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MODULE GOAL AND OBJECTIVES

This module is directed toward vorking quidance
personnel in schonl settings, grades 7-14, including
counselors, administrators, and career specialists., The

topic is the founding and/or improvement of Career Resource

Canters and the modulr focuses on a systematic nrocess

of inplementing this objsctive, Participants will review

the concept of a Career Resonurce Center, how to identify
needs and determnine objectives, and learn how to ecstablish
priorities, select proqgrams and impleiment nlans. 0n

completion of this module, narticipants will be able tn: Arprexdmate Tome.

1. Descrite the five components of a Career Fesource 90 minutes
Center (CRC) and Tist the stens of a svstematic

process for the establishment and/or imnrovement
of a CRC.

Choose a student sub-population to be served 20 w.inufes
by the information component of a CRC in his/her

nwn setting, identify needs of that sub-popula-

tion and vrite ot jectives responding to those

needs,

]

3. Choose three Proarams/Activities/Services (P/A/S) a0 minutes
which implement one of three ohjectives from #2,
analvze requirements for each of the P/A/S chosen,
and assiqn priority for imrlementation.

4, Identify and sequence the tasks neocessarv to &0 minutes
imriement the first prioritvy P/A/S and construct
a chart desianating who is responsible for
coainleting the tasks,



GLOSSARY

Career - The pattern of activities and experiences that make up a

Tifetime of work, learning, and leisure. The term is hroadly defined

to include QccupatiDHET and educational choices and patterns as well

as other aspects of a person's life--his/her nersonal and social hehavior,
learning to learn skills, social responsibility, citizenship and use

of leisure time,

Career Counselor - A nrofessionally trained counselor who has expertise

in the f1e1d'of careers through experience and specialized training.

Egrggy_@gye]ogm@nt - The life-long process a person undergoes as s/he
ga1ns skills in setting qoals and in developina, implementing, evaluat-
ing, and revising plans to define a career and deal with 1ife problems

and opportunities.

Career Education - The tota11ty of experience through which ane learns

about and prepares to engage in work as part of her/his way of living.

Career Guidance - The various types of assistance provided to help
individuals in their career development. It may include instruction,
counseling, placement, follow-through, evaluation, and support

procedures based on career planning and development needs.

Desired Outcomes - The products and goals of a theoretically perfect

program which completely satisfies.all client nerds and wants. Answers
the question: Where do we (providers and clients) want to be?

Formative Evaluation - A process of collectina and using information
during orogram develooment in order to improve the functioning of
the program,

can51dered tn have needs also. In either case ‘a need is the qap
between the current state and the desired state. The concept may be
represented graphically. If point A is where someone is, and Point B
is where he would like to be, the gap between these two points is the
need.

need
Ao B
Current - i ~ Desired
State State

In terms of career guidance, counseling, placement, and follow-
through programs, "A" represents the program's current status

and "B" its desired outcomes. Again, the "need" is the difference
between A and 0.

Qutcome - The terminal hehavior sought in a DErFDrmanéP ohjective.

Differentiated from the other three.parts of an objective (audience,
conditions, and deqree).

10
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Performance (or nroduct) Objective - A ssec1f1&, behaviorally stated

and measurable or observable outcame It should include the tarqet
population, the observable ar measurahle outcome, the conditions
under which it will be measured, and criteria that will bhe accented
to indicate that the objective has been achieved. (Example: “Given
a small qroup discussion situation, by the end of the year each
eiqhth arade student will have made an effort deemed satisfactory

by his teacher, accordinn tu defined criteria, to encouraae
narticipation from another qroup memher at least twice during a
half-hour period.")

Process Objective - A nrogram activity which contribites to reaching
a product objective. (Examnle: "High school teachers will pressat
onc carcer education lesson ner week related to the topic of their

ciass.")

Program foal - A general. broad statement of program purpose, as opposed

to performance objectives, which are specific and behavioral. (Examnle:
To help students increase their knowledge nf the vorld of work.")

Sunmative tvaluation - A process of collectina information to facilitate

Judgments ahout the overall wortii of a nrogram; esnecially appropriate to
later implemen=zation stages.



OVERVIEW OF A CAREER
RESOURCE CENTER
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AN OVERVIEW

As a part of the response to the demand for relevancy,
the need to integrate school and work, and the whole
career education movement, many schools and colleqe auid- Caacen Development
ance systgms have incorporated the concept of career develop-
ment into their pn@grams;' Theg have recognized that carcar
deveiopment is a life-long, on-goning process. Through
career development, indiyiduais develop skills in qoal

i setting, planning, and decision making, and in imnlemen-
‘ tation planning. The goal of the career develonment

process is a p]aﬂhed and satisfying career or life rathef
"~ than an accumulation of haphazard occurences.

The camp]exi;y of the career development process has

nost common of these are Career Guidance Centers, Career
Information Centers, and Career Planning Centers that have
sprung up €Ercughout the United States, Even though these
programs have been more extensive than the traditional
guidance programs, their respoﬁse to the ranidly changing
society and its demands upon individuals is still limited.
‘This has led to the gréwth of the concent of a comprehen=

sive Carcer Resource Center (CRC). A CRC utilizes a

Carcen Resource

number of components each of which offer a variety of Cort
enten

programs, activities, and services to meet specific needs.

In addition, it serves as a resource to instructors,

counselors, administrators and other change agents as

13
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well as the community and students.
A full-service CRC, then, includes the following
components:

) Education, work, and leisure information
2) Self-assessment mater1ais

3) Education and work placement serV1ces

}) Teacher resource materials

(5) Career counseling and guidance services

Ly Pt g sy,
Uﬂ 2l Y

Because it has been difficult for many counseling
programs to keep up with this rapid change, a specific
institution may have one or marercompcnentss either
partially or totally developed. Others may not have any
of the components. This is probably why ycu-are attending

this werkshop -- to find ways tc deve]np act1v1t1es and

7 .serv1ces wh1ch are FESPDHSTb]E to the needs af;@urstudentsg

instructors, and possibly other members of your community.
In a recent study sponsored by the California State
Department of Education a task force prepared a comprehen-
sive overview titled Career Centens in California
(Jacobson, 1975). It is recommended that you read this
work prior to implementing your CRC. Recommendations by
the task force have been included in the Appendix for the
following areas: '"How to Implement a Careér Center;"

"Haw to Operate and Maintain a- Career Center;" ' "How to

”Imprav a Career Center."

Each component of the CRC meets particular needs of
specific sub-populations. 1In addition each component is
interrelated with the other four areas. The total degree
of success of your program, in part, depends on how many -

14
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of these components are imnlemented on your campus.

Program continuity is enhanced hy coordinating each Program Centinudi
component within one Center. Please note that while the
CRC serves as the nucleus of all programs, many of the

activities of the CRC take place in the classroom, in

work stations, and in the community. =

selection of personnel., Career Counselors, Career Pesourca ?ﬁéiﬁﬁﬁﬁﬁﬁeﬁﬁl
Technicians, Career Resource Aideg, Work Experience
Ccérdinatcrs, Media Resource and Instructional Specialists,
are cnly a few examples of types of nersonnel vhich may
_function within the umrrella of the CRC.
Each component of the CRC is desianed to meet
specific needs, to serve certain‘pnpu1atinnz, and nravide
activit%esvand programs to assist each individu§1 on his/
her career developrient iourney. The followina brief
narrative is designed to give a better understanding of

each component of a full service CRC.
Education, Work and Leisure Information Component

An dimportant requirement in any decision makina model
is the availability of accurate and reliable information
on which to base decisions. The career information
component provides a variety of materials organized in a
meaninaful and manag2able mannar to meet this requirement.

This is nsually accomplished by adonting some type of

cluster system., This permits each individual to axplore,
15
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both Horizanta?]y and vertically, career options available
within a career cluster.

Types of information included in the information f”pgé of fngégn&
component are:

= Labor market trends and tocal job requirements

- Information on job related skills for obtaining el
employment -

- Information about training agencies (college,
nroprietary schools, armed forces, etc.)

- Career briefs on numerous occupations (demand,
comp?nsatign, training, promotion possibilities,
etc.

- Media materials (filmstrips, tape-slide, viden cassettes,
sound-slide) covering a multitude of topics reqarding
specific careers or career clusters,

The following examples illustrate the informative
component of the CRC: S
Seventh grade students participate in a small groun Tnformation Compor
activity to learn about career clusters. <n Action K

Eleventh grade students identify three related careers,
selected on the basis of interest and ability, for a
detailed examination of the characteristics of each career,

First year women in a community college enroll in a
career p]aﬁﬂingrclassfwhich emphasizes non-traditional
Career opportunities for women, :

High school business majors attend a seminar on career
opportunities in the world of business. :

A senior in high school discusses her long range 1ife
and carcer goals with a career counselor. A plan of action
is developed as a result of the session.

A ninth grade social studies class views a Fiimstrip
on the jobs of the §0's followed by students completing
an activity packet. -

A mature adult (40 years of age) discussos with a
Career Counselor the need to change careers in mid-1ife (
and available options. . i

self-assessment Component
A1l people are faced with seeking answers to two

16
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important life questions: Vho am [? Uhere am [ going?
The self-assessment component is designed to assist
individuals in obtaining answers to these questions. This
diagnostic component contains material vhich may be used
to assess interest areas and personality characteristics,
achievement, aptitude, intelligence, experience, values,
skills, leisure needs.. A variety of activities sponsoraed
by this comnonent provides a means of facilitating an
understanding self and is an essential step in the career
development nrocess.

Types of materials which could be located in this
component might include:

“Interest inventories (e.a. Califarnia-Occunational
Planning Survev, Self-Dirccted Search, Strong-Camnbell,
Kuder, Job-0).

Achievement tests (e.a. reading, math.)
Abilities assessment tools (e.q.- Iowa Tests of
_Educational Development, Differential Aptitude Tests,
American College Tests, Scholastic Aptitude Test).
Self-developed 1ife assessment materials.
Programs and activities which would he sponsored hy this
component might include:
- High school students who have been jdentified
as potential drop-outs have skills diagnosed
and proper referral made if needed (e.q. readina
Tab or writing lah).

- Ninth grade students are given interest inventories
(mutual selection and agreement of need by student

and counseler! followed by a small group interpre-
tation and discussion

- Seniors in high school enroll in a decision-making
class to hetter understand self and how to make
good decisions.

- Freshmen in colleqe particinate in a growth aroup

17
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designed to help each person better understand self
and others.

- Seventh grade students (small groups) participate
in a simulation game designed to clarify values.

- A high school student discusses implication of
ability test results with a counselor exploring
values, life and educational goals.

WOr k Experience Component

It is a known fact that most of us, women and men,.wi1]
~work in the labor force for a significant part of our lives.
ﬁére often than not, people are unaware of the opportunities
and demands within the world of work. Programs and
activities within this component meet a variety of needs
vhich include:— - | -

Exploratory work experience. Students are given an Proghams cnd
opportunity to work at several different work Activities
stations in order to become more knowledgeable of

types of jobs and demands.

Occupational work experience. Students work in jobs
and take related courses, establish objiectives for

semester, and periodically meet with the coordinator,
1nd1v1dua11y and in groups, for discussion and feed-

back,

Job acquisition skills. Students are given an
opportunity to participate in Vork Experience

Seminars on topics like: (1) "Job Prospecting-

Where Are They?", (2) "How to Complete an App11cat1on,
(3) "How to Write a Resume," (4) "The Job Interview,"
(5) "Keeping the Job." In addition, video role
playing and simulations can further enhance the
effectiveness in this area.

Part-time, full-time placement. A valuable service

of this component is providing a listing of avaiiable
part-time and full-time employment opportunities.

The work experience coordinator on staff would screen
all applicants being referred for an interview,
Students not prepared for the interview (apperarance,
interview skills, confused) would be worked with
individually and/or in reqularly scheduled "Job
Acquisition Seminars”. This type of activity .

18
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enhances the lonq range develonment nf students.

Yolunteer fureau. - Experience is a valuable learning
tool but cannot a]vays be gained by paid, part or
full-time work. A valuable service of this componant
is the Volunteer Rureau. Organized as a puhlic
service program, students may volunteer to worh in

a variety of settings for the experience and people
contact. Contact classes nr discussion qroups can

be held to capitalize on these important experiences.

Career Days. Reqularly scheduled Carcer Nays brinqgs
on campus authorities in particular specialities

to speak first hand with students and to directly’
relate,what industry is seeking in potential enployees.
Career.Days may be organized around clusters, academic
divisions, or specific careers., They should be well

coordinated with the information comnonent,

Instructor Resource Component
Career education is a campus responsibility. The concept
of career education embraces students from KEAdth and
involves the instructional staff incorporating these
concepts into the daily c1a§5;66m routine. The Instructor
Resource Component is designed to assist instructors in the
selectiaon of materials apﬁrohriatc for their classes. In

‘addition, specializad counselors serve as resource neonle

in discussing learning strateqies which might best be .

utilized in specific 1éarniﬁ§ anvironments, This
component viould have study areas for instructors. preview
rooms for audin-visual or other materials, and conference
rooms for case studies or brainstorming sessions.

Careor activity packages, prepared for numerous | Carnecon Activity
Packaacs

topics would te jointly developed by instructors and

counselors. FEach packane would focus on a specific
| r

aobjective and include the following items:
=10~
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. Outcome statements
Materials required for the activity
Suggested strategies for implementation
Assessment techniques to measure student performance

Examples of career activity packages might include: Subject Matter
) , ) , ) ) don CAPS
Career opportunities in subject fields (e.g. math, i
English, science)
. Simulation games to identify individual value
structures
Improvement of listening skills
Tips in finding that first job
Teaching the decision-making model
Exploration of educational opportunities (cai1ege,
graduate schools)
How to apply for F1nan:1a] aid and scholarships
Career planning - selecting a career
Effective study techniques

Caweer CDUHSE11ﬂg and Gu1dance Compcnent

The purpose of a CRC is not only to foerv1nformat{95“
and service’to answer questions, but to stimulate further
thinking. The career specialist directing the CRC should
be housed there so that s/he can be available to work with
individuals and groups in career p1énning and decision-
making skills. Also s/he would facilitate inFu;iaﬂ'oF
career education concepts into the curriculum along with
acting as the resource person for the instructioﬁaf
component,

Each component may function independently. All
components needed in a particular setting are inter-related
and enhance the total career development program. The
chart-which follows titled "Comprehensive Career Resource
Center” may help you visualize the many functions

jdentified with a fully functioning center.

20




MOMPRENERSIVE CAREER RESOURCE CLHTLR (CRC)

'} Career Guidance Sunermarket !odel

Financial Mids

Career Coonerative tducation
Exnloration

vork: Study

Skills Assessment

Paer Counseling/
Tutoring

Counseling

Mmission/
Transfor
Assistance

Solf-fissessment

4 Career
Information
Comnonent

Testing

Peferral

!
x Services
| Intake | |
| (muTti-language)y Instructor Work Exnerience] Personal
Resource Comoonent Counseling
Component fufdance

| Snec al Tarqet
P E at ons

J omen

H{CVOW: FolTou-up

wmw

Pssessment
3, Comnonent

Placement Services'y,

Speakers bureau

g, Senfor Citizens
Y Tehabilitation I f
\  Services Yeterans
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Prassessment
Counse1ing Hon-Eng11sh
\ Snealing
N\ Retraining Note: The fdea being that all
N Onnortunities Handicannad clients enter in one place, but they

. can "shop” freely us their needs -

o Mg, TUtOFI70 warrant.  Professional or para-

a1 o Tm— professional help is alvays availably
. g ' = throughout the CRC,




List the componants of a Career Resource Center and
two activities that are typical of each component,

1. Component

e e e —— - —— e e e e e e

——— e B W S —— — — ;%Q,*-;-x%ﬁxmg

Activities:

e e e i B i b e ——

2, Component

Activities:
a - _ e . o
- b. e L ~ o i
3 memnmtiE_&ﬁ e
Activities:
a. ,_uﬁ,ﬂ_,HSZHEHHTKmﬂ%‘,qﬁém_ﬂﬁhﬂn_mz_,h,%“,H
b e e e
4. Component e e e e
ActfviﬁiES;
& B i
b, T e e e L
5. Component — -~ _ ) .
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 OVERVIEW OF A SYSTEMA®
APPROACH TO ESTABLISHMENT OR
IMPROVEMENT OF A
CAREER RESOURCE CENTER

24




The use of a systematic approach can enhance your
chances of establishing or imoroving a career resource center.
The flow chart identifies thzs steps of a systematic approach
as well as the activities you will complete for each step as

a part of the woékshap_

FLOW CHART OF A SYSTEMATIC. APPROACH TO ESTABLISHMENT OR
IMPROVEMENT OF A CAREER RESOURCE CENTER

Step 1 Step 2

Needs Assessment — —_— Write Objectives

N P ;L,-f S — - e — —;?ré —— = =
Identify: : a. Choose three of five identi-
. - Comporent ~~ — 7 o e fied-needs for sub-population-
Setting of CRC b, Hrite one-objective for
Population each of these needs
Sub-population :
Five needs of this
sub-populaticn

L1 o N T el 1

Step 3 Step 4

7 Idéﬁﬁi?& Prégréﬁs[ 7 Ahaijie Reéﬁ%faﬁénés anéW”
_Choose P/A/S fer Implementation

s Activities/Services

J

N -
For each of threa P/A/S choosen

ik .
a. Choose one of three objectives a. ) :
analyze requirements for space,

written

i b. Identify three P/A/S for equipment, budget, materials,
b objective chosen

3
H
1
i
}
H
i
’
H
[
!
i%i
¥
i
!
!
5
i
O

people B
b. Choose one P/A/S to dimplement
by using RUI Table

Step b Step 6

—> r_fﬂéﬁti¥y Tasks | -
Lo —— l»r - ———= V \A
a. Ideﬁiiﬁy and analyza tasks - a. Deve1ap’ﬁrtwu—dimeﬂsiunai
to implement P/A/S chosen 2 responsibility chart

7iﬂssigﬁiée§gﬁnsibﬁ1ityi

J

¥

-14-




Activity Two
tist in sequence, at least five of the six stens of

a systematic approach to establish or improve a CRC.



NEEDS ASSESSMEN
. Step One

27
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Prograins and services should be devaleped as a result
of a particular need. Administering a needs assessment 1 Difficult hut
) Necessany Taslh:
instrument to find out the career needs of a particular
audience, such as students, is alot of work. Constructing
questigﬁs whose answvers u111 r;a11y q1ve vou vhaf yﬁu waﬁt
"15 not an easy task The nreparing, ﬂUﬁ11Cﬁt1ﬂg, distribu- j
ting, and collecting of this instrument means calling on
other people for help.

Leadership in bringing about a needs assessment might Leadenship
come from several sources depending upon the extent of the
assessment, The head counselor, vice-principal in charge
of guidance services or dean of students, might be the
facilitating force for a needs assessment dealing w%%h
career needs, career planning and career experience.

Evaluating and utilizing the results is important.

An advisory committee made up of community members as well Advisony Committe
as school people, can help in giving priority to the needs
expressed and in suggesting programs to heln meet these
needs. The community merbers can also serve as dissemina—
tors of the committee's deliberations, and seek community
support of the programs created to meet expressed needs.

Because needs assessment is a complex process,

Par.

5K

ed to
seiect the needs in yrur particular setting for the purpose

of the learning experienca,

28
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First of all, to facilitate our micro rrocess we are
designating the information component as the one we will
use. There is always room for improvement in this component
because communicating a sufficient base of career information
for wise decision-making is an involved task. It is assumed
“that your setting will he your own school or one with which
you have familiarity.

The next step is to designate the target population.

To further facilitate the micro process, students are being
chosen rather than teachers or parents because they are

the main audience of a CRC. An additional step is having

a sub-population., This could be a grade level, hoy or
girl, departments, etc. The basis of vour choice should

be that student group which is receiving the least service
from the information component. Finally, list five
informational needs which you think are existant in the

‘sun-population you chose.

Stauctune jonr Hien
Process

29




Activity Three

a. ldentify and describe the setting you have chosen for your CRC
for this workshop.

b. Identify population of your setting.

c. ldentify sub-populations.

s

d. Choose one of the jdentified sub-populations for this
workshop.

30
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Activity Three (continued)

e. From you knowledge of your chosen sub-population maki: a list
of five needs they might have. (In a real situation a needs
assessment would be conducted by using questionnaires, interviews
or combinations of survey techniques.) Remember, a need is the
difference between what exists at present and what is desired.

= W %
1*
*
%
*
*
*
*
3*
*
¥
*
»
*
*
*®
¥
*
%
%
*
*
*
%
i
o*
1
*
ﬂ.
*
*
*
*

. *_Eyamnle:. . Hawkins High School. . ... . = . e
Sub-population: Seniors who wish to attend fo.ir year
colleges
Meed: Information about four year colleges which match
their individual objectives. . :

'Jr?r;*ir***********ii%*’ki***'*k%:ﬁ'***

* % % % % %
* % F F % ¥ ¥ %

Five needs of chosen sub-population
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SPECIFYING PERFORMANCE OBJECTIV

An integral step in developing a Career Resource Center

(CRC) s specifying performance objectives. Since this
workshop is concentrating on the process of developing

a CRC and not on teaching the process of writing compre-
~hensive-obijectives, it is assumed that participants have
had experience in this area. Therefore, the following
material has been nrepared to provide participants with

a quick review of preparing objectives. For a detailed
review of this topic, it i: suggested that narticipants

read the work of Harrison (AIR).

Why Write Objectives

Programs are usually based on general, long range
goals which are difficult to evaluate in terms of client

behavior change. Objectives, on the other hand, are

and qggnt1fja§]§3 and can be used to help determine whether

or not the program goals have been reached.

Both government and the aeneral public are demanding
that school programs be accountable; the guidance area is
no exception., School personnel, therefore, must ;pecify
desired changes in behavior, stated as performance
objectives. This step Fa:ijitateg measuramant growth and
change and it assists personnel in the selection of

appropriate materials and methodologies.

33
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Determining Student Outcomes

Therc are many different classification systems
which may be used in writing objrctives, e.q. Bloom's
Taxonomy or the Califaornia lHodel. To attain btoth program
continuity and a foundation for growth, it is imperative
that you use a system.

Outcome statements. The key point to remember in
preparing performance nhjectives is to jdentifv behavior
which will indicate that the client has rcached the anal.
OQutcome statements should include the followina:

- Qutcomes should describé end results, not

procedureg or activities.

- Qutcomes must be observable or measurabie.
(Therefore, use action verbs to avoid vaque or
ambiguous statements). 7

- Qutcomes must be relevant to the aoal.

- Qutcomes must describe nerformance.

- Qutcomes should be sianificant.

Other key points to rimember:

- Consider subaroups and establish realistic
level of achievement.

- uhile there is no formula for specifying the

exact number of ohjectives to prepare, it is

sugaested that you think nf as many outcomes as
you can. Then nrioritize and select outcomes
rolated to program objectives. Mso remember
that selection nf outcome statements must be

Timited to those which can effectively be
coordinated.
uriting_Full Objectives
There are four key compenants which must be nresent
in an outcome statement hefore it may be considered a
full objective. It is not necessary for an ohiective to

be limited to one sentence.

- 34
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Population. Within the schoo) setting there is a

E Population
Targe population to be served. Yet, within that ponulation
there are many sub-populatinns (e.g. sex, race, age,

grade level, Tearning level, developmental level). The

first step in writing an objective is defining the ponula-

_,T;ipn”fot:whichﬁihqub§E£tive'é

5 -appropriate and intended.

The ohjective should nrovide

a detailed delineation of

the population which is clear to the reader. Fach suh-

population may have different needs. Examples might
include the following:
Homen may need to have experiences related to becoming
aware of non-traditional career opportunities., (Career
Information Component)

Seventh grade students, compared to seninrs, need

different types of programs and services as related
to work experience. (Work Experience Component)
Behavior. A complete objective will include a state-
ment using an action verh that will describe hehavior
which is observable and relevant to the qoal. The following

are action verbs which are useful in generating outcomes :

Benavion

choose discriminate discuss

describe relate construct

Tist design malke Action Vesrbs
define compare match

record draw identify

apply(use) demonstrate recognize

interprot predict name

contrast seDarate . operate

Condition. Condition refers to the setting or
situation in which the outcome will he measured. Thus
the statement must include 4 brief description of the

condition in which the person will be expected to rerform

35
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the stated objective. Condition refers to the test
conditions or parameters which will be established.
Examples of test conditions are:

- After individually reviewing tﬁree occupations

as discussed in the Occupational Outtook
Handbook , . . (Career Information Component)

= As-a result of a small.group.discussion on interest |

jnventories . . . (Assessment Component)

- After listening to a cassette tape of the proce-
dures to follow in completing a job application .
(Work Experience Component) o ,

- Upon completing a Career Activity Package in a
social science classroom . . . (Instructor
Resource Component)

In determining the conditions attempt to:

(1) Specify the information, tools, equipment,

source materials, and anything else which will

be available to help perform the outcome
specified in the ohjective.

——
]
~—

Try to select conditions which most closely
resemble a real-life situation in which the
person might be required to perform the
behavior. (Harrison, AIR)

Criterion of evaluation. A complete objective will

state how effectively a person must pE?fDﬁﬂ to demonstrate
adequate mastering. It establishes the degree of success.
Criteria statements may be both quantitative (minimum
number, percent, time limitations, etc.) and/or qualitative
(satisfactary; acceptable, significant). Qualitative
ijectiﬁes are usually less precise.

There are references which can be of help listed in the

bibliography.
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Activity Four

Choose three of five needs written for sub-popuiation and write
one objective for each need,

Note: See Glossary: "Performance or product objective. "

Need #1

Objective #1

Need #2 i _
Objective #2 . — N S .
Need #3 i ) ) ]
Objective #3 e , N i} )
o 37
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Y PROGRAMS, ACTIVITIES,

 SERVICES (B/A/S)
Step Three
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Programs, activites, and services can he described
as follows:
Programs are developmental series of individual and

group activities presented in sequence. These miqght

include a weekly or monthly program of “Spotlights on

- Carcers™ {speakers frem- business and industry), seminars

on job search (filling out applications, interviewing,
developing contacts, comnunication skills, appearance),

and in-service workshops to extend che knowledges, skills,
and techniques of teachers, counselors, and paraprofessionals.

Activities include, but are not limited to, individual

and group experiences in the classroom, Career Resource
Center, and community. For examnle, aroup cxperiences
might include saninars on occupational clusters, presenta-
tions to classes on specific pecunations, Colleqe Days,
Carecr Days, and visitations to business and industry.
Individual activities might include simulation qames and
occupational kits, tests or iﬁventaries, and interviews.
Services are support activities provided primarily
by Career Resource Center staff and may include hut are
not limited to the following: nccunational or career
presentations in classes, presentations to community
organizations and service clubs, audio visual and nrinted
packages that can be used directly by instructors anel

others . counseling and instruction in the Career PResource

39
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Center for student groups and individuals.

In considering programs, activities or services be
creative. When considering space, materials, budget,
equipment and people do not overlook resources because
they are not readily available. The following questiéns

- are meant to act as spurs to your creative thinking.

Can you involve instructors, parents, students, Ouestions fon

administrators, non-certificated personnel, members " Creative Thinkint

of the community in sone significant way?

Is financial assistance available from non-

school sources? (i.e. business groups)
Can facilities currently being used be reass’ .’
Are there any portable huildings in the dist- .
(i.e. trailers) availahle for your use?

Are there viewers, readers, tape recorders, typa-
writers or other equipment standing idle in some
department that may be borrowed for the CRC?

Are there materials already developed that may be
either free or inexpensive? Are these available
from faculty, local business and industry, the
local Chamber of Commerce, husiness clubs?

40




Activity Five

Choose one objective of the three written and identify
three programs or activities or services to accomplish

ER . this objective.

Objective chosen is oo

Three programs, activites, services to accomplish this phjective are:
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Activity Six

Analysis of requirements for P/A/S

Tp/A/S #1 (identify)

Requires:
People
Space
Equipment
Funding
Materials

P/A/S #2 (identify)

Requires:
People
Space
Equipment
Funding

Materials

42
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ActiyityASi§r(cantinued)

P/A/S #3 (identify) L o

Requires:
People
Space
Equipment
Funding

Materials

43



ANALYZE REQUIREMENTS
AND CHOOSE P/A/s
FOR IMPLEMENTATION

| Step Four




One of the major p%ab1éms in establishing a Career
Resource Center (CRC) or-in improving one component of |
a CRC 1is deciding vhat to do first.

One aid to help in making decisions about which
nrograms, activities, or services to implement first is
the RUI Table.* This technique requires you to indicate RUT Table
the resources necessary for implementation, to evaluate
the difficulty in procuring the resource and térdetermine
the importance of the resource to implementation. The
Relative Unfavorable Impact (RUI) is the relationship
between the difficulty in procuring the resource and its

importance to implementation.

In using-the RUI Table you are working with the Mosit Critical
Resowrces

mgé}ngzi;jggl;ﬁeséurces necessary for imp1eméntat16n. You
will be choosing the three most critijcal resources under
each category from your list of requirements prepared in
the previous activity. Write these in the blank RUI

Tables on the following pages for each of the three P/A/S's.
As you identify resources needed be sure ycu-ﬁn;nnt over-
look elusive resources, resources that are not obvious.

These resources may be very critical to implementation.

* The concept of Pelative Unfavorable Imnact (PUI) was
initially developed by Ron Smith while at Cerritos
Community College, Cerritos, California. He is currently
at Cypross Comaunity Collene.  The RUT concept was
modifind for the purpose of this workshop.

45
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You are now ready to determine the availability of
e ach resource.

First consider those resourcé§ you currently have or
know you can obtain without difficulty. These resources
have no'unfavorable impact on implementation and should
be circled in the (1) or "none" column. Next consider the -
resources that you consider extremely difficult to obtain.
These represent a serious unfavorable impact on imﬂ1ementé;“‘

_tion and should be circled in the (4) or:"serious" column.

Between these two extremes there may be some possibili-
ty for ohtaining a resource. These should be circled (3)
or (4) depending on the difficulty you forsee at this time
in obtaining the resource. |

When you have completed a RUI Table, total the numbers
by adding the columns, "none", "minor", "some" services.

The program, activity, or service with the lowest relative
unfavorable impact total should be the easiest to implement;
thus, it would bhe the first one you could offer in the
componant you have chosen to develop. This does not mean,
however, that this program/activity/service would necessarily
be the only one you would initially offer or deliver. In
fact, you will probably want to offer more than one program,
activity or service within a component even during the
beginning stages in order to have a viable program. TD

be sure the program/activity/service with the Jowest

total will be the easiest to offer, you will need to

UtiLizing the
RUT Tabfe

“spayiew your l1isting of the resources needed for that

46
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program, activity, or service and your evaluation of

both the avai]abiiity and possibility of obtaining crucial
resources. If there is a resource which you feel will be
impossible to obtain and is crucial to have, you will
‘need to cénéider the program/activity/service with the

second lowest total.




Activity Seven
' o “RUT TABLE
(Relative Unfavorable Impact)

=

PROGRAM/ACTIVITY/SERVICE #1: | ]

Develop a checklist of one to three resources needed in each category to offer
t. is program/activity/service and complete the relative impact column at this
time,

POSSIBLE RESOURCES RELATIVE UNFAVORABLE. IMPACT STRATEGIES

PEQPLE MNONE MINOR SOME SERIOUS

1. 1 2 3 4

2. 1 2 3 4 e e e
3, 1 2 3 4 e e
SPACE
1 1 2 3 4 e
2 1 2 3 4 e e
3 1 2 3 4 L e
EQUIPHENT
1. ' ] 2 3 4 e
2 1 2 3 4 e o
3 1 2 3 4 , —_
F UNDING
] 1 2 3 4 e . —
2 1 2 3 4 e e
3 1 2 3 4 e —
MATERIALS,
1. I 2 3 4 e
2. 1 ¢ 3 4 e S
3. 1 2 3 4 e e

Total of 8 a
vertical 4 : Total of all four vertical
columns columnsg




- RUI TABLE ,
: (Relative Unfavorable Impact)

Program/Activity/Service #2:

f;ff“‘Deveiap a checklist of one to three resources needed in each cateqory to offer this
~ “program/activity/service and complete the relative impact column at this time.

POSSIBLE_RESOURCES RELATIVE UNFAVORABLE IMPACT STRATEGIES
NONE MINOR SOME SERIOUS

PEOPLE
1. 1 2 3 4

2. | 1 2 3 4 I
3 1 2 3 4 — S
S PACE
] 1 2 3 4 ,; S
2 1 2 3 4 L
3 1 2 3 4 e
EQUIPMENT
1. 1 2 3 4 o o L
2. 1 2 3 4 e e
3. 1 2 3 4 e
FUNDING
1. 1.2 3 4 -
2. ] 2 3 4 N .
3. 1 2 3 4 e e
HATERIALS
. 1 2 3 4 o N
2. 1 2 3 4 o o
3. 1 2 3 4 o L

Total of o = Total of all four
vertical vertical columns
columns

-34 -




, RUT TABLE
(Retative Unfavorable Impact)

PRDGRAH/ACTIVITY/SERVICE #3:

T e e e e e - ;-...,;,:a.%,..;ng.z,xgg;;é%;r,t —

Develop a checklist of one to three resources needed in each category to offer this

pragram/activity/service and complete the relatijve impact column at this time,
POSSIBLE RESOURCES RELATIVE UNFAVORABLE 1pact STRATEGLES

PEOPLE "ONE MINOR  some SERIOUS
1. 1 2 3 4
2. 1 2 3 q

3. _ ] 2 3 4

2 1 2 3 4 ————

3 1 2 3 4 o
EQUIPHENT

1. . . 1 2 3 4 R

2. ] 2 3 4 —— e

3. 1 2 3 4 e
FUNDING

1. 1 2 3 4 e

2, 1 2 3 4 e

3. 1 2 3 4 e
M ATERIALS

1. 1 2 3 4 T e

2. ! 2 3 4 Mo

3. ] 2 3 1 e

Total of S Total of a1 rouy vartical
vartical. , coluinng
coluinnsg
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Activity Seven (continued)

Choose one P/A/S for implementation based on totals ot RUI Tables.

Totals of four vertical columns

P/A/S #1__

P/AIS #2__

P/A/S #3

Thé program with the lowest figure should be the easinst to

P/A/S chosen for implementation is:

-36-

implement.



52



AR

In analyzing the tasks necessary to implement the
P/A/S chosen, the finaj objé:tive is to have as complete
a breakdown of tasks as jg ﬁecessary without gaps, This
is not usually possible to do in seqlence, Samething,is
almost always left out,

It is suggested therefore that ng effort be made
at first to sequence tasks, Instead, using 3x5 cards,
Write each task op one card AS IT 0CCURS 1O you, When
You have several tasks i:’ie,r“ﬁ;i‘ﬁed,i lay the tards on 3
table in a natural Sequence. Yoy will then notice qaps
and these can then be filled in on 3 X 5 cards,

When you have a aroup of tasks in sequence list them
in Activity Eight. You win then be ready to develop the

two-dimensiona) responsibility chart in Activity Nine,

-3/-

Ide RECEy and
Sequence Tasks
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Activity Eight
MPLEMENTATION TasKs
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Activity Eight (continued)

IMPLEMENTATION TASKS

P

0.
n. o .
12, o ) -




Step Six
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In order to assign régpaﬁgibi1ft§ for tasks a two-dimen-
sional chart ig helpful. This chart (an be a simple
assignment of resmcngibiiity for several P/A/S's, or
it can be 3 SQphiﬁticated chart which indicates, not

only prime responsibility, hyt ceordination and other
‘pPersonne] functions for all component:

in a comprehensive
CRC,

the vertieal dimension and personnel as the horizonta]
dimension.,

-40)-
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Assign tasks to those peq lieve woyld have pripe
responsibility fop completion of tas!

Indicate this with j Symbol "xn_

L
rce

" Resoy

Tasks

r
2T |

gﬁ””SE]”

echnician
Aides

regp

Care

[ e

1
! [Career
—_—

Twasdimengiaﬁa7 Chart Assiqning Prime Respcnsibi?ity

for Campietinnicf Task
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You have noy completed a mini-review of the systematic 5
process for establishing and/or impp

oving a Careerp Re
Center. The last act

ivity winy be the ide

saurce |

ntification 0t the

51X steps in the process.

One aspect which has heen omitied from this review s
evaluation,

Evaluation should take place at each step in the Fuvaluation
process. In ordap

to complete the process you i1
be given 3 brief reviey of evaluation Strateqgies,

60

O

EMC | A2

Aruitoxt provided by Eic:



Activity Ten
Flow Chart of
A Systematic Process for Establishing and/or Improving A Career

Resource Center

Step 1 _ - Step 2

- StED73 ] ] ] Steﬁ74,
e Step 5 S _ Step 6_

2. Hote that evaluation takes place at gach step. See

review of evaluation strategies on following pages.




EVALUATION

Evaluation strategies eﬁsure a systematic, planned
process which measures the effectiveness of programs,
The resultant data provides feedback concerning the total
effectiveness of a program.

The majority of the data currently collected are

gg@ﬁpj§jf§;iggmlggggtjnqxsu@mariesrwhich do provide interes-

ting descriptive information (e.q. staff assignments,
number of staff, type of materials available, client data)
yet this information is only meaningful from a subjective
viewpoint.

Objective evaluation provides nrogram information on
outcome attainment and behavior changes which result from
specific activities. Specific statements of expected
outcomes of a program and behavioral changes are a
prerequisite to planning activites and .to evaluating

the effectiveness of the procram.

Outcome-Referenced Evaluation

This module provides sequential activites designed to

assist participants in developing a CRC based upon objectives.

The criteria established in nrogram ohjectives provides a
means of evaluating programs on the basis of punii
attaininent of specified outcomes.

(1) Concise statements of program objectives.

(2) Establishment of acceptable levels of attainment.
(3) Selection or development of materials and
procedures to achicve autcomes.

62
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(4) 1Identification of methods or instruments for

: assessing outcome attainment.

(5) Objective appraisal of outcome attainment.

(6) Identification of process variables related to

attainment of specific outcomes. (0'Hare,1971)
Criterion-referenced measures (CRM) are usedto compare
clients attainment of desired outcomes with an established
performance level. Criterion levels (minimal acceptable
levels of performance) are established for each set of
outcomes. CRM is appropriate when specific outcomes have
been identified and instruction or guidance has been

provided to develop the outcomes. CRM measures the degree

of client attainment. Information derived from such

_evaluation models allows for svystematic planning, program

modification, and program verification.

Formative and Summative Evaiuation

The development stages of a program determines the

evaluation emphasis and whether formative or summative

" evaluation will be utilized. Formative evaluation is a

process of evaluating develnping programs. Emphasis is on
the degree to which program objectives are achieved by
clients. You will recall that in develoning objectives
for each CRC component, that program objectives were also
developed. The prime pu%pose of formative data collection

is the identification of program strength and weaknesses.

This is done hy reviewing the crogram objectives. Analysis
of the results of formative evaluation should include the

consideration of situational variables (e.g. physical

63
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setting). These outside variahles may have a dramatic
impact on the effectiveness of the program. The key pnint
for you to remember is that formative evaluation is

Summative evaluation, on the nther hand, is used tp
evaluate fyjj;»ﬁgy;jgpgﬁégrpgﬁ@gs! Evaluation techniques
are utilized which provide an estimate of overall nrogram
effectiveness, This procedure is used Lo evaluate individual
brofirams or to compare two or more existing proqrams.
Summative evaluation provides information about clients.
Thus, the data may be utilized for client evaluation as well
as program evaluation. In addition. summative evaluation
is directed toward post-developmental evaluation and provides
descrintive proqgram-related statements that allow for

comparison and decisinn-making.

This brief discussion vas desiqned to serve as an
overview of evaluation. Some resources for those desiring
a more complete review of evaluation procedures and

techniques are in tne bibliography.
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HOW To IHPLEHENT, HAINTAIH, AND IMPROVE A;CAREER CENTER
Thomag Jd. Jacobson
June 30, 1975

!@HEQJMQEEHEﬁEQEéL&ﬂEE

Any approach to imn?ementing a Carcer Contep s dependent unun
several pre=exi5ting factors in a school: The deqree of support rrom
the administnatinn, Counseling staff, and faculty; the avai?abi?ixy
of funds; the avai]abiTity of space; and the Composition of the
Student body, 1If the individya] Or group of individuals in a schipl
who are intereste| ip béginning a Career Centep ané able to ohtain
substantial outright ?unding or total support from the Princinal
at the outset, the Nrocess of imp?ementing a Career Center jg
much simpler, However, since both of these Situations represent
the €xCeption and not the rule, the fn??owing discussion addresses
the “typicat situation ip which a counselor or work 2xperience
Coordinator woyulg like to begin a Career Center hut 1S not syre of
the best Way to proceed, The suggestions that follow win) not

apply to every secondary school, byt it is hoped that most of the

e. Develop an understanding of what'Caréer Centers are Currently

e doing to meet the career quidance needs of students,

3. Develop interest among the counseling staff, Facu?&y? and studencs,
and present the idea of a Career Center to the principal.

4. Take the principal, op the principal's desianee, to an exemplary
Career Center.

5. Free some time for , Courselor tq pPlan and o0rganize a Career Center,

6. Saot up a Career Center planning commi ttee,

68
-49-

]
i
-




8. Decorate the center to gchieve a non=institutional lool.

9. Establish an inventory of printed sources of career and
educational information.

10. Hire a paraprofessional to coordinate the day to day
activities of a Career Center.

11. Before officially opening the center, have an orientatior
for the faculty.

12. Advertise the Career Center in the P.T.A. Newsletter, und
in the local newspaper.

How to Operate and Maintain a Career Center.

Once a center is open, its success depends on the efforts ind
enthusiasm of the Career Center staff, and the atmosphere they uare
able to create in the center itself. In addition to these intangibles,
the numbers and kinds of programs that are coordinated by the Cureer
Center are directly related to the size and qualifications of the staff.
Beyond these basic considerations, discussed in detail in Chapters II
and 111 of the report, several generalizations can be made concerning
the effective operation of a Career Center.

1. If it has not yet been done, writing objectives for the Career
Center is the first order of business. ’

2. Take advantage of the resources of the school and the community.

3. View a Career Center as a process of inter-connecting, mutually
supporting activities, with several points of entry.

4. Continue to develop support within the facu1ty§'ccunse1ing
staff and administration. _

5. Act as a service to the faculty.

6. A mininum amount of career guidance for each student should
be built into the Career Center program.

7. Maximize the effectiveness of career guidance services
offered through the Career Center.
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Aruitoxt provided by Eic:

10,

a. Interest Surveys
b. Speakers Programs and Field Trips
c. Uork Exnerience

Files in the Career Center should be kept "for" and not
just "on" students.

Career Center personnel should undarstand that career
exploration does not necessarily lead to career planning.

Cstablish a budget specifically for the operation of the
Career Center.

How to Improve a Career Center

To improve a Career Center, it is essential to obhtain an

evaluation on each aspect of a center's operation and to base

argunents for further support on demonstrated past performance.

discussion about evaluation, several different types of instruments

were examined. The Career Center can use the information from

these instruments plus feedback from other sources to help improve

the nrograms and activities provided by the Carecer Center. The

emphasis should be to examine programs and services offered and

make decisions based upon data.

1.

6.

Establish priorities for each of the nroqrams or activities
provided by the Career Center. ’

Tentatively establish a one-year program, a two-year program,
and a three-year program for the Career Center hased upon
established priorities and reasonahle projactions,

While the tentative programs are hbeing laid out, discuss the
programs with faculty members to see how they want Lo use
the Career Center.

Meet with the counseling staff and obtain direct ferdback
from them to ensure that hteir ideas art incoeparated intn
Career Center activities.

Nbtain feedhack information on the proarams and services
of fered,

In Chapter VIII, ways in which Career Centers are makinag an
impact on students were discussed,

.
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7. Compare the Career Center priorities with the information from
faculty and counselors and student input.

8. Examining priorities in relation to feedback is essential
and much easier than it may seem.

9. Identify students who have not made any post-high s:zhool
plans and seek to provide assistance to those studeats.

A Career Center in another district contacts all seniors who
did not apply to college or who did not ask for their transcripts.
Additionally, the Career Center should not automatically exclude
students whﬁ'say they are going to Community College from this group.
Many students indicate they are going to college simply because they
have not made any concrete pTaﬁsAabcut the future. Counselors
at the Community College level mentioned that many students come to
Community Colleges bécause they do not know what else to do and

a significant nunber of these students drop out before too Tong.




e Tris staff development booklet is part of a series of career guidance

- 'bookiats developed by a four state consortium coordinated by the American
[nstitutes for Research. Topics for staff development were determinad by
the results of a Career Guidance Staff Development Neads Survey administered
“in the four states. Each booklet will be field tested and revised. The
tatai series is as follows:

ALIFORNIA

Helping Elementary Students Understand Themselves - George Hurlburt, Jr.

Helping Elementary Students Plan for the Future - Diane McCurdy

Evaluating the Cost Effectiveness of Programs for Improving lnterpersonal
Skills - Milt Wilson

Developning Facility Maintenance Competencies for Career Resource Center
Technicians - Clarence Johnson

Developing People Relationship Competencies for Career Resource Center
Technicians - Jil1 Paddick and Dale Dobson

Establishing a Career Resource Center - Robert A. Wood, Niel Rogers,
Cella Clinge -

MARYLAND
Building Career Information-Seeking Behaviors - Richard H. Byrne
Providing Life/Career Planning for Homen and Girls - Janice M. Birk
Utilizing Strategies for Adult Guidance - Zandy Leibowitz and Nancy Schlossberg
Pﬂs1gn1ﬁg Programs for Adu1t Guidance - Zandy Leibowitz and Mancy Schlossberg

MICHIGAN
Using Change Agent Skills to Manage Careér Guidance Program Development -
Juliet V. Miller
Using Change Agent Skills to Manage Career Guidance Program Implementation -
Juijet V. Miller
tliminating Stereotypes of Ethnic Minorities Through Career Guidance -
Lois P. Brooks '
Developing Communication Skills and Program Strategies in Career Guidance
for Ethnic Minorities - Lois P. Brooks
‘;veg1ng Futuristic Career Guidance an13 - Ju11et V. Miller, Garry R. Walz,
R “and "Libby Benjamin
- Imaging Futuristic Career Guidance Programs - Juliet V. M111er Garry R Halz,
'~ and Libby Benjamin

MISSOURI
Planning Pre-Employment Programs - Joyce Fielding and Marvin Fielding
Conducting Job Development Programs - Joyce Fielding and Marvin Fielding
Conducting Job Placement Programs - Joyce Fielding and Marvin Fielding
Conducting Follow-Up and Follow-Through Programs - Joyce and Marvin Fielding
Davaloping Effective Public Relatiens - Norman C. Gysbers

AMERICAN INSTITUTES FOR RESEARCH
Providing Career Guidance for Young Women - Pamela G. Colby
Providing Guidance Services for StudEﬁtS With Physica1'Disabilities -

Susan L. McBain i

Developing and Conducting In-5ervice Programs - Al Stiller
Helping Students Explore Work and Leisure Options - Pamela G. Colby
Helping Students Develop Career Pecision Making Skills - Ellen A, Stewart
Providing Guidance Services for the Elderiy - Ellen A. Stewart
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