better than
80% mtng. obi.

(3) 16 or total of,Z) Ilth graders.

IV, C
30, 60% of 12th gr.
t 3 teachers pre-
career exploration

DIAD Egssiblv mta.ob.i. Not all activities were
clearly identified for llth
or 12th grades.

(1)10 Exceeas 10:activities by onemsecher
(2)127

157Exceeds for year. (2) 57 student aottvities-presentedr activities out
of

?aufv?
Far exceeds obj. for yr. (5 -inv. 100) rep. im.ard qtr.Far exceed objective for year

ng a personal resume (1)14ZMeeting obi. At this point of year a very (1) 0 Lacking No activities reported
(2) 79

226"almost" 100%/yr.
(+) for objective.

(2) 0 Lacking Ncrartivities repmmast

exceeds objective

1 41 (1

(3)35 a 100% for year and (3)12 Lacking -
This objective abouit,20%Anst. 60%



Addition 60% of all
gtv,school students wi11

participated in at
est three (3) of the
flowing during the Year-:

CHART B

STUDENT PARTICIPATION IN THREE CAREER EXPERIENCES

49c

BLACKFOOT HIGH SCHOOL FIRTH HIGH SCHOOL SHELLEY HIGH SCHOOL SNAKE RIVER HIGH SCHOOL ABERDEEN HIGH SCHOOL

Jective IV, 6D I
Hands-on Career exploration

34%-Obj. Not Met 42%-Obj. Not Met 817 activities by
450 students-obi.

met

62%-Obj. Met, 30%-0bj. Not Met: ,

Jective IV, 6D 2
Career planning with counselor

65% Obj. - Met 32%-Obj. Not Met 24% Obj.-Not Met 82%-Obj, Met. 50%-Obj. Not Met ,7y

Jective IV, 6D 3
Oecision-making and career
'planning with parents

30% Obj. - Not Met 25%-Obj. Not Met 14% Obj.-Not Met 33%-Obj. Not Met
IC

20%-Obj. Not Met

jective IV, 6D 4
Career field trips to
observe and talk to
workers in their work
settings

I% - Obj. Not Met 68%-Obj. Met 60% - Obj. Met 20%-Obj, Not Met 20%-Obj. Mot Met

Jective IV, 6D 5
Classroom activity with

: community (at least two)

2%-Obj. Not Met 64%-Obj. Met

r

861 activities by
450 students-old.

met

95%-Obj. Met 60%-Obj. Met

dective IV, 6D 6
Career mini-course or
pre-vocational course

No activity repor-
ted

27%-Obj. Not Met 90%+ Obj. Met 50%-Obj. Not Met 33%-Obj. Not Met

Oective IV, 6D 7
V Work experience, work

release, on-the-job
training or cooperative
work program

15%-Obj. Not Met 22%-Obj. Nit Met 10%-Obj. Not Met

L

15%-Obj. Not Met 7%-Obj. Not Met

dective IV, 6D 8
,Aptitude testing

60%-Obj. Net 46t-a,, lot Met 90%-Obj. Met 67%-Obj. Met 30%-Obj. Not Met 1

dective IV, 6D 9
-714eet1ng-with-post

sz,condary, college. !

apprentice personne,
Apain information or career
iolanning or re-planning

--___-

Objective Mel tilujecve Met 90%-Obj. Met Objective Met 20%-Obj. Not Met
_

deceive IV, 6D 10
:Oneto-one studert-

, 'worker intervie+

1%-Obj. Noteet 1S4-04,.3. Not Met 5%-Obj. Not Met 37%-Obj. Not Met 15%-Obj. Not

deceive IV, 6D II
Ilereer guidanceeattivity
Atesigned for werk value cler-
iffication self7assessment
mor7other appropriate experience

10%-Obj. Not Met 1--,. % Met 588 Activity for
450 Student-obj.

met

98%-Obj:. Met 30%-Obj. Not Met:

..,

dative IV, 6D 12:
',.ACompleted againc, one or

:. more of the activities
listed above for grade
7,ten (#1) or eleven (#2)

Obj. Not Met Objective Met Objective Met Objective Met Objective Notillet

----6%-Obj-7-Not-Met------50%+ft7-Not-Met---dect4ve-IV7-60-19---
tEnroll in a vocational

-137%-0b17-Met 471,=011J7-Not-Met-------65%-Ob1.
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Objective V: There will be at least 10% more students in grades 11-12

participating in vocational education programs designed fur career education

METHOD OF EVALUATION: Registration in vocational classes will serve as

the measurement of this objective.

FINDINGS:

A survey farm was developed to obtain the number of students enrolled

during the 1972-73 (base year of the project) and.for 1975-76, Also, a

personal contact was made with each high school pnincipal and/or guidance

counselor.

Programs being offered in the five high schools for 11th and

12th graders included:

Home Economics
Office Occupations
Multi-Occupations
Vocational Agriculture
Auto Mechanics or Indusr-ial Mechanics
B.O.P. (Business iccupar:lon - Mobile Van)
Building Construction

The following are the nunber of students reported enrolled in

vocational programs for the years indicated:

TABLE XI

Errr imeirt in Vocational Classes
In Bingham County
Grades 11 & 12

School 1972-73 1975-76 Goal Achieved

Aberdeen 166 191 Yes

Blackfoot 132 388 tes

Firth 52 81 Yes

Shelley 139 163 Yes

Snake River 201 189 No*

-TOTAL 900 1,0-12- _

50
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*The major reason for the drop in. registration in vocational
education courses was the screening of-students in vocational
agriculture to those interested im farming-. (reduction of 32
students) Also the Multl-Occupations program changed from
"classroom activities" .te, work "centered" activities which
accounted for 10 student drop.

In summary, four of the five migh schools showed at least a 10% increase

in 11th and 12th grade students errulled in vocational education over the base

year. The fifth high school chanakx1 prograftor entrance requirements which

caused a drop in enrollment; otherwise, the objective-would have been attained.

Overall, the enrollments for all schools increased 112 which is more than a

10% composite increase for Bingham county Schools.

Of special note was the increase in.vocational offerings over the 3 year

period among the Bingham County schools in Inmustrii Mechanics, M.P., and

Building Construction.

The offering of Incustrial Mect-Anicz WAZ, a direct outcome of the coop-

eration of three school districts ir leasing-facfllities and operating a new

program for students. These aime three disu:-ict are currently asking for

voter approval to comstruct new faci'tties add expand program offeTings.

Advanced offerings in Business Occugatlons through the Mobile Unit was also

directly attributed to the career project.

Objective V - 1: Mobile Vans F'..3J3.

a) The types of educa.,..nral expertences provided to sudtrni s.

The Business Occupations Program ji.O.P.) provides reality orented experiences

for students interested in bustness or related-fieads. Studentsapoly skills

learned from high school office occupations classes to operate a mortgage and

loan company. Additional skills are taught tr telephone techniques, super-

51

vision and management, secretarial, interest and principle to mention a few.

The program provides experTences on smch emuipment as transcribing mag-

netic card typewriters, regular Lypewriters4

132
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The Company provides for seven positions:

-vice president
-executive secretary
-post and tax. clerk
-recepti on i st

-administrative assistant
-cashier
-insurance clerk

Students may elect to serve in each position- during the time of- enroll-

ment. Each position has a packet. of. infOrmation for each-. po-sition- which in-

cludes a role description and manual. of.. procedures.

The van is moveable and is scheduled to be located- a-t four of the five

county high schools. Prior to this activity the unit is located at all five

schools for information and. orientation purposes,

There was a total of 89 students participating-in -the-activities

sponsored by the career project .as. follows:

Shelley High School - 12

Firth High School - 12

Snake River High School - 17

Blackfoot High School - 36

Prior to participation, students are interviewed-by the staff of the

Regional Office of the .Department -of Employment.

b) Effects and value of 'the learnin eiperience.

A survey el iciting the attitudes of students was administered- to all

exiting students. The -survey results were complied-for use- by. the instructor

for program .and process evaluation. The survey resu-l-ts were -mviewed- and ana-

lyzed by the third .party-evaluator. The- following- -is. a s4.4mmary representative

of the comments made by-students from the four. high schools:

-B.O.P. hel.ped me develop good work,-habits.
-The program taught me -responsibility, i an--offi-ce -setting .

-It hel ped me to u-nderstand.my. 11 kes and..di-sl i kes

(toward office careers). and. helpe.me Mow more what -I want to do.
-I gaineti more knolilecige .arid -greater..appreci al ton- for each iosition

operated by the van.
-It was hard .a t -first .but very -en;joyable-experience.

-I learned by doing.
-I was kept busy but learned a lot.

1 0 3
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The B.O.P. teacher and high schootl office aacupation teachers in-

dicated reports from businesses where students worked_part-time or full time

after graduation were found to adjust to office routine and responsibility

rather quickly.

Objective V - 2: Leasing Facilities for.Vocationaj Education

The Career Education Project, in-cooperation-with the Bingham County

Multi Project of Exceptional Children, jointly leased a facility to-house

programs in industrial education, The facility is 960 x 120 in-size, metal

construction with two shop areas, one classroom, office and storage. The

cost of leasing is on a 2/3 - 1/3 arrangememt wth Career Education assuming

the 2/3 cost.

The program enrolled students from.three:of the-first school-districts

in 1975-76.

FALL SPRING

Snake River 12 11

Blackfoot 27 17

Firth 4 1

TOTAL 43 29

The instructor is new to the position this year and the entire curri-

culum has been revised with instructiom included in the following-areas:

I. Welding - O. & A, cutting
- arc, basic

2. Engines: small, auto, diesel
- electrical systems
- fuels and emissions
- power trains and dirves
- vehicle control and supervision
- tune-up
- carburation
- hydraulics (next year)



Objective V - 3: Coordination of Project Programs with Other Agencies.

a) Idaho Departmeat of Employment

Heavy work loads and limited funds prohibit the department from pro-

viding extensive services to educational_agends. However-, they-report con-

siderable contacts and cooperation witk students and teachers seeking infor-

mation (or placement) about careers and vacations.

Counselors employed.ty-the department assiM with testing and counseling

of students. They cooperate with teachers in office0000pation with part-

time on the job placement. One high school- has 22,stodents,in 18 work stations

for half time employment in the community.

One member of the department. serves...as.the. chairman of the Advisory Board

for Office Occupations. This Board serves two school-districts ifl the county.

Also, assistance was given-to a studyfor the,CareerEducation Project in

setting the curriculums for the continuation of the Multi-District Industrial

Mechanics Program. The Exiting Committee which developed-a report on the

career plans and actual placement of graduates was-assisted- bythe Department.

Prior to student participation in the B.O.P. Mobile Van, they were

interviewed by a department employee.

Business classes in four county high schools received instruCtion on

making applivations, preparing resume's and personal appearance and grooming

when seeking employment.

Community-Education/Adult-Education

The Director of these two programs reported the Career, Educatiom Project

had cooperated with his programs by mak4ng the vocational facility available

for night courses. Five classes had been held during 1975-76- school year in

54

the facility and without charge. He felt the cooperation was excellent.
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Bingham County Program for Exceptional Children

(See Objectiw- VI for details on cooperation with this project.)

c) Migrant Educat7cr

A prouram for children pf migrant farm workers was conducted during

the:summer by Firth and SmatEe River School Districts. The staff of the Career

Education Project prowidec ussistance in planning progrems with career orien-

tation and visited classes an several occasions.

The curriculum for the students- provided for field trips to study

careers, reading, math and one group used career education as their central

theme for the summer experience.

ObjecLave V - 4: Cooperative Work.Program Coordination

School officials3 mithin the project aree will contact business and the

professions for work .7..-tations. The objective is to assess the extent of co-

operation to reduce duplicate efforts.

a) Multi-Occupations: The Director was associ-ated wth Career

Education as a teacher/counselor prior to assuming responsiblity for the M.O.

Pragram. Coordinattan was accomplished primarily during the meetings of the

Cownty Board for Cooperative Services.

b) Work Programs:

The two ma.Jor work programs are located at Blackfoot High School

in office occupations and agriculture. Conferences with both directors in-

dicate there was no omoperation in contacting buineses and professions for

work stations to reduce duplication. However, the Career Education Project

was Trot involved in loucuing work stations. The project sponsored the pro-

gram housed in the voca -anal education facility and the B.O.P. Mobile Van

as the-major thrust.
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The office occupations placed 21 students this year in 1/2.day work

stations and the agriculture department placed 30 in 1/2 day work stations.
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Objective VI: There will be an increase of at least 15 percent of exiting

handicapped students who will be placed in an employment position by the

time they are 21 years of age. The employment experience shall be either

sheltered workshop.or an actual employment position.

FINDINGS:

1. A common executive board has been established in Bingham County to
develop policy and coordinate the operation _of all multi-district
programs. The Career Education Project and program for exceptional
children are two of these activities.

2. The Bingham County Program for Exceptional Children was organized
and operating prior to the inception of the Career Education Project.

3. All programs and activities reported under this objective have little
or nor support (financial, human or material) from the Career Education
Project except the cooperative vocational program.

4. Four of the five school districts in Bingham County operate special
education programs for children of grades K 12. Exiting students
from the four school districts are to be found in Table XII.

TABLE XII

Number of Exiting Handicapped Students
Placed in Employment Positions

School # Exiting
Students

Aberdeen 4

Blackfoot 3

Firth 2

Snake River 3

TOTAL 12

Further Placed in Occupation Consistent with
Education Paid Unpaid career plans

o
1

1

2

4

Of the 12 exiting students, four plan further education at ISU Vocational-

Technical Education Center, 6 are working at paid positions and 2 unpaid (house-

wives). Seven (7) of the 12 placements are consistent with the students career

plans.

This is more than a 15% increase over 1974-75.

3 1 2

2 o 2

1 o 1

o 1 2

6 2 7
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The sheltered workshop program reported in V13 shows 24 students enrolled,

ages 6-18. This program was not operated prior to the beginning of the Career

Education Project; therefore, any enrollment would excede the 15% increase

stated in the objective.

VI-1 Cooperation Between BCPEC and the Project

The Directors of the Bingham County Program for Exceptional Children

(BCPEC) and BCCEP have an agreement whereby they cooperatively lease a

facility for industrial education. (See Objective V-1). The facility is a

large Q-span metal building leased for the purpose of providing vocational

experiences for special education students in one end and regular in the

other. The planning, operation, maintenance and financing the facility is

a cooperative venture.

There are 23 students in special education programs attending the

classes from 4 school districts. Instruction is provided in:

- small engines
-welding: oxygen, acetylene and arc welding
- automotive maintenance (service station level experience)

A new program was organized during the last semester in woodworking.

The learning experiences are limited at this time but plans are to expand

the program next year especially in construction of small storage buildings,

etc. which would be sold to finance materials for future projects.

The Directors meet periodically to discuss curriculum, operational and

financing problems.

The Directors attend Teetings of the County Cooperative Board as

another means of communicating and cooperating. Both offices adjoin in the

same building.

The Director of the BCPEC assisted the Career Education staff in writing

a proposal to obtain funds for next year to assist students not attending post-

secondary programs to find employment-. 'The project has been funded ($20,000).
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V1-2 Bingham County Cooperative Board

The five county school districts have established a Board for

Cooperative Services. The Board holds regular meetings and the Directors

of the following programs are members which i& another vehicle for improving

cooperation:

-Bingham County Career Education Project
- Bingham County Program for Exceptional Children
-Vocational Rehabilitation Counselor
- Director of Multi Occupations

V1-3 Sheltered Workshops

The Bingham County Program for Exceptional Children operates a program

for students who are severely handicapped. The program is housed at the Child

Development Center in Blackfoot. The program was housed in rented facilities

when it was first started in 1973-74 school year. Lt is now housed in new

facilities at the Child Development Center,

The program is designed for student who are trinable and enrolls 22

students from 6-16 years of age and 2 above 16 years of age (16-18) for a

total of 24.



Objective VII:

100% of all exiting students will be placed in one of the following:

FINDINGS:

A. Employment, including:

1. military service
2. homemaking
3. volunteer service or mission

B. Post-secondary occupational training program

C. Degree seeking program

TABLE XIII

POST-SECONDARY PLANS -- CLAS3 OF 1976
Bingham County High Schools

60

Total Work College Post-Sec.
Occu.
Train.

Home-
making

Mili-
tan/.

Vol.
Service

or
Mission

Undecided

%leen 68 20 26 12 4 $6 0 0

:kfoot 266 106 88 40 13 3 0 16

th 72 16 38 10 4 1 1 2

Iley 113 18 49 24 3 2 3 14

ke River 116 25 58 22 4 7 0 0

4LS 635 185 259 108 28 19 4 32

DTAL 100% 29% 41% 17% 4% 3% 1% 5%

College includes 2-year and 4-year colleges

Mission includes missionaries for Church of Jesus
Christ of Latter Day Saints

As can be seen from the above table, 5% of those students exiting from

Bingham County High Schools were not placed in one of the prescribed categories.

The general objective of 100% was not met as only 95% of the students were

placed. This is 1.5% more students not placed as compared with figures of last year.
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ctive VII:

ific Questions:

Have career placement files been
developed for all high school
students (10-12) containing the
following:

a. Tentative career objective
of the student,

b. Summary record of career
experiences,

c. Record of career counseling
sessions, and

d. Information or placement of
student?

Has a job placement center been
maintained in each high school
for all students?

How did the counselor provide
adequate informatironand career
guidance regardine further educa-
tion in either a post-secondary
occupational traimin14 program or
degree-granting program?

How many times did the counselor
meet with seniors to counsel in
the options available and in post-
secondary plans?

Have the counselors conducted a
follow-up study of all exiting stu-
dents of the previous year?

61

Findings:

(1) Every senior high school has a career
placement file with the suggested
material. The files are all the_same_
as far as way set up.

(2) None of the schools have a job place-.,
ment center as such. Either the officE
secretary or the counseldr take calls
from employers seekihgemeloyees.

(3) The counselor used many ways to get
information to the -mtlIdents:
a. one-to-one conldmences
b. groups
c. visits classrommrloeth information

on scholarshipE.. :armed services,
grants, financial aids, vo-tech in-
formation

d. organizes career and college days
e. give aptitude and interest tests
f. interpret test
g. has career resource centers
h. provides material to teachers
i. uses weekly bulletin and daily

announcements
j. sets up work study programs or

co-operative programs
k. sets up shadowing experiences

(4) Every senior was se.n at least 2 times
during the year, mo,.t were seen 3
times, and some more 'Ulan 3 times.

(5) See Table on the following page.
Every school has done a follow-up
study.
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bjective Vrr:

pecific Questions:

6) Career placement committee
review placement of exiting
students.

62

(6) Contact by a member of the
Evaluation Team on May 28 showed
four of the five districts holding
exiting reviews. Two school dis-
tricts changed figures in Table
XIV obtained on April 28 as a
result of the meetings. (The

Table reflects the new figure).
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TABLE XIV

FOLLOW-UP STUDY FOR 1975 EXITING STUDENTS

Plans

College Vo-Tech Work Unemployed Undecided Total

Spring 47.6% 15 7% 33.2% 3.5% 100%

1975

Pursuits
Fall 39.2% 8.5% 44.1% 2.6% 5.6% 100%
1975

Change -8.4% -7.2% -10.9% -2.6% +2.1%
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SECT/ON IV
SUMMARY AND OUTSTANDING CONTRIBUTIONS OF THE PROJECT

A. SUMMARY

01211sILLI:

1. Objective number one called for project schools to develop career education

plans and activities to: (1) aid students in becoming aware of the world of

work, (2) aid students in their development of positive self concepts, and

(3) aid students in becoming more knowledgeable about the world of work.

Through the use_ofs6ndardized tests, evaluattons of monthly reports, dis-

cussions with principals and building coordinators, the evaluation team

believes that this objecttve was adequately met. The project director and his

staff can document strongly their effortS in striving to accomplish the goal.

2. Informal discussions seem to suggest that teachers approved to a greater

degree than school administrators and in particular school counselors to

be motivated and interested in carter education. This might be due to the

fact that classroom teachers were involved directly with career education

activities, whereas school administrators and counselors seemed to play secondarY

or passive roles in the projects. However, it must be noted that the role one

plays in a program is one that is largely selected because of one's own in-

terests and motivation.

Objective II:

I. Objective number two called for project schools to develorOcareer education

plans and activities to: (I) help 4-6 grade level students to become aware of

the world of work and themselves and (2) help 4-6 grade level students to

learn how interests and values are related to the world of work.

Through the use of standardized tests, visitations, discussions and as-

sessment of monthly career education reports, the evaluation team believes
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that this objective was met. The project Airector, his staff,and the evaluation

can document the efforts of school districts in Bingham County= successfully

complete project goals.

2. It was the belief of the evaluation team that this project i"overall) made

a significant impact on the primary grades in Bingham County. /t represents

a starting point which will be carried on by the classroom teacher, not the

school administrator or _guidance counselor!

Objective III:

1. There is substantial evidence to support the position that the program

did have an impact between SeOtember of 1975 and April of 1976 on the students'

(7-9 grade students) capability to make judicious career decisions for them-

selves. "Self" in the context of career planning seems to be explored to the

end that subjects, nomothetically, have improved markedly their ability to

make judgements regarding matching-their own skills and aptitudes as these

relate to career planning. Job knowledge and career planning, capacity,

both considered, suggest the objective has been met.

2. Junior High students fell 10% short (of the 60%..goal) of making tentative

career decisions.

3. Four of the five junior high schools developed and implemented school

building plans according to tonditions and guidelines established by the project.

These plans made a significant impact upon the success of career education

at the building level.

4. Junior High Teachers perceived assistance from guidance counselors as below

average based on a five point scale. This was especially true where the

counselor was not the career education building coordinator.

5. Funds provided to promote change through the awarding of mini-grants were

expended as stipulated in the proposal.
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6. The project goal of ninety percent (90%) participation by teachers in at

least three career education workshops was not met. Seventy-five percent

(75%) of the teachers participated in at least three such sessions. Generally

it can be asserted that Blackfoot had greatest involvement success in career

activities under 111-5. Snake River did perhaps.the poorest with Shelley and

Firth having about equal success. Overall, the goals of the fiye sub-

items were mot met. Nonetheless, in most categories for most schools, they

were closely approached, met, or exceeded. Individual schools seemed to

have organized their priorities differently; Where goals were excelled, they

were excellied substantially. Where not met a respectable effort was still

documented. In total impact, it is to be recalled that the school which came

in lowest, Blackfoot, still proffered significant results in terms of career

knowledge acquired. Generally, it appears that whereas, item by item, ob-

jectives were not all satisfied, the impact was globally substantial.

Objective IV:

1. Objective IV, A. This objective has five sub-parts: A-1, 2, 3, 4, &.5.

All five high schools in the county.achieved the first three sub-parts with

two high schools achieving A-4 and one high school achieving A-5. Overall,

18 out of a possible 25 objectives_ under Objective IV, 6, A were met.

2. Objective IV, 6, B. This objective has two sub-parts: B-1 and B-2. All

five high schools in the district achieved the first of the two sub-parts (B-1),

with three high schools achieving the objectives under B-2. Overall eight (8)

out of a possible ten objectives under Objective IV, 6 B were met.

3. Objective IV, 6, C. This objective has two sub-parts: C-1 and C-2. Four

high schools met the first sub-part, C-1 and two high schools met the second

sub-part, C-2. Overall, six (6) out of a possible ten objectives under Ob-

jective IV, 6, C were met.
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4. Overall, 34 out of a possible 45 objectives were met. Further, there was

near completion of three of the objectives and there was activity on all but

three of the objectives.

5. Objective IV, 6, D. This objective has thirteen (13) subparts, 0-1-

13. It is written so that the objective is achieved when three of the thirteen

sub-parts are reached on each item. This objective was met over-all by

the project with the schools under study having reached 25 of the objectives

whereas the reaching of 15 would be sufficient to reach the over-all objective.

This means that each high schOol exceeded this objective with the exception

of Aberdeen which did achieve two out of three objectives.

6. The mini-grants for the high schools having mini-grants seemed to serve

the purpose intended, and the building plans seemed to help focus in on the

objectives of the overall project.

In summary, not all the objectives for all the schools were met. However,

the over-whelming majority of objectives were met, and in those instances where

the objectives were not clearly met there was activity for the most part on

these yet to be achieved objectives.

Objective V:

Overall Achievement of Objective: There was over a 10% increase in

students enrolled in vocational programs in Bingham County Schools; therefore,

this part of the objective was met.

1. The B.O.P. mobile van provided for learning experiences in seven different

positions in a simulated business organization. There was a total of 89

students participating from four high schools. Evaluation reports and in-

terviews revealed students learned from the experience and were assisted in

further career selection.

2. There was one large facility (7200 square feet) leased to house a program
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in industrial mechanics for students from three school districts. Welding

and engine mechanics are the two major programs offered.

3. The project staff cooedinated programs with four agencies in the com-

munity. The number of students actually affected could not be determined.

4. Cooperative work program coordination showed very little participation

from the Career Education project staff with other agencies.

Objective VI:

1. Services of the project were coordinated through a central executive

board called the Bingham County Board for Cooperative Services.

2. Vocational Rehabilitation Counselor and Director of Career Education

were members of this Cooperative Board.

3. A sheltered workshop for students unable to profit from on the job work

experience had been established. There are 24 students enrolled this school

year from the five Bingham County School Districts.

4. Twelve students in programs for the handicapped are shown as exiting

for 1975-76. Four (4) will enroll in further education; six (6) have been

placed in paid occupation and two (2) are housewives. Seven of the twelve

placements are consistent with the students' career plans.

Overall objective accomplishment: There was an increase of over 15%

oF exiting students enrolled in programs for the handicapped which were placed

in actual employment positions or attending sheltered workshops.
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Objective VII:

Objective VII called for 100% placement of all exiting students, with

auxillary considerations pertaining to career placement files maintenance of a

job placement center, counselor provision of information, counselor follow-up,

and review by a career placement committee. Outcomes were as follows:

1. Ninety-five percent (as opposed to the '.:J% criterion) of exiting students

were placed in one of the three categories stipulated.

2. All participating senior highs have career placement files which are current.

3. At none nf thn schools did a lob placement center evolve.

1. Counselors did utilize a multi-faceted approach to providing career guidance

and career information.

5. Counselors met with all seniors two or more times re3ative to post-secondary

plans.

6. Every participating school has done a follow-up study of exiting students.

7. Four of the five high schools have conducted a career committee placement

review.
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B. OUTSTANDING CONTRIBUTIONS OF THE BCCEP

1. Purchase and Use of Career Education Materials

One of the outstanding contributions of the BCCEP to students was the

purchasing of career education materials for use by students in grades one

through nine. At the elementary school level, DUSO kits and TAD kits were

used by teachers to assist students in career awareness and self awareness

practices. General results of the BCCEP suggest that students had increased

the positiveness of their self concepts and their perceptions toward school.

And, at the junior high school level, career information kits and career

exploration kits were instrumental for career planning and investigation.

Such materials were generally used to help integrate career education con-

cepts into the regular school curriculum and provided teachers with the

tools essential for doing career education.

2. Retraining_ of Teachers

The retraining of teachers was yet another outstanding element in the

BCCEP. It only seems reasonable that for the classroom teacher to do career

education by integrating its concepts into the regular curriculum that they

need retraining. The BCCEP provided for such retraining. The majority of

teachers in grades one through 12 were directly involved with inservice

training programs prior to the beginning of the BCCEP and continuing through

the regular school year for each year of the project. Guest speakers were

brought in, such as Dr. Kenneth Hoyt, National Director of Career Education,

and innovative learning materials were presented to teachers. It was through

the above processes that teachers were retrained to implement career education.

3. Mini-grants to Promote Career Education Concepts

"Seed monies" was a strong element of the BCCEP. This money was given

directly to schools in the form of "mini-grants." Monies were used in a

variety of ways including: (1) the purchasing of career education materials
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for career education practices; (2) the retraining of teachers through in-

service training activities; (3) field trips for both teachers and students

relative to career awareness and exploration activities, and (4) allowing

.schools to have a "say" in how monies should be spent for career education.

This latter point helped to develop positive attitudes of teachers and ad-

ministrators toward career education processes. They had a direct impact

on how career education monies should be allocated toward different activities.

A total of $10,000.00 was used as seed monies. Approximately thirteen dif-

ferent schools received seed monies ranging in value from $200.00 to $800.00.

4. Career Building Plans

PlaL., for implementing career education at the building level were

developed by every principal and staff in attendance at a summer workshop.

The proposals placed a greater responsibility for career education at the

building level. The career plans, coupled with mini grants, contributed

significantly to the gains made in the implementation and integration of

career concepts into curriculum and instructional methodology within the

schools of the country.

5. PACE Center

Perhaps the single most influential aspect of the program at the junior

high level was involvement with PACE. The mobile PACE van led the junior

high students to engage in career planning in a structured set of circum-

stances, resulting in most instances to at least tentative formulation of a

career choice. The augmentation it provided the regular career guidance

activities of the junior highs has been inestimable.

6. Expanded Vocational Opportunities

Vocational Education opportunities were expanded forstudents in the

project area by:

(a) Leasing facilities and initiatiA an industrial mechanics program for
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high school and special education students.

(b) Purchasing of a mobile van and establishing an office occupations

simulation program. (BOP). The simulated Mortgage and and Loan Company

provided reality oriented experience in seven different office positions.

7. Placement

A placement program for exiting students which placed nearly 97% in

employment, post-secondary occupational training or in a "degree seeking"

program.
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APPENDIX A

CAREER EDUCATION CONCEPT RELATIONSHIP QUESTIONNAIRE

1. What is an interest?

2. What is the relationship between an interest and the world of work?

3. What is a valve?

4. What is the relationship between a value and the world of work?
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APPENDIX B

OUTCOME QUESTIONfTREATMENT GROUP-MATRIX

Treatment
Group

Outcome
Questions

.

e n
1

uh
1

p

ct

,

c
1

N.

OJ
. -1

10
e4

Legend:
I. objective not achieved

.

2. objecttve marginally achieved
(more than 25%-but less than 75%)

3. objective-partially achieved
Nore-than 75% but not fully achieved

4. objective fully achieved

Objective I

Increased Career

3

Knowledge and
Awareness

1. 60% of stu-
dents will
have increased
their career
knowledges.

2. 60% of studentS
will have be-
come more
aware of them-
selves and
of others.

3

Processes

4

.

3. K-3 grade
teachers and
administrators
will have de-
veloped an all
school CE plan
and have im-
plemented it.

155



75

Objective I
Co1

1

1.0IIIC71
C\ I
...I

rA

4. K-3 teachers
will have part-
icipated in at
least 3 inservice
training sessions.

5. K-3 students will 4
have participated
in a variety of
career education
activities in-
cluding:
a. self-aware-

ness
b. world of

work
c. field trip

Objective II

Increased Career

.

Knowledge about
self/athers and
world if work.

1. 60% of 4-6-grade
students will
have increased
thetr knowledge
about the wofld
of work.

2. 60% of 4-6
grade level stu-
dents will have
increased their
awareness about
self and others.

.
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Objective II C VD
1

01
I

0..1
1-.4

I

r.

3. Selected 6th
grade student
will demonstrate
the relationship
among interests,
values, and work.

Processes

4
.

4. 4-6 grade level
teachers and
administrators
will have been
developed an
all school CE
plan and will
have implemented
it.

.

5. 4-6 grade level
administrators
will have-imple-
mented their mini
grant proposals.

6. 4-6 grade level
teachers will
have-parti-eipated
in at least 3 in-
service training
sessions.

7. 4-6 grade level
students will
have participated
in a variety of
CE activities.
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Objective III
roIII

.,.

c.,

1

r4

Career. Knowledge and

4

awareness of self,
others, and the world
of work.

I. 60% of junior high
school students will
have explored. their
attributes, plus the
world of work.

2. 60% of junior high
school students will
have made tentative
career plans.

,

Processes

43. 60% of junior high
school teachers and
administrators will
have paticipated n
CE workshops-and will
have developed a CE
plan for their school.

4. Guidance personnel will
have worked closely with
teachers in CE processes.

2

5. Junior high schools will
have implemented mini grant
proposals and- plans, if
applicable.

4

6. Junior high teachers
will have developed posi-
tive attitudes towards CE.

3

7. Junior high teachers will
have participated in at
least 3 inservice training
programs.

8. Junior high students will
have participated in a
variety of CE activities

4

,
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Objective IV el
I

1.0
1

al
I

0.1
v-i

I

,4

Career Education

3

2

gAP-..."....1-0.

1. 60% of high school
students will have:
a. explored career

fields,
b. identified career

options
c. declared career

intention and
d. enrolled in vo-

cational fields.

Processes

2. 60% of HS teachers
and administrators
will have partici-
pated in workshops
and will have de-
veloped a CE plan
for their school.

3. Guidance personnel
will have worked
closely with 45
teachers.

4. CE building coordin-
ators will have imp-
lemented their mini
grant proposals.

5. HS teachers will have
participated in ,at

least 3 CE workshops.

6. HS students will have
participated in a
variety of CE activi-
ties.
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Objective V
on to

1

zi- t---

04

10
_

Vocational Education
Programs
1. 'There will be an

increase in voca-
tional education
classes over a 1
year period of
time.

2. Many students will
be using the mobile
vans.

4 (to capacity)

3. School facilities
are available for
use to public
agencies.

4. Counselors will
have been retooled
for-career counsel-
ing procedures.

5. There will be an ex-
amination of the
working relationship
between Bingham
County schools and
other public agencies.

3

6. As a result of the BCCEP,
alternative HS diplomas
will be identified.

7. Cooperative education
will have had a posi-
tive effect on students.

8. Adult education will
have had a positive
effect on adult students.

.......
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Objective VI
en

1

Nc

to
1

ms-

at
I

N.

04
r-1

10r4
Handicapped Students

.

1. The BCCEP and the
BC Multi-District
Program for HS will
have coordinated
their efforts for
implementing common
goals.

2. Sheltered workshops
will have been identi-
fied and developed for
handicapped students.

Objective VII

Career Movement

1. All exiting students
will have been placed
in one of the following:
a. military,
b. homemaking,
c. volunteer service
d. post-secondary

training program,
and

e. college degree
program.

2. BC schools will have
developed a variety
of career services
for students, including:
a. student placement

center,
b. job placement center,

and
c. career information

dissimination.

---



GUIDE FOR IMPLEMENTING

CAREER EDUCATION

Bingham County Developmental

Career Education

K-12

162



FORWARD

Bingham County has a school population a about 9,000. Within the
county are five school districts with the county seat and population
center in Blackfoot. The economy of the county centers around agriculture
and processing of agricultural products.

The Career Education Program functions under a multi-district board,
"The Bingham County Board for Cooperative Services," with the superin-
tendent and one trustee from each of the five school districts as members.

This guide has been developed to assist: (1) teachers in preparing
and using career education units and materials, (2) counselors in pro-
viding a supportive and leadership role in career education, and (3)
administrators in fulfilling their responsibility for providing in their
schools an organized, relevant curriculum. The guide is designed to
facilitate the integration of career activities into the local on-going
curriculum. It is hoped that the guide will assist local schools in the
construction and implementation of a comprehensive developmental career
education program within their on-going instructional programs.

This guide is not a blueprint but is rather a tool for the local
school staff to use in planning, developing, and implementing a develop-
mental career education program. The guide provides suggested concepts
and goals for career education and describes career development.

There are other resources, handbooks, and materials that contain many
useful concepts and objectives which, if used in conjunction with this
guide, will motivate and assist school personnel in providing more relevant
experiences in the classroom.
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INTRODUCTION

Education is subject to much criticism; students today are looking
for relevancy in school and related activities. The school environment
has too often been artificial, having little relevancy to the lives of
students and to the "real world."

Too many students fail to see meaningful relationships between what
they are being asked to learn in school and what they will do when they
leave the educational system. This is true of both those who remain to
graduate and those who drop out.

American education, as currently structured, best meets the educational
needs of that minority of persons who will someday become college graduates.
/t has not given equal emphasis to meeting the educational needs of that
vast majority of students who will never be college graduates.

Insufficient attention has been given to learning opportunities
outside of the structure of formal education which exists and is increasingly
needed by both youth and adults in our society.

The answers given ta such criticisms must take the form of either
refutation of the criticism or constructive educational changes designed
to alleviate those conditions being criticized. Career Education is one
such constructive change.
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CAREER DEVELOPMENT

Career Development is a personal process of growing and maturing which
differs for each individual. It is fostered by experiences and informa-
tion individually acquired and assimilated into one's personal life. It

ircludes the development of self esteem, esteem for others, and develop-
ment of personalized, beneficial, work values. Career Development also
includes developing ility to use information and experience in making
mature, rational decisions; the setting of career goals, the formulation
of career plans, and the acquiring of skil s for the fulfillment of the
plans and achievement of the goals. Career Development assists in making
work possible, meaningful, and satisfying for each individual.

Career education must be designed to assist this developmental
process.

DEFINING CAREER EDUCATION

Definition: "Career Education" is the experiences and programs
through which one learns about and prepares to engage in meaningful work,
whether paid or unpaid, and includes:

self awareness, career awareness, career exploration, career
decision-making and planning, career preparation and placement.

Career Education is not teaching different things but teaching
differently! Every teacher in every grade and in every subject relates
school and subject matter to life and one's future career.

Career Education should be developmental. It should begin in Jie
home, continue in the school and involve the business--labor-7industry
community.

SELF AWARENESS is being aware ofone's attitudes, interests, and abilities
with respect to self and others.

It is a process in which an individual internalizes personal percep-
tions of one's characteristics--how others perceive one in the
surrounding environment. This deals with what and how individuals
think about their attitudes, feelings, perceptions and evaluation of
themselves. How the individual views one's self is determined by
one's relationship with environment from which one extracts percep-
tions of attitudes, feelings, and evaluations. This is one goal of
career education. The acceptance and usefulness of this goal depends
upon the ability and willingness of educators and parents to provide
continuing assistance to students' efforts to know, accept and affirm
understanding of themselves and the world of work. Students will vary
in their ability to structure their self-concept in a positive Ay.

An awareness of one's self is first acquired in the home and develops
as one grows and matures. Through self-assessment and evaluation one
becomes more sophisticated in awareness of values and attitudes,

1
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talents and abilities, limitations and physical capabilities, and
begins to acquire self-understanding and self-identity which should
be accompanied by self-esteem. Activities which develop awareness of
seWand others are most appropriate in the total curriculum during
the first three or four years of school. Some self-awareness
activities need to be continued through grade twelve.

Activities should include those which assist students in developing
positive attitudes toward self and others, towards the world of work,
and in helping students become aware of likes, dislikes, and inter-
ests. These activities should help students become not only aware of
their abilities, but also their limitations and the onstructive
acceptance of their limitations.

The Goal in Teaching Self Awareness is Self Understanding.

CAREER AWARENESS is being aware of the wide variety of available careers;
that careers can be studied as clusters, families, or individual
careers; and that there are different life styles, rewards, and
working conditions associated with careers. It also includes some
knowledge of the education and training required; that there are
different requirements for different careers.

Before entering school an individual has a limited knowledge of
careers. His range of interests is narrow and his attitudes toward
work are not fixed. Through career awareness activities students gain
an introduction to the psychological and monetary rewards of work,
positive and negative aspects of certain jobs, time requirements and
life styles associated with certain occupations. Each student also
becomes aware that one's career is intricately tied to one's self and
public image.

Through career awareness activities in the school, students will be
assisted in understanding the broad range of careers which are
available to them and the community at large. Students Oil be aware
that specific education and training are required in certain careers,
and that one's social and economic environment is largely determined
by success in his chosen career.

Activities which develop career awareness are appropriate in the ele-
mentary grades with the primary grades using the "Goods and Services"
structure and the intermediate grades using the "Career Clusters"
approach. Career awareness activities, using the cluster approach,
are also appropriate in grades seven and eight as students begin to
move into the exploration phase of career education.

The Goal in teaching Career Awareness is understanding of Careers and
the Woral of Work.

CAREER EXPLORATION is orientation, investigation, observation and hands-on
experiencing of selected clusters or careers. Exploring a career
involves selecting a cluster, family, or specific career for in-depth
study. Activities for in-depth study would begin with orientation,
investigating and research, and end with observation and hands-on
experiences.
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Career Exploration activities should be provided during the seventh
through the tenth grades with broad cluster exploration at the early
junior high and more specific single cluster or specific job explora-
tion through hands-on experiences at the early high school level.

Exploration activities, orientation, investigation and research,
observation, and hands-on experience) should result in students'
understanding of cmt only particular job characteristics, but under-
standing of life .yles, economic factors, psychological rewards, and
job satisfaction as related to particular types of careers. In

addition the activities should provide a knowledge of needed Entry
Level skills and a knowledge of social skills regarded as basic for
employment.

Career Exploration should build on the understanding one has of self
and include exploration of self in determining where one is in relation
to where one wants to be in a career. Career Exploration involves
some deLlsion-making in the selection of careers to explore and .

carries on into determination of what one wants to be.

The Goal in Career Exploration is an In-Depth Understand:Lae
3i-if-Selected Careers.

DECISION MAKING is applying information through the rational process to
make a choice or decision-making is a basic part of career education
and closely related to career exploration. The student should be
provided experience in decision-making, first on a tentative and
flexible level at the junior high school, and later at the high school,
on a realistic and planning level where he comes to make realistic
decisions that become increasingly irreversible, or reversible only at
the expense of time, effort or money.

The planning level of decision-making would include realistic decisions
on a career area, and a plan for obtaining entry level skills, employa-
bility skills, and work experience. This would include first, exploring
one's self in relation to where one is and where one wants to be, and
deciding on a plan for getting one's self from where he is to where he
wgnts to be. The plan would provide for obtlining necessary entrY
level skills, and social and communication skills necessary for
employment.

Realistic career decisions are based on self-understanding, career
knowledge, and actual work experiences gained in exploring careers.

The Goal in Decision-making is selection of a Career and a plan for
achieving employment in that career area.

CAREER PREPARATION is the obtaining and reinforcing of proficiency in social,
communicative, computational and specific job skills which are neces-
sary for entry into and success within a specific occupational area.

The Goal in Career Preparation is employability in a chosen career.
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CAREER PLACEMENT AND FOLLOW-UP. Career Placement is helping all exiting
students to find an intermediate goal as a meaningful step toward a
career. Intermediate goals may include a first job, vocational/
technical training, enrollment in college, homemaking, or joining a
military service.

Follow-up is keeping records of all exiting students and their post-
high school career activities.

The goal in Career Placement and Follow-ua is the exiting of all
students to the next appropriate ..!Otep_in their lives, and a record
of what the steps were for all students.
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BINGHAM COOTY CAREER EDUCATION GOALS AND-PROGRAM OUTCOMES

GOALS

1. To help students become aware of their personal interests, abilities
and attitudes, and to develop a positive feeling about themselves.

2. Todhelp students become aware of the various.career opportunities
available to them, and to develop meaningful, positive attitudes toward
work.

3. To heve students make rational career decisions based on under-
standing of self and knowledge of occupations and life styles.

4. To help students develop a career plan and to halo them carry out
that plan by providing appropriate career educational and preparational
opportunities.

5. To assure that every student, at the tiffie of exiting school, will
receive assistance in being placed according to his/her career plan
in..a job, vocational training pi3gram, baccalaureate program or other
viable alternatives.

PROGRAV MORES .

1. Elementary students will participate in at least 3 self-awareness
activities in the classroom during the scilool year.

2. Elementary students will participate in at least 6 career
awareness activities planned and conducted by the teacher in the
classroom during the school year.

3. Elementary students 071 participate in at least 3 classroom
career awareness activities during the year where perions from the
home or community (business, industry, labor, government, etc.) have
presented career information.

4. Elementary students will participate in at least 2 field -trips
during the year to bobserve workers in their careers.

5. Elementary students will be involved with their parents in tae
home in some type of career awareness activity during the year.

6. Junior high students will participate in at least 3.self-awareness
activities in the clacreom during the school year.

7. Junior high students will participate in at least 2 hands-on
career exploration experiences during the school year.

8. Junior high students will participate in at least 4 career
exploration activities planned and conducted by the teacher in the
classroom during the school year.
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9. Junior high students will explore at least 1 career during the
year through individual or personal discussion ;:iith a person in that
career or career cluster.

10. Junior high students will participate in at least 1 field trip
during the year in which they observed workers and talied to workers
about their careers.

11. Junior high students will participate in at least 2 classroom
career exploration tctivities during the year where persons from
the home or community (business, industry, labor, government, etc.)
have discussed their careers.

12. Grade nine students will Make a tentative career choice and
explore that career as indicated in #9 above.

13. Grade ten students will partidtpate.in completing and analyzing
an interest inventory (Kuder Form I or similar instrument), completed
three hours of career exploration activities, Made a tentative Or
..re&listic career decision, and started a career plan.

14. Parents of grade ten students will assist their children in
career decisions and career planning.

15. Grade eleven stOdents will write a plan for achieving his/her
career goal.

16. Grade twelve students will prepare a personal resume:

17. At least 2 special career education activities will be-provided
for all of the physically and mentally handicapped students enrolled
in the senior high school.

18. High school students will participate in at least 3 of the
following types of career exploration activities or career preparation
activities during the year:

TYPES OF CAREER ACTIVITIES

(The student mgy do the same type of activity more than once as
long as content.is different.)

a. Classroom career exploration activities proVided by the teacher,

b. Hands-on career, exploration activity.

6. Resource person from the community (business, industry, labor,
government, etc.) talking to students in the classroom.

d. Career planning with the counselor.

e. Career exploration in PACE Center.
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f. Enrollment in a career or pre-vocational mini course.

g. Enrollment in a vocational course.

h. Field trip to observe and talk to workers about their careers,

I. Work experience, work release, or cooperative work program.

j. Meet with post-secondary, college or apprentice personnel to
gain information for career planning or replanning.

K. Aptitude testing.

19. The school system will provide at least 6 different kinds of
vocational education programs for high school students.

20. All exiting students will be assisted in obtaining placement in
one of the following:

a. Employment, including
(1) Military service
(2) Homemaking
(3) Volunteer services or mission

b. Post-secondary Occupational Training Program

c. Degree-seeking Program

-21. Follow-up data is available on 95% of the previous year's exiting
students, and at least 75% of those exiting five years previously.

22. Job oriented and vocationally oriented students in grade twelve
have met at least three times during the year with guidance
personnel.



RESPONSIBILITY FOR IMPLEMENTATION

SUPERINTENDENT - shall be responsible for the total implementation of the
Ca-reer Education program of the District and provide active encourage-
ment and support of the program. The following should be provided
by the Superintendent:

1. Allow sufficient time for inservice training of all staff.
2. Provide personnel, space, facilities, and materials necessary

for program delivery.
3. Make provisioh for constant evaluation and improvement of the

program.
4. MaPe provision for release time for field trips and hands-on

experiences.

PRINCIPAL - shall be responsible for the implementation of the Career
Education program in his building and provide the following:.

1. Encouragement and support of Career Education.
2. Building coordinators.
3. Program for inservice training.
4. Constant evaluation and improvement of the program.

COUNSELOR - shall support and encourage administrators, faculty, staff
and students in meeting the objectives of Career Education.

The Counselor should work closely with the Building Coordinator in
implementing Career Education and working as a consultalt and facili-

.

tator to staff, students and administrators.

BUILDING COORDINATOR - the coordinator's role is:
1. To coordinate the career instructional program in the school(s).
2. To meet during the school year with staff and principals.
3. To organize and conduct lnservice workshops in the schools during

the school year.
4. Complete and mail a monthly activity report to project office.

Coordinating the career program in the school will consitt of:

1. Assisting the principal and teachers in planning for integrating
career units with curriculum.

2. Assist teachers in integrating career activities into their on-
going curriculum.

3. Coordinate career audio visual and other career materials to
provide maximum usage with minimum conflict.

4. Serve as a facilitator and motivator for increasing career
education in the school.

The career coordinator, preferably, should be a teacher, but in some
schools the person may be the principal, or the counselor.

In schools having a counselor(s), (and the counselor is not the coordi-
nator) the career coordinator will seek and use the services of the
counselor(s) in organizing, and implementing the career inservice
workshops. The career coordinator should seek all available resources
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in providing a stimulating and valuable inservice program for classroom
teachers. They should work closely with and under the direction of
the principal in filling the coordinator role.

TEACHERS - Must realize that their responsibility lies in making each child
aware of the world of work, that work is honorable and desirable.

Teachers should integrate, to the fullest extent possible, the career
Concepts into their instructional activities, not teaching different
things but teaching differently so as to incorporate Career Education
as an integral part of the curriculum. Teachers should show students
the relationship between school curriculum and the world of work. In

addition to the above, some teachers will be charged with:

. 1. Providing students with specific vocational competencies at a.
level that will enable students to gain entry into the
occupational society.

2. Helping students acquire job-seeking and job-getting skills.
3. Participating in the job-placement process.
4. Helping students acquire decision-making skills.

GENERAL ORIENTATION TO CAREER EDUCATION: Since career education is new to
many staff members it is necessary to hold an orientation program.
This program should include the following goals:

1. Develop positive attitudes toward Career Education.
2. Define elements of Career Education and identify the outcomes

sought.
3. Review program development procedures.
4. Review procedures used for infusing Career Education goals

into existing school programs.
5. Clarify roles for staff members.
6. Clarify program installation procedures.
7. Review program support systems.
8. Familiarize staff with program evaluation.
9. ,.'amiliarize staff with available materials and programs

previously developed.

It is recommended that all staff members be involved including:

1. Administrators 1Central office and building level.)
2. Classroom teachers
3. Counselors
4. Support staff (Librarians, subject-matter consultants, various

specialists wh..) assist the professional staff.)

The following workthop procedures could be used:

1. Someone should be appointed for the planning, organizing and
administering of the workshop.

2. Competent outside motivational leaders should be selected.
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3. Activities should be planned that involve participants in the
same kinds of experiences they will provide students in
career education.

4. The workshop should also provide instruction on media, resource
material, and how to coordinate these materials ''?vi the providing
of career education to the students.

INSERVICE PROGRAM - Following the general program orientation, a staff
development program should be initiated to prepare each staff member
for his specific role(s) in Career Education.

The inservice program is essential during the first year or two of
implementing a career education program in a school and should continue
until career education has become a part of every teacher's curriculum.
It may be necessary to give teachers released time to attend inservice,
or inservice instruction may be held during regularly scheduled
inservice sessions. During the first year or two of a career education
program, sufficient inservice sessions ought to be Provided to ensure
its implementation (at least seven 45-minute sessions during the first
year) with the building coordinator and administrator jointly planning
and'organizing the sessions. Where a counselor is in the building, this
person could also assist. They should look for resource people from the
community, professions, business, industry, and education to participate
in the inservice sessions. The main goals of inservice should be:

1. Motivate school personnel to be more active in career education.
2. Promote better community relations.
3. Provide ideas, methods and activities for curriculum.
4. To develop materials for instructional use.

COMMUNITY INVOLVEMENT - Members of the community should serve as advisory
resources for career planning. They should also be called upon to come
to classrooms and participate in career awareness and exploration
activities. The community should also be involved in providing career
observation experiences, hands-en experiences, and on-the-job work
experiences either through cooperative programs or release-time prcgrams.
Industrial and business representatives as well as other community
resource persons provide an excellent opportunity for achieving support
for schools and education, as well as providing invaluable information
and resources to students regarding job information and eventual
employment.

The school has the responsibility for initiating and coordinating the
relationships described above. An :ndividual, perhaps the counselor
or building coordinator; could be appointed as school-community liason
person..
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METHODS

American education cannot be said to have responded to the demands for
educational reform by simp:y endorsing the career education concept. Only
when action programs have been initiated has a response been made. Career
Education activities are designed for integrating career education into the
regular on-going curricula. The motto is Not Teaching Different Things.,
But T_A.-tin Differently.

HOW TO PROVIDE SELF AWARENESS

Included in the self awareness phase of career education is the building
of self-esteem in each studrnt and esteem for others.

Self awareness can be provided students by:

1. The teacher being aware of each student in his/her room as an
individual, and by developing a positive attitude toward each
student.

2. The teacher helping students to be aware of their personal interests,
abilities and attitudes, and to develop a positive feeling about
themselves.

3. The teacher helping the student develop tolerance for self and
others.

4. The teacher providing activities that will help students develop,
clarify and assimilate personally meaningful sets of work values,
and acquire and utilize good work habits.

(Numbers 2, 3, and 4 above can partially be achieved through the
use of the DUSO Kits.)

5. The teacher devising activities, or using activities already
developed by others, to involve parents and familite in helping
the student build esteem and being aware of self.

6. The teacher devising activities, or using activities developed by
others, to involve students in experiences that will increase
self-awareness (i.e. some activities already developed are:
"Me," "Me, Myself and I," and "I'm Glad that I Am Me." These
are activities developed by Bingham County elementary teachers.)

HOW TO PROVIDE CAREER AWARENESS

Included in the career awareness phase of career education is acquain-
ting of students with the wide variety of occupations available in the
world of work.

Career Awareness can be provided by:

1. Teachers arranging for resource persons from the home or business-
labor-industry-government community to visit the classroom and
present information. These people should put the emphasis on the
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workers and their responsibilities, not on the product produced.
(See Appendix for "Information on using resource people in the

classroom.")
2. Teachers arranging field trips to observe worke,' on the job.

(See Appendix for information on planning, conduaing and following-
up on career oriented field trips.)

3. Teachers utilizing career activities and career oriented methods
and materials in the instructional program, where appropriate, as
one means of educational motivation. (Use activities written by

Bingham County teachers.)
4. Teachers involving parents and family members in activities which

acquaint the students with occupations.

HOW TO PROVIDE CAREER EXPLORATION

Career Exploration can be provided students by:

1. Teachers involving students in self-awareness activities that
develop self-understanding of interests, abilities and work values.

2. Teachers providing career information, activities, and experiences
in classroom that are exploratory in nature. This could include
information of career clusters, job requirement information,
individual research on certain self-selected careers, teaching
exploratory units and actiVities (see Bingham County units and
actiVities), role playing student-worker career exploration
interViews.)

3. Students enrolling in hands-on career exploration courses. These

include industrial arts courses, pre-vocational courses and career
v`rti-courses.

4. Bringing community resource persons from home, business, labor,

government and industry, into the classroom to talk to studrOnts
about their career and work. (See Appendix A, "Using
Community Resource People.")

5. Taking students on classroom field trips to observe workersin

their work setting and talk to workers. (See Appendix A, "Using
Community Resource People.")

6. Individual or small group career exploration field trips for
observation and discussion. This is similar to a classroom career
field trip except the teacher does not go with the students. Also,
the student may do most of the leg-work in setting up the trip.
The teacher should insure that there is proper planning, observation,
and follow-up as described in the Appendix.

7. The counselor meeting with students having similar career interests
in small-group career guidance sessions.

8. Students meeting with post-secondary, college, or apprentice personnel
to gain information.

9. One-to-one student-worker interview on the worker's training, job
responsibility, feelings toward his/her career.

10. Student enrolling in a career education mini course designed for
self-understanding, career exploration, and decision making.
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HOW TO PROVIDE CAREER DECISION MAKING AND PLANNING

Career decision-making and planning activities can be provided to
students by:

1. Having students gather information about various occupations
of interest.

2. Providing opportunities and activities in which students can
clarify and identify personal values and goals.

3. Teaching the skills required f)r decision-making.
4. Having students canplete and analyze an interest inventory

(Kyler E, GIS or similar instrument).
5. Hav student select one or two career clusters for career

research and career exploration.
6. Having students identify an occupational area in a cluster for

further career exploration.
7. Having students make a tentati. 1 career decision and initiate a

career plan.
8. Parents, guidance person, and studtint meeting together in a

career decision-making and plannimj session. This should be
set up au.,1 conducted by the school guidance person.

9. Having students select career goals and developing a written
plan for attaining the goal.

HOW TO PROVIDE CAREER PREPARATION

The Ceer Preparation phase brings into focus the awareness, ex-,
ploratiaa, decision-making and planning activities in which students have
participated. Career Preparation includes providing students:

1. Simulated viv)r-k experiences to increase the likelihood of a
successful transition to the world of work. Simulated work
experience may be provided in the school by having students work
with the actual equipment materials and processes for a business
or industry in a classroom.

2. Social competencies necessary for employment, continuation on
the job, and advancement. These include: (1) the ability to work
harmoniously with others and relate positively to those in
authority, (2) attitudes that allow for flexability and change and
(3) willthgness to follow directions.

3. Basic skills needed in every job such as the ability to (1) commu-
-nicate-effectively-in-speaking-and writing-c-(b)-solve-problems,
(c) manage money c_nd (d) perform basic math computations.

4. Job-getting skills including application and interviewing
teaniques.

5. Skill training through vocational education courses.
6. Real wc* experience. This gives students opportunities to

participate in work release or cooperative work program. (Work-
release programs allow students to work part-days and go to school
part-time usually during the junior or senior year.) Students may .

or may not be given credit for work release programs. Cooperative
work programs usually, but not always, invol work exiierience under
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the supervision of an instructor as part of a skills-training

course. Credit is given students thus employed. Students may be

paid or not paid for cooperative work experience.

HOW TO PROVIDE CAREER PLACEMENT

Schools will provide help in placement for all exiting students in a

paid occupation, in further education, or in a vocation that is consistent

with their current career goals.

Suggested activities for career placement:

1. Work with Employment Agency.
2. Organize Exiting Committee to implement placement of students.

3. Work with Vocational Advisory Boards.
4. Provide time and facilities for recruiting of students in job,

education and military opportunities.
5. Provide services ci placement through the counselors and other

school personnel, by the use of names, addresses and phone

numbers of prospective employers or training programs.

Advertise jobs and opportunities for training and education

fthrotighothe use of:

a. Bulletin boards
b. School bulletins
c. Word of mouth

Suggested activities for career follow-up: Previous year data will

be gathered by the following methods:

1. Parlent contact
2. Student contact
3. Contacting friends
4. Previous employer contact

Contacts will be made by any practical. means.
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APPENDIX A

Using Community Resource People

Community resource people are a valuable tool in career awareness and
career exploration programs. They can serve in three ways: (1) as speakers
in the classroom, (2) as information sources aid guides for field trips to
places of business and industry, (3) as resource persons in a group career
conference, and (4) in a one-to-one student-worker interview.

Once the teacher or counselor has determined the person they want to
use as a resource person for classroom speaker, field trip, one-to-one
interview, or group conference, the teacher should contact that person
personally requesting assistance in the area desired. The teacher should
clearly explain that the focus of the information provided to students
should be about the careers - the jobs . the workers - the people, rather
than the products of the business or industry. This conversation should
be followed by a letter containing the following:

- thanks for their willingness to help inform students about the
world of work

- the time and place :. of their appointment
- sample queAions (optional)
- primary focus of subject should be the careers - workers - jobs

rather than product. "We're interested in the people."
- any other particulars that are important

This letter should arrive about 3 to 5 days before the appointment
and serve as a reminder of things discussed during the initial contact.

Telchers, counselors, and administrators are urged to become
acquainted with the Bintham County Job Guide and Community Resources.for
Career Education as many valuable resource people are identified In this
volume. er

ORGANIZING FOR USING COMMUNITY RESOURCE PEOPLE

To prevent over-use of some community resource people and non-use of
others who are wanting to assist in career education, 4 rystem needs to be
established. In large schools or districts, it may consitt of a central
office that arranges for all community people, and in srn i:. districts a
simple record of peop'- :sed may suffice.

PREPARING STUDENTS

Through the use of community resource people the students have the
oppwetunity to interact directly with persons in various occupations. In

order to facilitate the best use of resource rople, students need to have
skills in asking appropriate questions.

The following lists of questions may help you, your resource people
and your class get started with this important tool of communication.

1.6
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One set of questions is designed for students who are learning to
interview. It can also be presented to the resource person prior to the
visit.

The second group of questions is designed for conducting a group or
class conference with a resource person in the school or at the resource
site.

The depth and quality of interview will depend, of course, upon the
preparation each interviewer has in the zrca the talent represents.
flotivation to find out will be an imporl' -actor. Those who are avidly
curious will oush/f6 process of inquii s appropriate limits.

Certain ques-tions will be appropriate -o some resource people and
not to others. However, there is a commonality to the process of
interviewing and a teacher can guide students to learn many of the general
communication skills,necessary for effective interviewing.
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QUESTIeNS FOR COMMUNITY RESOURCE PEOPLE

The following questions might be used by students in interviewing
community resource people in the classroom, field trip, one-to-one
interviews, and group conferencing.

1. What do you do on the job? (Students are interested in how
school-taught skills fit in with real work.)

2. What kind of thinking prompted you to take this job? Did others
agree with your thinking?

3. What tools do you use? Is there a special way of talking about
your work?

4. Was this your first job choice? How many times did you change
your mind about what you wanted to be before you went to work?
Why?

5. What part of your job do you like best? Why? What part of it
do you wish you didn't have to do? Why?

6. Who depends upon your work? Upon whom do you depend for your work?

7. What experiences and training on this job might prepare you for
some other kinds of jobs should you ever want to change?

8. How does your job affect your personal life? Do you have to work
nights? Are you 'Ared when you get home? Do you have noise
during the day so that you need quiet at home at night? Do you
have a job Aere you have to be nice to people all day--even
people who are crabby and ill-mannered?

9. What invention:, N.t.ild put you out of work?

10. Are men with your kinds of skills usually needed - even when
business may be bad? It' your work at all seasonal? Where could
you work in thi.7. nccupation? Is your work limited to
geographical

11. What kind of edvtion is necessary for this kind of work?
Apprenticeship? Trade school? College? Advanced degrees? Is

there any personal quality for this job that is really more
important than diplomas?

12. About how much money can a man ea!--,, in this kind of work? (Under
$5,000, $5,000 to $10,000, over $13,000 - an estimate so that
the children can get an idea.) Is there a chance of getting a
lot of money all at once? It is usl.f.11y improper to ask a person
how much money he/she makes.

13. When does your boss compliment you? (or when do you compliment
your employees?) When are people fired?

is
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QUESTIONS FOR GROUP CONFERENCES

1. What schools did you attend?

2. What is your present job?

a. How did you get it?
b. How long have you worked there?
c. What time did you go to work this morning?
d. What was the first thing you did?
e. How long did it take?
f. What did you do neit?
g. (Follow through the entire day.)
g. Did you do anything yesterday that was different from what

you did today? Does this happen often?
h. What else do you do on your job?
i. Of all these various duties, which ones take most of your time?

3. What changes have taken place recently? Do you foresee any in
the near future?

4. What things do you like most about your job? Least? Are there
any hazards?

5. What is the usual starting salary in job like yours?

6. What qualifications do you need to get the job?

Age? Sex? Height? Weight? Other?
Marital status? Tools? License? Aptitudes?
Unions? Discrimination? Veterans? Capital?

7. Preparation? Minimum? Desirable? Time? Cost? Content?
Approved schools? Preferred subjects?

8. Supply and demand for workers? Outlook for the future?
Advancement?

9. Hours? Regular? Overtime? Evening? Holiday? Steady or
seasonal?

10. Is there anything we should have asked? What would you like to
ask us?
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GROUP CONFERENCING WITH COMMUNITY RESOURCES PEOPLE

When a resource person is going to share information with d group of
students in a conference setting, it might be helpful to send the
person a list of the questions the class is considering. Your note can
explain that the purpose of the meeting is to get some information about
an occupation from someone actively involved in that occupation.

Familiarize your students with the list "Questions for Group
Conferences." Ask the students to mark those they would like to ask.
Questions should be asked with the understanding that the resource
person does not have to answer. The resource person should be informed,
in the presence of the students, 'If we ask any questions that you prefer
not to answer, just smile and say 'next question, please!'"

Each interview will be a new opportunity for ideas to develop. Your
analysis of the growing threads of the discussion and your firm, but
subtle leadership toward target goals will move irrelevant talk towards
fruitful discourse.

Be alert to step in and help facilitate communication if you see
either the students or the resource person is not understanding what
the other has said. Feel free to ask questions of your own to clarify
answers whenever it is desirable to do so.

If you explain the reasons behind student's questions, resource
persons and students will sketch more appropriate pictures in their mino's
eye. As you relate their brief ideas into areas of class concern, shy
speakers (or students) nd the academic activities of your classroom will
be pulled together. The teacher has to be the bridge.

Naturally, overmanagement of social amenities can produce puppet
performances and turn talent sour. Teachers, interested in effective as
well as cognitive behavior, will enhance instruction through their
managerial artistry. Vigor and sparkle is almost assured as the style
of Lne teacher and the talent of the community are stirred into planned
activities.

Young children can move curiosity into inquiry, inquiry into the
academic domain, and the academic performance into healthy character
and career development. The bridge to becoming has to be built upon,
with and for people.
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EVALUATING INTERVIEWING SKILLS

How do you know , when students have learned to Interview? How can you
tell they are making progress toward that accomplishment?

Local conditions shape standards. Different criteria have to be
applied depend'Ing upon individual expectations so your view of children's
performance will determine an assessment of their progress and achievement.
To help you focus upon visle evidence, the following questions are
offered:

1. Can the student roleplay the interviewing process?
a. Does the "interviewer" question with a purpose?
b. Does the "interviewer" follow a strategy?
c. Does the "interviewer" show appreciation for the feelings

of the person being interviewed?

2. What products show that the student is "interviewing"?
a. How are the interviewed person's thoughts recorded?
b. How is the interview reported to others?

3. Can the student explain interviewing skills in writing?
a. Are the steps in interviewing set out in an orderly manner?
b. Can the student judge his own talents against what has been

set out for the class?

4. Does the student use interviewing skills in voluntary situations?
a. Are ordinary ,,lcounters turned into learning situations?
b. Does the student seek interviewing situations?

5. Does the student read "interviews" in newspapers and magazines or
watch "interviews" on television?
a. Does he volunteer information about media presentations that

highlight interviews?
b. Does he share what he has experienced (seen, read or heard)

with others?

6. Does the interviewed person send feedback to the teacher and/or
class?
a. Are expressions directed to the content of the interview?

. . . the studies Of the class?
b. Are expressions directed to the interviewing process?

7. Does the student express a hope to work in an occupation which
requiref; interviewing skills? (Sales? Receptionist? Teaching?)

21
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BUILDING INTERVIEWING SKILLS THROUGH ROLEPLAYING

Interviewing situations w4thin the secure learning atmosphere of
your classroom is a safe, sure-fire way to get started. Students will

be more free to explore if you approve their growng vins and sufferiPgs
in a "petri dish" wherein no harmf0 consequences may befall them.
Whereas outside resources may be t%11:mtening to the development of
tender thoughts and feelings, your warm support of the student as a
learner will help the light to shine. Then, from trust and self-
confidence, appropriate forms of behavior will develop.

Roleplaying is not only a process by which to learn the skills of
interviewing; it is also protection for the learner (and the teacher)
so that learning procedures may be started away from the foreboding
consequences of direct encounters.

Thus, the darkness of our classrooms might first be penetrated by
"artificial" light - roleplayinq. When interviewing skills have been
sufficiently shaped by this careful nurturing process, emergent
behaviors can be brought into the "real" world for trial. Prestressed
performance skills can be laced into the varied activities of the school

year. If this is done on a regular basis, the teacher need not fear
that the children's efforts will dissipate or dissemble when tested by
adult characters in real settings.

Tapes of students interviewing each other are easy to make and
allow for healthy criticism of learning performance. Dittoel sheets of

questicms with spaces for responses also offer tangible supports.
"Friendly" school personnel can be used for practice.

A teache r. can build a platform of appropriate materials for one
class, then use it many times with the same group or use it to
introduce new concepts to other groups. Also, prepared tapes (of

actual interviewing) are available from the Project Office. At this
point, however, it might be better to develop your own materials with
students in your classroom.
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WHAT I LEARNED FROM THE DISCUSSION
WITH A PERSON IN THE WORLD OF WORK

Name of Student Date

1. Name of person

2. Career area he/she works in

3. What special training is required to hold this job?

4. Where did the person get his/her training?

5. What does the person like about their job?

6. What things does the person dislike about their job?

7. What interesting things did you learn about this occupation or career

area?

8. Do you still have questions k.iidL were not answered during this discussion?
If so, what are they?

23
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Using Field Trips to Promote Career

Awareness and Exploration
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USING FIELDTRTPS TO PROMOTE CAREER AWARENESS AND EXPLORATION

To be worth the time you spend, a field trip must meet a specific need
of the group. It can stimulate an activity, help in the search for more in-
formation, or pull together diverse activities of lass into a unifying whole.

Field trips can help your group:

1. Add to and clarify information by seeing and feeling things 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 opporturiity to work torether outside the class-
room, to meet friends in a different atmosphere, to practice
skills in human relations in real settings.

Through field trip experiences the student wilL:

a. observe the occupational diversity within the industry or
business visited.

b. observe and be able to identify jobs relating to people or
things within the world of work.

observe and be able to identify the health, safety, and
grooming )tandards required by a variety of occupations.

d. observe the dignity of work within a variety of occupational
and economic roles.

WHAT KINUS-OF FIELD-TRIPS-BEST-SUIT YOUR NEEDS?

A field trip may be:

1. Within the school itself to get acquainted with the personnel and
jobs they do.

2. In the school neighborhood to sharpen observation of the student's
immediate environment and neighborhood workers.

3. To another school to exchange experiences or to orient a group to
another school situation.

4. Outside of the immediate school neighborhood to explore the world
of work.

Field trips M4'1'4" '2 suggested to small groups or individuals for explo-
ration on the ,wn time. This may be the kind lf suggestion which leads
students and their families to explore new areas of interest related to the
working world. A new interest may develop into a new topic of study for
the class.
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HOW DO YOU USE YOUR EXPERIENCE WHEN YOU RETURN TO THE CLASSROOM?

The learning opportunities opened tc the group as a result of a

field trip are limited only by the group's capacity to learn, the sensitivity

of the teacher, and the time availaole. The teacher and the group shou1d

evaluate the trip to:

1. See if questions were answered.

2. Decide if the plans they made were satisfactory.

3. Mote progress of class thinking and discuss energy to be applied

to further work.

The aroup will probably want to do some of the following in order to

build effective learning experiences:

1. Gather more information to answer new questions that arose as a

result of the new experience.

a. review some of the materials used and s'earch for new materials.

b. look up articles on careers or industries in books at school,

at home, and at i:he public library.

2. Use the experience to correlate the classroom activities with

various curriculum areas -- to make learning visible.

a. write thank you letters, letters for additional information,

stories, poems, reports, booklets.

b. organize reports for the class, for other groups in the
school, for parents.

c. create songs and dramatic plays. -

d. make charts, diagrams, murals, dioramas, materials for the

opaque projector, illustrations for booklets.

Most of all, the teacher will want to make use of the students'

increased interests. The quality of living in the classroom ern be
improved if enthusiasm for life-centered activities is real.
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APPENDIX C

Writing Activities for Career Education

Following are two format variations for activities. The first is a
more sophisticated model, containing behavioral objectives. The second
example is generally a one-page, simple format consisting of brief informa-
tion for conducting one career activity. Following these two examples are
some ideas and statements for developing career activities.

GRADE

PURPOSE

EXAMPLE I

NAME OF UNIT

PHASE

BEHAVIOR OBJECTIVE(S)

METHODS, PROCEDURES AND ACTIVITIES

RESOURCES (BOOK, PEOPLE, FILMS, STRIPS AND MISCELLANEOUS)

NOTE: This sample unit has been condensed somewhat from the original.
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VERBAL COMMUNICATION

GRADE 11-12 PHASE: Preparation

PURPOSE

To help students realize that spoken communication is vital to acquire
and hold a position in the world of work, and to learn to communicate more
effectively.

BEHAVIOR OBJECTIVES

1. Each student, grade 11 or 12, will tell the claps about his or her
career choice using tools or materials, if applicable. Each
presentation will be evaluated by the other class members as to
interest, preparation, and clarity.

METHODS_, PROCEDURES, AND ACTIVITIES

In the speech class students will prepare and give an informal speech
on the career of his choice, with each listener evaluating the speech
using the standard evaluation form. The teacher will assist students
in the preparation of the speech if help is needed.

RESOURCES

Books
Values and Teaching, Harman & Simon, Charles E. Merrill Book, Columbus.

Films
'You and Your Career" Employment Security Agency, State of Idaho.

EXAMPLE II

NAME OF UNIT

GRADE PHASE

PURPOSE

MATERIALS NEEDED

LESSON CAPSULE

RESOURCES

iq 4
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JOBS FROM A-Z

GRADE 3

PURPOSE

PHASE: Awareness

To reach the children an awareness of the many kinds of jobs that are
available. Also to help teach the children alphabetical order by
naming all the jobs they can think of that start with each letter of
the alphabet, beginning with the letter A, then B, etc.

MATERIALS

Magazines for finding pictures suitable for each job; art materials for
drawing pictures of the jobs not found in magazines. Tags with your
children's names on them.

LESSON CAPSULE

Have your class do this as a group bulletin board project. Let the
children think of all the jobs that begin with each letter of the
alphabet. For example, the letter A: accountant, acrobat, adjutant
general, admiral, aerialist, airline hostess, airplane pilot, ambassador,
ambulance driver, analyst, anesthesiologist, animal trainer, anthropo-
logist, apothecary, archaeologist, architect, artist, assyriologist,
astronaut, astrophysicist, athlete, attorney, auctioneer, author,
aviatrist. Put pictures of these jobs on the bulletin board and
around each job picture put the tags with the children's names on
them that want to do that particular job. Each week do a different
letter of the alphabet. Bring in reading by having the children find
and read to each other library books for each job. (Some books
have rhymes in them for each job.)

Kay

rT

JOBS FROM A TO A

e ob
Mary

Donna

n om

y __Joe

(gitETIP
ris John
Betty

A

Holly_ Don
Lee THLETE Helen

Gary
Brent

Mike
Robert --Celia

ATTORNEY
Kathy onnie

Frankie

RESOURCES

Books

Classroom Dictionaries, What Shall I Be From A-Z Nat. Dairy Council.
Films

Nelpers in our Community"
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IDEAS AND STATEMENTS FOR AWARENESS ACTIVITIES

1. Goods and Services.
2. Work exists for a purpose.
3. Occupations in the community.
4. Occupations differ.
5. People differ -- why?
6. We work to meet our needs.
7. Careers can be grouped into clusters.
8. Awareness of one's abilities.
9. Being different is important.
10. There is dignity in all honorable and honest work.
11. Do we see ourselves as others see us?
12. All people are unique.
13. Relationship of career success and the welfare of the family.
14. Attitudes are important.
15. Recognize that a career should be related to individual interests

and abilities.
16. Economic rewards differ according to occupation and occupational

level

17. Creating with one's hands is very satisfying.
18. Respect for all workers who help society.
19. Relationship of work to one's own economic well-being.
20. Dignity of work.
21. Different kinds of rewards people derive from their jobs.
22. We need io.have self-esteem, dignity and a desire to accomplish

personal goals.
23. People must work together to produce most goods and services.
24. Family, friends, and others influence our work attitudes and

values.
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IDEAS ANC, STATEMENTS FOR EXPLORATION ACTIVITIES'

1. Exploring occupations with clusters.
2. Accept uniqueness of self and others.
3. Having a sense of self worth and a positive attitude towards others.
4. Explore clusters, field trips, interviews, and just talking to

others.
5. Life styles in various families of jobs.
6. Using simulation to teach job interview.
7. Fringe benefits contribute to total income.
8. Exploring the relationship between work and individual needs.
9. Basic skill required in a variety of career choices.

10. Particular attitudes are needed for success in most careers.
11. Career plans that are consistant with interests.
12. Career plans that are consistant with abilities.
13. Importance of goals in life.
14. Attitudes about work, leisure and education.
15. Educational decision may have an important impact on career

opportunities.
16. Importance of values.
17. Physical capabilities and limitations.
18. Choosing a career is a complex matter.
19. Honesty and reliability are necessary traits for continued

employment.
20. Interviewing workers.
21. Exploratory work experience during the summer.
22. Scrapbook of information on favorite careers.
23. Working conditions.

DECISION MAKING

1. Identify careers that match interests.
2. Tentative occupational choices.
3. Guidance when asked for, not later.
4. Tentative career decisions.
5. Selecting careers that match interests.
6. Realistic occupational choice.
7. Where am I and where do I want to be?



IDEAS AND STATEnENTS FOR PREPARATION ACTIVITIES

1. Accurate self-appraisal of personal strengths and limitations area prerequisite to making a wise career choice.
2. Our work provides fulfillment of needs, desires, and aspirations.
3. We will probably be engaged in selecting more than one gainful

occupation in our lifetime.
4. Re-evaluation of career decisions.
5. The school should assist the individual in becoming a productive

human being.
6. Real work experiences and simulated experiences will increase thelikelihood of a successful entry into the world of work.7. Developing social competencies necessary for employment, continuation

on the job, and advancement.
B. Basic skills needed in most every career.
9. Working harmoniously with fellow workers and relating positively tothose in..authority.

10. Attitudes thatallow for flexibility and change and taking advantageof advancement opportunities.
11. Being punctual is a habit.
12. Attitudes are also skills.
13. Basic skills: Getting along with others

Following directions
Being on time
Managing money
Addition, subtraction, multiplication and division
Problem solving

Communicating accurately
14. What jobs are available?
15. How to apply and interview for a job.
16. Realistic career choices.
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PACE CENTER

INTRODUCTION

The Programmed Activities for Career Exploration (PACE) Center is a

maior innovative component of the Bingham County Developmental Career

Education Project funded by thg U. S. Office of Education under Part D of

the Vocational Education Amendments of 1968. Its purpose is to provide

occupational, educational, and career information to assist the individual

in selecting-a career field which is most compatible with the person's

interests, aptitudes, abilities, and goals.

To meet this objective the PACE CENTER is housed in a 12' x 44'

mobile unit supplied with the most recent career, occupational, and

educational information. Maintaining a variety of media formats, including

sound filmstrips, taped interviews, microfilm, books and pamphlet files,

makes the Center usable by students with a wide range of academic capabilities.

Modern audio-visual equipment, in separate learning stations, enables students

to individualize exploration activities and utilize the materials to

greatest advantage.

Student activities in the CENTER are "programmed" to meet individual

needs and goals. In order to provide for meeting the participant outcomes

listed below, a program which includes identification of interests, self-

appraisal, career exploration, goal-setting and planning activities, was

designed by Project Staff and high school counselors. The sophomore year

was selected as a target grade for career exploration activities on a

small group basis within the PACE CENTER. While the mobile unit is at each

high school, all sophomore students have the opportunity to participate in

the activities. Groups are limited to twelve in order to allow all

students access to the materials they desire to explere. Once all sophomore

students in a school have been given the opportunity to utilize the CENTER,

other students are scheduled.

1
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Participant Outcomes for

PACE CENTER

The following learner outcomes have been established for tenth grade
participants of the PACE CENTER program:

All students will:

1. Complete the Kuder E General Interest Survey.

2. Explore information describing at least five occupations in each
of three high interest areas as determined from the Kuder General
Interest Survey.

3. Complete a self-appraisal activity identifying and evaluating
individual skills, interests, aptitudes, values and goals.

4. Make a tentative or realistic career decision.

5. Complete a career planning activity, briefly outlining appropriate
actions for achieving the career goal.

6. Discuss career decisions, goals, and plans with a guidance
counselor, teacher, or Career Information Aide.

Program

The program has five components designed to lead toward the achievement
of the participant outcomes listed above. These components are:

I. Interest Identification: This is generally accomplished by having
all sophomore students complete the Kuder E General Interest Survey
prior to entering the mobile unit. The Survey is administered by
either counselors or Project Staff and interpreted to students in
small classroom groups. Also at this time, a general introduction
to the PACE Center is given to acquaint students with the types of
activities and materials to be found in the Center as well as the
reasons for student involvement. This component requires at least
two hours of student time and is done in the school prior to the
visitation of the Center.

II. Exploration Activities: When students first come to the PACE Center,
the aide gives a general introduction to the facility, including an
overview of its purpose and goals. A sound filmstrip entitled
"Choosing Your Career" is then viewed by the entire group to acquaint
students with the process of career de elopment. Following the
filmstrip presentation students select, from their three highest

-2-
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areas of interest as shown on the Kuder General Interest Survey,

fifteen to twenty occupations for initial exploration. An information

and worksheet entitled "Matching Interests and Occupations" is

provided for assistance in identifying potential job fields.

(See Appendix, Exhibit A) Students are then shown how to locate

information and operate equipment.

The major portion of the time initially scheduled for student

use of the Center is taken for exploration of career information.

This activity is facilitated through the use of a "Job Comparison

Worksheet" which students complete. (See Appendix, Exhibit A.)

Students are also provided a folder in which to retain information

and completed worksheets. These folders are retained by the school

counselor for use in future guidance activities. They are also

available to the student who wishes to return to PACE Center for

additional exploration or other activities.

III. Self-Appraisal Activity: This includes identification of personal

traits, educational experiences, leisure-time interests, work
experience, future plans, and skill possessed by the student. A

short worksheet entitled "My Career Exploration Worksheet" facilitates

the completion of this activity in the Center (See Appendix,

Exhibit C)

IV. Decision Making Activities: At two points in the PACE program,

students make career decisions. The first is in the t:ompletion of

"My Career Exploration Worksheet." Here the students identify the

career which they are most interested in pursuing after they leave

high school. The second is in the completion of the "Planning My

Career" worksheet. (See Appendix, Exhibit D) Here students are

requested to make career choices and to list some reasons for their

choices.

V. Planning: This activity is accomplished after students have

completed the exploration and self-appraisal phases. Because of

the scheduling differences in each high school, completion of this

activity occurs in two ways. First, time permitting, sophomores

are scheduled for a second visitation period in PACE Center. At

this time, they are requested to complete the worksheet entitled

"Planning My Career." (Appendix, Exhibit D) If it is not possible

for students to have a second session in the unit, the planning

activity is completed in small-group follow-up sessions with the

school counselor, or as part of classroom activity directed by a

teacher.

VI. Career Guidance: As part of the overall utilization of PACE Center,

students may conference with the high school counse4or, Project Staff,

or other teachers concerning occupational goals. In each high school,

information centers have been established in which students may
continue exploration activities initiated in the PACE Center. In

addition, teachers assist students in guidance activities in the

- 3 -
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classroom and encourage utilization of the resources provided by

PACE and the counselor's office. The guidance program directed by

each school counselor allows for continuing contact between student

and counselor, thus insuring that the process of Career Exploration

does not end with the PACE experience.

Junior/Senior Program

The whole guidance personnel and Project staff determine what activities

will best meet the needs of these student groups. Priority in scheduling

goes to students who have had no opportunity to visit PACE Center. For

these students, major emphasis is placed on the Exploration Activities

described above, and in career guidance activities, especially conferring with

the counselor.

As time permits at each high school, students who have previously visited

the center may be scheduled to return. Students may then choose to reeycle

through as many of the program activities as each desires, making appropriate

adjustments to goals and plans.

Scheduling

PACE Center is allocated to each of the five high schools participating

in the Project on the basis of student enrollment. The Center is scheduled

at each site once during each semester. The target group--sophomore students--

is given priority in the scheduling. Sophomores are scheduled by the school

counselor in groups of twelve for a period of three hours. This makes it

possible for the Center to accommodate twenty-four students per day. Once

aXl sophomores have been given the opportunity to complete the PACE program,

other students are scheduled to use the Center.as it is available. For

juniors and seniors, scheduling is usually accomplished through the Counselor's

office in order to insure the Center is ;.:cot overcrowded at any one time. In

addition, teachers can make arrargements to bring students to the center

during class periods. Allowing for flexibility in scheduling use of the

Center maximizes individual opportunities for students, and allows for

differences in needs between the high schools served.

Staffing of PACE Center

At its inception, the PACE Center was staffed full-time by a vocational

guidance counselor. An evaluation of the tasks required by the activities

program determined that the expertise of a skilled counselor was not required

to accomplish the basic objectives of the program, nor to adequately perform

the various duties required in the operation of the Center.

As a result of this evaluation, a Career Information Aide was hired

to operate the Center in cooperation with the guidance counselor in each

of the participating high schools. A role description for the Career

Information Aide is provided in the Appendix. (See Exhibit E) The

Aide works closely with each counselor in the five high schools and

counselors from time to time work with small groups of students in the Center.

- 4 -
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Training rrogram Tor Udreer LII I U1 IIICAL. I VII

The operation of a career information center by an aide requires that

an adequate training program be made available to insure that the aide

possesses some competency in dealing with students in such a setting.

It is vitally important that the aide enjoy working with teenagers and is

able to develop rapport easily and quickly. T -'dditi", the goals of the

training program for a career information die following:

As a result of the training progran ue .

1. Develop at; understanding of the concept of Career Education and

the goals of the local program.

2. Develop an understanding of the role of information and planning

activities as part of the process of career development and

career guidance.

3. Possess a working knowledge of career information resources and

the materials houses in the Center.

4. Be able to operate and maintain the equipment in the Center.

5. Establish a working relationship with school personnel.

Training Program Outline

In order to achieve hhe goals above the training program outline

includes the following:

I. Concepts of Career Education

A. Philosophy and goals of Career Education

B. National, state and local programs in Career Education

II. Concepts of Career Guidance Programs

A. Philmophy and goals of career guidance

B. Process of Career Development and occupational choice

1. Use of tests for interest and aptitude

Z. Interpretation of interest surveys

C. Uses of Career Information in Guidance

1. Printed and audio-visual materials available

2. Locating career information

3. Use of materials
4. Use of non-media resources
5. Operation of PACE Center

a. PACE Center activities

b. Materials and Equipment

III. Practicum in operation

A. Orientation
B. Supervised operation of center

- 5 -
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_Project staff and high school counselors are involved in continuous

evaluation of the PACE Center activities. Because of the nature of the

small group activities, observation and conferencing with students enables

Project staff to evaluate the program of activities directly on a day-to-

day basis. In addition, a survey questionnaire is given to a representative

sample of students who have completed the PACE Center activities. A copy

of this form is included in the :Appendix. (See Exhibit F)

Budget Estimates for Facility, Equipment and Materials

Following is a summary of expenses projected for the establishment and

operation of PACE Center. Project funds, of course, are utilized for the

major portion of support. However, as the program continues in operation

beyond the termination of the Project, expenses will be assumed by the

local districts. Initially, costs per student are high, slightly over

$ll for each of the 2000 potential users; to establish the Center.

Operations budgets beyond the first year reduce the costs to approximately

$3 per.student.

Not included in the budget summary is the cost of moving.the mobile

unit from site to site. This will vary according to distance travelled

and depend upon whether moving service is contracted or equipment is

available for use in moving the unit. The project purchases a used

tractor set up to transport mobffe homes as this was determined to be of

loiter cost over a long-run operation period. .

6
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Budget Summary
Estimates

Project
Funds Contribution

Anticipated
Second Year

Staff:
Aicie $ 4000.00 $4000.00

Facilities:

PACE Center Mobile Unit L ,00

Installation of utility
access at site $250 $1250.00

Utilities @ $50 per month 450.00 (450.00)*

Maintenance 200.00

Equipment:
Office 460.00

Fixtures 400.00

Audio-visual 1600.00 200.00

Instructional Materials:
Books & Pamphlets 600.00 50.00

Audio-visual 4100.00 500.00

Consumable:
Testing 1100.00 500.00

Subs&iption services 80.00 80.00

Mistellaneous 100.00 50.00

Totals $20,940.00 $1700.00 ,$5580.00

$(450)*.
* LEA Contribution

7
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PHYSICAL FACILITY
PACE CENTER

DESCRIPTION

The PACE CENTER is a 12' x 48' (overall) mobile unit built by a mobile

home builder. (See Appendix, Exhibit G for floorplan)

12' x 44' shell with 2" x 4" sidewall studs on 16" centers, 3/16'

interior paneling (light oak), insulated with 3 1/2" insulaticm in

the walls, 6 1/2" insulation in the ceiling, and 6 1/2" insulation in

the floor. Aluminum foamrnre insulated exterior siding. Interior

cabinet land terials coordinated with paneling.

Inside is open with no cross-walls, full-length center-run fluorescent

lighting, wall-to-wall carpeting and self-contained electric furnace

with integral refrigerated air-conditioning ducted under the floor

to four vents.

Toilet and lavatory facilities are not included.

Two separated doorways are placed on the same side of the unit.

Dead-bolt security locks and storm doors are provided. No windows

are included.

Unit is towable, frame is reinforced. Stop, signal and marker lights

are permanently attached and wired for quick-connect to towing

vehicle. "Wide load" and flasher lights conforming to state law are
permanently attached to the backs of the units. Tandem axles with

electric brakes are provided; suspension is adequate for trailer

weight and 2000 to 4000 pounds of installed equipment. Six storable

leveling jacks and tdo portable stairs are provided for each unit.

Units require 150 amp. 220v/110v service with two external weath.:w

proofed junction boxes, one 100 amp. and one 50 amp. and two 15'

.
heavy duty weatherproofed entrance cables for connection to electrical

service at site locations. Units are equipped with'grounded 110v
double outlet boxes located 32 inches apart on the full perimeter
of each unit and 40" above the floor. All wiring meets applicable

national, state and local codes.

Two fire extinguishers and other equipment necessitated by the

Occupational Safety and Health Act is provided for each !mit.

Interiors of each unit were constructed with the built-in counters
and storage cabinets as noted in the floor plans.

Inasmuch as possible, construction conformed to trailer-house standards

to minimize the cost factors of custom building the units.

- 8 -
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Recommended additions:

The following recommendations are a rdsult of the operation of

!tthe mobile units. It is recommended that:

Exterior lights over the doorways be provided for safety and

security.

Adequate ventilation be provided in addition to air conditioning.

Two rows 'of lights be positioned above counter work areas to

prevent glare and shadows.

Heavy-duty storm doors or heavy duty trailer-house doors be

provided.

Specifications

Body Dimensions: 12' x 45'. (12' x 48' overall)

Doors: Two exterior doors, 2'8" x 6'8" with storm doors.

Steps: Two steel steps and landings for entrances that are lightweight,

collapsible and easily transported.

Frame: Heavy duty frame and hitch.

Walls: 2" x 3" studs on 16" centers

1/4" interior paneling
.019 Ouge ribbed-aluminum outside

Roof: Trusses with 1/2" plywood under heavy igauge aluminum.

Floors: 2" x 6" Standard fir joint on 16" centers, 3/4" particle board.

Insulation: Wall - 3 1/2" fiber glass
Roof - 6" fiber glass
Floor - 6" fiber glass

Lighting: Fluorescent direct lighting - 100 ft. candles at 30"

above floor.

Undercoating: Asphalt based undercover or coating.

Tires and axle: Tandem axle and four electric brakes, Tires - eight

ply nylon 14.7 x 5.

Carpeting: Carpeting throughout - 1/10 gauge, 270 pitch, 8.2 rows per

inch, .150" pile height, 26.5 ounces per yard, shock proof/

static free, soil/water/stain resistant, gold/green in

color, primary and secondary jute back with rubber waffle

type padding; color selection to be approved prior to

installation.

9
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Equipment and Instructional Materials

The Appendix (See Exhibit H) contains a listing of the equipment,

instructional materials and supplies utilized in the PACE Center during the

first year of operation. Included is an estimate of costs and sources of

supply.

Evaluation of Materials: This listing includes many of the best

materials available in the fall of 1973. At this time, even more and

better materials are on the market for use in occupational exploration.

As these materials represent a major expense in the establishment of

the Center, careful evaluation and selection procedures should be

implemented to assure wise use of funds.

- 10-
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Exhibit A

Matching Interests and Occupations

Information Sheet
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IDAHO

UTAH

MATCHING INTERESTS AND OCCUPATIONS

COLLEGES and UNIVERSITIES

BOISE STATE UNIVERSITY
BOISE, IDAHO 83725

COLLEGE Or IDAHO
CALDWELL, IDAHO 83605

COLLEGE Or SOUTHERN IDAHO
P. O. BOO 1238
TWIN FALLS, IDAHO 83301

IDAHO STATE uNIVERSITY
POCATELLO, IDAHO 83209

i4011-CLARK STATE COLLEGE
EIGHTH AVENUE AND SIXTH STREET
LEWISTON, IDAHO 83501

NORTHErsT IMAMS COMM
NAMPA, IDAHO 83651

NORTH IDAHO COLLEGE
1000 W. GARDEN AVENUE
COEUR d'ALENE, IDAHO 83814

RICKS COLLEGE
REESURG, IDAHO 83440

UNIVERSITy Or IDAHO
MOSCOW, IDAHO 83843

BRIGHAM YOUNG UNIVERSITY
PROVO, ITTAH 84601

UNIVERSITY Or UTAH
SALT LAKE CITY, UTAH 84112

UTAH STATE UNIVERSITY
LoGAN, UTAH 84321

REBER STATE COLLEGE
3750 HARRISON ECULEVARD
OGDEN, UTAH 84403

VOCATIONAL-1101E1CM SCHOOLS

AREA VOCATIONAL-TECHNICAL SCHCCL
BOISE STATE UNIVERSITY

BOISE, IDAHO 83725

ARCA VOCATIONAL-TECHNICAL SCHOOL
COLLEGE Or SOUTHEEN IDAHO
P. O. DOE 1238
TWIN FALLS, IDAHO 83301

EASTERN IDAHO VOCATIONAL-TECHNICAL SCHOOL
IDAHO FALLS, IDAHO 83401

AREA VOCATIONAL-TECHNICAL SCHOOL
IDAHO STATE UNIVERSITY
POCATELLO, IDAHO 83201

AMA VOCATIONAL-TECHNICAL SCSOOL
LEWIS-CLARK STATE COLLEGE
LEWISTON, IDAHO 83501

AREA VOCATIONAL-TECHNICAL SCHOOL
NORTH IDAHO COLLEGE
1000 N. GARDEN AVENUE
COEUR d. AISNE. IDAHO 83814

Main SCHOOLS

(Listed In alphabetical order by cities In Idaho)

WHELAN MEMORIAL HOSPITAL, mumntrom
BOISE ACADENy Or HAIR DESIGN, BOISE
BOISE SECRETARIAL CENTER, BOISE
HOLLYWOOD BEAM COLLEGE, BOISE
IMPERIAL DOG GROOMING SCHOOL, BOISE
LADY CATHERINE PROITESIONAL MUTT COLLEGE, BOISE
LIME'S SCHOOL OP BUSINESS, &OISE
STATE BARBER and BEAUTY COLLEGE, BOISE
CASSIA MOKSIAL HOSPITAL, BURLEY
OVERIARD BEAUTY COLLEGE, BURLEY
CALDWELL MEMORIAL HOSPITAL SCHOOL, CALDWELL
HOLLYWOOD BEAUTY COLLEGE, CALDWELL
MICE'S SCHOOL Or BEAUTY CULTURE, COEUR 0.ALENE
WILLIAM KROH MEMORIAL NOSPITAL.SCHCOL, EMMETT
BERNINA erwmc wan, IDAmo FALLS
GLENN E. CI...NUE, SECRETARIAL ACCOUNTING COLLEGE,

IDAHO PALLS

KING-LAWRENCE BEAUTY COLLEGE, IDAHO FALLS
SACEED HEART HOSPITAL SCHOOL, VONO FALLS
VOGUE BEAUTY COLLEGE, IDAHO Puss
MR. NICK'S BEAUTY COLLEGE, LEWISTON

Glirn4AN MEMORIAL HOSPITAL SCHOOL, MOSCOW
I00100 COLLEGE OF BARBARING & NEWS HAIR SITLING,

NAMPA

PARKER'S HOLLYW000 BEAUTY COLLEGE, SAWA
SUPERIOR WESTERN PROFESSIONAL-BEAUTY COLLEGE,NAIPA
PAYETTE BEAUTY COLLEGE, PAYETTE
ST. ANTHONY °ENMITY HOSPITAL.SCHOOL, POCATELLO

KING-MIMI= BEAUTY COLLEGE, ENEURG
BEAUTY ARTS ACADEMY , TWIN FALLS

MR. JUAN'S COLLEGE OR HAIR DESIGN, TWIN PALLS
PARKER'S HOLLYWOOD BEAUTY COLLEGE, TWIN PALLS

ROLLIE MOORE SCHOOL OF snaluxxvr, TWIN PALLS
TWIN rALIS BUSINESS COLLEGE, TWIN FALLS
WEETERN NATIONAL soma OP HEAVY EQUIPMENT OPERATION,

INC., WEISER ,

APPEGETICESNIF

AIR CONDITIONING MECHANIC
AIRCR'.7l. MECHANIC
kppuma SERVICEIHN
ROO *ppy a FENDER REPAIR
6I00 0018 INSTALLER
AUTO MACHINIST
AUTO =MANIC
AUTO PAINTER
EAXER
B OWAN WORKER
BLACKSMITH
BAIUERMAKER
BRAKEHAN ER.R.)

B RICKLAYER
BUSINESS MACHINE SERVICEMAN
BUTCHER
CABINET MAKER
CAMENHAN (GRAPHIC ARTS)
CANVAS WORKER
CADMAN (RAL)
CARPENTER
CEMENT MASON
COMMUNICATIORM TECHNICIAN
COMPOSING IKON MACHINIST
COMPOSITOR (PRINTING IMO.)
cousnuervim IsousTsx
COOK
DECORATOR (CONSTRUCTION IND)
DENTAL TECHNICIAN
DIESEL MECHANIC
DRY-WALL TAPER
ELECTRIC mow* REPAIRMAN
ELECENCIAN
ELECTSONICS TECHNICIAN

EIECTROPLATER
Eadminut (R.R.)
FARM EQUIPMENT MEOHARIC
riPSNAN (R.R.)

FLOOR COVER=
GAS ENGINE REPAIR
GLAZIER
GUNSMITH
HEAVY EQUIPMENT MECHAIIIC
SEAMY EQUIPMENT OPERATOR
IRON WORKER

JEWELER
LATHER
[LEEMAN
LCCESMITH
MACHINIST
MAILER (PRINTING IND.)
NEATCUTTER
ANTAL POLISHER
!ULLMAN
MONUMENT MAKER
MOTOR BOAT MECHANICS
IVOTOR CYCLE MECHANIC
OPERATING zwomm (COMETPDCTION)
OPTICAL TECHNICIAN
PAINTER (CONSTRUCTION)
PIP/OPITTER

PLASTERER
PLATEMAXER (GOAPNIC,ANTS)
MEMBER
POWER PLANT MCKANIC
PRESSMAN
PRINTER
PRINTING INDUSTRY
PUMP WAIMEA (SERVICE STATION)
RADIO/TV REPAIRMAN
B AILAOAD INDUSTRY
RETRIGERATION MECHANIC
ROOFER
SMETEETAL IMO=
S IGN ELECTRICIAN
SIGN PAINTER
SMALL ENGINE NIPAIR
STEREOTYPER (GRAPHIC ARTS)
TENT/ANNING RAKER
TRU= MECHANIC
TROWELER (CONSTRUCTION)
UMOLSTERER
WELL DRILLER

FoR $UcH sEsyrcES oR NoRE SPECIFIC INORMATION,

ASSISTANCE NAV BE TURNISNED IN ANY OF THE ROLIEVING)

B UREAU OF APPRENTICESHIP A TRAINING
U. S. minuawsw GP LABOR
BOX 01, FEDERAL BUILDING
550 NEST PORT STREET
BOISE, IDAHO 83724

DVERTHENT Or ZNPLOYEDIT, -I-MAL Orrice
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MATCHING INTERESTS & OCCUPATIONS

mtify your three highest interest areas above each column, then write in the JOB TITLE

the DOT #'s for as many jobs in each area as you would like to explore.

INTEREST AREA 1
INTEREST AREA 2

6 TITLE DOT #

INTEREST AREA 3

JOB TITLE DOT # JOB TITLE DOT #
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Exhibit B

Job Comparison

, Worksheet

218



PACE

Job Comparison Worksheet

Or the following pages you will find a form on which you will be able

to compare four different jobs. Choose at least one job that requires a

college degree and one that requires completion of vocational or technical

training. You will need to use a nriety of materials in the Center to

complete the worksheet. The information below will help you in completing

the following pages.

JOB TITLE/NATURE OF WORK. List the job title and then briefly describe the

tasks or type of work done on that job.

EDucation & Training. List the educational or training requirements for

entering the job.

High School Courses. List any high school courses required for the job

or needed to enter the next level of training for the job.

Salary and Fringe Benefits. List the salary or wages usually paid upon

entering the job, and any fringe benefits (insurance, etc.) usually given.

Employment Outlook. Briefly describe the future of this job. Will more

or fewer workers be required in the next ten years.

Opportunity for Advancement. List the jobs to which one might aevance

after entering the job of your choice.

Personal Qualifications. List briefly the personal qualifications such as

physical s ze, type of personality or temperment, and special aptitudes

-----requtred-for-job-success,---

Where Employed/Workino Conditions. List the parts-of-the-tountry-in which

most workers in fhe job are locate& ,Describe briefly some of the condi-

tions under which you would work. (Safe or hazardous? Noisyor quiet

surrounding? Seasonal or steady? Night shifts, othets).

Advantages. List the advantages you would have on this job.

Disadvantages. List the disadvantages to this job.

-Places-for-training-or-Education,. List the name and location Of7the in-

stitutions, and the duration and cost of educational or training progrAs

whjch would prepare you for the job Try to list at least two for each

job.



JOB TITLE EDUCATION AND HIGH SCHOOL COURSES

NATURE OF THE WORK TRAINING REQUIRED NEEDED AND GRADES IN COURSE FRINGE BENEFIT

221



..

.0YMENT OUTLOOK

luir

OPPORTUNITY FOR ADVANCEMENT

PERSONAL QUALIFICATIONS

PHYSICAL, SOCIAL APTITOOE

wiERommoyED7T

WORKING CONDITIONS:

,

4
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ADVANTAGES DISADVANTAGES

PLIICESA NIN
NAME CUT/STATE

1 I

LENGTH

DU TI I
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Exhibit C

My Career Exploration

Worksheet
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Name

Date

PACE CENTER

PROGRAMMED ACTIVITIES FOR CAREER EXPLORATION

M Y

CAREER

EXPLORATION

WORKSHEET

Grade

BINGHAM COUNTY CAREER EDUCATION PROJECT
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Choosing an occupation is serious business. It is a decision that

can change the whole course of your life. Job choice should be done

systematically. Give tt your best tbought. With the help of your coun

selor, follow these three-steps:

1. Take stock of yourself

2. Consider job requirements

3. Consider your qualities with those required by the job.

Try to answer the follmwing questions as you go through the proces

of tentatively choosing yomr vocation.

A. My Personal Traits:

Do I like to (a) work alone or (b) with others.

Do I like to (a) dm the same thing over and over again or

(b) perform a variety of job duties?

Do I like to work tc omcise standards set by others or

(b) use my.cwn judgement?

Do I like (a) to work in noise or confosion r (b) do I

need it quiet?

Do I like (a) worktng under pressure or (b)morting in a

relaxed situation?

B. My Educational Experiences

I. To the best of-my °memory I hove remeived the following grades

in these school sohmects.

Subject_ Grade IOth Grade

English (Literature)

Math (Algebra, etc.)

Science (general, Biology. etc.)

Social Studies (Historw- grx.)

Shop or Home Economics

Foreign Language

Speech

Physical Education

Others



2. Which two school subjects do I like most?

3. Which two do I like least?

4. In which did I get my highest grades?

5. In which did I get my lowest grades?

C. My Interests:

One of the first things you will do in exploring occupations is to

determine your interests--that is the kind of activities you enjoy. Be,c

by answering the following questions.

1. My main hobbies and leisure-time activities are:

2. Do I like to work inside or outside?

3. Would I like to work with people and/or animals? YES NO

4. Would I like to work with things or machines? YES NO

5. Would I like to work with information, symbols or

ideas? YES NO

6. Is working in a clean palce and keeping clean important

to me? YES NO

7. What work experience have I had?

What did I like about it?

What_di d_Ldislike_ about i t?

-2-
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8. My three highest interest areas as described by the Kuder Genera

interest Survey are: 1.

2.

3.

9. The career which I am now interested inspursuing after I leave

school.

In addition, other careers I am now interested in are:

1.

2.

D. My Plans

The statement below which best describes my plans regarding high

school is:

I plan to enroll in skill training courses which-will he

me get a job when I leave high school.

I plan to leave high school before graduating.

I plan to graduate-from high school in 7 semesters.

I plan to graduate from high school in 8 semesters.

The statement below. which-best i-dentifies my _plan for th& year aftt

I leave high school is?

Go to work full-time

Become an apprentice

Join one of the military services

Get married

Attend a college or university

Attend a business or vocational technical school.

-3-
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WHAT I DO WELL

(mark an X in the right column)

1. Skiing

2. Swimming

3. Tennis

4. Bowling

5. Team games (like football, baseball)

6. Music (singing, instrumental)

7. Art

8. Writing (poetry, stories)

9. English

10. Arithmetic

11. Science

12. History

13. Home chores

14. Earning, spending money

15. Working out problems through reasoning

16. Working with my hands--sewing or shopwork,
or making things, etc.

17. Memorizing

18. Other things I do well:

Very Pretty Not s

Good Good Good

Anything you may do well that is not on this list s-ould be added.
-------Thisisnot-meant_to_be_completebut_to_sugges.t_certain stremgths_yot

may have that will remind you of others.

-4-
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Exhibit D

Planning My Career

Worksheet
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PLANNING MY CAREER

Name

Ready or not, you're going to find yourself with a career one of these days. The

question is, rAre you going to let it be accidental or are you going to plan and make

it happen? The kind of a career you select will largely determine your "Life Style".

"LIFE STYLE":

how you live
where yvu live
time you have for your family
type of house you live in
the way you dress
the way you speak

your friends and associates

time for church and spiritual activities"

time for community work and activities

how much money you make
how much free time you have & how you

use it.

The Life Style I Want

1. Where do I want to live? (small town, city, suburbs, country, pacific

coast, south, or foreign country?)

2. How much time do I want for church activity? (Sundays off, evenings free,

a large block of time for special activities?)

3. How much income do I want? (high income bracket, medium or low?) (pay

isn't important --the type of career is.

4. What kin) and how much social activity do I want? (community leader,

heavy social involvement, service clubs, just a quiet life with little

community involvement)

5. Do I want to travel and move a great deal? (a career that calls for

transfers to different areas of the country, done during the week but

home on weekends, travel during the day, but home most nights, don't

want to travel, don't want to have job transfers and move my home and

family)

6. What hours do I want to work? (regular daytime hours, set my own work

schedule, working evenings, shift work working weekends)

7. How much time do I want for family and leisure activities (time during

summer, time in fall, time during winter, evenings, Saturday and Sunday)

233



-2

My Interests, Abilities and Personal Qualities (Suggestions below)

1. What are my interests?

2. What are my abilities?

3. What are my personal qualities?

Suggestions for "My Interests, Abilities and Personal Qualities?"

1. What are my Interests? (What do I like? What do I enjoy? Physical and

outdoor, mechanical, computational, scientific, persuasive, artistic,

literary, musical, social service, clerical, what am I interested in?)

2. What are my abilities? (What do I do well? Language usage, clerical

speed and accuracy, mechanical, space relations, math ability, reasoning

and understanding ideas, physical dexterity, coordination, mental, social

skills, artistic, musical.)

3. What are my Personal Qualities? Dependable, honest, hard worker, well

groomed, punctual, sincere, friendly, cooperative, mature, leadership

ability, self-confident, willingness to accept instructions).

My Career Choices

Most careers are grouped in clusters. A cluster contains the occupations that

have common characteristics (see page 4). For example, homemanagement is a

career that many find very satisfying and rewarding. It is listed under'the

"Consumer and Homemaking" cluster. Now's the time for you to make some career

choices, either tentative or realistic. .In the blanks below select occupations

that most closely line up with gour interests, abilities and personal qualities.

But waitl 'Do they match up with the life style you want, too? List occupa-

tions you might like then some reasons for your choice.

1.

2.

3.

Reasons for choices
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Now that you have made some decisions,you are ready to plan for your future career.

Sugqestions for "Things I Can Do To Make My Career Happen"

1. Talk to a person in the career, ask them what the career is like. Most

will be happy to talk to you.

2. Visit a job situation and see for yourself what the work is like. Get

your counselor or parents to help set up the visit.

3. Volunteer for a community project (tutoring, ecology, hospital aide and

others.)

4. Join a club or special interest group in your school or in the com-

munity.

5. Visit possible future schools--vocational schools, colleges, and univer-
sities welcome visitors.

6. Sit down and talk to Mom and Dad about life styles and careers.

7. Participate in high school career programs.

8. Talk to your high school counselor. Here's a good source of all kinds of

information.

9. Read about your career choice--libraries, magazines, career books,
brochures and books.

10. Get a part-time job that is related to the career area.

11. Talk to your minister--tell him about your tentative plans and ask for
suggestions.

12. Select and register for classes that will better prepare you for the
career.

13. Prepare a resume.

Things I Can Do To Make My Career Happen

1.

2.

3.

4.

5.

61 0

Date

Date

Date

Date

Date

Date

Date

Date

Date

Date



Exhibit E

Career Information Aide

Role Description
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ROLE DESCRIPTION OP CAREER INFORMATION AIDE

Minimum ReTuirements:

A. The Career Information Aide should be mature, pleasant and personable,

possessing the ability to work equally well with school faculty and

young adults. The person must be willing to develop an understanding

of the concept and purpose of Career Education, the process of career

development and the role of the career information set's/ices as provided

through P.A.C.E. Center.

B. The person should have actual work experience outside education as well

as prior experiences as a teacher aide or at least one year of education

or training beyond the secondary level.

C. The person may have such additional or alternative qualifications as the

Board may find appropriate and acceptable.

REPORTS TO: Director of Career Education

JCB GOAL: Through an organized program of activities, provide career and

guidance information to school faculty, students and other inter-

ested persons.

1.0 DUTIES AND RESPONSIBILITIES

1.1 Become thoroughly acquainted with all career and guidance

information, materials and equipment assigned to PACE Center.

1.2 Pmsent the Programmed Activities for Career Exploration to

students and other interested persons who visit PACE Center.

1.3 Assist students and other interested persons in utilizing the

equipment and information provided by PACE Center.

1.4. Become acquainted with resource and referral agents and person-

nel in the school and community who may provide additional

career or guidance information and services to students.

1.5 Become acquainted with a wide variety of information concerning

careers and student options for completing the transition from

education to the world of work.

2.0 STAFF PERSONNEL

2.1 Actively work with school personnel in an effort to provide

career and guidance information to ell who may need the

service.

3.0 PUPIL PERSONNEL SERVICES

3.1 Actively work with school guidance personnel to assist in the

provision of career and guidance information to students, staff

and all other interested persons.
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3.2 Refer students and others who may desire additional assis-
tance and information on careers or placement options to
schoni guidance personnel or other appropriate personnel
and/or agencies.

4.0 MANAGEMENT AND EVALUATION

4.1 Maintain accurate records of students and other interested
persons who visit or utilize PACE Center.

4.2 Assist in the completion of forms and reports to be submitted
to the Director.

5.0 FACILITIES, EQUIPMENT AND INSTRUCTIONAL MATERIALS

5.1 Maintain the inventory of facilities, equipment and materials
assigned to PACE Center.

.5.2 Maintain an accurate record of all materials or equipment
loaned from PACE Center.

5.3. Be responsible for the day-to-day maintenance of PACE Center
facilities, equipment and materials.

6J3 SCHOOL-COMMENITY RELATIONS

6.1 ftomede information to the Director of Career Educiamm,
=heel personnel, students, patrons and all other surtorested
parties of the goals, objectives and progress of the career
education program.

6.2 Provide information to teachers, parents, students and other
interested persons of the goals and objectives of the PACE
Center.

7.0 PROFESSIONAL GROWTH

7.1 Agsumes responsibility for own professional growth and devel-
opment; for keeping current with information and materials
assigned to PACE Center and with sources and resources for
student and faculty use.

7.2 Participate in growth activities for improvement of knowledge
and skills through study, travel, conferences, workshops, pro-
fessional organizations and self-appraisal.

8.0 SUPPORTIVE SERVICES

8.1 Assist in the maintenance of cooperative working relationships
between school personnel and the community.
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9.0 ORGANIZATION and ADMINISTRATION

9.1 Be responsible to the Director of Career Education of the

Bingham County Board for Cooperative Services.

9.2 Carrry out such additional duties as may be détériied by

the Director.

TERMS OF EMPLOYMENT

Nine, ten, eleven or twelve month year. Salary and work year to be

established by the Board.

EVALUATION

Zectommance of this jobmwill be evaluated in accordance with provi-

sionstof the Board's pilatcy on Evaluation of Instructional:Personnel.

ApprovecEtniv
_date

Reviewed and Agreed to by
date

(IncuMbent)



Exfttiit F

PACE Questionnaire
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PACE QUESTIONNAIRE

lame
Grade Date_

Instructions: For the questions2below choose theAlest answer and circle the number

of that answer in-the column to the left.

I 2 3 4 1.

1 2 2.

1 2 3 4 3.

1 2 4.

How do you feel about-the amount Of time that you spent in

PACE Center? (1) More time was needed (2) About the right

amount of ttme was provided (3) Had too 'much time (4) I

don't know.

Would you ltke to have an opportunity to use the PACE Center

again? (4) Yes (2) No

How do you feel about the helpfulness of the PACE Center?

(1) Very-theapful (2) Helpful (3) Somewhat helpful

(4) Nottelpful

Have you ever been given the oppOrtunity to do activities

similar to those which you did in the PACE Center? (1) Yes

(2) No

If yes,, in what grade?

In which actiVities did you participate while in the PACE Center?

(Check all that apply)

looked at filmstrips on several occupations.

looked through a school or college catalog.

read one or more pamphlets on job(s) I was interested in.

took notes on job(s) I was interested in.

listened to tape(s) on occupations.

read information in referencs books onljobs or work skills.

looked at filmstrips about college, vocational-technical

school or job training program.

looked at filmstrip on how to get a job.

talked to the teacher about job opportunities, schools, or

career fields.

What suggestions do you have for improving the PACE-Center?
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Exhibit G

Figure I

Construction Floorplaa, PACE CENTER

Figure II

Operational Layout, PACE CENTER
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APPENDIX G

Figure I

A

30" 30"

-1,

36"

PROGRAMMED ACTIVITIES FOR CAREER EXPLORATION

Mobile Career Information Center

12' x 44'

Scale: 3/16"

Construction Floor Plan

A. Overhead storage cabinet:

18" high, 12" deep, 1 interior
shelf

B. Furnace location

C. Counter, 29" high, attached to
sidewall studes, support legs at
6' intervals

D. Cabinet with counter: 36" high,
8' long, 30" wide.
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A

APPENDIX G

Figure II

PROGRAMMED ACTIVITIES FOR CAREER EXPLORATION

Mobile Career Information Center

12' x 44'

Scale: 3/16"

Operational Layout

A. Aide's desk

B. Tu-dror Career Information File

C. Legal size file cabinet, 4-drawer

D. Chair

17 LEARNING STATIONS

12 Audio/visual

2 Microfilm

3 Miscellaneous
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Exhibit H

Equipment, Instructional
Materials and Supplies

PACE CENTER
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Quantity

.1

1

Equiement

Item Description

Estimate of Cost
Unit Total

3M Executive IV Microfiche $750.00 $750.00

Reader Printer

Source: Yost Office Equipment
675 E. Anderson
Idaho Fels, ID 83401

DuKane A-V Matic Sound/Filmstrip 275.00 275.00

viewer

Source: Guidance Associates
Pleasantville, New York

10 Hudson Filmstrip Viewer 25.00 250.00

25 Pegboard bookracks (61-734) 1.95 48.75

6 Pegboard bookracks (61-723 2.20 13.20

Source: The Highsmith Company
P.O. Box 25
Fort Atkinson, Wisconsin 53538

6 Cassette tape recorder/player 49.95 299.70

(Channel Master)

3 Cassette tape player w/AC Adaptor 29.00 87.00

(Norelco lloo)

3

Source: Carter Supply Co.
3208 Washington Blvd.
Ogden, Utah

Cassette tape player (AC)
(Caliphone AV-15)

10 Headphones w/miniplugs

10 Headphones w/le phone plug

Source: Stockdale, Inc.
2211 West 2300 South
Salt Lake City, Utah 84119

39.50 118.50

6.25 62.50

6.25 62.50



Equipment (continued)

Estimate of Cost

Quantity Item Description Unit Total

.1 Sing1e0edestalldeek 125.00 125.00

,

4-drawer legal file cabinet 70.00 70.00

2 Waste baskets 5.00 10.00

1 Coat Rack 9.00 9.00

24 Chairs (Virco #9000) 9.90 237.60

Source: M & H Office Supply
101 West Pacific
Blackfoot, ID 83221



Instructional Materials

Estimate of Cost

Quantity Item Description Unit Total

1! Widening Occupational Roles Kit $170.00 $170.00

Occupational Exploration Kit 120.00 120.00

1 KEYS - Sound Filmstrips to accompany 100.00 100.00

Kuder E. General Interest Survey

1 set Junior Guidance Series Booklets 20.00 20.00

1 set Guidance Series Booklet.: 30.00 30.00

1 set Occupational Information Briefs 85.00 85.00

Source: Science Research Associates
259 East Erie St.
Chicago, Illinois 60611

1 set Education for Occupations.Sound/Filmstriv 78.00 78.00

1 set Leisure Time--Busy or Bored? 56.00 56.00
Sound/Filmstrip

Source: Eyegate House, Inc.
146-01 Archer Avenue
Jamaica, N.Y. 11435

1 set Accoustifone Career Exploration Series 59.50 1195.00

Sound Filmstrips #401-420

Source: George Webb Audio-Visuals
937 East 33rd South
Salt Lake City, Utah 84108

1 each Sound Filmstrip kits as listed below 41.50 581.00

Cassette Format

What you should Know Before You Go
to Work

Preparing for the Jobs of the 70's
Jobs and Gender
Job Hunting: Where to Begin
Trouble at Work
On the Job: Four Trainees
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Instructional Materials (Continued)

Estimate of Cost

Quantity Item Description
Unit Total

Liking your Job and your Life

A Job that Goes Someplace
Choosing Your Career
Preparing for the World of Work

College? It's Up to You

What to Expect,.at College

High School Course Selection
and your Career

Your Job Interview

Why Work at All
Jobs for You: It's Happening

in Home Economics

People Who Work in Science
People Who Create Art
People Who Help Others
People Who Organize Facts
People Who Make Things
People Who Influence Others

Source: Guidance Associates
757 Third Avenue
New York, New York 10017

21.50 43.00

41.50 249.00



Instructional Materials (Continued)

Estimatesof Cost

quantity Item Descrtption Unit Total

1 each "Careers" sound-filmstrips as listed 44.00 308.00

Cassette format (7)

"Careers in Nursing"
"Careers in Journalism"
"Careers in Business Administration"
"Careers in Health Services"
"Careers in Education"
"Careers in Agriculture"
"Careers in Engineering"

Source: Pathescope Educational Filmss Inc.

71 Weyman Avenue
New Rochelle, N.Y. 10802

1 set Dictionary of Occupational Titles 23.25 23.25

(6 volumes)

1 set Dictionary of Occupational Titles 14.00 14.00

(Vol. I, II.)

7 Occupational Outlook Handbook 6.25 25.00

1 set Occupational Outlook Handbook 16.25 16.25

Reprint Series

1 set Encyclopedia of Careers 27.50 27.50

(Vol. I, II)

Source: Associated Publishers
355 State Street
Los Altos, California 94022

1 Occupational View Deck w/Viewer 160.00 160.00

1 College View Deck (2 & 4 year)

w/viewer

160.00 160.00

1 Occupational Library in Tudrpr File 311.00 311.00

1 Occupational Microfile 65.00 65.00

1 Counselor's Professional Filing System 35.00 35.00

Source: Chronicle Guidance Pub7ications
Moravia, New York
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Quantity

1 each

Instructional Materials (Continued)

Item Description

"American Occupations" series
Cassette tapes (30)
(Titles listed below)

Estimate of Cost
Unit Total

4.90 147.00

Accountant/Advertising Workers
Actor-Actress/Astronomers
Architect/Technical Writer
Biochemist/Life Scientist
College Teacher/Engineering Science
Commercial Artist/Singers & Singing Teachers
Dancers/Musician and Music Teachers
Dental Ass;:tant/Dental Lab Technicaan
Dentist/Dental Hygienist
Engineering/Types of Engineering
Forester/Forestry Aides
Home Economist/College Placement Officer
Interior Decorator/Industrial Designer
Lawyer/Landscane Architects
Librarian/Library Technicians
Mathematician/Statistician
Medical Laboratory Worker/Speech Pathologist & Audiologist
Occupational Therapist/Physical Therapist
Oceanographer/Mereorologist
Pharmacist/Optometrist
Physicians/Osteopathic Physicians
Physicist/Chemist
Pilot I/Pilot II
Psychologist/Recreation Worker
Range Manager/Employment Counselor
School Co,mselor/Rehabilitation Counselor
Sociologist/Political SciontiA
Stewardess/Flight Engineer
Surveyor/Social Worker
Veterinarian/Sanitarians

Source: Creative Studies, Inc.
P.O. Box 830
San evnadino; CA 92402



Quantity

1 each

Instructional Materials (Continued)

Item Description

Hoffman Career Awareness Series
Sound/Filmstrip (Titles listed
below)

Accountant
Admitting Clerk
Airline Pilot
Airline Stewardess
Animal Keeper
Architect
Auto Parts Counterman
Bank Officer
Bank Teller
Biochemist
Biologist
Bookkeeper
Chemical Engineer
Chemist
Civil Engineer
Copywriter
Costume Designer
Dairy Herdsman
Dental Assistant
Dental Hygienist
Dental Lab Technician
Dentist
Electrical Engineer
Electrocardiograph Technician
Fish & Game Warden
Florist
Forklift Operator
Geologist
Grocery Checkee
Heavy Equipment Operator
Helicopter Pilot

Source: Evans Supply, Inc.
509 West 2nd North
Salt Lake City, Utah 84116

Esttmate of Cost
Unit Total

10.95 646.05

Highway Patrol
Insurance Agent
Interior Designer
Lawyer
Librarian
Medical Lab Assistant
Medical Technologist
Mortician
Nurse. Aide
Occupational Therapist
Optometrist
Orderly
Park Ranger
Pharmacist
Physical Therapist
Physician
Psychologist
Quality Control Inspector
Radio Announcer
Radiological Technician
Recreation Worker
Service Writer
Stock Clerk
Travel Agent
Veterinarian
Waiter/Waitress
Warehouseman
Watchmaker



Instructional Materials (Continued)

Estimate of Cost
Quantity Item Description Unit Total

1 set Coping 9i0 Series booklets

1 yr.

subscription

Source: American Guidance Service, Inc.
Publishers' Building
Circle Pines, Minn. 55014

Consumable Materials

3-in-1 Service
(fur Occupational Information)

20.00 20.00

55.00 55.00

Source: Chronicle Guidance Publications, Inc.
Moravia
New York 13118

1 yr. American Trade Schools Directory
subscription

Source: Groner Publications, Inc.
211-03 Jamaica Avenue
Queens Village, New York 11428

25.00 25.00

Standard Office Supplies & 100.00
Miscellaneous Equipment

Kuder E-General Interest Survey

116 pkgs. Test booklets 7.60 981.60

8 pkgs. Backboards 10.25 82.00

7 pkgs. Punch Pins 5.25 36.75

Source: Science Research Associates
259 East Erie St.
Chicago, Illinois 60611
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PREFACE

BO, Inc., is a mobile office that simulates a Mortgage and Loan

office. The primary purpose is to provide a work experience for

high school students who have office skills so that they can

make decisions about working in an office.

The B.O.P., Inc. program was adapted from the M.O.E., Inc. program

operating out of Utah State University in Logan, Utah.

The success of the program is dependent on an instructor who has

actual office management experience, which can be applied in

simulation.

Bert W. Nixon, Ed. D.
Director, Career Education
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B.O.P., INC.
Bingham County Office Program

A Simulated Office

OVERVIEW or PROGRAM

BOP, INC. is a mobile simulated mortgage and loan office program

serving students in the 'high schools of Bingham County, Idaho. The

program is housed in a 12' X 44' mobile office designed for simulation.

The program is designed to assist students in learning how to work in a

business office. Through actual office work experience students will

determine whether they want to work in an office environment. I? they

find they enjoy office work they will, through experience, be able to

determine the kinds of positions and tasks that are most compatable with

their particular interests and skills. Some may find they do not enjoy

working in an office environment, which is also important.

The simulated program is designed for students who have developed

some office skills. In Idaho these are students who are enrolled in

vocational office occupation courseS. A modified program of exploratory

na.tut.e is dcnigned for oner businscn education students.

In the BOP, INC'. Simulated Program, this consists of short (two to

four hcl1r) business and office occupations exploratory experiences, where

students get some feel for the type of work that.goes on in an off;ce,

office physical environment, and a chance to perform some of the tasks in

an office. Office cccupations students are informed of the positions

available and "open." Students then decide which position they would like,

complete an application, are interviewed by an executive or administrator,

and hired for a position. They begin working in the position they are

"hired" for, but progress from one position to another until they have hafl

257



the opportunity and experience of working in each of the following positions:

Administrative Assistant, Vice President, Executive Secretary, Receptionist,

Cashier, Insurance Clerk and Posting and Tax Clerk.

Our purpose in simulating an office is to give potential office

workers an opportunity to work in an office and become a part of a real

office organization. The only time the students in BOP, INC. do anything

other than office work is when they become the Administrative Assistant;

they then act as the outside world. In this position they may simulate a

telephone operator, a customer, or a banker down the street.

The BOP, INC. simulation was copied from an actual mortgage loan

office--Utah Mortgage Loan Corporation of Logan, Utah. Four simulation

experts entered the offices of U.M.L.C. and interviewed each worker at his

work station. These workers were asked questions about their positions and

how they related to the overall operation of the office. The siwulation

team collected procedures and forms, etc. From this exciting beginning came

samples of forms, information about procedures, ideas for equipment, position:,

and techniques that are used in BOP, INC.

BOP, INC,, then, functions as a mortgage and loan office by simulating

the processes and procedures that occur in a typical mortgage-loan company.

As students assume the position, play the role and do the work as an office

employee, they learn to participate as a part of a team member in an office.

Their contribution is important in providing an effective and satisfying

office atmosphere.

Part of their learning to work in an office is in understanding and

experiencing proper habits and attitudes toward the following:
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1. Breaks
2. Absences
3. Tardies
4. Chain of Command
5. Dress
6. Communication in the office
7. Communication with the public

In addition students learn to use business terms and office vocabulary.

While working with BOP, INC., students are evaluated on the quality

and quantity of work- ability to follow instructions, starting work without

being told, diligence, judgement, initiative, responsibility, attitude,

promptness, response to supervision and instruction, courtesy, cooperation,

relations with co-workers and appearance. Evaluations are completed by

the Vice President and President (Instructor).

BOP INC. Simulation Procedures

As a worker in BOP, INC., students are given the opportunity to work in

all of the positions in the office. They rotate through the positions as

directed by the instructor. The simulation program consists of the following:

Phase I -- Orientation and Preparation

This is the general introduction to the simulation. It involves an

acquaintanceship with the simulation facility and a laying of ground

rules for work therein and procedures to be followed. Phase I starts

near the beginning of the school year with BOP, INC. going to each high

school for a two day orientation. This gives students an opportunity

to see the office, become aware of and be introduced to the program, and

learn of what is expected of those who are "hired" to work in the offi.z.e.

The orientation should be an experience that creates in students a high

motivation for learning all they can and sharpening their skills prior

to entering the office.

After students have seen BOP, INC. and received an orientation to
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the program they continue in their regular high school course until

BOP, INC. arrives at their school for simulation. During' this interval

students complete application forms, are interviewed and are "hired"

for a position in the offjce.

Phase II---Positional Instructions and Simulation

Phase II begins with students beinvessigned to their positions

and an office group briefg by the instructor of each position and

responsibility. This is followed by assignments to the routine, simple

tasks for each station, and instructions on general procedures.

Following the briefing students begin working, and the instructor

individually briefs each student on their tasks and responsibilities.

The instructor also reviews the procedures ix insure students have a

thorough knowledge and understanding of their position. As each student

progresses in his/her work, additional work is added and more complicated

office interdependence procedures are initiated. group debriefings occur

as needed to solve problems and clarify responsibilities and procedures.

Phase III and IV---Rotation and Indepth Simulation

After about one week (or when students have achieved some mastery

of their job) students are rotated to a new position where they work for

three or four days, then rotated again, etc., so that they have an

opportunity to explore other jobs in the office. This gives students an

overall understanding of a mortgage and loan office and a chance to see

the operation frnm a different position. Some students may not retate to

ail positions because of personal reasons or skill deficiennies. After

Phase III (rotation through the jobs), students are again assigned to

positions for indepth simulation with the Vice-Presidents' having complete

control over the office. Wring Phase IV, the quality and quantity

-4-
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standards are progressively and systematically raised with students

being able to handle all situationS of work with minimum confusiOn and

maximum efficienc7.

Simulation in BOP INC. Mort.a.e and Loan Office

Simulation is not a new concept in education. It has been around for

many years. You very likely used it as a child when you were growing up.

You assumed the. role of one of your parents, the nurse, or-a fire chief.

Simulation is a very real part of our learning process.

Webster says that simulation is "to assume the appearance of . . ."

With BOP, INC. we are assuming the appearance of an office; and in order to

succeed', we must get realistic reactions from the participants. It takes

lot of preparation to get this kind of response, Imagine the background and

effort that goes into a space shot simulation,.a national emergency simuk-

tion, or an office simulation.

A mortgage loan company provides money for the pt&chase of homes and

property, or both. This company obtains the.meney it loans to borrowers

from investors. These investors are usually large insurance and investment

companies. The Mortgage Loan Company makes a profit from "buying" money fr1

these investors and "selling" it to borrowers at a slightly higher rate of

interest.

When a couple decides to buy a home, they usually contact a real estat

broker who shows them several homes. When the couple decides on a home to

buy, they may select a mortgage loan company where they can receive a loan

at the lowest possible rate of interest. The couple is interviaied by an

official of the company and that official makes a decision as to whether a

loan should be made or not.

If acceptable to all parties, the ioan is then made to borrower for



payment on the home. A welcome letter is sent from the Mortgage Loan Company

to the borrower along with payment information and a set of coupons, one of

which is to be returned with each monthly payment.

Each month the borrower writes a check for the amount of the payment,

attaches it to the coupon for that month and sends it to the mortgage

company. The cashier at the mortgage company receives the check and coupon.

The check is then deposited in the bank, and the coupon is sent through the

company's system and posted to the borrower's account.

In most states it is possible for the borrower to pay fire and hazard

insurance and property tax premiums together with the mortgage payment.

These funds are kept in reserve accounts with the mortgage company until the

payment for each comes due. This enables the borrower to pay the same payment

each month and not have to make a large payment for insurance or taxes when

each comes due.

Job Positions in BOP, INC.

The names, descriptions and objlalves of positions are:

Vice President

Is in charge of the office and is responsible for upgrading procedures.

Is responsible only to the President. Must supervise personnel, make

personnel evaluations, dictate letters, complete payroll, calculate

early payoffs, complete: annual statement and interview, prospective

employees. Signs all checks.

Executive Secretary

Regulates work overflow, handles dictation and transcription duties,

and is responsible to the Vice President.

Receptionist

Meets visitors, files all correspondence, types all cheds, reconciles

all bank statements, screens visitors, and fills in wherever needed

in the office.

Administrative Assistant

Takes the place of the outside world in the simulation. Duties consist
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of being an assistant to the teacher, role playing (County Tax Assessor,
Bank, Insurance Company, Mailman, Borrowers), telephoning, evaluating,
initiating customer contact, making up bank statement and miscellaneous
duties directed by the teacher.

Cashier

Receives and deposits borrower payments, manages petty cash fund, posts
to investors' ledgers, completes eaily summary and recap, writes ,

welcome letters to new borrowers, completes payment facts sheets, and
handles all bad chetks procedures.

Posting and Tax Clerk

Requests individual property tax amounts from county assessors for
borrowers, pays taxes from individual borrowers' reserves, requests
additional funds to pay taxes for the borrowers and posts to borrowers'
ledgers.

Insurance Clerk

Checks insurance policies for completeness and accuracy, completes
correction forms on incorrect policies, writes premium letters and
completes tickler cards on correct policies, handles policy
cancellation notices and renews insurance policies using customers'
reserves or requests additional funds from borrowers.

President

Is the instructor and in charge of and responsible for the
BOP, INC. program.



PHYSICAL FACILITY
BOP, INC.

DESCRIPTION

The BOP, INC. Mobile ,ffice is a 12' X 4' (overall) mobile unit

built by a mobile home builder. It consists of the following:

12' X 44' shell with 2" X 4" sidewall studs on 16" centers, 3/16"

interior paneling (light oak), insulated with 3 1/2" insulation in

the walls, 6 1/2 " insulation in the ceiling, and 6 1/2 " insulation

in the floor. Aluminum foamcore insulated exterior siding.
Interior cabinet and counter-top materials coordinated with paneling.

Inside is open with no cross-walls, full-length center-run fluorescent

lighting, wall-to-wall carpeting nd self-contained electric furnace

wtth integral refrigerated air-conditioning ducted under the floor

to four vents.

Toilet and lavatory facilities are not included.

Two separated doorways are placed on the same side of the unit.

Dead-bolt security locks and storm doors are provided. No windows

are included.

Unit is towable, frame is reinforced. Stop, signal and marker lights

are permanently attached and wired for quick-connect to towing

vehicle. "Wide load" and flasher lights conforming to state law are

permanently attached to the backs uf the units. Tandem axles with

electric brakes are provided; suspension is adequate for-traildr

weight and 2000 to 4000 pounds of installed equipment. Six storable

leveling jacks and two portable stairs are provided for each unit.

Units require 150 amp. 220v/110v service with .two external weather

proofed junction boxes, one 100 amp. and one 50 amp. and two 15'

heavy duty weatherproofed entrance cables for connection to electric,1

service at site locations. Units are equipped with grounded llOv

double outlet boxes located 32 inches apart on the full perimeter

of each unit and 40" above the floor. All wiring meets applicable

national, state and local codes.

Two fire extinguishers and other equipment.necessitated by the

Occupational Safety and Health Act is provided for each unit.

Interiors of each unit were constructed with the built-in counters

and storage cabinets as noted in the floor plans.

Inasmuch as possible, construction conformed to trailer-house standards

to minimize the cost factors of custom building the units.
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Recommended additions:

The following recommendations are a result of the operation of

the mobile units. It is recammended that:

Exterior lights over the doorways be provided for safety

and security.

Adequate ventilation be provided in addition to air conditioning.

Two rows of lights positioned above counter work areas to

prevent glare and shadows.

Heavy-duty storm doors or heavy duty trailer-house doors be

provided.

Specifications

Body Dimensions: 12' X 45'. (12° X 48' overall)

Doors: Two exterior doors, 2'8" X 6'8" with storm doors.

Steps: Two steel steps and landings for entrances that are lightweight,

collapsible and easily transported.

Frame: Heavy duty frame and hitch.

Walls: 2" X 3" studs on 16" centers
1/4" interior paneling
.019 gauge ribbed-aluminum outside

Roof: Trusses with 1/2" plywood under heavy gauge aluminum.

Floors: 2" X 6" Standard fir joist on 16" centers, 3/4" particle board.

Insulation: Wall - 3 1/2" fiber glass
Roof - 6" fiber glass
Floor - 6" fiber glass

. ;Lighting .Fluorescent.dinect lighting --NO ft.:canllesrat130".
above floor.

Undercoating: Asphalt based undercover or wating.

tires and axle: Tandem axle and four electric brakes, Tires - eight

ply nylon 14.7 X 5.

Carpeting: Carpeting throughout -- 1/10 gauge, 270 pitch, 8.2 rows
per inch, .150" pile height, 26.5 ounces per yard, shock

proof/static free, soil/water/stain resistant, gold/green
in color, primary and secondary jute back with rubber waffle

type padding; color selection to be approved prior to

installation.
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Heating: 220 volt, 65 amp, 15 KW recirculating electric furnace.
4 ducts in center of floor

Air Conditioning: Three ton refrigeration unit ducted with furnace.

Electrical: a 220v to be used for all heating and air conditioning

units. 110v to be used for all other circuits.
Electrical (grounded) outlets flush with wall throughout,
located 40" from floor and centered between sidewall studs
every 32" full perimeter of each unit.
External (weather proofed) junction breaker box with 200v
incoming circuit, providing 220v and 10v. Located within

wall and metal door covering opening to unit.
12 gauge wire minimum.
Wiring to meet all NECA, U.L. and applicable Idaho State
codes.
Exterior lights at eath door.
3-way switch at each of the doors for overhead lights.

Fireproofing: Two CO
2

fire extinguishers to be provided for each unit.

Interior Detail: Cabinet finish coordinatdd with ixneling: wherever
possible, standard trailer house cabinets to be

utilized.
Formica/equivalent counter top material, woodgrain
(teak) finish. (Color Cabinets and counters to be
built-in as per:drawing.

Jacks: Adjustable jacks (6 per unit) capable of supporting unit while
in use.

Floor Plan and Sketch

A stoplified floor plan is located on page . A sketch of physical

arrangement of office positions is located on page
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1 2.1 1-1

D

B.O.P. INC., FLOOR PLAN

A. 15 KW Electric Furnace

B. Overhead kitchen cabinets for storage 12' wide 18".high/shelf

C. Counter, 24" X 29" high

D. Closet, storage & Coat, 36" X 30" deep

E. Cabinet, Storage, 30" X 48" X 36" high

F. Counter, 30" X 26" high

G. 3-ton REfrigeration Unit

-

H. Control/Breaker Panel

I. Shelf, 8" wide 42" high
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BIO.P. INC, OFFICE

SKETCH OF OFFICE

POSITICNS

4"

A. Administrative Assistant

B. Instructor

C. Receptionist

D. Vice President (2)

E. Insurance Clerk (2)

F. Posting and Tax Clerk (2)

G. Cashier (2)._

H. Secretary

I. Executive Secretary (2)
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EQUIPMENT AND MATERIALS

In selecting equipment for BOP Inc., consideration was given to

the following.

1. What was used in area by businessmen--to supplement existing

equipment.

2. Available in the schools

3. Superior service and maintenance on equipment

4. To prepare students for employability for "tomorrow".

These factors resulted in the purchase of the following equipment.

One exception is the IBM Magnetic Card Selective Typewriter which is

leased fromiBM.

Executive desk (3) $420.00

Secretarial desk, rectangular (1) 105.00

Secretarial desk, L-shaped (5) 540.00

Postage scale (1) 5.00

Desk calendars (13) 36.40

Name plates for each position (13) 78.00

Time clock (1) 200.00

Executive chair (1) "50.00

Secretarial chair (12) 480.00

Straight back chair (2) 20.00

File cabinet, standard 4 drawer (1) 60.00

File cabinet, legal 4 drawer (1) 70.00

Hanging file folders, letter size (200) 13.00

Hanging file folder, legal size (300) 16.00

File frames, legal (4) 10.00

Staplers (6) 2520

Scissors (6) 7.20

Dictation system, Lanier kematic 900.00

Waste baskets (7) 269
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6' x 8' 2-drawer file (2)

In-Out box (13)

Clock (1)

6-drawer cardex file (1)

Telephone System Bogen II phones (1)

Paper cutter (1)

Transparency maker 3M Model 450 (1)

Cassette player, Channel Master (2)

Calculator, Burrough Programable (1)

Calculator, Olympia (4)

Calculator, Frieden (1)

Typewriter, Olympia Executive (1)

Typewriter, Olympia Electric #35 (3)

Typewriter, IBM Correcting Selectric 11 (1)

Typewriter, IBM Selectric II (2)

Typewriter, IBM 131/2 Selectric (1)

Paper punch

Rubber Stamp (non-negotiable)

Roledex file

Ward Guides (3)

Chairs--plastic (2)

I.B.M. Typing elements (3)

Phone pickup for recorder

Tool Kit (1)

Pencil sharpener (1)

"Today's Seceetary", magazine (modern secretary)

Office supplies: paper, pencils, paper clips,
forms, etc, for year
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$ 50.00

33.00

25.00

50.00

700.00

25.00

374.00

60.00

1275.00

450.00

300.00

418.00

828.00

580.00

770.00

430.00

10.95

5.00

11.95

8.65

20.00

66.00

5.00

7.00

6.00
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IgAot N._L..ERKgursirEs

Simulation is not for all teachers. Ask yourself:

Do I want to innovate?

Can I handle the unstructured setting?

Do I have a business background? Have I worked in an office?

Can I abandon the rotation-type system of teaching office practice?

Can I tolerate being pulled in all directions by students needing my

attention?

Can I give up group demonstrations wherein I am the center of the group?

Am I willing to allow students a certain degree of freedom of action?

Am I willing to allow students to assume responsibility for their own

actions?

Am I now satisfied with the results of a traditional office practice

class in terms of personal development and human relations?

If your answer to this last question is "yes," stop right now and

close this book. REMEMBER, SIMULATION IS ONLY ONE METHOD OF TEACHING OFFICE__

PRACTICE.
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RATIONALE POR SIMULATION

A rationale for establishing a simulation in an Office Practice Class:

It provides a realistic setting for meaningful learning.

It acquaints students with an office system through the creation and

processing of documents.

It provides a setting wherein students work closely with others to

develop in the area of human relations.

It establishes in the students' minds the fact that each task is a

part of the large picture of operating a business.

It offers students an opportunity to learn in some detail facts about

a business with which they were previously unfamiliar.

It encourages students to think critically and to make judgements.

It ties together previously acquired student skills and knowledge so

that students may begin to use them effectively.

It provides a setting wherein students begin to discover the rela-

tionships that exist between business and the customers of business.

It establishes in the minds of the students how their errors affect

others.

It provides an activity in which students assume responsibility for their

own actions.

It establishes a situation in which students see an entire cycle

tirough which a product or service travels from beginnintt,tq end.

It gives students their first work experience under the clos4 super--

vision of a teacher.

It educates the consumer -- not only the students in the class --

but also those student customers who participate.
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SIMULATION DESIGN

Prerequisites

There are two basic prerequisites for simulation. All students who
enter the program must have had some formal typewriting instruction. It is
possible that a student could succeed in the program with only one semester
of typewtiting, but at least one year is preferred. The second prerequisite
is that the Curriculum must probide at least a two-period block of time back
to back.

Some instruction in short and would also be desirable. If the student
has net had shorthand, it is possible for him to complete all positions in
the office by using dictating equipment. However, shorthand would make the
student more valuable to the world of work and should be encouraged.

Learning Units of Studv

The following are units of study which the teacher may find helpful to
cover in connection with the simulation.

1. Banking
2. Business Machines
3. Correspondenca (mailability, styles, procedures, dictation,

letter writing)
4. Dictation and Transcription
5. Duplicating
6. Personnel Evaluation
7. Executive Typewriter
8. Filing
9. Insurance

it). Job Interviewing
11. Interest and Interest Computation
12. Mail
13. Office Etiquette
14. Payroll
15. Petty Cash
16. Public Relations
17. Supervision
18. Telephone
19. Travel Planning

The above learning units, which are normally a part of a regular
office practice class, are also very valuable in the preparation of student
for the simulation experience. It may be advisable for the teacher to
redesign these units to more closely meet the needs of the students.

There are many ways to design learning units. One of the most
effective for many teachers is the use of criterion based on learning
modules.
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Group Discussion

Discuss your views on coat and book storage. Do not allow coats and

books to be kept at the student desks. Provide purse hooks on L-shaped
trainers or assign purse storage to desk drawers.

Again, go over your attendance policy. Ask students to call in when
they will be absent, just as they will be expected to do on the job.

Discuss clothing standards according to your awn school policy and

your own philosophy. (Caution: Don't climb out on a limb that your students

may chop off.)

Discuss what is allowed and disallowed regarding the use and abuse of
telephones, conversing, end moving around. Liken it to a real office.

Student prerequizites

If office occupations is offered in the twelfth-grade level, and you are
going to offer a simulation of some type, you would expect to enroll
students who have had at least one year of typewriting and who indicate to
you a determination to gain in clerical proficiency. Students who have

already had classes in bookkeeping, business English, business correspon-
dence, mixhine transcription, business machines, etc., have already indicated
a genuine interest in clerical proficiency. Needless to say, students

with the more comprehensive business background will require less
orientation.

If you expect to offer shorthand development, office style not speed,
in your simulation, students should have had one year of shorthand.
(Obviously, exceptions will occur depending upon ability and proficiency
of the particular student.) If you look toward simulation as a means to
develop shorthand speed, you will be disappointed Unless you set aside
sufficient time daily for speed building. ,Simulation is not designed to
build skill per se. Ra-.2r, it is designed to "Put it all together." Sim-
ulation in office practice is just that -- practicing to work in an office.
We all know that employees do nOt learn typewriting and shorthand skills on
the job. Rather they use the skills they already possess to perform a job
for an employer.

Boys and young men s'could be encouraged to enroll in the class.

Some teachers in small districts open their simulation to both clerical and
stenographic students. Other steachers in small districts have chosen to
use one of their other classes as the "outside world."
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PHASE III Simulation Warmup

This phase is a more intensive treatment of each position and involves
a rotation of two days at each position. Additional work is added to that
given in Phase II and standards are progressively raised as the students
begin to understand the concepts and procedures. Group debriefings become

common as problems are identified. Student problems and weaknesses are
again identified so that supporting classwork can correct them.

Following the Phase II materials are Jetailed positional instructions
for Phase III. Each page lists the position, the task sheet, materials
needed at that risition, materials given to students by the instructor,
and some general "-structions as to how the tasks are carried out for that
particular task sheet.

PHASE II

.MATERIALS NEEDED FOR STUDENT'S FOLDERS AT EACH POSITION

Vice President

1. Task Sheet
2. 2 Payroll and Salary Registers
3. Monthly Payroll Table
4. 5 Appraisal Forms

Executive Secretary

1. Task Sheet
2. Prerecorded Transcription Belt

(See Key)
3. 2 Interoffice Memorandum Forms
4. 1 Letterhead

Receptionist

1. Task Sheet
2. 1 Spirit Master
3. 1 Interoffice Meurandum Form
4. 1 Check

Administrative Assistant

1. Task Sheet

Posting and Tax Clerk

1. Task Sheet
2. 4 Coupons (Same as Cashiers)
3. 4 Borrower's Ledgers
4. Amortization Schedules nos. 1, 2, 3
5. Tax Notice Letter
6. List of County Assessors
7. 1 Letterhead
8. Master Customer List

Insurance Clerk

1. Task Sheet
2. 3 Fire & Hazard Insurance

Policies (See Key)
2 correct
1 fncorrect

3. eolicy Correction Form
4. Policy Letter (Premium Letter
5. 2 Blank Tickler Cards
6. Completed Policy Cancellation

Notice
7. Policy Cancellation Letter
8. 3 Letterhead
9. Master Customer List
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Cashier

1.

2.

3.

4.

5.

6.

7.

B.

9.

10.

11.

12.

13.

14.

15.

16.

17.

Task Sheet
4 Completed Coupons (See Key)
Deposit Slip
2 Investor's Ledgers
Amortization Schedules - Nos.
Daily Summary and Recap
Receipt Book
Mcney ($400)
Petty Cash Reconciliation
Petty Cash Book
Bad Check (See Key)
Bad Check Letter
Memorandum
Welcome Letter
Payment Facts Sheet
2 Letterheads
Master Customer List

1, 2, 3

PHASE II

LISTED BELOW ARE THE MATERIALS NEEDED AT EACH POSITION

Vice President

Task Sheet
Procedures Manual**
2 Payroll and Salary Registers
Blank Dictation Belts**
Dictation Situations*, .

Executive Secretary

Task Sheet
Procedures Manual**
Prerecorded Transcription Belt*
2 Interoffice Memorandum Forms
Letterhead 'Sheets

Administrative Assistant

Task Sheet
Money

Cashier

Task Sheet
Procedures Manual**
4 Completed Coupons
Deposit Slip
2 Inv-stor's Ledgers
Amortization Schedules - Nos. 1, 2, 3
Daily Summary and Recap Form
Petty-Cash Book
Bad Cherk (See Key)
Payment Facts Sheet
Welcome Letter
Letterhead Sheets
Master Customer List
Receipt Book**
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Receptionist

Ta.tA Sheet
Proeceudres Manual**
I Spirit Master
1 Interoffice Memorandum Form
Blank BOP Checks-(tegtnning

balance filled in)**

Posting and Tax Clerk

Task Sheet
Procedures Manual**
4 Completed Coupons
4 Borrower's Ledgers
Amortization Schedules - No. 1, 2, 3
Master Customer List
List of County Assessors

Insurance Clerk

Task Sheet
Procedures Manual**
3 Fire Insurance Policies

2 Correct
1 Incorrect

Blank Tickler Card
Completed Policy Cancellation Notice
Letterhead Sheets
Master Customer List
Policy Letter (Premium Letter)
Policy Cancellation Letter

* Materials given to student by the instructor other thal folder contents.
** Materials located in the student's desk drawer.

PHASE III

VICE PRESIDENT

TASK SHEET No. 1

Meterials Needed:

Scratch Paper
Dictation Belts
Payroll Sheets
BOP Avpraisal Forms (one per student on team)
Insurance Pilicy Expiration List from the Insurance Clerk

Materials Needed From the Instructor:

Task Sheet
Dictation Assignment Sheets
Salary Scales (one is attached to task sheet)
Bonuses
Monthly Payroll Tax Schedule (attached to task sheet)

General Instructions:

The first thing the instructor will give the Vice Presideut is task

sheet no. 1. The instructor will periodically place some dictation
assignment sheets in the Vice President's "in" tray.



The instructor has different salary scales and bonuses for figuring

the payroll. Another salary scale or bonus sheet should be given to
the Vice President when he completes the one on the task sheet.

The instructor can hand out more dictation assignment sheets, salary
scales, and bonuses when he sees that the Vice President is nearly
caught up. When the Vice President receives a bonus sheet, he should
figure the bonuses in with the employees' regular salary according to
the salary scale on which they aro working and not separately.

The Vice President must keep the Executive Secretary busy; therefore,
if the Executive Secretary is nearly out of work, the instructor should
lean towards giving the Vice President more dictation assignment sheets
re.ther than salary scales and bonuses becluse he can complete them
faster. Should the Executive Secretary catch up on her work, the Vice
President would have her help a member of his team.

The insurance policy expiration list typed by the Insurance Clerk
should be kept by the Vice President for the duration at that posit'on.
When a customer renews his insurance, tir...! Vice President should crohs
his name off the list. The Vice President will know when the insurance
is renewed because he must sign a letter and a check.

PHASE III

EXECUTIVE SECRETARY

TASK.SHEET No. 1

Materials Needed

Letterhead Sheets
Onion Skin Paper
Carbon Paper
Dictionary

Materials Needed from Instructor

Task Sheet
Prerecorded Dictation Belt

General Instructions

There is only one task sheet for the Executive Secretary.

It is the Vice President's job to keep the Executive Secretary busy;
however, while the Vice President is preparing someth4ng for the
Secretary, the instructor must give her a prerecoAed dictc.tion belt to
get her started.



The Executive Secretary works directly with the Vice President and
does his typing for him. If the secretary can take shorthand, she should
take half of the Vice President's dictation in shorthand.

Whenever the secretary runs out of work, she should call the Vice
President and ask if he has more work for her.

PHASE III

ADMINISTRATIVE ASS'

TASK SHEET No. 1

Vaterials Needed:

Activity Log Sheets
Tape Recorder with telephone hook-up
Telephone Call Sheets
Cash for the Cashiers
Checks from Customers to Facilitate No. 7 on Task Sheet
Position Work Sheet

General Instructions

There is only one task sheet for Phase III.

The Activity Log Sheets should be in the Administrative Assistant',
file. All telephone calls have been made up in advance.

If the instructor desires, he can instruct the Administrative
Assistant to refile the telephone call sheets instead of having them
placed in the "out" tray. It is a good idea to always take the
telephone call sheets from the front of the file and refile to the
back so that all of them will be used.

The Administrative Assistant represents the "outside" world,"
therefore, she is a telephoning cu:i.omer, a visiting customer, or the
bank when needs be.

Periodically she should take a check from her desk drawer and make
a payment to a Cashier. The checks are made out for more than the actual
payment so she must wait for her change. Once she gets her change, she
returns to her work station, puts the money in the cash register, ard
goes back to doing another task.

Once or twice a day, she will ask each Cashier for some money for
office needs such as stamps, paper, pencils, etc.

The Administrative Assistant should try to x,ke two or three
appointments with the Vice President each day anu then keep all
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appointments she makes. She may call the Receptionist at the beginni

of each day to be reminded of any appointments and the purpose for the

appointments. She should always go through the Receptionist when
keeping an appointment or making a payment.

PHASE III

RECEPTIONIST

TASK SHEET No. 1

Materials Needed:

Appointment Books--one for each team
BOP Checks
Scissors

Materials Neeaed from Instructor:

Task Sheet

General Instructions:

The Receptionist has the customer file located at her desk. The

customers' names in her file will either begin with an "A" or a "B".

Task Sheet No. 1 is to change that file from the alphabetic system to
a numeric system.

The Receptionist files all correspondence in the customers' file

and student file. The original copy goes to the customers' file and

the carbon copy to the students' file.

Should a letter come to the Receptionist whose name does not start
with an "A" or a "B", it could go to the county assessor file or to

the investor file. If there is not a folder in one of the three above
mentioned files for a lett,:r, the Receptionist should file it in the
miscellaneous file fole,!r

The Receptionist shou6 make all the appointments for BOP, INC.
She has an appointment book for each team and should share the appoint-
ments half and half with the Vice Presidents.

She should call the Administrative Assistant a few minutes before
each appointment so that he may get ready keep the appointmnt.

When the Receptionist makes appointments, she should make them for
a regular office day such as from 8 a.m. to n.m. Then by following

a sc'"Aule similar to the one on the next pagt the students will know

what the during the class periodto keep the appointment.
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PHASE III

RECEPTIONIST

TASK SHEET No. 2

Wterials Needed:

Appointmeot Books--one for each team

BOP Checks
Scissors

Materials Needed from Instructor:

General Instructions:

After the student completes task sheet No. 1, the instructor should

collect it and give the student task sheet Nu. 2. The only item that is

different on task sheet No. 2 is task No. 1. This time the student will

change the files from the numeric system to a georic system.

If a student finishes task sheet No. 1 and task sheet No. 2 duPing 10?

stay at a rotation, then the next student that becomes the Receptionist

should receive task sheet No. 3. These three task sheets must rotate.

A system to follow is to have the three task sheets in one file folder

and always take the one in front and file them to the back upon

completion.

Below is a suggested BOP, INC. office hour conversion table. Of

course, the conversion table will vary according to class periods.

OFFICE HOURS

8:00 = 12:45

8:30 . 12:52

9:00 = 12:58

9:30 = 1:04
10;00 . 1:10

10:30 = 1:16

11:00 = 1:22
11:30 . 1:28
12:00 = 1:35

LUNCH
1:00 = 1:40
1:30 = 1:46
2:00 . 1:52

2:30 = 1:58
3:00 = 2:04
3:30 = 2:10
4:00 = 2:16
4:39 = 2:22
5:00 = 2:25
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PHASE III

RECEPTIONIST

TASK SHEET No. 3

Materials Needed:

Appointment Books--one for each team

BOP Checks
Scissors

Materials Needed from Instructor:

Task Sheet No. 3

General Instructions:

If a student finishes task sheets Nos. 1 and 2, or if the last student

finished task sheet No. 2, then the instructor should hand out task sheet

No. 3.

On task sheet No. 3, the student will change the files from the

glarlapoliss system to an alphabetic system.

TASK SHEET No. 1

Materials Needed:

Petty Cash ($400)
Petty Cash Book
Receipt Book
Petty Cash Reconciliation
Deposit Slip
Investor's Ledgers .

Posting Machine or Typewriter
Daily Sumnary and Recap
Paymeiit FActs Sheet

Letterhead
Carbon Paper
Onion Skin Paper

PHASE III

CASHIER
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Materials Needed from Instructor:

Task Sheet No. 1
1. Petty Cash Procedures

2. Sample Welcome Letter
Coupons with Checks Attached
Three or Four Coupons of Payment No. 1

General Instrktions:

The instructor should give each Cashier ten to fifteen coupons

with checks attached. It is important that the instructor give the

Cashiers some coupons with payment number one on them to initiate the

welcome letters and payment facts sheet. The payment facts sheet is

page two of the welcome letter.

There are several coupons prepared with payment number one on

them. These coupons are kept separate from the other coupons and

then a few are mixed in with the regular coupons before being handed

tote Cashier. When the Cashier has finished, the instructor can

take out the payment number one coupons before they go to the Posting

and Tax Clerk.

The Cashier should write a memorandum to the Receptionist requesting

a check for $400 made out to Petty Cash. When she receives the check,

she should have it cashed at the bank (Administrative Assistant).

The Cashier should check to make certain the amount of each check

received agrees with the amount on the attached payment coupon. A

deposit slip listing all the checks should be made out. The deposit

slip must go to the Receptionist for recording of the deposit in'the

BOP checkbook.

Each coupon must be posted to the Investor's Ledgers to give each

individual investor credit for the money that has been received for

him. The amount posted to the Investor's Ledger is the ar/unt shown

on the amortization schedule, not the amount of the check.

A daily summary and recap is made out by the Cashier from each

team; or they could be made out separately if preferred. It is done

by totaling the postings on each individual investor's ledger and

entering this total on the daily summary and recap.

Each coupon received which indicates that it is payment number

one for a particular customer must be noted by the students so a

welcome letter can he sent to that customer, A payment facts sheet

must be enclosed with the welcome letter.

When the Cashier receives a payment from a customer (other than

the original coupons given to the student -by the instructor), he is

to make an entry in the Petty Cash Book for the amount received. /f
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the customer pays an amount greater than his payment, the Cashier
should give him his charm, make out a receipc, fill out a coupon su
the investor will get credit, and make another encry in the Petty
Cash Book in the Paid column. The actomer is usually the Adminis-
trative Assistant; however, the instrtor may wish to be a customer
on occasion.

Any payment made out of the petty cash of $50 or more should be
made by check. When the petty cash gets down to $200, it should be
replenishal to bring it back up to $400. The Cashier should return
the money he has left in his petty cash to the bank at the end of
the rotation.

Checks received without coupons atti, d should be returned to
the Administrative Assistant.

PHASE III

CASHIER

TASK SHEET No. 2

Materials Needed:

Memorandum
Letterhead
Carbon Paper
Onion Skin Paper

Materials Needed from Instructor:

Task Sheet No. 2
Sample Bad Check Letter--attached to task sheet
Two or Three Checks Marked "Insufficient funds"
Some Regular Checks with Coupons
Two or Three Checks with Payment Number One Coupons.

General InstrUctions:

When BOP, INC. makes a bank deposit, a portion of the deposit
goes to each investor's account. How much each investor receives is
determined by the daily summary and recap amounts. Because the tracing
of an individual check to a particular investor's account would be
very difficult, BOP, INC. upon receipt of a bad check immediately
makes out a check to the First Sincerity Bank of Idaho (this is where
BOP, INC. maintains its account) to cover the bad check. This keeps
individual investor accounts from being affected by a bad check.
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The Cashier should have the Receptionist make out a check to the
First Sivcerity Bank of Idaho for the total of the checks marked

"Insufficiell' funds." Then the Cashier must write a letter to each
customer who is responsible for a bad check telling him he must make

the check 000d within a few days.

The check written by the Receptionist to cover the bad check
should be attached to the bad check letter or letters so the Vice
President can sign both at the same time.

PHASE III

POSTING AND TAX CLERK

TASK SHEET No. 1

Materials Needed:

Loan Card File
Letterhead
Carbon Paper
Onlon Skin Paper

Materials Needed from Instructor:

Task Sheet
1. A List of Addresses of the Cc/nty Assessors

2. Sample Request for Tax Notice Letter
Tax Notice Requests

General Instructions:

The tax notice requests sheet must be given to the students with

task sheet No. 1. The sheets are in file cabinet No. 1, drawer No. 3,
filed under Tax Notice Requests. An example is shown below.

POSTING AND TAX CLERK

Tax Notices Due County Loan No.

William G. Abney Ada 02-235

Eugene H. Blake Bingham 12-058

Harvey M. Ahlstrom Blaine 09-095

William P. Bailey Bannock 05-054

Mark E. Belnap Shoshone 12-076

The student will find on the Tax Notice Request a list of customers
with taxes due. The customers' original loan cards should be pulled
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from the loan card file. Upon finding the county the customer lives in,

the student will find the county assessor for that county from the

list attached to the task sheet. These loan cards are enclosed with

the signed letter to the appropriate county assessor. The instructor

then puts the loan cards with task sheet No. 2.

PHASE III

POSTING AND TAX CLERK

TASK SHEET No. 2

Materials Needed:

Letterhead
Carbon Paper
Onion Skin Paper
Master Customer List

Materials Needed from Instructor:

Task Sheet No. 2

1. Sample Letter of Transmittal
2. Sample Request for Additional Tax Reserve Funds Letter

3. Names and Addresses of the County Tax Acsessors

Loan Cards

General Instructions:

The student should have the same loan cards they took from the

loan card file when completing task sheet No. 1

The amount of taxes due is written on the back of the loan card.

If the customer's tax reserve is sufficient, a check for the amount on

the loan card is made out by the Receptionist to the county assessor

for that county in which the customer lives. The check is to be

returned to the Posting and Tax Clerk so that he may attach it to his

letter.

Only one check needs to be written to each county assessor even
though you may be paying taxes for more than one customer in that

county.

Because the tax amount is only estimated each year, a borrower's

tax reserve is often insufficient to pay his taxes. If the customer

is short in his tax reserve, then a letter requesting additional tax

reserve funds is sent to the customer. In order to complete the

request for additional tax reserve funds letter, the student must
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figure the shortage amount and figure how much the borrower should
increase his monthly payments in order to avoid a 0)ortage the next
year.

You can tell whether or not the student is typing the right
letter to the right person by looking at the policy number. All

policies beginning with numbers 01 to 06 have insufficient tax reserves;
therefore, the student should type a revest for additional tax
reserve funds letter. All policies beginning with 07 to 12 have
sufficient tax reserves; therefore, the student should type a letter
of transmittal to the appropriate county assessor.

PHASE III

POSTING AND TAX CLERK

TASK SHEET No. 3

Materials Needed:

Borrowers' Ledgers
Amortization Schedules

Materials Needed from Instructor:

Checks, wth Attached Coupons

General Instructions:

The coupons are to be posted to the borrowers' ledgers after
the Cashier has posted them to the investors' ledgers.

Should it become necessary to fill out a new ledpr sheet, you
should follow these steps:

1. Fill in the complete name.

2. Fill in the address from the master customer list.

3. Fill in the investor code. The first two digits of the loan
number are the numbers of the investor code. For example,
Lester G. Aaron's loan number is 09-040 so the investor code
is 09.

4. Fill in the amortization schedule number. This number is
obtained from the coupon under "Posting Codes." The amor-
tizatior ,--"dule for Lester G. Aaron is 6, therefore, his

postinc ,,,t2 is 09-6. Mr. Aaron's loan amount is $18,000
and amorLization schedule 6 is the only schedule for that
loan amount.
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5. The investor corresponds with the first two digits of the
loan number and posting codes on the coupons and the daily

summary and recap sheet. For example, the first two digits
of Lester G. Aaron's loan number and posting code is 09.
Count down nine lines on the daily summary and recap and
his investor is California Western Life Insurance.

6. The total monthly.payment amount is obtained from the master
customer list, also the principal and interest, insurance,
taxes, and the original loan amount.

7. If the coupon is the first payment, indicate on the ledger
the first payment date and project ahead to determine the
maturity date. If the coupon is not the first, leave these

items blank.

PHASE III

INSURANCE CLERK..

TASK SHEET No. 1

Materials Needed:

Memorandums
Tickler Card File
Master Customer List
Insurance Correction Forms
Tickler Cards
BOP Letter head
Onion Skin Paper
Carbon Paper

Materials NPedPd from Instructor:

Task Sheet No. 1

Five or Six Correct Insurance Policies
Two or Thre.2 Incorrect Insurance Policies

. General Instructions:

The instriNtor must take from his file some correct and some
incorrect insurance policies to give to the student with task sheet No. 1

The correct insurance policies should be in folder labeled
"Correct Insurance Policies," and the incorrect insurance policies
should be in another folder labeled "Incorrect Insurance Policies."

So that all of the policies will be used, always take the policies
from the front of the folder am; refile to the back. The policies can
easily be identified by the code (01-06 incorrect and 07-12 correct.)
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More correct insurance policies should be given to the student
than incorrect insurance policies so that the student will be typing
more letters.

If one student is faster than the otherOhe instructor can
regulate the work by giving more or fewer insurance policies to the
students. For example, if the rotation is for four days and a student
completes task sheets 1, 2 and 3 by the end of the second day, then
to keep this student busy for the rest of the rotation, several addi-
tional insurance policies should be given to that particular student.

PHASE III

INSURANCE CLERK

TASK SHEET No. 2

Materials Needed:

BOP Letter head
Carbon Paper
Onion Skin Paper
Tickler Cards

Materials Needed from Instructor:

Task Sheet No. 2
1. Insurance Letter of Transmittal
2. List of Investors
3. Letter Request for Additional Insurance Reserve Funds

Insurance Policy Renewal Sheets

General Instructions:

The insurance policy renewal sheets should be in the instructor's
file under "Insurance Policy Renewal Sheets." A sample sheet is
shown below.

INSURANCE CLERK

Insurance Policy Renewals Cost of Renewal Policy No.

Peter G. Ackley $134.04 11-036
Howard F. Aland 117.96 02-033
Charles W. Atwood 146.64 05-031
Douglas G. Bishop 31.56 01-025

The instructor can readily see whether or not the student is
typing the right letters to the right customers by ehecking the 084"
number. All policies starting with numbers 01 to 06 have insufficient

-29-

289



insurance reserves. All policies beginning with 07 to 12 have suffi-
cient reserves to pay their insurance when it is due.

From the renewal sheet on the preceding page the insurance company
of Peter G. Ackley should receive a letter of transmittal and a check
for-the amount indicated above. Howard F. Aland, Charles W. Atwood,
and Douglas G. Bishop each should receive a letter requesting
additional funds to pay their insurance premium.

PHASE III

INSURANCE CLERK

TASK SHEET No. 3

Materials Needed:

BOP Letterhead
Carbon Paper
Onion Skin Paper

Materials Needed from Instructor:

Task Sheet No. 3
Policy Cancellation Letter (attached to task sheet)
Policy Cancellation Notices

General Instructions:

Each student should receive several policy cancellation notices
depending on her speed and ability. The insurance policy cancellation
notices should coordinate with the policy expiration list that was
typed by the Insurance Clerk for the Vice President from the instruc-
tions on task sheet No. 1.

PHASE III

INSURANCE CLERK

TASK SHEET No. 4

Materials Needed:

Tickler Card File
Master Customer List
Insurance Correction Forms
Tickler Cards
BOP Letterhead
Carbon Paper
Onion Skin
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Materials Needed from Instructor:

Task Sheet No. 4
Sample Premium Letterhead (attached to task sheet)
Four or Five Correct Insurance Policies
Two or Three Incoorect Insurance Policies

General Instructions:

The instructor must take from his file some correct and some
incorrect insurance policies to give to the student with task sheet
No. 4.

So that all of the policies will be used, always take the policies
from the front of the folder and refile in the back. More correct
insurance policies should be given to the student than incorrect
insurance policies so that most of the student's effort will be
toward typing letters.

If one student is faster, the instructor can regulate the situa-
tion by giving more or fewer insurance policies to individual students.

PHASE IV .Full-Scale Simulation

Phase IV is a full-scale simulation. It is the same as Phase III
except that the instructor will give more work to the students with the
task sheets.

The Vice Presidents will plan an itinerary and the Receptionist
will address five envelopes in addition to their regular work.

The following is an idea as to how much work should be given to
each student with their first task sheet:

Tne Executive Secretary should get two prerecorded dictation
belts--one with a two-page letter and the other with three short letters.
The Cashier should receive approximately 15 coupons attached to checks
with three or four payment number ones mixed in with the regular
coupons. The Posting and Tax Clerk is to prepare and send tax notices
to the county assessors. The Insurance Clerk is to receive several
insurance policies--beth coriect and incorrect. The Receptionist and
Administrative Assistant will be doing about the same as in Phase III,
but with maximum efficiency.

The teacher should not participate very much, but rather let each
Vice President have as much control and authority as he can handle.

Each student should be able to handle all situations he is
confronted with with little confusion and with great efficiency.
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FILES, MATERIALS, AND OTHER INFORMATION
NEEDED FOR SETTING UP SIMULATION

ALL CODES GIVEN IN THIS TEACHER'S MANUAL ARE FOR TEACHER USE ONLY AND
IF DIVULGED TO STUDENTS WILL LIMIT THE EFFECTIVENESS OF THE SIMULATION.

Codes are for use in Phase III and Phase IV only. Codes will not work

with Phase II nor with the rush jobs.
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FILES AND MATERIALS NEEDED TO RUN SIMULATION

A. File Folders and Files

1. Near Receptionist

a. borrower files (correspondence)
(1) 100 folders
(2) each folder labeled with the name, address, and loan

number of e borrower
(3) names can be found on master customer list in the

Student's Manual

b. student files
(1) 1 folder for each student
(2) each folder labeled with the name of a student

c. investor files (correspondence)
(1) 12 folders
(2) each folder labeled with the name of an investor
(3) names can be found in the Insurance Clerk section of

the Student's Manual

d. county,assessor files (correspondence)
(1) 15 folders
(2) each folder labeled with the name of an assessor
(3) names can be found in the Posting And Tax Clerk

section of the Student's Manual

e. miscellaneous folder (correspondence)

2. Near Posting Machines and Cashier and Posting and Tax Clerk

a. investor ledger file
(1) 1 folder
(2) folder contains a ledger for each investor filed in

numerical order

b. borrower ledger files
(1) 12 folders
(2) each folder labeled with an investor number
(3) folder contains all borrower ledgers associated with

that investor--ledgers are filed first by investor
code and then alphabetically within each code.

c. amortization schedules file
(1) 7 folders
(2) folders are labeled from one to seven
(3) No. 1 amortization schedule in No. 1 folder, etc.
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3. Central Location

a. forms file
(1) folder for each form
(2) central location in office

b. positional file folder for each student (used during
Phase III and IV
(1) 12 folders
(2) separate set in separate location for each class
(3) used so student can keep work separated from other

classes

4. Teacher File

a. teacher task sheet files
(1) 12 folders for each class during Phase II labeled

name of each position
(2) folder containing all forms and materials necessary

to work a position is provided during Phase II
(3) task sheets for Phases II, III, and IV are provided

in the Student's Manual

b. teacher working materials file (sugmted input is
provided later in this section)
(1) each telephone call and dictation situation should

be on a separate sheet for greater flexibility
(2) separate file for tax notices due requests
(3) separate file for insurance policy renewal sheets
(4) incorrect insurance policies file (investor numbers

01-06)
(5) correct insurance policies file (investor numbers

07-12)
(6) insurance policy cancellation notice (one is completed

for each incorrect insurance policy (01-06). These
cancellation notices are used with task sheet 3 after
task sheet 2 has been completed

(7) several bad checks (to be used for input with Cashier
bad check task sheet. Each check should be marked in
some manner indicating that the check has been
returned by the bank because of insufficient funds.)

(8) 100 coupons filled out (payment number and month of
payment should be entered in light pencil).
Information found on Master Customer List

(9) 20 coupons based on Auxiliary Master Customer List
(found in Cashiers Task Sheet Section of Manual).
Payment No. 1 used to initiate completion of Welcome
Letter and Payment Facts Sheet by Cashier

-34.-

294



. Positional Files Needed

1. Ins(wance Clerk Tickler Files (2)

a. 1 file for each Insurance Clerk
b. 100 cards in each file

Z. Posting and Tax Clerk Loan Card File (1)

a. 1 file for both Posting and Tax Clerks to share

b. file should contain original and copy

c. front and back of loan card should be filled out (amounts

fo-r back of loan card can be found later in this section)

d, 100 cards 8 x 5 cards

3. Rotary Files Central in office--each rotary file should contain:

a. a listing of customers in alphabetical order

b. a listing of customers in numerical order by loan number

C. Travel Itinerary Ref, rence Book
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PAYMENT NUMBERS AND POSTING CODES FOR COUPONS

The first number is the payment number which can be found on the Amortization
Schedule, and the second numbers are the numbers suggested for the posting
code on the coupons. The first two digits of the posting code are the
investor numbers and the last digit is the Amortization Schedule number used
when posting that coupon.

NAME PAYMENT POSTING NAME PAYMENT POSTING
NO. CODE NO. CODE

Aaron 1 09-6 Akins 221 10-3

Abbott 81 03-1 Aland 281 02-6

Abel 101 05-7 Albee 281 07-2

Abernathy 101 01-4 Albert 231 02-1

Abernethy 141 03-2 Albertson 231 06-5

Able 101 11-2 Alder 181 04-3

Abney 121 02-6 Allan 121 05-1

Abraham 161 11-6 Allen 201 08-2

Abrams 181 12-5 Alley 241 02-5

Ackerline 201 08-2 Allred 241 08-3

Ackerlund 212 10-1 Allsop 241 03-7

Ackerson 241 07-4 Alsop 181 10-2

Ackley 260 11-7 Ames 281 07-1

Ackman 221 02-2 Andersen 201 01-4

Adair 261 09-1 Anderson 1 06-7

Adams 251 11-7 Andreason 201 02-1

Adams 31 04-3 .r.ndrew 201 04-6

Adamson 81 01-1 rndrews 181 09-3

Addams 241 07-2 Andrus 61 07-6
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Addison 201 05-4 Angus 21 12-7

Agnew 246 08-7 Anthony 191 06-4

Ahlander 221 07-2 Armstrong 81 03-5

Ahlstrom 61 09-5 Arnell 101 04-1

Arnold 241 02-6 Bennion 1 08-4

Arthur 141 09-3 Benson 22 10-4

Atwood 143 05-7 Bentley 101 03-7

Avery 143 08-2 Berg 221 09-5

Baak 221 07-5 Bergeson 201 04-6

Babcock 201 11-4 Bigelow 81 01-2

Bailey 201 05-6 Billings 1 06-4

Baird 131 06-3 Bingham 201 03-7

Baker 201 12-5 Bird 101 04-1

Baldwin 161 10-2 Bishoff 241 09-4

Ball 31 08-7 Bishop 121 01-5

Ballard 241 01-1 Blake 1 12-1

Balls 221 05-2 Bond 71 05-6

Barber 121 08-4 Booth 31 07-3

Barker 201 04-3 Boulton 21 10-7

Barlow 201 06-5 Bowan 41 07-2

Barnes 81 03-6 Bower 221 12-6

Barnett 83 11-2 Bowman 181 02-3

Barrett 1 12-7 Brady 241 04-3

Barton 21 10-2 Briggs 31 03-7

Bateman 81 06-4 Brown 201 11-2

Bates 81 09-5 Bryant 101 01-4
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Beck 31 10-3 Burton 101 05-3

Beckstead 161 01-7 Bush 221 06-6

Bell 191 11-7 Butler 81 03-5

Belnap 61 12-4 Bywater 1 12-4

Bench 121 08-7

Bennett 31 02-6



POSTING AND TAX CLERK

TAX NOTICES DUE

Each group of names separated by a double space should be typed on an
individual sheet of paper. The amount of work for each student at the
Posting and Tax Clerk position can be controlled in two ways: (1) A
separate letter must be typed to each county listed, therefore the'more
counties on each sheet, the more letters necessary. (2) A check and
short letter must be typed to each county fcr borrowers whose loan
numbers begin 07-12. A longer letter and mathematical computations are
required for each borrower with a loan number beginning 01-06.

THESE CODES ARE FOR TEACHER USE ONLY

Loan No. Name County

08-099 Ackerlind, Curtis F. Bingham
07-005 Baak, Charles B. Bingham
12-010 Abrams, Thayne G. Bingham
02-100 Albert, Rudolf D. Bear Lake
02-030 Arnold, Roy O. Cassia

09-040 Aaron, Lester G. Bingham
11-066 Abraham, F. Blaine Cassia
05-094 Balls, Jack T. Bingham
06-009 Billings, Bruce L. Bear Lake
05-028 Burton, Ronald W. Butte

09-080 Adair, Clifford Butte
01-001 Adamson, Robert E. Caribou
11-013 Babcock, William E. Minidoka
02-078 Bennett, John J. Idaho
10-057 Boulton, Jerry W. Cassia

03-053 Barnes, Phillip P. Bear Lake
08-051 Bennion, Robert A. Bear Lake
04-007 Bird, William E. Butte
12-022 Bywater, James J. Bonneville
05-061 Abel, Robert H. Bannock

03-041 Abbott, Clifton A. Bingham
04-064 Arnell, George E. Bingham
08-019 Bench, George Q. Minidoka
06-003 Bowen, Frank K. Bonneville
11-073 Able, Charles Butte

02-035 Abney, William G. Ada
12-058 Blake, Eugene H. Bingham
09-095 Ahlstrom, Harvey M. Blaine
05-054 Bailey, William P. Bannock
12-076 Belnap, Mark E. Shoshone

V
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POSTING AND TAX CLERK

TAX NOTICES DUE
(continued)

Loan No. Name County_

04-055 Barker, Charles A. Jefferson

12-027 Bower, Ernest C. Ada

03-069 Butler, Walter E. Bear Lake

05-038 Addison, Paul G. Madison

09-044 Arthur, Allen C. Minidoka

02-023 Bowman, Max D. Bannock

01-021 Bryant, Paul B. Fremont

03-060 Abernethy, Henry L. Bonneville

10-030 Alsop, Daniel R. Ada

04-093 Brady, Elson R. Fremont

08-045 Avery, Kenneth D. Minidoka

09-082 Berg, Gerald C. Butte

05-032 Allan, Delbert V. Blaine

10-085 Baldwin, Boyd E. Fremont

06-016 Barlow, Norman Bannock

08-043 Agnew, Wallace P. Bannock

10-014 Benson, Joseph A. Custer

07-083 Booth, Brian A. Elmore

03-086 Bentley, Haven F. Bannock

01-097 Andersen, Howard S. Cassia

07-098 Andrus, LaVere F. Cassia.

06-084 Anderson, Howard C. Twin Falls

12-091 Barrett, Arthur E. Ada

09-071 Bishoff, Norman E. Ada

04-052 Bergeson, W. Harold Madison

10-096 Akins, Martin T. Fremont

07-046 Ames, Carl M. Cassia

04-090 Andrew, William J Bear Lake

08-081 Ball, Duane 0. Power

07-079 -- Albee, Gary R. Bannock

08-087 Allen, Victor G. Custer

06-029 Anthony, Jamas R. Bingham

10-012 Beck, Ivan J. Jefferson

04-037 Adams, Melvin T. Ada

11-011 Barnett, Denny D. Bonneville

06-015 Bateman, Rex W. Bonneville

01-092 Bigelow, Clarence A. Bingham

10-042 Ackerlund Charles C. Fremont

03-065 Allsop, Reese A. Ada

-40-
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IAA ULM

(continued_

Loan No. Name County

06-077 Bush, Silas R. Ada

01-039 Abernathy, Roy P. Ada

07-020 Ahlander, Perry '' Bannock

08-017 Barber, Robe Ada

03-026 Bingham, Kel, Bingham

03-056 Briggs, John R. Bonneville

07-062 Ackerson, Charles D. Bingham

07-088 Addams, Richard M. Bingham.

02-033 Aland, Howard F. Bannock

04-089 Alder, Wendell R. Bear Lake

08-070 Allred, Walter H. Elmore

06-068 Baird, Donald R. Bonneville

09-067 Bates, Robert J. Madison

11-036 Ackley, Peter G. Bonneville

11-063 Adams, Mark G. Bingham

06-002 Albertson, Ted A. Bonneville

02-050 Andreason, Russell Elmore

01-025 Bishop, Douglas G. Bannock

09-074 Andrews, Willard J. Bear Lake

12-008 Angus, Porter F. Bannock

05-031 Atwood, Charles W. Fremont

10-049 Barton, Harry H. Adams

01-072 Beckstead, Carl.J. Ada

12-018 Backer, Bruce H. Jefferson

11-004 Bell, Harold F. Shoshone

02-075 Ackman, Paul A. Payette

02-048 Alley, William C. Adams

RUSH JOB NAMES

05-024 1. Bond, Douglas E. Power

03-006 2. Armstrong, Phillip W. Idaho

01-047 2. Ballard, Donald J. Butte

11-059 2. Brown, Alden M. Bingham



rhe teacher must indicate the amount of tax

side of each loan card. The following list

written on each loan card. The following 1

of coverage which should be included on the
and hazard insurance policies.

assessment on the reverse
shows the amount to be

ist a*k.o contains the cost
bottom line of the fire

NAME- TAXES COST OF
COVERAGE

Aaron $446.68 $108.00

Abbott 164.64 32.04

Abel 572.16 134.40

Abernathy 360.24 84.00

Abernethy 590.04 127.20

Able 530.03 127.20

Abney 457.32 108.00

Abraham 446.87 108.00

Abrams 103.65 21.60

Ackerlind 530.04 127.20

Ackerlund 128.64 32.04

Ackerson 348.70 84.00

Ackley 550.36 134.40

Ackman 568.92 127.20

Adair 127.40 32.04

Adams 552.21 134.40

Adams 407.28 97.80

Adamson 152.28 32.04

Addams 530.03 127.20

Addison 290.60 84.00

Agnew 525.64 134.40

-4 2-
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TAX AND INSURANCE AMOUNTS FOR CODING

(continued)

NAE TAXES COST OF
COVERAGE

Ahlander $521..37 $127.20

Ahlstrom 103.68 21.60

Akins 296.59 97.80

Aland 469.32 108.00

Albee i0.01 127.20

Albert 144.84 -3244

Albertson 123.48 21.60

Alder 430.68 97.80

Allan 160.80 32.04

Allen 517.62 127.20

Alley 159.36 21.60

Allred 395.59 97.80

Allsop 655.56 134.40

Alsop 530.00 127.20

Ames 127.31 32.04

Andersen 421.92 84.00

Anderson 586.32 134.40

Andreason 151.08 32.04

Andrew 550.20 108.00

Andrews 393.25 97.80

Andrus 446.88 108.00

Angus 525.52 134.40

Anthony 390.60 84.00

Armstrong 110.16 21.60

Arnell 133.20 32.04

-43-
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TAX AND INSURANCE AMOUNTS FOR CODING
(continued)

NAME TAXES COST OF
COVERAGE

Arnold $490.02 $108.00

Arthur 390.69 97.80

Atwood 575.88 134.40

Avery 503.40 127.20

Baak 102.68 21.60

Babcock 348.72 84.00

Bailey 469.32 108.00

Baird 437.64 97.80

Baker 102.22 21.60

Baldwin 503.40 127.20

Ball 550.42 134.40

Ballard 151.08 32.04

Balls 633.36 127.20

Barber 342.87 84.00

Barker 416.16 97.80

Barlow 135.84 Ps.60

Barnes 466.68 108.00

Barnett 126.84 32.04

Barrett 525.54 134.40

Barton 529.70 127.20

Bateman 359.40 84.00

Bates 102.86 21.60

Beck 396.60 97.80

Beckstead 136.92 32.04

Bell 547.60 134.40
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TAX AND INSURANCE AMOUNTS FOR CODING
(continued)

NAME TAXES COST OF
COVERAGE

Belnap $328.87 $ 84.00

Bench 546.37 134.40

Bennett 463.08 108.00

Bennion 342.27 84.00

Benson 337.92 84.00

Bentley 586.32 134.40

Berg 101.76 21.60

Bergeson 550.20 108.00

Bigelow 633.48 127.20

Billings 443.64 84.00

Bingham 664.32 134.40

Bird 192.36 32.04

Bishoff 343.27 84.00

Bishop 129.24 21.60

Blake 128.64 32.04

Bond 484.56 108.00

Booth 396.59 97.80

Boulton 551.42 134.40

Bowen 642.48 127.20

Bower 444.44 108.00

Boxman 148.44 32.04

Brady 472.68 97.80

Briggs 664.80 134.40

Brown 520.03 127.20

Bryant 364.92 84.00

-45-
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TAX AND INSURANCE AMOUNTS FOR CODING
(continued)

NAME TAXES COST OF
COVERAGE

Burton $509.16 $ 97.80

Bush 471.24 108.00

Butler 126.60 21.60

Bywater 342.27 84.00

-46-
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INSURANCE POLICIES

1. A policy should be filled out for each borrower.

2. All policies with numbers beginning 01 to 06 are incorrect. Errors

on each policy can be in one or more of the following four areas:

a. Name
b. Address

c. Legal description
d. Amount of coverage

Errors that you make on your policies are for you to determine.

3. All policies with numbers beginning with 07:to 12 are correct.

307
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INSURANCE CLERK TICKLER CARD LIST

This list shows policy expiration dates for each borrower. Use this lis

as a basis for completing tickler cards.

January
Lester G. Aaron, 09-040
Peter G. Ackley, 11-036
Howard F. Aland, 02-033
Howard S. Andersen, 01097
Charles W. Atwood, 05-031
alaties A. Barker, 04:4055
George Q. Bench, 08-019
Douglas G. Bishop, 01-025
Ronald W. Burton, 05-028

February
Clifton A. Abbott, 03-041
Paul A. Ackman, 02-075
Gary R. Albee, 07-079
Howard C. Anderson, 06-084
Kenneth D. Avery, 08-045
Norman Barlow, 06-016
John J. Bennett, 02-078
Eugene H. Blake, 12-058
Silas R. Bush, 06-077

March
Robert H. Abel, 05-061
Clifford Adair, 09-080
Rudolf D. Albert, 02-100
W. Russell Andreason, 02-050
Charles B. Beak, 07-055
Phillip P. Barnes, 03-053
Robert A. Bennion, 08-051
Douglas E. Bond, 05-024
Walter E. Butler, 03-069

ATIL
Roy P. Abernathy, 01-039
Mrk G. Adams, 11-063
Ted A. Albertson, 06-002
William J. 44adrew, 04-090
William E.]Babcock, 11-013
Denny D. Barnett, 11-011
Joseph A. Benson, 10-014
"Irian A. Booth, 07-083
Ames J. Bywater, 12-022

-48-

May
Henry L. Abernathy, 03-060
Melvin T. Adams, 04-037

r R. -iu, .4-089

Willard J. Andrews, 09-074.
William P. Bailey, 05-054
Arthur E. Barrett, 12-091
Haven F. Bentley, 03-086
Jerry W. Boulton4 10-057
June
Charles Able, 11-073
Robert E. Adamson, 01-001
Delbert V. Allan, 05-032
LaVere F. Andrus, 07-098
Donald R. Baird, 06-068
Harry H. Barton, 10-049
Gerald C. Berg, 09-082
Frank K. Bowen, 06-003

July
William G. Abney, 02-035
Richard M. Addams, 07-088
victor G. Allen, 08-087
Porter F. Angus, 12-008
Bruce H. Baker, 12-028
Rex W. Bateman, 06-015
W. Harold Bergeson, 04-052
Ernest C. Bower, 12-027

August
F. Blaine Abraham, 11-066
Paul G. Addison, 05-038
William C. Alley, 02-048
James R. Anthony, 06-029
Boyd E. Baldwin, 10-085
Robert J. Bates, 09-067
Clarence A. Bigelow, 01-092
Max D. Bowman, 02-023
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INSURANCE CLERK TICKLER CARD LIST

September
Thayne G. Abrams, 12-010
Wallace P. Agnew, 08-043
Walter H.- Allred, 08-070
Phillip W. Armstrong, 03,006
Duane O. Ball, 08-081
Ivan J. Beck, 10-012
Bruce L. Billings, 06-.009
Elson R. Brady', 04-093

October
Curtis F. Ackerlind, 08-099
Perry G. Ahlander, 07-020
Reese A. Allsop, 03-065
George E. Arnell, 04-046
Donald J. Ballard, 01-047
Carl J. Betkftead-, 01-072
Keith M. Bingham, 03-056
John R. Briggs, 03-056

November
Charles C. Ackerlund, 10-042
Harvey M. Ahlstrom, 09-095
Daniel R. Alsop, 10-034
Roy O. Arnold, 02-030
Jack T. Balls, 05-094
Harold F. Bell, 11-004
William E. Bird, 03-007
Alden M. Brown, 11-059

December
Charles D. Ackerson, 07-062
Martin T. Akins, 10-096
carl M. Ames, 07-046
Allen C. Arthur, 09044
Robert D. Barber, 08-017
Mark E. Belnap, 12-076
Norman E. .Bithoff, 09-071
Paul B. Bryant, 01-021.

-49-
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INSURANCE POLICY RENEWS

Each group of t iral d by a double ,hould be typed on an
individual sheut tie amount of work for each student at
the Insurance Clerk position can be controlled by the number of policy
renewal sheets and the individual names on that sheet.

A check and a short letter must be typed to each insurance company for
borrowers with loan numbers beginning 07-12. A longer letter and
mathematical computations are required for each bo-rower with a loan numb(
01-06.

THESE ARE FOR THE TEACHER USE ONLY.

January_ Cost of Coverage
#1

Peter G. Ackley, 11-036 $130.04
Howard F. Aland, 02-033 117.96
Charles W. Atwood, 05-031 146.64
Douglas G. Bishop, 01-025 31.56

#2
Lester G. Aaron, 09-040 107.60
Howard S. Andersen, 01-097 117.96
Charles A. Barker, 04-055 105.84
George Q. Bench, 08-019 129.40
Ronald W. Burton, 05-028 119.76

February
#1

Clifton A. Abbott, 03-041 46.44
Gary R. Albee, 07-079 127.19
Howard C. Anderson, 06-084 138.96
John J. Bennett, 02-078 119.04
Eugene H. Blake, 12-058 32.04

#2
Paul A. Ackman, 02-075 133.56
Kenneth D. Avery, 08-045 122.70
Norman Barlow, 06-016 26.16
Silas R. Bush, 06-077 142.68
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INSURANCE POLICY RENEWALS

(CONT.)

March _Cost of Coverage

#1

Robert H. Abel, 05-061 $ 156.00

Clifford Adair, 09-080 32.00

W. Russell Andreason, 02-050 40.08

Robert A. Bennion, 08-051 81.62

Douglas E. Bond, 05-024 127.80

#2
Rudolf D. Albert, 02-100
Charles B. Baak, 07-005
Phillip P. Barnes, 03-053
Walter E. Butler, 03-069

43.08
16.20

124.20
31.56

April_
#1

Roy P. AbErnathy, 01-039 91.20

William J. Andrew, 04-090 181.20

William E. Babcock, 11-013 82.00

Joseph A. Benson, 10-014 80.27

#2
Mark G. Adams, 11-063
Ted A. Albertson, 06-002
Denny D. Barnett, 11-011
Brian A. Booth, 07-083
James J. Bywater, 12-022

1

Henry L. Abernathy, 03-060
Wendell R. Alder, 04-089
Arthur E. Barrett, 12-091
Haven R. Bentley, 03-086

#2
Melvin T. Adams, 04-037
Willard J. Andrews, 09-074
William P. Bailey, 05-054
Jerry W. Boulton, 10-057

134.20
26.16
30.24
97.79
81.27

175.20
138.84
124.40
156.84

106.88
96.20

134.20
127.92
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INSURANCE POLICY RENEWALS
(CONT.)

June
#1

Charles Able, 11-073
Robert E. Adamson, 01-001
Donald R. Baird, 06-068
Harry H. Barton, 10-049

#2
Delbert V. Allan, 05-032
LaVere F. Andrus, 07-098
Gerld C. Berg, 09-082
Frank K. Bowen, 06-003

Cost of Coverage

$127.20
44.28

120.24
126.20

51.60
108.00
30.47
149.16

July
#1

William G. Abney, 02-035 144.00
Victor G. Allan, 08-087 113.29
Bruce H. Baker, 12-028 20.16
W. Harold Bergeson, 04-052 127.56

#2
Richard M. Addams, 07-088
Porter F. Angus, 12-008
Rex W. Bateman, 06-015
Ernest C. Bower, 12-027

127.18
130.44
90.36
106.00

August
#1

Paul G: Addison, 05-038 95.88
James R. Anthony, 06-029 95.88
Max D. Bowman, 02-023 36.60
Boyd E. Baldwin, 10-085 122.07

#2
F. Blaine Abraham, 11-066 107.64
William C. Alley, 02-048 29.64
Robert J. Bates, 09-067 19.21

Clarence A. Bigelow, 01-092 195.36
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INSURANCE POLICY RENEWALS
,(CONT.)

September Cost of Coverage

#1
Wallace P. Agnew $121.37
Phillip W. Armstrong, 03-006 32.64
Duane O. Ball, 08-081 134.04
Elson, R. Brady, 04-093 108.84

#2
Thayne G. Abrams, 12-010 260
Walter H. Allerd, 08-070 97.80

Ivan J. Beck, 10-012 97.80
Bruce L. Billings, 06-009 103.56

October

Curtis F. Ackerlind, 08-099
Reese A. Allsop, 03-065
Donald J. Ballard, 01-047
Keith M. Bingham, 03-056

127.15
168.36
40.32
177.24

#2
Perry G. Ahlander, 07-020 125.36
George E. Arnell, 04-046 42.00
Carl J. Beckstead, 01-072 42.00
John R. Briggs, 03-056 198.96

November
#1

Harvey M. Ah)strom, 09-095
Roy O. Arnold, 02-030
Harold F. Bell, 11-004
William E. Bird, 04-007

#2
Charles C. Ackerlund, 10-042
Daniel R. Alsop, 10-034
Jack T. Balls, 05-094
Alden M. Brown, 11-059

-53 -
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114.36
129.76
36.60

32.03
127.00
159.36
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INSURANCE POLICY RENEWALS
(CONT.)

December
#1

Martin T. Akins, 10-096
Allen C. Arthur, 09-044
Mark E. Belnap, 12-076
Paul B. Bryant, 01-021

#2
Charles D. Ackerson, 07-062
Carl M. Ames, 07-046
Robert D. Barber, 08-017
Norman E. Bishoff, 09-071

Cost of Coverage

$97.61

97.08
83.87
93.96

83.00
31.99
83.99
82.23

-54-
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PHASE II
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BOP PAYROLL AND SALARY SCHEDULE

For Period Ending Date Paid

Nme Rate Withhold

1

Federal State FICA Other
Deduc.

Total
Deduc.

Amount
Paid

ce President 600.00 95.20 84.06 13.45: 31.20 128.71 471.29

nutive Sec. 450.00 59.50 60.06 9:60. 23.40 93.06 356.94

ceptionist/
ninistrative 425.00 55.30 55.68 8.91 22.10 86.69 338.31
ssistant

shier 400.00 51.10 51.32 8.21 20.80 80.33 319.67

sting and 375.00 43.30 47.71 7.63 19.50 74.84 300.16
ax Clerk

350.00 39.99 43.54 6.97 18.20 68.71 281.29
surance Clerk
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BANK DEPOSIT

FOR DEPOSIT 10 THE ACCOUNT OF

BOP, INC.
CAREER AVENUE

GOING PLACES, IDAHO

DATE

ALL ITEMS ARE CREDITED SUBJECT TO FINAL COLLECTION
AND RECEIPT OF PROCEEDS IN CASH OR SOLVENT CREDITS

FIRST SECURITY BANK OF IDAHO
NATION* I. ASSOCIATIO1
BLACKFOOT, IDAHO

: CURRENCY

COIN
; CHECKS--

' TOTAL FROM
OTHER SIDE

[;

TOTAL

18N tV0'44
WV% to VIAkttle NIAttotttWtotttt
NAVVVIAWItt%

9 MA%

: N:%\:*

USE OTHER SIDE FOR LISTING ADDITIONAL CHECKS OR ATTACH LIST

1:12411110 2411: OS 9E751, 32"
10.72
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:NvHST OR

;01)17;

7_11VLST ORS LEDGER

. O. P. I N C.

7,areer Avenue
. Lng Places , Idaho

)ATE INTERT PR INC I PAL TOTAL Rif ouNT PAID

25.08

72.77
rs-

3.53 28.61

97.80
a 4-4/

3 1 9



239
FOR'D

TOTAL

`41. THIS CHECK ;

BALANCE

240
BAL. FOR'D

19

[i

I

tairscuz=xXv=40F,

BOP INC.
sosoosse

CAREER AVENUE

GOING PLACES, IDAHO

. .:VAstclUsig-SIS=AISSegSrAvd4Z0311

239

92-241
1241

FIRST SECURITY BANK OF IDAHO
NATIONAL ASSOCIATION
BLACKFOOT, IDAHO

DOLIARs

1:L24;0.'024D: OS 98754 3 204,,,,,,,vismAltookilor=mv.3mezmcirg:Kirjrsliraptrligiry::p01irir24**:440C4944.t4intirAUMMIDIrjaatiMek.;7444nreigigr
P

1 TOTAL

NT THIS CHECK

BALANCE

r,kgrdsos,-=sr.lsvsP=OWAtstseagslissiw:ss=unk:::&r.-3airs---77.srs,.:=-.*exip;;Rssf.!;strIc,7ssesrsisseogr,

BOP, INC.
CAREER AVENUE

GOING PLACES, IDAHO 19
pAY
TO THE

ORDER OF

240

92-241
1241

FIRST SECURITY BANK OF IDAHO
NATIONAL ASSOCIATION
BLACKFOOT, IDAHO

ce

DOLLARS

1:i 24LINO 24 LI: OS 987E4 3 20

32,1



CAREER AVENUE
GOING PLACES, IDAHO

Date

Mr. Lester G. Aaron
2966 Garden Circle
Blackfoot, ID 83221

Dear Mr. Aaron:

You are hereby notified that your check for $166, drawn to our
order on the Blackfoot. Office of the First Security Bank of Idaho,
has been returned by the bank because of insufficient funds.

We ask that you make this check good within ten days from the date
of this notice. If you fail to do so, we shall proceed to
protect our interests by other methods.

Simpteely.

Nam
Vice Ilres i dent

LEA'



3

BOP, INC.
CRAVER MENAI
$OMA PLUM 114110

JWL Feb. Mar. Apr.
Moe*

Due
payment No.

301

Jul

Jose

Oct. Now. Dec.

1 j
LOAN NO. PC6TING CODES DATE REC. MONTHLY INSTALLMENT

03-041 03-1 42.00

NMICE: If payment inclOdes items in addition
to regular monthly installments, please
npecarthe items you are paying.

Late Charge

TOTAL 42.00
Clifton A. Abbott

Please return with payment

BOP, INC.
CAREER AVENUE
GOING PLACES, IDANO

Month
Due

Payment No.

22,

Jan. Feh. Mar. Apr. May June

,iu "ir A , sept. Oct. Nov. Dec.

LOAN NO. POSTING CODES DATEHEC. MONTHLY INSTALLMENT

034160 03-2 204.00

NOTICE: If paymentinchileslitenalianuiddition
to regularinanthlyinishillbeentwoialease
specifytheekenranuenying.

Henry L. Abernethy

lAterharge

wnla. 204.00

BOP, IN
Alsomlim

CAREER IVEIRI
GOIAS PLACES, ID,

Mouth
Due

Payment No.

1

AIL

NOTICE: If payment Includes ite
to regular monthly Iasi
specify the items-you a

William E. Bird

Please return with payment

BOP IN!
Ammussu

CAREER AVENUE
Genii Kat S, IDE

Month
Due

Payment No.

87

Jan.

July

OTYCE: Ifiappotimittncludes Ite
tomiedstoanoethEriate
Immillailiseiternsyou a

,

Photo :rtuirwithMayatto.i..::.,



Date

F---An 1LI) Li

CAVEER AVENUE,.
GOING PLACES, IDA NO

Mr. Wi11iam E. Bird
96 Eclipse liay
Arco, ID 33213

Dear I1r Bird:

"....elcome to 30P . .

and thank you sincerely for the confidence you have shown in this corporation
DJ/ pc"mitting us to cooperate in the financing of your property.

For vour convenience, we have summarized pertinent to your loan on the "Facts
Sheet." Please refer to this number when writing us about any matter as this
will assist us in niving prompt attention to your correspondence.

We have given you a packet containing monthly remittance notices for twelve
months. Each payment must be accompanied by a remittance notice. DO NOT SEND
-THE ENTIRE BOOK. Payments should reach this office on or before the FIRST
day of each month. Late payments are subject to a late charge and could impair
your credit rating.

Each year a supply of remittance notices and envelopes will be forwarded for your
use. We will also provide you with an annual statement immediately after the
first-of each year showing-information that will te-helpfulinpreparing your-
income tax return. Your reserves for taxes and fire insurance premiums are only
estimated. If we have an excess it will be held as a credit to your account,
subject to your order, and if we do not have sufficient funds to take care
these items, we will notify you. Please inform us if a change should be made
in your insurance or if you report a claim under the policy. Also, do let us
know promtly of any change in your address of sale of the property on the form
enclosed in your packet.

We look forward to the opportunity of doing business with you and hope you will
call on us -- any time.

Very truly yours,

Hame

Vice President

LGM:lm

Enclosures



Page 2

PAYMENT FACTS

NEW INNERS: William E. Bird

YOUR LOAN NUMBER: 04-007

ORIGINAL OWNER:

As of October 1. 1974

there is a principal balance on your FHA loan in the amount of $

and/or a balance on your VA loan of

and/or a balance on Conventional loan of $ 4A96.47

and/or a balance on your Installment Note of

Accumulated credit, representing trust fund, presently totals $

The next payment on your account is due November 41974

in the amount of $ 42.00

This monthly payment is allocated as fralows:
Principal and Interest - FHA
Principal and Interest - VA
Principal and Interest - Conventional
Special Assessment
FHA Mortgage Insurance
Deposit for Taxes
Deposit for Fire & Hazard Insurance
Other

Monthly Side-Agreement (Installment Loans)

28.61

10.72
2.67

TOTAL $42.00



BOP, INC.
CAREER AVENUE
GOING PLACES, IDAHO

BORROWER LEDGER

Original Borrower Melvin T. Adams

Mailing Address 1995 Dou las Investor Code 04

Boise. ID 83702 Amortization Schedule

Ada County

Total Monthly Payment Prtnctpal and Interest

j2E30,sa
Insurance

j5

-----
Ta xes

----

$33. j5

Ortglnal Loan Amt.

11.6.3/1

First Payment Date Matunt7y Date

Investors
Lsis2....______iliaja

.141101.0.1.-

Amount Paid Interest Principal Unpaid Balance Taxes Insurance

1974
j

$139.00 $72.77 $25.03 $14,528.86 $33.05 $8.15
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GP, MC.
CAREER AVENUE

MIN PLACES, IDAHO

PORROWiR LLOCER

Original Borrower Henry L. Abernathy

Matting Address 1001 Wilson Avenue Investor Code 03

Idaho Falls, ID Amortization Schedule2

Bonneville County

'1'0121 .Moni:111: Pail-Lent .Princ:I.pl and intor?st

.149.23

:nsurance

1 . 0

Taxes

.

Origmal Loan Amt. First Payment Date Maturity Date,

........---

CO. 204.00

Amount Pags Interest Prinupal

1974 $204.00 $110.70 $38.53

UnRaid Balance Tuea

$ 20,398.63



BOP, INC.
Career Avenue
Going Places, Idaho 83221

DAILY SUMMARY AND RECAP

Date Month, Day, Year

Investor Investor
.Code Paid

Total Interest Principal Late
Charges

1. Aetna Insurance Co.

2. Allstate Insurance Co.

3. American Insurance Co. $177.84

120.41

$119.12

97.85

$58.72

28.56
4. American Investors

Insurance Co.

5. American Western Life
Insurance Co.

6. Anchor National Life
Insurance

7. Bankers Life & Casualty
Insurance

8. Beehive Insurance Co.

9. California Western Life
Insurance

,

10. Continental Life Insurance
Co.

11. Farmers Insurance Group

12. Massachusetts Mutual
Life Insurance

TOTAL

I

$304.25

i

$216.97 $87.28

-62-
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BOP INVESTORS OR INSURANCE COMPANIES

01. Aetna Insurance Company

312 Boston Building

Newport, Maine 12134

02. Allstate Insurance Company

363 East 960 South
Boston, Massachusetts 13236

03. American Insurance Company

'514 647. West:Brpadway
Chicago, Illinois 32323

04. American Investors Insurance Company

943 North Main

Chicago, Illinois 34234

05. American Western Life Insurance Company

942 East 11 South

Washington, D. C. 22097

06. Anchor National Life Insurance Company

150 East Grover

Cincinnati, Ohio 42870

07. Bankers Life & Casualty Insurance Company

487 Pioneer Street

Dallas, Texas 60953

08. Beehive Insurance Company

149 South State

Salt Lake City, Utah 84368

09. California Western Life Insurance Company

479 Bankers Building

Los Angeles, California 95478

10. Continental Life Insurance Company

Contintantal Bank Building-
San Francisco, California 93857

11. Farmers Insurance Group

947 East 4th South

Reno, Nevada 89023

12. Massachusetts &dual Life Insurance Company.

1698 Stitith Main

Boston, Massachusetts 30234



CAREER AVENUE
GOING PLACES, IDAHO

DATE:

TO:

FROM: BOP, INC.

SUBJECT: NAME

INSURANCE POLICY CORRECTION FORM

REFERENCE: POLICY No

Make corrections below only where necessary..

CORRECTED NAME

CORRECTED ADDRESL:.

CORRECTED LEAL :ESCRIPTION:

CORRECTED AMOUNT OF COVERAGE:
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BOP, INC

. CAREER AVENUE

GOING PLACES, IDAHO

Name Clifford Adair Policy 09-080 Date Month, day, ye7-

NAMES OF INSURANCE COMPANIES

AETNA INSURANCE CO.
312 Boston Bldg.
Newport, Maine 12134

ALLSTATE INSURANCE CO.-
363tE. 960 South
ElmAnn, MassachuSetts_ 13236

!AMERICAN INSURANCE CC_
614711. Broadway
:Chicago, Illinois 34323

AMERICAN INVESTORS INSURANCE CO.
943 North Main
Chicago, Illinois 34234

AMERICAN WESTERN LIFE INSURANCE
942 E. llth South
Washington, 0. C. 22097

ANCHOR NATIONAL LIFE INSURANCE
150 East Grove
Cincinnati, Ohio 42870

Correct Legal Description:

BANKERS LIFE & CASUALITY INSM° CE

487 Pioneer Street
Dallas, Texas S0953

BEEHIVE IMSURAWEE CO.
145.South State
Salt.Lakeiity, Utah 84368

x CALFRORNINWESTERN LIFE INSURANCE
47952Bankers Building
LosAngeles, California 95178

CONTINENTAL LIFE INSURANCEMO.
Continental Bank Building
San Francisco, California 93847

FARMERS INSURANCE GROUP
947 East 4th South
Reno, Nevada 89023

MASSACHUSETTS MUTUAL LIFE INSURANCE
1698 South Main
Boston, Massachusetts 30234

Correct Name of Insured to Read:

Correct Effective Dates of Policy to Read:

Correct Amount of Coverage to Read:



INSURANCE POLICY

POLICY NO. 05-038

INSUREE American Western Life Insurance

INSURED Paul G. Addtson', 353 South 1100 East, Remburg, Idaho 83440

PROPERTY DESCRIPTION Lot l'Alock 18 Sunrise Heights, Extension #9

Rexhmrg, Idaho 83440

AMOUBT7OF COVERAGE $14,000

EFFEETIVE DATES OF POLICY November 1, 1969 to November 1, 1972

COST7OFTEOVERAGE $252.00

-68-
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LNSURANCE POLICY

POLICY NO. 09-080

INSUREE California Western Life Insurance

INSURED Clifford Adair, 1457 Van Buren Avenuel Arcq, Edaho 83213

PROPERTY DESCRIPTION Lot 16 Block 5 Sunset Road, Development #7

AMOUNT OF COVERAGE $4,300.00

EFFECTIVE DATES OF POLrCY October 15, 1969 to October 15, 1972

COST OF COVERAGE 85..32

-69-
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INSURANCE POLICY

POLICY NO. 11-066

INSUREE Farmers Insurance Group

INSURED F. Blaine Abraham 2910 Cascade Wa Declo Ldaho 83323

PROPERTY DESCRIPTION Lot 2 Block 12 Sunset Road, Additiod44

Declo, Edaho 83323

AMOUNT OF COVERAGE $18,000.00

EFFECTIVE DATES OF POLICY October 1, 1969 to October 1, 1971

COST OF COVERAGE $234.00

-70-
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CAREER AVENUE
GOING PLACES, IDAHO

Date

Name
Address
City, State Zip

Saluation:

It is a real pleasure to advise you that your application for Mortgage

Fire insurance has been approved.
Enclosed is Your policy which describes

tke, benefits and
provisions of this valuable insurance coverage under

eivoltten by the (insert name of insurance company).

Below is listed the compositions of your new payment including the

Premium for this protection:

Principal and Interest
Deposit for Taxes
Ueposit for Fire Insurance

TOTAL MONTHLY PAYMENT

${067Ount)
(aMOUnt)
(amount)

$(aMOunt)

We congratulate you for your wisdom and foresight in participating in

this,program, and we trust you will feel a greater measure of security

in knowing that you have provided for an emergency with this insurance.

If you have any questions concerning this matter, please contact us at

your convenience.

Complimentary close,

Name
Vice President

reference initials

Enclosure



CAREER AVENUE
GONG PLACES, IDAHO

Date

Mr. Daniel R. Alsop

1153 Bryan Avenue

American Falls, ID 83211

Dear Mr. Alsop:

Subject: Loan No. 10-034

Your insurance policy covering property on which we hold a mortgage will

expire on (allow thirty days) because of nonpayment of premium. As you

know, BOP, INC., must pay the insurance premium and must hold the original

of the insurance volicy at all times.

A short time ago- we went you a letter indicating your insurance reserve was

inadequate to pay your insurance premium. We have not yet received yourcheck.

If your check is not received within ten days from _the date of this letter,

we will have no other
alternative than to payyoorpremium and take legal

action against you as this constitutes a mortgage default.

Sincerely yours,

Name
Vice President

lgm
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TEACHER'S KEY

PHASE III
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For period ending

BOP PAYROLL AND SALARY SCHEDULE

Date Paid

Rate Withhold i Federal State FICA Other Total Amount
Deductions Deduc. Paid

a President

Secretary

aptionist/
inistrative
mistant

lier

ting and Tax

eance Clerk

800.00 137-20 117.24 18.76 41.60

550.00 76.30 1 77.53 12.40 28.60

475.00 63.70 64.42 10.31 24.70

460.00 63.70 61.57 '9.85

435.00 55.30 57.79 9.25

400.00 51.10 51.32 8.21.

23.92

22.62

20:80

177.60 622.40

118..53 431.47

99.43 375.57

95.34 364.66

89.66 345.34

80.33 319.67



Key to Posting & Tax Clerk and Insurance Clerk Req45t for Additional Funds Letters

NAME

Abbott, Clifton A.
Abel, Robert H.
Abernathy, Roy P.
Abernethy, Henry L.
Abney, William G.
Ackman, Paul A.
Adams, Melvin T.
Adamson, Robert E.
Addison, Paul G.
Aland, Howard F.
'Albert, Rudolr D.
Albertson, Ted A.
Alder, Wendell R.
Allan, Delbert V.
Alley, William C.
Allsop, Reese A.
Andersen, Howard S.
Anderson, Howard C.
Andreason, W. Russell
Andrew, William J.
Anthony,.James R.
Armstrong, Phillip W.
Arnell, George E.
Arnold, Roy 0.
Atwood, Charles W.
Bailey, William P.
Baird, Donald R.
Ballard, Donald J.
Balls,.Jack T.
Barker, Charles A.
Barlow, Norman
Barnes, Philip P.
Bateman, Rex W.
Beckstead, Carl J.
Bennett, John J.
Bentley, Haven F.
Bergeson, W. Harold
Bigelow, Clarence A.
Billings, Bruce L.
Bingham, Keith M.
Bird, William E.
Bishop, Douglas G.
Botid, Douglas E.
Bowan, Frank K.
Bowman, Max D.
Brady, Elson R.
Briggs, John R.
Bryant, Paul B.
Burton, Ronald W.
Bush, Silas R.
Butler, Walter E.

Reserve

INSURANCE

Short Increase
Per Month

Reserve

TAX

Short Increase
Per Month

$ 32.04 $14.40 $1.20 1128.64 $ 36.00 $3.00
134.40 21.60 1.80 552.24 19.92 1.66
84.00 7.20 0.60 348.72 11.52 0.96
127.20 48.00 4.00 530.04 60.00 5.00
108.00 36.00 3.00 446.88 10.44 0.87
127.20 6.36 0.53 530.04 38.88 3.24
97.80 9.08 0.76 396.60 10-68 0.89
32.04 12.24 1.02 128.64 23.64. 1.97
84.00 11.88 0.99 342.72 47.88 3.99
108.00 9.96 0.83 446.86 22.44 1.87
32.04 11.04 0.92 128.64 16.20 1.35
21.00 4.56 0.38 103.68 19.80 1.65
97.80 41.04 3.42 396.60 34.08 2.84
32.04 19.56 1.63 128.64 32.16 2.68
21.60 8.04 0.67 103.68 55.68 4.64
134.40 33.96 2.83 552.24 103.32 8.51
84.00 33.96 2.83 348.72 73.20 6.10

-134.40 4.56 0.38 552.24 34.08 2.84
32.04 8.04 0.67 128,64 22.44 1.87
108.00 73.20 6.10 446.88 103.32 8.61

84.00 11.88 0.99 348.72 41.88 3.49
21.60 11.04 0.92 103.68 6.48 0.54
32.04 9.96 0.83 128.64 4.56 0.38

108.00 6.36 0.52 446.06 43.14 3.60
134.40 12.24 1.02 552.24 23.64 1.97

108.00 16.20 1.35 446.88 22.44 1.87

97.80 22.44 1.87 396.60 41.04 3.42
32.04 8.28 0.69 128.64 22.44 1.87
127.20 32.16 2.68 530.04 103.32 8.61

97.80 8.04 0.67 396.60 19.56 1.63

21.60 4.56 0.38 103.68' 32.16 2.68
108.00 16.20 1.35 446.88 19.80 1.65

84.00 6.36 0.53 348.72 10.68 0.89

32.04 9.96 0.83 128.64 8.28 0.69

108.00 11.04 0.92 446.88 16.20 1.35
134.40 22.44 1.87 552.24 34.08 2.84
108.00 19.56 1.63 446.88 103.32 8.61

127.20 68.16 5.68 530.04 103.44 8.62

84.00 19.56 1.63 348.72 94.92 7.91

134.40 42.84 3.57 552.24 112.08 9.34

32.04
21.00

108.00

4.56
9.96
19.CJ

0.38
0.83
1.65

128.64
103.68
446.88

63.72
25.56
34.68

5.31

2.13
2.89

127.20
32.04
97.80

21.96
4.56
11.04

1.83
0.38
0.92

530.04
128.64
396.60

112.44
19.80
76.08

9.37

1.65
6.34

134.40
84.00

64.56
9.96

5.38
0.83

552.24
348.72

112-50
16.20

9.38
1.35

97.80
108.00

21.96
34.68

1.83
2.89

396.60
446.88

112.56
24.36

9.38
2.03

21.60 9.96 0.83 103.68 22.92 1.91

-74-
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CAREER AVENUE
GOING PLACES, IDAHO

Date

Mr. John J. Bennett
3509 East Oak Drive
Cottonwood, ID 83522

Dear Mr. Bennett:

In a recent letter to us you stated that you had received tdo letters from
BOP, INC., indicating an amount due of $C.64 for taxes and an amount due
of $3.53 for insurance. You asked for an explanation of these additional
charges and for an explanation of why you must increase your mortgage
payment by $1.02 per month.

To begin with, rr. Bennett, your mortgage payment was $166. This payment
can be broken down into three major components. These components are
(1) principal and interest, !',118.76; (2) taxes, $37.24; and (3) insurance, $9.01

The amount you pay for principal and interest can best he explained by noting
that the portion of the $119.76 which goes toward reducing your principal is
continually rising and the amount which goes for interest is continually
decreasing throughout the term of your loan. Why does this happen, you
might ask. The reason is because the principal balance of your loan is
decreasing with each mortgage payment you make..- Since you are paying
a fixed amount of principal and interest, $119.76, a reduction in your principa'
balance means less of this fixed amount needs to go for an interest payment
and so, consequently, more of the $119.76 can go toward decreasing your principi

The amount you pay each month for taxes and insurance can perhaps best be
explained this way. Uninsured mortgaged property cannot be tolerated; neither
can having tax delinquent property under mortgage. In either case neither
BOP, INC., nor its investors are fully protected. Because of this we
have an agreement with our investors that we will pay all taxes and make all
insurance payments.

In order for us to pay your taxes and insurance, we must estimate how much your
taxes are going to be on your mortgaged property and how much the insurance
to cover this property is goingito cost. We then divide this estimation by 12

345



Mr. John J. flerrett
Page 2

Date

and ask that you.pay one-twolfth of this total each month. 'In this way we
hope to have enough money accumulated in a tax and insurance reserve to pay
your taxes and to pay your insurance premiums when they come due.

Sometimes, however, there are unforeseen circumstances which influence the
amounts that must be paid. In your case, Mr. Gennett, your taxes increased
by $2.G4 because the assessed valuation of your property increased when
you built your no,/ garage. As for the increase in your insurance premium
of $3.5::, we ssume this can he attributod to either inflation or to an
excess of insurance claims. There may, nf course, be any number of reasons
for an increase in an insurance premium .

This, then, is a breakJmn of your mortgage payment and an explanation for
the charges included therein.

If you desire further informatio or if we may be of further sercise to you,
please do not hesitate to let us know.

Yours very truly,

Name
Vice President

lgm
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BOP, INC.
CAREER AVENUE
GOING PLACES, IDAHO

Date

Massachusetts Mutual Life Insurance
1698 South Main
Boston, MA 30234

Attention Mr. Scott

Gentlemen:

One of the borrowers tn whom we lent your invested money, a Mr. Arthur E.
Barrett of Boise, Idaho, has had a heart attack. Mr. Barrett's doctors
assure us that Mr. Barrett will be fully recovered in approximately six
months.

Mr. Barrett has no insurance for an emergency such as this and will not
be able to make his mortgage payment until he is able to work again.

If you agree, we will suspend all activity concernina Mr. Barrett's account
until he is again able to make his mortgage payments. Mr Barrett realizes,
of course, that an extra charge will be necessary if we allow him this
privilege.

Sincerely,

Name
Vice President

lgm



VICE PRESIDENT DICTATION SITUATIONS

(1)

Mr. Keith M. Bingham of Shelley wishes to suspend his mortgage payments
for three months as he wants to take a long vacation. Write Mr. Bingham
a letter telling him this is all right with BOP, INC., but that he must
pay an additional interest charge of 1 1/2 % a month on the unpaid balance
during the time he suspends his payments. Indicate what the total interest
will be for three months.

(2)

Donald R. Baird of Idaho Falls is a turkey grower. Some time ago some dogs
got into his turkey pens and killed over half of his flock. Because of this
he is having an extremely hard time meeting his mortgage payments. Write
him a friendly letter explaining how sorry you are at his misfortune, but
that he must make his mortgage payments or lose his mortgaged property.
Offer to refinance his loan at an interest rate of 10%. This is an increase
but explain how high interest rates are at the present time.

(3)

Write a thank you letter to investor 04. They have been very cooperative
in letting you delay payments to them when they have been slow in coming
in from the borrower. Assure him that the payments are paid the instant
they .are received.

(4)

Bruce Billins of Paris wants to take the remaining balance of his mortgage
and spread the payment out over another thirty-year period. Write him a
letter explaining an additional interest charge must be assessed if this
is done.

(5)

James J. Bywater of Idaho Falls is interested in purchasing part interest
in the Simplot Mines. In order to do this, Mr. Bywater must refinance
his loan with BOP. BOP is willing to refinance his present loan. which has
ten years 0 run, providing Mr. Bywater is willing to pay the additional
interest for the twenty years that he wants and a raise in rate of 5% to
7%. Write Mr. Bywater a letter explaining the situation and make an
appointment to take care of the business details if he still wants to refina..1:-.

-75-
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(6)

William E. Babcock of Rupert is a very old friend of yours: consequently
he believes he can be slow in making his mortgage payments and you will
never do or say anything about it. Write Mr. Babcock a letter telling him
he must make his payments on time or pay a late charge. Make it very clear
that business and friendship do not mix.

(7)

Howard S. Anderson, an old friend of yours, has just been made president
of Anaconda Corporation in Delta. Write a letter of congratulation and
gnetly remind him that he is ten days past due on his mortgage payment.

(8)

Ronald W. Burton of Howe is a turkey grower. He raises approximately
twenty thousand turkeys each year. Mr. Burton has suffirient equity to
enable him to borrow up to $50,000 from BOP, INC. However, he wishes
to borrow money using his turkeys as collateral. Write him a letter
explaining that equity of a transient nature cannot be used but that
BOP will lend him up to $50,000 if he will mortgage his land and other
properties.

(9)

William E. Bird of Arco is constantly making his mortgage payments with
checks that the bank will not honor because he does not have sufficient
funds in his account. Write Mr. Bird a letter making it very clear that
if BOP receives one more bad check from him, BOP, INC., will be forced to
foreclose on his mortgage and the full amount will become due immediately.
If Mr. Bird is then unable to pay the full amount BOP, INC., will take
over his mortgaged property and see that it is sold at public auction to the
highest bidder.

(10)

Gerald C. Berg has a small loan of 3,600 from BOP, INC. He wishes to borrow
an additional $17,000 to build a new home. Mr. Berg barely has the equity
to cover this additional loan. Write him a letter telling him BOP is
extremely reluctant to lend him this additional money because his equity
barely meets minimum requirements. The real reason that BOP does not wish
to lend him this money is, of course, because he is 'slow in his mortgage
payments.

-76-
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Clarence A. Bigelow of Pingree has recently become involved in some way

with some very shady business operations. It is not that these business

operations are illegal, but that they are not quite ethical. Write Mr. Bigelow

a letter urging him to upgrade his business dealings so that people will

be eager and delighted to do business with him. The reason you are writing

this letter is because BOP, INC., wants to help him keep his business

operating so he will be able to pay off his loan.

(12)

Mr. George Halley, 355 North 6th East, Boise, Idaho, 83702, has notified

your office that he has $2,500 of his Own money that he would like to

invest with BOP, INC. Your assignment is to inform Mr. Halley that your

Board of Directors has established a policy that you cannot accept
investor accounts for less than $20,000. Most of your investors are insurance

companies or investment companies. Write him a letter and explain the

situation. to him. You appreciate his willingness to provide funds.
Above all, keep him happy.

(13)

Mr. Charles W. Atwood has today made his last payment on his mortgage.
You are to write him a letter congratulating him for his fine record of

prompt payments. Be sure to indicate that BOP, INC., is extremely willing

to do business with him again.

(14)

Dictate a letter to a Real Estate Agent explaining why you were unable

to grant a loan to Mr. John Winters. The amount of the loan requested

was much more than he had equity to cover and the payments would have

been too high for his ability to repay.

Mr. Henry Monroe
Agent, rutual Loan and Investmert
414 19th Street
Chicago, Illinois 94343

(15)

You are to establish clean-up procedures for the office. You may

establish whatever procedures you wish, but .get them set up early and

placed in writing. Each member of your office is to recelve a copy of

your clean-up procedures which should be in memorandum form. This

memorandum should be duplicated and handed out to each member of your

team.



(16)

Mr. Gary Lloyd, Specialist, Office Occupations, State Department for
Vocational Education, Salt Lake City, Utah, 84111, has just completed

a visit to BOP, INC. Write to him and thank him for his recent visit
and invite him to visit again when he can.

(17)

Dictate a memorandum requesting better use of BOP telephones. There have

been too many personal calls.

(18)

You have received a letter from-Mr..Jonathan Thornton, President of
American Investors Insurance Company, one of BOP, INC'S investors.
Mr. Thornton states rather bluntly that he does not believe we are
crediting his account immediately with the payments we receive, but he
believes we are holding the money for a month or two and using it for our
awn purposes before crediting the American Investors Insurance Company

account.

Respond to this letter using very firm but tactful language indicating
there is na foundation for his belief. You are to explain why it
sometimes takes a few days to get the proper paperwork done and mailed
to his company in Chicago. The address of American Investors Insurance
can be obtained from an insurance correction form.

(19)

Mr. Norman H. Beatty, 416 Michigan Avenue, Koosharem, Utah 86432,
has applied for a loan from BOP, INC., however, Mr. Beatty does not
have enough equity to properly secure the mortgage amount. Write him
a letter explaining the situation and denying the loan.

351
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DICTATION FOR VICE PRESIDENTS

VICE PRESIDENT

Mr. Roy P. Abernathy, of Boise, Idaho, has written BOP, INC, a letter
saying he has heard that we give out credit information over the
telephone to anyone who asks for it.

Write Mr. AlJernathy a letter explaining that it would not be ethical
for us to do this and that we gire information only to legitimate
credit bureaus. You should emphasize that it takes a written request
of some type or some type of telephone certification before we release
this information.

VICE PRESIDENT

Mr. George Q. Bench of Heyburn, Idaho, has become involved in a wage
dispute between the Georgia-Pacific Gypsum plant and the United States
Gypsum plant. Both of these plants are located in Heyburn and the
management of both threaten to close them down rather than become
involved in a strike situation. Mr. Bench, who is the principal
ringleader, has just been granted a $22,400 mortgage with BOP, INC.;
and, if the workers strike or the plants close down, he will lose the
property he has under mortgage with us.

You are to write Mr. Bench a letter explaining the situation as you
see it and telling him the danger of his present course of action.

VICE PRESIDENT

BOP, INC. had received a letter from Mr. Walter H. Allred of Glenns
Ferry requesting a breakdown of his $139 mortgage payment. He is

especially interested in the amount he must pay for taxes and
insurarce each year.

Answer his letter.

VICE PRESIDENT

Mr. Ted A. Albertson of Ucon raises turkeys. He has decided that
turkeys are nct his cup of tea and wishes to change to cattle. If,

as he explained in his letter to BOP, INC., we will loan him $10,000
at the rate of interest of his present loan (7.25 per cent), he will
mortgage his land. Mr. Albertson does not believe that he will have
any trouble paying off the mortgage.

Answer his letter.

-79-
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VICE PRESIDENT

BOP, INC. has received a letter from Mr. Wendall R. Alder of Montpelier

requesting an Annual Statement of his account.

Answer his letter.

VICE PRESIDENT

Mr. Harvey M. Ahlstrom of Sun Valley has sent us several bad checks.

This is a situation we cannot tolerate.

Write Mr. Ahlstrom a letter.

VICE PRESIDENT

Mr. George E. Arnell of Aberdeen believes he is the greatest man alive.

Just last week he stormed into BOP, INC. demanding all kinds of

attention and thoroughly disrupting all office workers. He stayed

for over an hour and two prospective borrowers left because he was so

egoistic. This is a situation BOP, INC. cannot tolerate in the

future.

Write Mr. Arnell a letter concerning this problem.

VICE PRESIDENT

We have received a letter from Mr. Bruce H. Baker of Riejv requesting

an Annual Statement of his account.

Answer his letter.

VICE PRESIDENT

Mr. Howird C. Anderson of Castleford has written us a letter requesting

an additional loan. He presently has a loan for $22,400 and he wishes

to borrow another $10,000. His total equity is around $25,000.

Answer his letter.

-80-
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VICY. PRESIDENT

We have received a letter from Dr. Boyd E. Baldwin of Aston requesting
an Annual Statement of his account.

Answer his letter.

VICE PRESIDENT

Mr. Peter G. Ackley of Idaho Falls has written requesting an Annual
Statement of his account with BOP, INC.

Write him a letter transmitting this Annual Statement and telling him
how much we enjoy his business.

VICE PRESIDENT

Arco, Idaho is located near some of the best hunting and fishing in
Idaho. Mr. Charles Able of Arco wishes to borrow $20,000 to build a
lodge which would cater to the needs of hunters and fishermen. Mr.

Able has a large holding of land near Arco and it appears that his
land would answer the mortgage requirement.

Answer his letter. Mr. Able is a present BOP customer.

VICE PRESIDENT

Mr. Phillip W. Armstrong of Cottonwood has paid his last two mortgage
payments with checks which the bank has returned marked insufficient
funds.

Write Mr. Armstrong a letter concerning this matter.

VICE PRESIDENT

Mr. Rudolf 0. Albert has written BOP, INC. asking for an appointment
with one of its Vice Presidents. He has indicated that any time next
week would be find with him as long as it is in the afternoon.

Answer his letter. Be sure to make your answer at least two and

preferably three paragraphs in length. Mr. Albert is a customer of
BOP, INC.

-81-
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VICE PRESIDENT

Mr. -3orter F. Angus of Inkom has written BOP, INC. requesting an
interview with a Vice President. He emphasizes in his letter that he
must drive a relatively large distance to get to us and requests that

. he be allowed a minimum of one hour with the Vice President. Mr.

Angus had developed the reputation of being somewhat of a troublemaker
since 30P, INC. granted him his loan. In fact, the loan would not
have been granted had this come to light earlier.

Write Mr. Angus a letter answering his request.

VICE PRESIDENT

BOP, INC. has received a letter from Mr. Robert M. Abel of Pocatello,
Idaho, asking for a breakdown of his loan. He specifically asked how
much he was paying for principal and interest and how much of this
was interest.

You are to answer his letter.

VICE PRESIDENT

Mr. Robert E. Adamson of Grace works at the Georgia Pacific Gypsum
plant in Soda Springs. He has an excellent job and has always seemed
to be a very reliable individual. Lately, Mr. Adamson has been
making his mortgage payments in a very erratic manner. He will

suddenly pay three monthly payments at once and then will not !f. a

payment for six months. We are, of course, forced to charge him late
charges when his payments are not received on time.

Write Mr. Adamson a letter asking whether there is any reason for
his erratic payments and asking if there is anything we can do to help.

VICE PRESIDENT

BOP, INC. has received a letter from Mr. Charles W. Atwood of Teton
requesting an early payoff figure on his loan. Mr. Atwood emphasizes
that this figure should include all obligations to BOP, INC.,
including an early payoff fee if we charge one.

Answer his letter.

355
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VICE PRESIDENT

Mr. Charles O. Ackerson of Blackfoot has written BOP, INC. a letter

asking about the breakdown of his $120 monthly payment.

Answer his letter.

VICE PRESIDENT

Maur* G. Adams of Botse has more property and more money than almost
anyone in Ada County% However, Mr. Adams is very careless. He

fnequently makes his Tortgage payments to us using checks from banks
in which he does not have an account. Consequently, we are
constantly forced to charge him a late charge; and we frequently
have to resort to legal measures to get Mr. Adams to pay his late
charge.

You are to write him a letter explaining very specifically our side
of the situation and making very clear to him that we will not
tolerate this situation any longer without taking more drastic
action.

VICE PRESIDENT

Mr. Robert M. Addams of Springfield wishes to return to BYU and finish
the work necessary to obtain his master's degree. He said in his

lAter to us that it would take five months.

Write Mr. Addams a letter telling him we will be more than happy to
suspend payments for such a good customer as we believe he is. In

order for us to do this, however, he must agree to pay the regular
annual interest rate. His interest will be figured at the rate of
6.5%, the rate at which he borrowed his mortgage amount. Be sure to

tell Mr. Addams how much interest he will have to pay each month
while the rest of his payment is suspended. Also indicate there are
taxes and insurance that must,be paid whether or not he suspends payment.
Taxes and insurance can be held off only so long, and he must ultimately
pay them.
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TELEPHONE CALL TO POSTING AND TAX CLERK

Your name is Walter H. Allred from Glensferry, Idaho. You remember that

your payment includes property taxes for the yO4r but you thought you

would be told when they were paid. You are Pa(licked because they were

due last week and you are NEVER late with tax0, If you get the

response in the form of a polite explanation, Alm down and ask how

much the taxes were this year. Become cordiq toward the end, even a

little pleasant.

If you get an abrupt answer, get angry. Aftr dli, it is Your good

name they are destroying by not paying the taxOs on time. Demand

immediate action or talk to the Vice President/ Really read the riot

act if you nr(1,51t satisfied.

All you really want to know is how the taxes We taken care of and

how much they were for the year.

TELEPHONE CALL TO VICE PRESIDENT

You are Douglas G. Bishop.

You have just made your 21st payment and you ha0 come i
a
nto an

inheritance and would like to pay off your loan' What is the balance

and early pay-off fee cn the mortgage? You alsd vould like to know

what the rebate is on the tax and insurance reseVe accounts, Get a

little upset when you find out that there is a l"altY for Paying off

the loan early. It seems to cost you something Q4ery time You turn

around.

End on a pleasant note if possible.
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TELEPHONE CALL FO RECEPTIONIST

You are Wendell R. Alder of Montpelier. You are obviously calling

your bank, but have dialed the number of BOP, INC. without realizing it.

TELEPHONE CALL TO RECEPTIONIST

You are Kenneth D. Avery of Paul and you want to know exactly how much

of your payment last month went toward reducing the balance of your

loan. Remember; you can be Mrs. Avery calling for your husband.

TELEPHONE CALL TO RECEPTIONIST

You are Mr. Donald J. Ballard of Arco. You are selling your house

and you want to transfer your mortgage to someone else. Ig it

possible? Can the payments remain the same? What is your liability

after the loan changes hands?

This 6.11 will probably be transferred to someone else like the Vice

President. You may suggest (after all else hi..s failed) that the

President may know something about this. If you receive no satisfac-

tion, tell them that you will call back later.

TELEPHONE CALL TO INSURANCE CLERK

Your name is Joseph A. Benson. You need to know the name of the

insurance company which insures your mortgage. You are going to make

a claim and want to make direct contact with the company itself.

Make the call short and sweet.
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You are a friend who lives in the same neighborhood as someone else

in the office. You want a ride home from work. You may want to get

a little information about where.to meet. Add a little personal

information and chit-chat with the call.

You are in no hurry to get off the line.

TELEPHONE CALL TO RECEPTIONIST

Yju are Mr. William C. Alley. You are in town and want to come in and

pay your payment. How much is it and how long will the office be

open? This one should be short and sweet.

TELEPHONE CALL TO CASHIER OR POSTING AND TAX CLERK

You are Robert D. Barber. You are making your 16th payment this

month. In order that you can make an estimated income tax report, you

need to know how much interest you have paid in the last 6 months.

The total is all you need. Be courteous but firm. You have to have

it as soon as possible. Hold the line while it is being computed

unless you are told otherwise.

TELEPHONE CALL TO INSURANCE CLERK

You are James J. Bywater. You have made arrangements with another

insurance company to provide insurance for your property. You want to

cancel the current insurance and receive the amount of money now being

held in the insurance reserve fund. It has been nearly 12 months since

the insurance has been paid so there should be 11 months reserve in the

account. How much do I have in my insurance reserve?
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TELEPHONE CALL------TO CASHIER

YOA are Carl J. Beckstead.

You have received the coupon book for Mr. Beck and would appreciate

receiving the proper book so that you can make your payment. Refuse

to make the payment witi)- at tho booklet. It is already past due. Act

a little perturbed but cool down quickly if the response is friendly.

TELEPHONE CALL TO CASHIER

Your name is Harold M. Packer from Shelley, Idaho. In reality you

are not even a torrower of BOP, INC. but you think you are. You have

just purchased a new house and the real estate people told you that

the mortgage would be taken out through BOP, INC. You have not

received the coupon book and don't know for sure how much the monthly

payment should be.. Be polite but quite "thick headed."

The answer you are after is that they have no record of your loan.

Play it by ear from there.

TELEPHONE CALL TO VICE PRESIDENT

You are the chairman of the community chest drive.

Ask for the Vice President and a $500 donation to the Community Chest.

Most of the up and coming businesses in town are donating this amount

and you sure would like to see BOP, TNC. join ranks.

Give a sales pitch on the values of the organization.
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TELEPHONE CALL TO POSTING AND TAX CLERK

You are Delbert V. :Allan from Hailey.

You are making your next.payment and you and your wife had a friendly

little "discussion" about how much interest is being paid with each

payment. You told her that you would call and find out. You are

making your payment of $42.00 and it is payment #233. How much interest

are you paying this month? This is a friendly argument and try to fill

the clerk in on the entire picture. Tell her a lot more than she needs

to know. Be hard to turn off.

TELEPHONE CALL TO INSURANCE CLERK

Your name is Brian A. Booth.

Your house was damaged yby a storm recently. You have filled out all

of the forms and filed a claim. Where is the insurance clerk?

Be quite abrupt and demand immediate action.

TELEPHONE CALL TO VICE PRESIDENT

You are Heber Jones of the Beneficial Bank.

You have an appointment withthe Vice Pr:sident on Friday of next

week at 3:00. Due to business conflicts, you must be out of town and

cannot make the engagement. You will call back as soon as you return.

You may be gone for several days.
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TELEPHONE CALL TO POSTING AND TAX CLERK

Robert E. Adamsoa from Grace, Idaho.

Have my taxes been paid? How much were my taxes last year?

TELEPHONE CALL TO VICE PRESIDENT

You are Perry G. Ahlander.

(angry) Recently received notice that payment had increased $10

per month. Why?

TELEPHONE CALL TO CASHIER

Victor G. Allen

Can I be late with my next payment? I have been sick, or off work,

or I'm buying a car. Will there be a late charge?

TELEPHONE CALL TO CASHIER

Wallace P. Agnew

Mailed partial payment this morning, the rest of the amount will be

mailed at the end of the month. Will I have to pay &late charge?

TELEPHONE CALL TO POSTING AND TAX CLERK

You are the Credit Bureau.

What was the original amount of the loan for Melvin T. Adams?

How much does he pay each month?
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TELEPHONE CALL TO POSTING AND TAX CLERK

You are Harold F. Aland.

I am making out an estimated income tax form and need to know how

much interest and taxes I have paid up from January 1 to June 30.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are Delbert B. Allen.

(Angry) Why did my taxes increase? BOP says there is $50

deficiency in the reserve, I cannot pay that much now. Can I pay

taxes for just part of the year?

TELEPHONE CALL TO RECEPTIGNIST

You are William C. Alley.

I got a parking ticket while waiting to see the Vice President,

what are you going to do about it?

TELEPHONE CALL TO VICE PRESIDENT

You are Wendell R. Alder.

Can I be fifteen days late in making my payment? Since I am

notifying you, will I have to pay a late charge?
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TELEPHONE CALL TO VICE PRESIDENT

Paul G. Addisen

Because of financial difficulties, I would like to skip the next

payment. Will there be an additional interest charge?

TELEPHONE CALL TO POSTING AND TAX CLERK

Curtis F. Akerlind

How much in taxes have I paid from January 1 to September 30?

364
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PHASE IV TELEPHONE CALLS

TELEPHONE CALL TO VICE PRESIDENT

You are Martin T. Akins of Chester and you have your home mortgaged

by BOP, INC. You want to trade homes with an individual from

Ephraim but must have BOP's approval because the mortgage must be

transferred. You wrote BOP a letter concerning this a short time ago,

but have not as yet received an answer. If the letter has been answered,

you will want the letter read to you over the telephone. ?member,

you can be Mrs. Akins calling for your husband.

TELEPHONE CALL----rTO INSURANCE CLERK

You are Melvin T. Adams of Boise and 50P, INC., keeps getting you

mixed up with a Mark G. Adams. You are returning all the papers ycu

have received for Mark G. Adams, but you do not know your mortgage payment

amount. You also want to know how much of this monthly payment if for

insurance. Remember, you can be Mrs. Adams calling for your husband.

TELEPHONE CALL TO INSURANCE CLERK

You are William J. Andrew of Rexburg and you want to know how much

insurance BOP, INC., requires on each of its loans. Remember, you can

, be Mrs. Andrew calling for your husband.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are Wallace P. Agnew of pocatello, Bannock County, and you wish to

0

know how much you paid in taxes last year. Remember, you can be Mrs.

Agnew calling for your husband.
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TELEPHONE CALL TO CASHIER

You are Howard C. Anderson of Castleford and you are trying, without

giving your name, to find out what BOP, INC., thinks of your payment

habits. You are thinking about borrowing some more money and want to

know where you stand.

Remember you can be Mrs. Anderson calling for your husband.

TELEPHONE CALL TO VICE PRESIDENT

You are William G. Abney of Boise and you wish to make an appointment

to clarify one of your loan documents. You do not believe you have

been getting a fair share. Remember, you can call as Mrs. Abney.

TELEPHONE CALL TO INSURANCE CLERK

You aro Charles Able of Arco and you cannot understand why your

mortgage property must be insured. If you didn't have to pay a

certain amount each month for insurance you would have $10.60 more money

for yourself. Remember, you can call as Mrs. Able.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are F. Blaine Abraham of Declo and you have hit it lucky in the

stock market. You wish to make an appointment with the Vice President

so yoU can get all your obligations to BOP, INC., cleared up. Remember,

you can call as Mrs. Abraham.
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TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Howard C. Anderson of Castleford and 3,ou would like to make an

appointment with a Vice President so you can fill out another loan

application. You do not believe you filled out your original application

correctly.

TELEPHONE CALL TO RECEPTIONIST

You are Harvey M. Ahlstrom of Sun Valley and you have recently been having

trouble making youe checkbook balance. You are calling,BOR,_INC., to see .

if BOP will hold up on cashing your check you have just sent them. This

call should be transferred to the Vice President. Remember, you can call

as Mrs. Ahlstrom for your husband.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Robert M. Addams of Springfield and you wish to know if your

letter concerning your returning to BYU to get a master's degree has been

answered. If your letter has been answered, you wish to have the answer

read to you over the telephone because you have not as yet received it.

Remember, you can be Mrs. Addams calling for your husband.

TELEPHONE CALL TO INSURANCE CLERK

You are Ted A. Albertson of Ucon and you would like to know how much of

your mortgage payr,ent goes for insurance. Remember, you can be Mrs.

Albertson calling for your husband. Answer is $1.80.
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TELEPHONE CALL TO INSURANCE CLERK

You are Perry G. Ahlander of Idaho Falls and you wish to know how much

your insurance coverage is and how much you pay each month for insurance.

Remember, you can be Mrs. Ahlander calling for your husband.

TELEPHONE CALL----TO VICE PRESIDENT

You are Roy A. Arnold, locally known as "The Baron of Mayfield," and

you recently wrote a letter to BOP, INC., concerning a loan to build

an air strip and lodge to cater to the very wealthy. You have not as

yet received a reply.. If a reply has been made, you would like the

letter read over the telephone to you. Remember, you can be the

Baroness of Mayfield calling for your husband.

TELEPHONE CALL TO POSTING AND TAY CLERK

You are Henry L. Abernathy of Idaho Falls, Bonneville County, and you

want to knowhhow much the taxes were on your mortgaged property.

Remember, you can be Mrs. Abernathy calling for your husband.

TELEPHONE CALL TO INSURANCE CLERK

You are Reese A. Allsop of Boise and you want to know who the insurance

company is that insured your mortgaged property. You want to contact

them personally.

Remember, you can be h, . Allsop calling for your husband.
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TELEPHONE CALL TO VICE PRESIDENT

You are Robert E. Adamson of Grace and you want to know if you can

make your payments in a rather erratic manner. You want to make three

monthly payments, then six months later make three monthly payments.

You believe the early payments will make up for the late ones and .it

will balance out. Remember, you can be Mrs. Adamson and call for

your husband.

TELEPHONE CALL TO RECEPTIONIST

You are Charles D. Ackerson of Blackfoot and you wrote a letter to

BOP, INC., requesting a breakdown of your monthly payment which is

$120. You have not yet received an answer to your letter and you are

wondering why, because you need to know the information for a business

deal you are involved in at the moment. Remember, you can call as

Mrs. Ackerson.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Mr. Howard F. Aland of Arimo and you would like to make an

appointmcnt with the Vice President to talk over some of your mortgage

documents.

You do not understand all the clauses in your agreement.

Remember, you can call as Mrs. Aland making an appointment for your

husband.
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TELEPHONE CALL TO CASHIER

You are William C. Alley of New Meadows and you e roticed in the Welcome

Letter you received that it was all right to contact BOP, INC., whenever

you had a question. You are wondering if this is correct and, if it is,

you would like to know how much interest you paid on Pgyment 127.

Remember, you can call as Mrs. Alley calling for your husband.

TELEPHONE CALL TO VICE PRESIDENT

You are Clifton A. Abbott of Shelley and you are curious as to

whether BOP, INC., will allow chattel mortgages. Remember, you can be

Mrs. Abbott calling for your husband.

TEiPHONE CALL TO VICE PRESIDENT

You are Peter G. Ackley of Idaho Falls and you wrote BOP INC. a letter

requesting an Annual Statement. You have not yet received your Annual

Statement and you are getting disgusted.

Remember, you can call as Mrs. Ackley.

TELEPHONE CALL TO CASHIER

You are Gary R. Albee of Idaho-Falls and you wish to know the name of

your investor as you wish to contact the company personally. Remember,

you can be Mrs. Albee calling for your husband.
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TELEPHONE CALL TO RECEPTIONIST

You are Daniel R. Alsop of American Falls and you would like to know

if BOP, INC. will accept a chattle mortgage. You have a large number

of sheep you would like to mortgage to build a new home for yourself.

Remember you can be Mrs. Alsop calling for your husband.

TELEPHONE CALL TO ANY POSITION

You are a l good friend of the person you are calling. You have some

extra time from your work and just want to chat for a while. Be a little

persistent and refuse to hang up. You have nothing to do and want to

kill a little time. You may want to talk about a date or what you are

going to do this evening, etc. Try to keep the person from getting

back on the job.

TELEPHONE CALL------TO INSURANCE CLERK

You are Charles Able. You are investigating the possibility of changing

insurance companies and want to know how much you pay into your

insurance reserve each month and how much it totals each year. This

should be treated as a routine call by both you and by BOP, INC. Get

the information as quickly as possible. You are in a big hurry.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are Richard M. Addams. You need one simple answer from this clerk. What

is the total yuarly tax reserve for your property. Make the call very

brief and to the point.
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TELEPHONE CALL TO CASHIER

You are Clifford'Adair nf Arco and you wrote to BOP, INC. requesting a

comprehensive breakdown of your $42 mortgage payment. You have not as

yet received an answer.

Remember, you can be Mrs. Adair calling for your husband.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Paul A. Ackman of Payette and you have an insurance claim

a couple of months ago,but the insurance company claims you do not have

a policy with their company. You wish to make an appointment with the

Vice President to clarify the situation.

Remember, you can be Mrs. Ackman calling for your husband.

TELEPHONE CALL TO CASHIER

You are Roy P. Abernathy of Boise and you wish to know how much you still

must pay back. In other words, you wish to know the balance of your loan.

Remember, you can be Mrs. Abernathy calling for your husband.

TELEPHONE CALL TO CASHIER

You are Charles W. Atwood of Teton and you cannot remember if you made

your mortgage payment last month.

Remember, you can be Mrs. Atwood calling for your husband.
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TELEPHONE CALL TO INSURANCE CLERK

Your name is Mr. Kimball (don't (7ive first name unless you are asked

4ecifically for it. Use George if you need it.) You are an insurance

auditor for the Beehive Insurance Company and your job is to check

policy holders to see that their property is what they say it is. You

have been checking a Mr. Robert A. Bennion as you have heard that he is

using his basement for producing fire crackers which is against the

rules of the insurance policy. You want the insurance clerk to call

Mr. Bennion and ask him if this is true. If it is true, the insurance

rate will have to be raised to compensate for the increased risk.

After the insurance clerk has called Mr. Bennion, he is ) call you back

and report on the findings. THIS IS A VERY VITAL MATTFR AND IS TO BE

HANDLED IMMEDIATELY OR THE INSURANCE WILL BE TERMINATED. When the

insurance clew- calls for Mr. Bennion, deny that you are making fire

crackers. Let a hint slip that you are lying and play it by ear from

there. You may even change your story if you get caught in your lie.

TELEPHONE CALL TO RECEPTIONIST

As won as the receptionist answers the phone begin your conversation by

saying "I !,ave lost my coupon." Act frantic because your husband told

you to pay the bills just before he left town. He will be out of town

for four weeks and will skin you alive if he returns and finds that.you

haven't paid the mortgage. You are Mrs. Joseph Benson-and your paymtnt

is around $155 or so. BUT DO NOT VOLUNTEER EITHER. Make the receptionist

beg you for that information. Be rattled during the entire conversation

and keep repeating that you have lost your coupon. GOOD LUCK!
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TELEPHONE CALL - TO VICE PRESIDENT

You are Carl M. Ames of Oakley and you would like an appointment with

the Vice President so you can talk over some clauses you don't under-

stand in your mortgage contract. Specifically, you do not understand

the early payoff fee.

Remember you can be Mrs. Ames.

TELEPHONE CALL TO CASHIER

You are Howard C. Anderson of Castleford and you are trying, without

giving your name, to find out what BOP, INC., thinks of your payment

habits. You are thinking about borrowing some more money and i.ant to

. know where you stand.

Remember you can be Mrs. Anderson calling for your husband.

TELEPHONE CALL TO VICE PRESIDENT

You are William G. Abney of Boise and you wish to make an appointment

to clarify one of your loan documents. You do not believe you have

been getting a fair share.

Remember you can call as Mrs. Abney.

TELEPHONE CALL---- CASHIER

You are Porter F. Angus of Inkom and you want to know mho your

investor is so you can contact the company personally.

Remember you can be Mrs. Angus calling for pur husbard.
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TELEPHONE CALL TO CASHIER

You are Thayne G. Abrams of Firth and you recently wrote a letter to

BOP, INC. requesting BOP to refinance your loan. You have not heard

from anyone as yet on this request so you are calling to see why you

have not heard.

Rememb,r, you can call as Mrs. Abrams,

TELEPHONE CALL TO RECEPTIONIST

Begin your call by asking "Is this the BOP Insurance Company?"

If the answer is yes, ask how you go about getting car insurance on

your new Red Firebird Pontiac Convertible. If the answer states that

this is a mortgage company and not an insuranc.:: 'company, cordially

conclude your call by apologizing for getting the wrong number.

Follow through with the conversation until the receptionist realizes that

this is the wrong number.

TELEPHONE CALL------TO POSTING AND TAX CLERK

You are Curtis F. Ackerlind of Blackfoot and you wish to know how much

you pay annually for taxes and insurance.

Remember, you can be Mrs. Ackerlind calling for your husband.

TELEPHONE CALL TO POSTING ANDTTAX CLERK

You are Rudolf D. Albertdf Paris and.you-wish.to know.the ihteeest

rate you are paying on your mortgage amount.

ReMember you can call as Mrs Albert for your husband.



TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Mr. Fobert H. Abel of Pocatello. About a week ago you wrote a

letter to BOP, INC. requesting a breakdown of your loan payment. You

have not received an answer as yet and you are wondering if the

letter has been answered.

Remember, you can be Mrs. Abel.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Victor G. Allen and you recently wrote a letter to BOP, INC.

asking for additional loan so you could build an eating establishment

at Cove Fort. You would like to know if the letter has been answered

and, if it has, you would like the letter read to you over the telephone.

Remember, you can be Mrs. Allen calling for your husband.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are W. Russell Andreason of Glens Ferry and you are concerned

that the two gypsum ;-.Iants in Sigurd will raise your taxes. You want

to know whether BOP, INC. has any knowledge concerning a raise in taxes.

Remember, you can br.: vr. Andreason calling for your husband.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are James R. Anthdby of Aberdeen at,,; you want tu know how much

interest you have paid in the last six months. You also want to know

at what interest rate you borrowed your ni;Jney.

Remember you can be Mrs. Anthony calling for your husband.
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TELEPHONE CALL TO POSTING AND TAX CLERK

You are George E. Arnell of Aberdeen and you wish to know if BOP, INC.

has any other Arnells as customer.

Remember, you can call as Mrs. Arnell.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are Walter H. Allred of Glens Ferry, and you are wondering if a

mistake has been made. L, talking to your County Assessor you find

he says you paid over $500 in taxes -last year. Your assessor says he

is sure you did not pay over.$325 in taxes. According to your Annual

Statement received from BOP, INC. you paid $306.60 in taxes. You are

wondering who is right.

Remember you can be Mrs. Allred calling for your husband.

TELEPHONE CALL TO POSTING AND TAX CLERK

You are Mar:: G. Adams of Blackfoot and you are very wea10.y. You wish to

knoW how much of your monthly mortgage payment goes for taxes. You also

wish to know how much in taxes you paid last year.

Remember you can be Mrs. Adams calling for your husband.

TELEPHONE CALL TO CASHIER

You are Paul G. Addison of Rexburg and you have not received an answer

to your letter requesting informatico. You want to know how much

interest you have paid in the last 12 months.

Remember, you can be Mrs. Addison calling for your husband.



SUGGESTED RUSH JOBS FOR USE IN PHASE IV

OF THE

BOP SIMULATION



PROCEDURES FOP RUSH JOBS

1. Clear your desk so you can work through the rush job as
efficiently as possible.

2. Answer your telephone as you would clPring the regular day and
respond as quickly as possible. Get back to the rush job
immediately.

3. Quit working on the rush job when you are told to do so. If

you finish the job before you are asked to stop, hand carry it
to the President.
DO NOT INCLUDE THE RUSH JOB WORK WITH THE REGULAR DAY'S WORK.

4. The rush job will last for one-half hour (30 minutes).

TEACHER'S NOTE: THIS SHEET SHOULD ACCOMPANY ALL RUSH JOBS.
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VICE PRESIDENT RUSH JOB
TEAM 1

1. You are to complete a payroll. The amounts to be paid are as

follows:

Vice Prestacnt $800

Executive Secretary 600

Receptionist/
Administrative Assistant 525

Cashier 450

Posting and Tax Clerk 410

Insurance Clerk 390

2. You are to compute an early payoff for William J. Andrew as of

payment #13.

3. You are to compute an annual Statement as of April 15 for

William J. Andrews.

VICE PRESIDENT RUSH JOB
TEAM 2

1. You are to complete a payroll. The amounts to e paid are al

follows:

Vice President $800

Executive Secretary 550

Receptionist/
Administrative Assistant 475

Cashier 400

Posting and Tax Clerk 360

Insurance Clerk 310

2. Compute an early payoff for Silas R. Busii as of payment

number 33.

3. Compute an annual Statement as of April 15 for Si1as R. Bush.



EXECUTIVE SECRETARY RUSH JOB

1. You have five letters to type. Three must be transcribed from the

enclosed tape, and two must be typd from the attached rough draft.

Be pure to make a carbon copy of each letter.

(ROUGH COPY)

4r. Roger Nelson, President, The State Insurance Company,

Salt Lake City, Utah 84112

Dear Mr. Nelson, Many of the employees in our company have expressed the

desire to have a plan for group insurance explained to .!..hem in detail.

We should like to develop more interest in this subject. We find, how-

ever, that insurance must be thoroughly understood by one before he can

explain group insurance to the employees in our firm. None of us has

the up-to-the-minute information that we should have to make such a

talk.

Would it be possible to arrange to have a representative of your company

come to our office next Wednesday and explain the subject to our employees.

Very truly yours,

Business Consultants, Inc.
2392 Michigan Boulevard, Chicago, Illinois 60601

Thank you for your recent request to meet with me to plan a possible

study of our office layout policies. I appreciate your interest, but I

do not feel that we need your services at this time.

Being a new organization, onsulted with a firm from Los Angeles

when we set up our office. ,, are very pleased with the present layout,

and we do not expect to make any changes in the near future.

If we should ever decide our office layout needs to be improved, we

will contact you.

Very truly yours,
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EXECUTIVE SECRETARY RUSH JOBS
(continued)

Transcription letters (to be put on transcription belts)

Mr. John Wilson
285 3rentwood Road
Ogden, Utah 94401

Dear Mr. Wilson:

You are one of five applicants selected from more than forty for whom we

are granting personal interviews. Your fine application letter and well-

organized data sheet made a good impression. I wish more ycung people
realized the importance of these two items when applying Nr a job.

Please call our receptionist ;and arrange for an interview with . me within

the next two weeks. I look forward to this opportunity to talk with you.

Very truly yours,

Dr. Roy Thomas, President
Stevens Business College
Becker Drive Los Angeles, California 90012

Dear Doctor Thomas:

I regret that I will be unable to speak at your conference on June 10. I

will be out of town that week on a business,trip.

I have always enjoyed participating in your conferences, and I wiLh you

success in this year's meeting. If I can be of service at a later

date, please let me know.

Sincerely yours,
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EXECUTIVE SECRETARY RUSH JOB
(continued)

Transcription letters (to be put on transcription belts)

Mr. Alan Sessions
Chairman, Heart Fund
25 South Temple Avenue
Salt Lake City, Utah 84112

When you telephoned this morning, you asked me to send you the names of
all volunteers from my area. We have just five working at the present
time. The names of these volunteers are given below:

Ben Carver
Frank Curtis

Ann Hadley
Louise Otto

Paul Roberts

We are having our second meeting next Monday, and I plan to distribute
the information sheets and materials that I received at the district
meeting. You should reclive the cirst contributions in about two
weeks.

We are looking forward to a successful campaign.

Sincerely yours,



ADMINISTRATIVE ASSISTANT RUSH JOB

TEACHER'S NOTE: THIS RUSH JOB MAY BE COMBINED WITH RECEPTIONIST
RUSH JOB.

1. Space these calls so that they are at least five minutes apart.

2. Each Executive Secretary is to receive ocie call.

3. Each Posting and Tax Clerk is to receive two calls. The first two
calls for the Posting and Tax Clerk should go to one person and the
second two calls should go to the other Posting and Tax Clerk.

4. Make these calls as you pormally would. Be sure to make out an
Activity Log Sheet and evaluate each call.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Mr. or Mrs. Clifton A. Abbott. You recently received a letter
from BOP, INC. telling you that you did not have enough money in your
tax reserve to pay your taxes. The ietter requested.you send a check
for the additional amount. You have lost the letter and cannot remember
the amount. Ask the Executive Secretary to check the files to find the
amount.

Answer: $36.00

TELEPHONE CALt, TO EXECUTIVE SECRETARY

You are Mr. or Mrs. Reese A. Allsop.
from BCP, INC. telling you that you
tax reserve to pay your taxes. T"e
for the additional amount. Ask the
files to fin0 the amount.

Answer: $103.32

You recently received a letter
did not have enough money in your
letter requested you send a check
Executive Secretary to check the



ADMINISTRATIVE ASSISTANT RUSH JOB
(continued)

TELEPHONE CALLS TO POSTING AND TAX CLERK

You are Mr. and Mrs. Gerald C. Berg, and you wish to know how much
your monthly payment to BOP, INC. is.

Answer: $35

You are Mr. or Mrs. Keith M. Bingham, and you wish to know what
portion of your monthly payment goes into your tax reserve.

Answer: $46.02

You are Mr. or Nrs. Walter H. Allred, and you wish to know how much
your monthly payment to BOP, INC. is.

Answer $139

You are Mr. or Mrs. Delbert V. Allan, and you wish to know what portion
of your monthly payment goes into your tax re7,erve.

Anserr: $10.72

-112-

3 8 5



RECEPTIONIST RUSH JOB

TEACHER'S NOTE: THIS RUSH JOB MAY BE COMBINED WITH THE ADMINISTRATIVE
ASSISTANT RUSH JOB.

1. Type final copies of the two rough drafts attached to this sheet.

Be sure to make a carbon copy.

2. Make additional corrections as necessary.

3. Write a letter to the president asking for a raise in pay. Be sure

to justify your request. Also, be sure to makr a carbon copy.

Mr. James Short, 457 Central Avenue, Phoenix, Arizona 85004

Dear Jim, I don't know whether Walter \louse, president of the Phoenix

chapter has contacted you or not about the poll being taken by the

planning Committee. In case he has not, I am enclosing a pamphlet
that explains, the overall plan and details our part in it.

Since you served with us on the original committee, will you serve with

us again this year. We continue to need your help and advice on this

important matter.

Walt would like to have our part of the survey completed by the first

of August. I believe that we can do this since we have already
outlined what we plan to do in order to cover the subject.

Our next meeting will be held at Newhouse's on April 7 at 7:30 p.m.
A second meeting will be held on April 15--same time and place.

See you there!

Very truly yours,
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CASHIER RUSH JOB

1. You are to post the attached coupons to the proper Investor's
Ledgers.

2. You are to complete a Daily Summary and Recap as you post to the

Investor's Ledgers.

3. You are to send a Welcome Letter and Payment Facts Sheet to the
borrower making his first payment.

4. A sample Welcome Letter is in your manual.



CASHIER RUSH JOB

1 Several bad checks (checks which were returned by the bank because

the drawer did not have sufficient funds in his account to cover

the check) have been returned to BOP, INC.

2. When BOP, INC. makes a bank deposit, a portion of the deposit goes

to each Investor's account. How much each Investor receives is

determined by the Daily.Summary and Recap amounts. Because the

tracing of an individual check to a particular Investor's account

would be very difficult, BOP, INC. upon receipt of a bad check

immediately makes out a check to the First Sincerity Bank of Idaho

(this is where BOP, INC. maintains its account) to cover the bad

check. This keeps individual investor accounts from being affected

by a bad check.

3. You should make out a check to the First Sincerity Bank of Idaho for

the total of the bad checks you have received.

4. You should write a letter to each individual who is responsible for

a bad check telling him he must make the check good within a few

days.

5. A sample Bad Check Letter is in your student's manual.

TEA 1

TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush

Job at this point. The check should be written out to BOP, INC. for

$35 by Gerald C. Berg. The check should be marked Insufficient Funds.

TEAM 2

TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush

Job at this point. The check should be written out to BOP, INC. for

$120 by Norman E. Bishoff. The check should be marked Insufficient

Funds.
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POSTING AND TAX CLERK RUSH JOB

1. BOP, INC. has an agreement with each Investor that we will pay the
taxes on all mortgaged property. Therefore, each borrower must pay

a certain amount each month for taxes to BOP, INC.; and this amount

is set aside to pay the taxes on that borrower's mortgaged property.
To find the amount of taxes on each piece of mortgaged property, the

Posting and Tax Clerk sends the original of the Loan Card to the
county assessor of the county where the property is located. The

county assessor writes the amount of taxes due for that property on
the back of the loan card and returns it to BOP, INC. If the borrower

has paid enough money into his tax reserve, BOP, INC. then pays the
taxes on the mortgaged property. More money must be requested if the
borrower has not paid an amount sufficient to cover the taxes due.

2. You should type a letter requesting the tax assessment for each
borrower listed on the attached sheet.

3. Only one letter needs to be sent to each county assessor requesting
the tax assessment even though there is more than one Loan Card for
that county.

4. A sample Tax Request Letter and the names and addresses of each
county assessor are found in the Student's Manual.

5. To find the enclosure(s3 (Loan Cards) for each letter, you must go
to your Loan Card File which is filed first by county and then
alphabetically by name within that county. The original of the Loan
Card should be enclosed with the letter and the duplicate should be
left in the Loan Card File.

6. Upon completion of this task sheet, begin_immediately with the next
task sheet using the loan cards you have retrieved from the file.

TEAM 1

Tax Notices Due County

Douglas E. Bond
Phillip W. Armstrong

TEAM 2

Power
Idaho

Tax Notices Due County

Donald J. Ballard
Alden M. Brown
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POSTING AND TAX CLERK RUSH JOB

1. Each county assessor has written the tax assessment (the taxes due)

on the back of each Loan Card and returned it to BOP, INC.

2. You should check the tax assessment against the tax reserve amount

for each borrower. The yearly tax reserve can be found by multiplying
the amount of the monthly tax payment (found on the borrower's ledger

by 12

3. You should pay the taxes for eaCh borrower with sufficient money in

his tax reserve. You do this by having the Receptionist write a
check to the appropriate county assessor and enclosing this check
with a letter of transmittal. Only one check needs to be sent to
each county assessor to cover all the borrowers in that county.

4. You should type a lett.gr of transmittal to transmit the check to the

appropriate county assessor. The check should accompany the letter
of transmittal when it goes to the Vice President for signature. A

sample letter of transmittal and the names and addresses of each
county assessor are in your student's manual.

6. Be certain the Loan Cards are refiled when you are finished working
with them.
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INSURANCE CLERK RUSH JO.B

1. All insurance policies receit:ed by BOP, INC. must be processed to
determine if the right customer, property, and mortgage amount is
covered by the insurance.

2. By using your Master Customer List you can determine whether these

three things on each policy are correct.

3. You should fill out an Insurance Correction Form on each incorrect

policy.

4. You should write a Premium Letter to each borrower with a correct
policy telling him his insurance has been approved. A sample

Premium Letter is found in your Student's Manual.

TEACHER'S NOTE: PREPARE A SET FOR EACH TEAM.

Policy No.: 05-038

Insuree: American Western Life Insurance

Insured: Paul G. Addison 353 South 1100 East, Rexburo Idaho 83440

Property Description: Lot 2 Block 18 Sunrise Heights, Extension #9,

Rexburg, Idaho

Amount of Coverage: $14,000

Effective Dates of Policy: November 1, 1969 to November_lj 1972

Cost of Coverage: $84.00
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INSURANCE CLERK RUSH JOB

1. BOP, INC. has an obligation tdits investors to keep all mortgaged
property adequately insured.

Sometimes a borrower does not respond to a request for additional
insurance funds as rapidly as BOP, INC. would like. When this

happens, BOP, INC. usually receives a Policy Cancellation Notice
from the insurance company indicating a policy is about to expire
because of nonpayment of premium.

3. A Policy Cancellation Letterlmust..then be semt to thP ttorrowPr .
indicating that action will be taken if he does not send the additional
amount necessary to pay the premium. A sample Policy Cancellation
Letter is in your Student's anual.

4. You are to send a Policy Cancellation Letter to each borrower
identified by a Policy Cancellation Notice.

5. The loan number and policy number are identical.

POLICY CANCELLATION NOTICE
TEAM 1

BOP, INC.
Career Avenue
Going Places, Idaho 83221

Gentlemen:

Subject: Insurance Policy No._ 03-006

Subject policy will be cancelled on October 1 if renewal premium is not
received.

Present coverage is effective until end of thirty-day grace period.

Sincerely,

John Jones
Premium Clerk

jal
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INSURANCE CLERK RUSH JOB

1. On the accompanying sheet you will find the names of borrowers for whom
you are to renew insurance policies.

2. You should check the cost of renewal against the insurance reserve
amount for each borrower. The yearly insurance reserve can be found
by multiplying the amount of the monthly insurance payment (found
either in your :laster Customer List or on the Borrower's Ledger)
by 12

3. If the insurance reserve is sufficient to cover the amount of the
premium, you should have the Receptionist write a check to the
appropriate insurance company. Only one check covering the insurance
for all borrowers whose premiums are due needs to be sent to each
company.

4. You should type a letter of transmittal to transmit the check to the
appropriate insurance company. The check should accompany the letter
of transmittal when it goes to the Vice President for signature. A
sample letter of transmittal and the names and addresses of each
insurance company are i4 ,-lur Student's Manual.

5. If the insurance reserv is insufficient to cover the insurance
amount for a particular borrower, you should type a letter to that
borrower asking for additional funds. A sample letter is in your
manual. ,

Insurance Policy Renewals

Max D. Bowman
Alden M. Brown

Insurance Policy Renewals

Elson R. Brady
John R. Briggs

TEAM 1

Cost of Renewal Policx No.

$ 32.04 02-023
137.05 11-059

TEAM 2

Cost of Renewal Policy_No.

DO.CO 04-093
154.70 03-056
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INSURANCE CLERK RUSH JOB
(continued)

Policy No: 09-080

Insuree: California Western Life Insurance

Insured: Clifford Adair, 1457 Van Buren Avenue, Arco, Idaho 83213

Property Description: Lot 16 Black 5 Sunset Road, Development #7,

Arco, Idaho 83213

Amount of Coverage: $4,300.00

Effective Dates of Policy: October 15t 1969 to October 15, 1972

Cost of Coverage: $32.04

Policy No: 11-066

Insuree: Farmers Insurance GrouP

Insured: F. Blaine Abraham, 2910 Cascade Way, Declo, Idaho 83323

Property Description: Lot 2 Block 12 Sunset Road, Addition #4,

Declo, Idaho 83323

Amount of Coverage: $18,000

Effective Dates of Policy: October 1, 1969 to October 1, 1971

Cost of Coverage: $108.00
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INSURANCE CLERK RUSH JOB
(continued)

POLICY CANCELLATION NOTICE
TEAM 2

BOP, INC.
Career Avenue
Going Places, Idaho

Gentlemen:

Subject: Insurance Policy No. 06-029

Subject policy will be cancelled on September 1 if renewal premium is
not received.

Present coverage is effective until end of thirty-day grace period.

Sincerely,

John Jones
Premium Clerk

jal
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SAMPLE QUESTIONS FOR TEACHERS TO ASK DURING INTERVIEW

1. What are your plans for the future?

2. What grades are you getting in school?

3. What courses do you enjoy most in school?

4. What courses do you dislike the most in school?

5. What are some of your hobbies?

6. Do you belong to any clubs?

7. How did you become interested in our firm?

8. What makes you think you will like this type of work?

9. Do you own an automobile?

10. Do you feel that you get along well with people? Why?

11. What type of work have you done in the past? What company?

12. Do you get along well with your parents? Brothers and sisters?

13. How many in your family?

14. What is the condition of your health? How much school have you missed?

15. What would you expect for a starting salary?

16. Do you think you can satisfactorily perform this job?

17. When can you start work?



1. What was your first impression of the applicant with respect to his
general appearance and manner?

2. What was your opinion of the applicant's attitude?

Eaceptionally good Above averao,- Poor

3. Did the applicant appear as though

Cooperate well with others Be non-cooperative

4. What was your opinion of his temperament?

Emotions well controlled Average disposition

Somewhat excitable Inclined to be irritable

5. What was your impression with respect to his general integrity and
character?

6. Did the applicant's general physical condition and stature appear to
meet the requirements of the trade?

Extremely well fitted from a physical standpoint

Normal physical fitness Questionable

Unfit due to definite physical handicap

7. Did your overall impression of the applicant during the course of
the interview

Improve Remain the same Change unfavorably

8. General comments:
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QUALITY
HIGHLY
ACCEPTABLE

ACCEPTABLE DOUBTFUL NOT ACCEPTABLE
& WHY

Personal appearance
_-

Poise (self confidence)

Speech (tone and grammar)

Personality

Attitude

Ability to make decisions*

Social courtesies

Acceptance of policies*

Mannerisms



CAREER AVENUE
GOING PLACES, IDAHO

EVALUATION SHEET

SELF EVALUATION:

1. How do you react to strL, full uations?

2. How do you react to undue criticism?

3. How do you react to praise?

4. How do you react to constructive criticism?

5. How do you react to restrictions of dress, specific hours, limited
released time, overtime work loads?

6. How do you react to peers evaluating you?

7. How do react to evaluating yourself?

8. When on the job, how do you react to friction between employees,
employer or friction from the outside world?

9. Any general comments that you found our about yourself while
working in BOP?

BOP, INC. EVALUATION

1. List weakness of the program.

2. List strenghts of the program.

3. List your recommended changes.

4. As an employee, what type of work did you find interested you the most?
(Be specific.) What type of wir"k interested you the least?

5. After being employed in BOP, INC., for a limited amount of time
have you come up with any specific ideas as to:

a. Would you work in an office full time

b. You would not work in an office full or part time

c. You are still undecided about what you want to do.
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OBJECTIVE I:

1

Three Year Summary of Objectives Numbers 1 thru 7

of the Bingham County Career. Education Project

Sixty percent of students in grades K-3 will have be-

come aware of self and others and aware of the world of

work- This wil' include having esteem for self and others

anc Jistinguish between careers in the goods

and service clusters.

For Objective I, a three year summary suggests the following:

1. That students in grades K-3 were exposed to numerous career education

concepts and activities. The primary goal of Objective I was to expose

at least 60% of K-3 grade level students to career education. It can

reasonably be stated that over the three year period of this project more

than 60% of the students were exposed to career education concepts. It

should be noted that such schools as Aberdeen, Stoddard, and Stalker ex-

posed nearly 100% of their K-3 students to career education concepts.

These efforts far exceeded those requirements set forth in the first ob-

jective of the BCCEP. Career education activities consisted of self

awareness exercises, career awareness exercises, career resources, and

field trips.

2. That students didn't make significant gains in knowledge about career

information and data, but that some positive gains were identified. Stu-

dents did become more aware of various types of jobs including those of

goods producing and service producing. Students were also exposed to the

concept of job clusters.

400



OBJECTIVE II: Sixty percent of students in grades 4-6 will have developed

self awareness and esteem for self and others, awareness of

the world of work, and ability to distinguish and describe

career interests, career aptitudes, and work values.

For Objective II, a three year summary suggests the following:

1. Approximately 15 elementary schools eventually participated in the BCCEP.

More than 60% of grade 4-6 1evP1 students eventually participated in the

project through a wide variety of career education activities and concepts

including field trips, career awareness and self awareness activities,

and exercises designed to help students perceive the relationships among

school, career interests, career values, and the world of work. Many

activities were integrated into the regular school curriculum and focused

on the DUSO Kit and TAD Kit.

2. The 4-6 grade level students did make some positive gains in the.area of

career knowledge about careers and jobs, but they were not significant.

Students were able to demonstrate theiir understanding about the.relation-

ship among interests, values, school, and the world of work, even though

a relatively few were not able to define the terms interests and values.

3. That 4-6 grade level teachers used mini grants to develop building career

education plans and used seed monies to do career education in the re-

gular classroom through the regular curriculum.
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4

OBJECTIVE III: Sixty percent (60%) of junior high school students will

explore careers, explore self, make some tentative decisions

about self and careers, and participate in further explora-

tion of careers or career clusters.

Activity/Concept under Evaluation:

1. 60% of junior high school students will explore self and career fields.

THREE YEAR FINDINGS: This objective underwent considerable change over the

three year period. Initially, the thrust was.toward participation.in,mini-

units. Little was mentioned about self-exploration. As the program.unfolded,

this objective became one of the most prominent and promising for the.program.

Data from all three yearly final reports suggest that this objective.was met

by the project. Whereas percentages of students involved and grades.in school

of students involved varied year by year, overall, students were involved in

exploration of self and career fields to the criterion set.

2. 60% of junior high school students will make tentative career decisions.

THREE YEAR FINDINGS: Over the three year period information gathered from

the junior high schools which remained with the program indicates that for

these four schools taken together fifty percent (50%) of the students made

tentative career decisions as compared to *the sixty percent (60%) criterion.

3. By August 15, 1975, 60% of junior high school teachers and administrators

will have participated in a career exploration workshop. At the close of the

workshop teachers will have developed a plan for integrating career exploration

activities into their curriculum. Also, at the close of-the workshop tech

principal and building coordinator will have jointly developed a "School Career

Education Plan (SCEP)". The plan will consist of:
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5

a. Program outcomes.and career activities applicable to students

in the school,

b. A scope and sequence of career activities experience, or

information for meeting the program outcomes. Attached to

their section will be the career instructional plans that.

the teachers developed during the workshop, and the plans

of teachers who previously attended a summer career edu-

cation workshop.

The school plan will provide for student participation in

each of the foi:owing:

I. self-awareness activitils designed to assist
students in self ass( ;ment.

2. in-depth exploration of a self-selected career
or career cluster.

3. hands-on exploration experience.

4. involvement with community (business-industry-
government or labor) in learning about various
careers.

5. career exploration information and activities
provided by the teacher-in the classroom setting.

THREE YEAR FINDINGS1 For each of the three project years, a workshop was

held for teachers, building coordinators, counselors and administrators in-

volved with implementation of the program in their respective schools. In

general, it can be said the workshops were well received and leventuated in

participant output consistent with the objective. In every instance, some

participant output was late in being submitted. Nonetheless, mini-courses,

building plans, alternatives to conventional graduation requtrements, etc.

did materialize. The ultimate success of these workshops is reflected in

item 5.
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6

c. School guidance personnel will assist teachers in the development

of the activities for self-assessment and selection of a career

or career cluster for in-depth exploration.

THREE YEAR FINDINGS: In the opinion of teachers, counselors did not assist

them to the degree they required. This seemed to be 1,ss in evide14,,Q where

the counselur served as building coordinator. Moreover, it is the observation

of the evaluation team that much activity by counselors regarding the project

and teacher welfare within the project was conducted independent of teacher

scrutiny, and.therefore.would remain low profile in its impact. Generally,

it is safe to assert that counselors efforts did assist teachers, but perhaps

not as much as teachers would have wished.

d. During the workshop the school administrator and the building

career coordinator with assistance of teachers may develop a

mini-grant proposal to assist in the achievement of the above

stated objective and the procedure-products.

Mini-grant construction and success relates only

to the final project year. Mini-grants were constructed, implemented, and,

in general, successfully carried out.

e. At the close mi.' the workshop, junior high teachers will demon-

strate a posilive attitude toward career education concepts.

THREE YEAVFINDINGS: Overall, it can be said that after every workshop,

teachers did,Teact positively to the workshop and to career education con-

cepts. Attttudes did appear to become less positive toward the workshops,
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7

themselves, over the three year period due to what appeared to participants

to be redundancy in the programs offered. Nonetheless, positive attitude to-

ward career concepts, per se, did not appear t- 'iminish over the ,'ourse

the project.

4. By May 20, 1976, 90% of junior high teachers will have partici-

pated in at least three career education inservice sessions

held during the school year.

THREE YEAR FINDINGS: Involvement in inservice sessions seemed, over the

three year period, to decline. During the first year of the program, much

activity was expended by teachers in construction of career oriented materials,

and this was accomplished on-site. These, and other activities, could be seen

to meet inservice requisites for the first year; but, second year findings

suggest a decline in school participation in attempting to meet what, at that

time, was a seven session criterion. The third year found three of the junior

high schools meeting the three session goal, with one junior high having no

inservice sessions. This would imply a seventy-five percent (75%) success

rate. It seemed that schools at the junior high level were left pretty much

to their own devices in meeting the inservice objective. Some took the

responsibility and succeeded; others did neither.

5. By May 30, 1976, 60% of junior high students will have

participated in the following during the school year:

a. at least three (3) self-awareness activities
designed for self-assessment, and in decision-
making for ninth grade students.

b. at least one (1) in-depth exploration of a
self-selected career or career clusters.
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c. at least tht odon career explr
experiences

d. at least two (2) activities involving the
community (business, industry, government or
labor). This could be through people in the
world of work coming to the classroom or stu-
dents going on a field trip.

e. at least three (3) classroom career information-
exploration activities or units related to class-
room subject areas.

THREE YEAR FINDINGS: Previous years' objectives corresponding to item 5

were stated in terms of involvement in career units or activities. Whereas

the program has been successful, year by year, in reaching its student involvement

criteria, it is probably the last project year that best reflects goal attain-

ment since it is the third year objective which is most aspirant and precisely

delineated. For involvement of students in three self-awareness activities,

the program was (based on an average percentage across junior highs) success-

ful for seventy-five percent (75%) of the students compared to the sixty per-

cent (60%) criterion. In like manner, and again based on an average percent-

age, the program exposed sixty-six percent (66%) of the students to at least

one in-depth exploration-of a self-selected career or career cluster, beating

criterion by six percent (6%). Eight hundred sixty-one (861) students had at

least six hands-on activities through involvement with PACE. Exclusive of

PACE, schools reported all children (100%) had at least two, while seventy-

five percent (75%) had three or more. In sum, the sixty percent (60%) in-

volvement rate was again excelled. Less success was had with community in-

volvement, with.fifty percent (50%) of the students experiencing at least two

such activities. Likewise, the project fell five percent (5%) short of criterion

for classroom career information-exploration activities, with fifty-five percent (55%)
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of all junior high students involved. Overall, these data reflect fairly

well the three year trend. Different schools stressed different criteria.

Where a criterion was met by a particular school it was not just met, it was

exceeded. Where a criterion was not met, there was still present evidence

which suggested an attempt had been made to meet the goal, but at a lower

priority level.
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OBJECTIVE IV. Sixty percent (60%) of senior high school students will

explore careers, declare their career intention, develop

a tentative plan for achieving the career, and.participate

in further career exploration or enroll in a vocational

program.

Activity/Concept under Evaluation:

1. 60% of senior high school students will (a) explore careers, (b) de-

clare their career intention, (c) develop alternative career plans,

and/or (d) enroll in vocational education programs.

Specific questions to be answered here include:

1. Have students increased their active involvement in
career decision-making?

2. Have students increased their ability to (a) identify,
(b) locate, and (c) utilize sources of information to
solve career decision-making problems?

3. Have students increased their knowledge of the steps to
be taken and the factors to be considered in career
planning?

THREE YEAR FINDINGS: Again, as with Objective III, the third year results

are most indicative of global program impact. There is no doubt that students

at the high school level did increase active involvement in the career decision-

making process; ability to identify, locate, and use sources of information to

solve career decision-making problems; and become aware of steps to be taken

and factors to be considered in career planning. All empirical indicators

point to this conclusion.
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2. By August 15, 1975, 60% of senior high school teachers and administrators

will have participated in a career exploration-preparation workshop. At

the close of the workshop teachers will have developed a plan for inte-

grating career exploration into their curriculum. Also, at the close of

the workshop each principal and building coordinator will have jointly

developed a "School Career Education Plan (SCEP)."

a. Special aspects of the SCEP plan include:

The school plan will provide for students' participation in:

(1) career information and F::tivities designed for
career exploration,

(2) value clarification and/or a self awareness
experience,

(3) hands-on career exploration experiences,

(4) research of printed and audio-visual materials
related to students intended career or career
cluster,

(5) one-to-one student-worker interviews and job
observations,

(6) decision-making for selecting a career goal,

(7) developing a career plan for achieving the career
goal,

(8) some affirmative action for carrying out the
career plan.

THREE YEAR FINDINGS: For each of the three years, a workshop was conducted.

Teachers, building coordinators, administrators and counselors all reported

generally positive feelings about knowledge acquired and activities in which

they participated. School Career Education Plans were developed by all par-

ticipating schools, and these were implemented. They possessed the requisite

aspects as stipulated within the objective. Outcomes related to these plans

409
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are treated under item 6.

3. School guidance personnel and career project personnel wfil assist

teachers in providing students these activities and experiences.

THREE YEAR FINDINGS: It was generally felt by teachers that counselors pro-

vided them above average support in instigation of career oriented activities.

This tended to be more the case where the counselor served as the building

coordinator. Composite rankings across schools were all above average, with

four of the five schools consistently above three on a five point scale.

4. During the workshop the school administrator and the building

career coordinator with assistance of teachers may develop a

mini-grant proposal to assist in the achievement of the above

stated pbjective, and the procedure-products.

The development of mini-grant proposals was a concern of the third

project year, only. Four of the five participating high schools developed such

proposals. By May 1, 1976, all of the four schools submitting proposals and

receiving grants had successfully met the objectives of their plans.

5. By May 30, 1976, 90% of senior high school teachers will

have participated in at least three (3) career education

inservice sessions held during the school year.

Participation in inservice sessions comparatively consistent over

the three project years at the senior high level. During the third year, all

high schools met the three session criterion.
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For ease in perusal by the reader, outcomes are reported for item six (6) beside the

goal stipulated.

6. Presentation of Career Ex-
ploration Activities

A. By May 30, 1976, 60% of
grade ten students will
have participated in the
following during the
school year:

1. completing and analyz-
ing an interest inven-
tory,

2. complete at least three
(3) hours of individual
career exploration ac-
tivities (PACE Center),

3. at least three (3) teacher
presented career explora-
tion units or activities,

4. making a tentative or
realistic career decision
and declared a career
goal,

5. writing a career plan for
achieving the career goal.

B. By May 30, 1976, 60% of grade
eleven students will have
ToTiFfiTipated in the following
during the school year:

6A. Outcomes

1. Only 4 of 25 reporting indicated
this activity with 2 of 4 indicat-
ing activities at other than 10th
grade.

2. 10 of 25 teachers reported these
activities but most at grades
other than 10th (ie.,'9, 11, and 12).

3. 12 of 25 teachers indicated activity
estimated only about half of 12 or
6 were at 10th grade level.

4. Out of 25 teachers only 7 indicated
activity in this area and only 1
at 10th grade level.

5. Out of 25 teachers only 3 indicuted
activity and only 2 at 10th grade.

6B. Outcomes

1. at least three (3) teacher 1. Not all activities were clearly
Presented career explpra- identified for 11th or 12th.
tion or presentation units
or activities,

2. taken some action for
achieving the_career-goal- (4_for-objecti-ve,-

2. At this point of.year a very plus



5. (continued)

10. one-to-one student-worker
interview,

11. career guidance activity designed
for work value clarification, self
assessment or other appropriate
experience,

12. completed again, one or more of
the activities-listed above for
grade ten (#1) or eleven (#2),

13. enroll in a vocational pro-
gram.

E. ,Career Exploration Post-Testing
for Objectives I, II, III, and
IV:

By May 30, 1976, career explora-
tion and development tests will
he administered to randomly se-
lected grade twelve experimental
(three years of career explora-
tion) and control students to
determine differences that exist.

15

6E. Outcomes

For the final phase_of the
project, test,retest findings using
the Career Development.Inventory
were scrutinized.to.determine gains
on the part.of.prograth participants
for planning orientation, explora-
tion resources, and information and
decision-making. Data,suggest only
a small percentage.of students (5.3%)
had not.given substantive thought to
future careers. To.differing levels
of- progrestregarding746V6TOMetitOf-

the.other students had all
addressed the matter...Twenty-eight,
and seven tenths percent of.the sub-
jects had.definite plans,.but re-
mained insecure as.to how to follow-
up on them. Twenty,nine percent
(29%) had made.plans.and.knew how
to follow.them up. Overall,.the:
project.seems to-have.fallensor,e-
what short in.-this area, the reasons
for which:stateof-affairs remain
obsecure.

412
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OBJECTIVE V:

Increased opportunities in Vocational Education

, 1. During the first year's operation of the Career Education Project, a special

team was employed to conduct a study as to the feasibility of establishing a

vocational center for Bingham County students. The results of the study indicated

such a program could provide improved vocational education opportunities on a

cooperative basis between the five school districts of the county.

Subsequently, a facility was leased and three school districts joined the

effort. Also, the Bingham County program for Exceptional Children sponsors a

program in the facility and contributes to the operational expenses of the

Vocational Education Center. Twenty-three students are enrolled from the three

districts and 29 from the exceptional child program for 1975-76 school term.

The program will continue on the same basis and in the same leased facility

for next year. A proposal to raise funds via increased property taxes in the

three school districts to expand program and construct facilities was defeated

in a recent election May 18, 1976 for that purpose.

,The Project staff Purchased two mo bile vans to provide additional career

information to ninth and tenth grade students and to operate an advanced program

in office occupations for llth or 12th graders.

The first van was a career guidance resource lab called PACE (Programmed

Activities for Career Exploration). The center served this function for the

first two years. During the third year, the van was remodeled and a work sampler

(hands oo experience in six different career areas) program installed. All

tenth grade students from five school districts received services of the lab

for the first two years and all (861) ninth graders participated'in the work

sampler program the third year.

The second van was called B.O.P. Inc which was an office occupations

simulation program. Th& Center ope'rated as a Mortgage and Loan Company With

-
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seven positions (vice-president, administrative assistant, executive secretary,

cashier, post and tax clerk, insurance clerk, and receptionist). In addition to

applying office skills learned in the regular high school program, the Center

provided instruction in new skills not available in other programs. Enrollment

the first year started from zero and was 77 students the last year of operation.

Surveys from students indicated the services of the vans were very worthwhile

in career exploration activities. The operation of the mobile units will be

funded by the five school districts next year. The B.O.P. program received

especially high praise for its contribution to student opportunities for advanced

reality oriented office occupations experiences.

3. The Career Education program staff increased the cooperation and coordination

of activities with those of other public agencies within the Bingham County

area over the three year period. There were at least nine agencies involved

of which the Idaho Department of Employment and the Bingham County Program for

Exceptional Children showed the greatest amount of coordination.

Very little progress was found in coordinating contacts of other school

officials with business and professionals for work program coordination. The

work experience program was operating in some school districts in the county and

the Career Education Project program thrust was in other areas.

414
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OBJECTIVE VI

Objective VI proposed to increase employment of the exiting handicapped

student by 15% in actual employment or in sheltered workshops.

This phase of the project was operated by the staff of the Bingham County

Program for Exceptional Children. The Career Education Program and that for

Exceptional Children were administered by a common Board called the Bingham

County Board for Cooperative Services.

The administrators and staff of the two agencies cooperated in program

direction; however, the program for exceptional children was in existence

prior to that of career education and activities were essentially conducted and

funded by other than the Career Education Project.

The major objective and sub-objective were achieved as stated in the

grant proposal.

415
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OBJECTIVE VII

The thrust of this objective was to place 100% of all exiting students in

one of the following: a) employment (which could include military, homemaking,

or volunteer service); b) post secondary occupational training; c) degree

seeking program.

Little evidence was available that the goal was achieved the first year of

the project; however, the 2nd and 3rd years the placement was 96.5% and 94.7%

respectively.

Other sub-objectives were listed to assist in achieving the overall

objective of 100% placement. The following is a brief discussion on the

degree of success in these areas.

1. Career placement files were started the first year and were found to

exist in all five high schools during the last year. The quality and use

varied from school to school.

2.Job placement centers and each high school were called for by the project

proposal. None of the schools have job placement centers per se nor was this

intended according to the project director. Rather, they were functioning

as "referral placement centers." The school counselors cooperated with

other agencies by referring students to these agencies for counseling: and/or

placement. Also, local businesses, including the farming enterprise. contacted

the school-counselor for assistance in locating students interestfhri a

particular type of ,employment. The program was reasonably successtba in the

latter function but-did not provide for a job placement center in the fine

high schools. All schools established career guidance for post semanddrly

opportunities but -few have "open tnformation files."

Career Placement:Committee has been organized byAhe nroject staff:Iwith

.repnesentativesJnmulthe sChools; State:Employment Agency,and othersas

required. The'focusAwas to review the placement Ofexiting students. -The

"' difi
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Committee achieved only partial success.

Finally, the follow-up study to determine post secondary placement of

exiting students was not conducmed the first year.

Studies were conducted relative to placement of exiting students of the

previous years, 1974 and 1975. The findings for 1975 (study conducted in 1976)

reveal 47.67% enrolled in college; 15.7% enrolled in vocational-technical

programs; 23.7% employed and the remaining 9.5% students in homemaking, military,

etc. 3.5% were undecided and/or not placed.

417


