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The challenge to assistwyouth in gaining the skills and knowledge to plan and execute meaning-
ful careers is a major concern of the educational community, particularly high schools. In response
to this challenge, The Center has developed and tested, under the sponsorship of the Education and
Work Group at the National Institute of Educatjon and with the help of nearly fifty-high schools
located throughout ﬁ?(teen states, the Career Planning Support System (CPSS). This product shows
how to deliver improved, cqst-effective career guidance services that,meet the needs and fall within
the resource8of theindividual school. The progedures in these materials are systematically pre-
sented to help local schools engage in saund planning, implementation, and evaluation. It provides
them with the capacity for self-renewal.

. It is important to note that the Career Planning Support System does not prescribe the content
of a local program; rather, it enables teachers, ¢ounselors, students, parents, and community mem-
bersto decide on the specific program to be followed . It is a flexible prod uct in that it does not
necessarily displace existing efforts, but describes how existing activities can be brought into an in-

- ‘tegrated systematic approach to the delivery of career guidance services. -

The Center is pleased to present this product. We are gratefui to Dr. Robert E. Campbell,
program director, who led in the conceptualization.of CPSS and patiently guided it through years
of deveJopment and field testing. He has been ably suppogted during this period by staff persons

" whose names are indjicated at appropriate credit points in the various publications. We are deeply
_ grateful for the cooperation and consistent enthusiasm of the participants in the field test; theitr

names and locations are given on the jnside of the back cover.

v

A complete list of products developed in connection with CPSS, and occasionally referred to
throughout the various guides, are printed on the outside of the back cover.

R : Robert E. Taylor oA

> . Director
o A The Center for Vocational Education
- > - —
® ” 4
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. CHAPTER 1

»

MAJOR-ACTIVITIES - ¢ .

® Establish decision-making
arranfement with principal

® Select and orient Steering
Committee members

® Select and orient Advisory
Committee members

- ® Assign three Steering Com-
mittee members to be re-
source leader, behavioral
objective special, method
speciglist

.

J

A

0

Getting Started

* When.you read through the Coordinator's
Training Guide you become familiar with the
activities that are in this handbook, which is
your project management document. This is
your resource for planning, leading, and co-
ordihating all the CPSS activities. In this hand-
book you will find that activities that ordinarily
would be time-consuming to plan and develop
have been already arranged for you. You aldo
will find that most of your work with CPSS
from now on will be with this handbook and
the CPSS Program Information File, which is
a record-keeping device for all CPSS activities.

Please notice that each of the following -
chapters deal 'with a major stef’in the CPSS
process. The first part of a chapter gives you
background information on the step plus in-
formation to keep vou alert to parallel activ-
ities. In this part, boxes list major activities,
concurrent activities, and results for each
chapter. Inthe second part, specific steps \
are listed to help you plan, organize, and ac:
comphsh tasks. Sections of this part that are
in 1talics describe activities you should mon-
itor but do not actually do yourself. The
chapters are also a source of agenda items
for Steering Committee meegings. '

[N .
1

-

-

Working wish the Principal

* Beforéyou proceed, be sure you have a
clear understanding with your principal about
the decision-making authority your role in-
volves. You may have already established this.
If so, that’s fine. If not, review the major tasks
of the CPSS process and decide on what respon-
sibilities you each have. The macro flow chart
in the training guide is a g8od reference for

. this activity. Be sure to include. school orien-

tation; selecting Steering and Advisory Com-
mittees and task forces: conducting needs and
resource assessments; selecting goals; implement-
ing CDUs; and annual program review. Doing
this will help define the role the principal will
play in the overall CPSS-process. Remember,
your principal’s active support is important.

CONCURRENT ACTIVITIES

® Orient school population to
CPSS (optional)

Selecting the Steering Committee

One of the‘first tasks that you and your
principal should consider is the selection of
Steering Committee members. The function
of the Steering Committee, remember, is to
conduct the activities of ¢PSS and monitor the
development of your new ‘eareer guidance pro-

-gram. Your role is to lead them through their
tasks. It’s probably fairly obvious there can be
political overtones to establishing the commit-
tee. A product such as CPSS cannot be pre-
scriptive in designating who should be 8n the
committee in your school. It is suggested,
however, thtat you favor having a broad base of
support and recruiting people who can see tasks
through in a timely, competent manner. An
orientation to CESS at a faculty meeting may
“be a useful strategy prior to selecting the com-
mittee members

committee is up to you,
ect individuals to be respon-

The size
but you shoul
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sible for conducting and mantaining resource
assessments, being a resource person for behav-
1oral objectives, being a resource person for
career guidance methods. These persons begin
their tasks after the first meeting, but their in-
"volvement 1 continuous during CPSS and wMile
your new progrant is functioning. Other people
may be added, depending on the size of commut-
tee that 1s best for your school. Students, most
definitely, are valuable members. (Tvprcally
successful Steering Commuttees in-the field test
of CPSS included representatiges of students
from each grade level, teachers from all areas,
guidance and counseling people, and adminis-
trators )

The Steering Commuttee 1s crucial to the
effectiveness of the project Besides representing
the school as a whole, the members also must be
willing to be advocates for CPSS  Their commut-
ment will retlect in how smoothly tasks are
executed Your first meeting with them will L
launch the project How ofjémthe commttee
meets atter that is’left to vour discretion. Es- #

sentially, the committee meets to organize, \

begin needs and resource assessments, select
goals, decide implementation strategies for
CDUS, revigw CDUs, and, on an as needed
basis, monitor activities. The outline for the
first meeting 1s at the end of this chapter.

How vou select the committee members
should be decided now, You may want to re-
crutt op an individual basis or orient everyone
and request volunteers Be prepared to ex-
plain briefly the CPSS process, what 1t means
for students, and how much time 1t will re-
quire of a person  AV-11s a good orientation
‘vehicle for group meetings

Selecting the Advisory Committee
) ¢
Another decision you must make with
your principal i1s whether a separate citizens’
Advisory Commuttee is feasible or desirable
in your situation, An Advisory Committee
1 built into‘the CPSS materials as a commut-
ment to community participation in school
affairs  An Advisory Committee 1s seen as a

=N

-
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source of community information and as
people who can review, program goals and
activities designed to reach those goals. A
separate committee would meet two or three
times a vear with the members available on
an informal basis. .

\ | R
Instead of torming a hew Advis,ory'
Commuttee for CPSS; rather you may use
an existing committee, torm a coalition of
existing committees, or have community .
representatives on the Steering Committee,
~

If voudo torm a separate Advisory

‘Commutt¥e, the principal may serve as the '

chairperson, with vou acting as executive
secretary [t s suggested that you select

five to nine representatives om the busi-
ness, industrial, and educational communities,
plus goyernmental agencies, civic groups, and
parents to be conimnittee members. CPSS

and their role in 1t are explained 1n the Ad-

wsory Commuittee Handbook.
\

Once vou have chosen members of the
Steering and Advisory Committees, vou (and
perhaps,the principal) should meet with both
groups The following are sugpeited agendas
for the first megting of each commjttee.

First Steering Committee Meeting
1. Give overview of ‘CPSS. view AVs

2 Discuss coordinator’srole

+

3 Discuss Steering Committee's role

4. Ask the members vou selected for
‘this purpose to serve as resource
leader, behavioral objective special-
ist, and method specialist, Give the
Manual for Writing Behavioral Ob-
jeotives and the procedural guide
entitled Writing Behavioral Objec-
tives tothe hehavioral objective
specialist 7 tiive the procedural guide
called Analvzing Methods to the
method specialist. You will give ap-
propriate materials to the resource
leader during Chapter 2.

v

-
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5. ¢ Plan for the #xt meeting to begin ,
resource assessment ghd needs as-
sessment. (See Chapters 2 and 3 for
structuring the next agenda.)

7

. First Advisory Confmittee Meeting

1. Intro®ice members -

2. Haveg};e principal talk about the
purpo \of CPSS

Give overview of CPSS, view AV-1

Distribute Aa,{uzsory Cgmmuttee
Handbook!

Discuss roles and communication
pattern

i
Discuss future activities and meetings

\

" RESULTS

Steering Commuttee organized
and'oriented

Advisory Committee organized
and orfented . o
Behavioral objective specialist
beginning tasks

Method spemahst.begmning
tasks

_J

+

The information you will need to com-
plete the rest of CPSS begins with resource
assessment in Chapter 2. ‘

.
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MAJOR ACTIVITIES

® Arrange to_perform resource
assessment tasks in cénjunc- .
tionfth other schools using »

g’s (optional) '

® Select, with the resource
leader, members of the
Resource Assessment
Task Force R

————

® Duplicate CPSS Program
A Information File items 1-39
® Monitor the work of the

Resource Assessment
1 Task Force v
® Review items 1-33 with the

Steering Committee

S o
R

Assessing Resources |

.Because most high school guidance pro-
gmms tend to offer more services than their
resources can adequately support, one of the
first tasks prescribed in CRSS 1s an assessment
of resources available for use in your new pro-
gram. The information about resources will
enable the Steering Committee to select goals
for your new program based not only on what
students need, but also on whether there are
resources available to support gbals to meet - -
those needs. Without such an ssment, an
otherwise sound program could be ineffec-
tive because resources are not used efficiently.

1]

The CPSS resource assessfment will help -
your school identify appropriate materials,
space, equipment, pecple, and funds in both
the school and community. /Happily, such

careful attention to resources may help you
“discover’’ more career guidance tools than
you knew you had.

CPSS also provides procédures for re-
source accounting—keeping track of the use
of resources once your new guidance pro-
gram is operating. The accounting tasks
and other activities concerning resources
occur after assessment is finished ; therefore,
they are not dlscussed until the end of this
chapter . :

.
-

The Task Force’s Job

Resource assessment should begin at
the same time you begin needs asgessment
and should be completed no later than needs
assesdwient because the Steering Committee
will need information about botigat the
same time. Resource assessment
of a seven-member Resource Assessment
Task Force, headed by the resource leader.
However, you are ultimately responsible for
this and all other phases of CPSS. -

The yesource leader should be chosen
from the adult members of the Steering Com-
mittee so that he/she can serve as liaison be- .
tween the task force and the committee. A
librarﬂian, media specialist, or counselor who
is familiar with career materials might be a
good choice. The information on the resource
leader’s ro.le at the end of this chapter may help .
‘you select’a person who is suited for the job. ’
Two other faculty/staff members and four.stu:
dents should comprise the rest of Yhe task force.

The task force’s job is to compile: (1) a
list of current career guidance activities in the
high school, its feeder schools, and the state
and dis#fict; (2) a list,of available school and
community resources that could be used if
careel development activities; and (3) a descrip-

tion of the scheol and community that includes .

population statistics, occupations in the com-
munity, and courses offered in the school. All
three kinds of information will he helpful to
the Steering Committee as it makes decisions

r

-

the work )
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about the scope and direction of your new
career guidance program. The list of current

" guidance activities should be useful when inte-

v

grating successful current activities and ypur
new program. The list of resources will pro- . L
vide a single-source reference concerning all the
resources available to support career gevelop-

"ment activities. This information about re-

sources will mclude such things as who should »
be contacted about their use and any constraints
that may be placed on their use. The descriptive
data about the school and community will be’
used primarily as background jinformation.

. CONCURRENT ACTIVITIES
¢

® Direct needs assessment ‘

?ftivmes

! Advisory Committee Help

. One of the best sources of information
about the community may be the CPSS Ad-
visory Committee, Advisory Committee mem-

.bers already may have the information néeded,

may be able to acquire 1t, and/or may be able

to verify or suggest a source of verification for
information the task force has already collected.
However, task force members seeking informa-
tion should contact Advisory Committee
members only after having exhausted other
sources. The Advisory Committee may ad-

~ vise or help, but the work of assessing re-

sources belongs to the task force.

ltems 1-33 of the CPSS Program Infor-

mation File (provided in the envelope labeled
“‘Camera-Ready Masters for Resource Assess-

ment’’) will guide the task.force in their com-
pilation of information as they follow instruc-
tions in the accompanying procedural guide
Assessing Resources. Once items 1-33 have
been completed, the task force will disband.

3
.

P i{esource Leader’s Role

4

The resource leader’s responsibilities do
-nog ‘end when the task force disbands. He/she
should be thought of as the school’s expert on,
resources and should be called upon during
CDU development to assist career develop-
ment unit instructors in assigning resources to
each unit. As the schdol’s most knowledge-
able person concerning resources, the resource

.leader should be ableto make the CDU instruc-

" tors’ job easier and to offer valuable mforma

tion about the use of resources.

Xesource accounting activities begin
when Your new guidance program is imple-

- mented. The resource leader should record

the actual use your school makes of resources,
placing that information on CPSS Program In-
formation File items 34-39. The appropriate
information about the*hse of yesources for
each‘CDU should be available immediately
after the CDU is approved. Upon modifica-
tion or termination of a CDU, the resource
leader will update the items. ‘"The resource
leader’s responsibility for resource accounting

.is ongoing throughout the hfe of your career -
' guidance program.

A .
Another of the resource leader’s ongoing
responsibilities 1s the updating of resource as-
sessment information initially collected by the
task force. Items 1-33 should be updated con-

tinuously.

]

)

RESULTS

& Completed CPSS Program
Information File items 1-33
NG

.'J

Your procedures for fulfilling your re-
sponsnbﬁmes concerning resources begin on the
next page.

¢

s




PROCEDURES . . _ S 1

.Step’1’

~ - -

‘ If other schools in your community are using CPSS, meet with the principal and the re-

soufce leader before the first meeting of the task force. Decide whether the resource

+ assessment items congerning the community should be cqrmmleted in #njunction with

other schogls. Because CPSS Program lnformatlon,l'lle-ltems 5 arrd 9-23 will be the
same for a‘%schools In your community, dmdlng the responsibility for completing the
items amofig schools may be the most efficient way to operate. If you and the principal

.decide to coordinate efforts with other §chools, make sure that the resource leader you,’

and the other school coordinators clearly understand whlch itéms each school is respon~
sible for completing.. .- 4
- 0T . R

Briel the Steermg Lomm;ttee on respurce a‘ssessment Give the resource Jeader a copy of
the procedural guide Assessing Resources and be prepared to ansWer questions. (A réfer--
ence copy of the CPSS Program Information File |ten{%dealmg with resburces 1s in the
Appendix of the procedural-guide.) . .

’ .

s

NOTE:

Yqur procedures for needs assessment«(surveymg) tn Chapter 3 should be under
tuken at the same time resource assessment IS initiated.

L ¥

Step 3

S/tep 4

‘Step 5

Step 6.

’\ : S

.

With the resource leader, select the members of the Resﬂ,ﬁxe Assessment. Task Force—two
faculty/staff members and four'students.

. Once the resource leader had time to read the proced ural guide Assessing Resources,

ask him/her how many coples of each CPSS Program Information File item he/she will
need. l)upl'lcate those copies, using masters in the envelope labeled ‘““Camera-Ready

. Masters'for Assessing Resources,’” and give them to the resource leader. You will be v

giving him/her resource acgbunting as well as assessment items; although heyshe will not
use the accountfhg items unty after the task foree disbands.

Monitgr the activities of the Resource Assessment Task Force. ,
Task force members will be compiling information ab<out resouyces in the school
and community, sorhetimes requesting help from the Advisory Committee. The
information will be factual unless only estimates are available. The task force will

~ be megting as many times as the members feel necessary. Detailed procedures are
outlined in thé Assessing Resources procedural g‘uide, Steps 5-7:

Receive a draft of all complehed ltems from the resource leader. Review the items with

the Steering Cpmmlttee and list the committees suggestions for corrections or addmons v

'l\J_OTE:

If responsibility for completing items concerning the’community is split between
schools using CPSS, you are responsible-for receiving copies of the other school’s
work and for giving them copies of the final version of your task force’s items.
The final version of your items will not be ready until aftér Steg 8 below.

-

.

\




to the resource-leader.

Return the original draft of the items, along with the Steermg Commnttee s suggestions,

.
.
. . - 4
» : ’

Step 8- AR'ecelve py of the final vetsion of all items from the resource leader. Store the final
" version in the CPSS Program Information File, Items 9-19 will be reviewed by the Ad-
w’ Comuuitted when they review the progrfam goals selected during Chapter 5.
NOTE: ‘ Resource assesment has now been completed. Continue your efforts with needs

-assessinent or, if that is also completed, begin selecting program goals by following
the procedures outlined in Chapter 5.
* The resource leader will be continuously updating items 2-23 that. were completed
initially by the task force. In addition, he/shd also will be completing and updat-
ing resource accourtting 1tems 34-39 and placmg them in the CPSS Program Infor-
mation File, .




CHAPTER 3

o N,

" MAJOR ACTIVITIES

@ Select and orient members of
the Needs Assessment Task
Force g

® Prepare materials for repro-
duction

® Duplicate materials needed
to administer the question-
naires

# Distribute*materials to each

questionnaire team leader

® Monitor the surveying ac-
tivities of the four qgestion-
naire teams

° Recelve and record Graduate
Questnonnalres

° PreparP to monitor tabulation

activities J

N

Assessing Needs: Surveying

-

Resource assessment (the subject of -
Chapter 2) 3nd needs assessment form the
backbone of the entire Career Planning
Support Systern. Once these activities are
conducted, the Steering Committee will be
able to set goals for your guidance program
that are based on the career development
needs of students as well as on the resources
that areavailable n the school and commu-
mty to meet those needs. Because both
needs and resource information are needed
at the time by the Steering Committee, the
two assessments are codducted concurrently
as soon as possible after a school has decided
to use CPSS.

o

o

Needs assessment is the way a school
determines: (1) what are the career devel-

- opment needs of its students, (2) which

career development skills recent graduates
believe the school provided them help in ac-
quiring, and (3) what career developiment
skills parents and faculty/staff believe should
be emphasized by the hjgh school. This in-
formation is acquired by asking all students,
parents, and faculty/staff plus a sample of
recent graduates to complete questionnaires
that address these issues. Once the question-
naires have been completed, the esponses on
them willfbe tabulated and displayed on
tables thdt make the information more mean-
ingful and accessjl)le’(b\gl‘e Steering Commit-
tee. Hence, needs assesstent entails both
surveying and tabulating. (Procedures for
tabu]atmg questionnaire responses and dis-
playmg them in tables are in Chapter 4 of

. this handbook and in the procedurat guide -

called Assessing Needs: Tabulation.) The
chart on the next page should help you
‘understand how the tasks of surveymg and
tabulation carr be accomplished in a few
weeks.

4

)
CONCURRENT ACTIVITIES

.

° Momtpr resource assessment
activities

® Direct tabulation of question-
naire responses \

S

Your School’s Needs
=/

L

Needs assessment is important because it
helps a school discover the needs of its own
students rather than try to meet those needs
perceived to be in some “average” school in the
nation. The CPSS Student Questionnaire takes
a broad view of career development. It empha-
sizes acqulsltlon of a representative set of skills

i




ERI

.

Aruitoxt provided by Eic:

.

-~ . -
3 ’ [
B -
lad L)
? " . © -
NEEDS ASSESSMENT ,
v 2
Surveying ’ - ‘ - .
‘ Week ’
»- - ) "7 v
Coordinator prepares ¢ Q -
materials and 1 ' ) u ’ - — -
orrents tash lorce Y. T'-ab'matmn &
. . & A : Week .
> 4} .
(7 w '
Taams preparr R / ! @ Comdn‘\amv urepates
matenals < ' 2 \ . materiats
| ‘ ‘ , .
Ps \\ 4 ’ z
4 . - R P~. 7 Coordinator otients
N N \‘ tabulation supervisorsy
i
All teams administer Tabulation of Studedh -
Questionnaires 3 ______________ 3 / Questionnaire begens the
- / day atter administration
\ . Tatk {orce cannot move

' . [ beyond Proc Sec A
o —
Lot week to accept < . !

Tabulation of Faculty Statt

’ Student Quéttionneires i , ' H
. Parant Questionnaire . - : Patent & Graduate
follow up made 4 [ 4 / Questionnees begins

Faculty /Statf follow Tatk force cannot move

heyond Proc Sec D

up mede . ! ) f
- Y
" e . v
Graduate follow up .
made - Tah force can move from N
) Last week 10 sccep! 5 ' t . 5 Peoc Sec A to other
. 7 sactidns for tabulation “

Parent & Faculty . ale /
Stat! Quettionnaites { - Lo of Studant Questionnaires
v N
L 1
- Tash force can move
. /- , i beyond Proc Sec 0 .
6 . ot a ~ 6  for 1abutation of
* - s /' Parent & Faculty ‘Statt

Quetthionnaices

|
Last woek tn uc;m / - s ' -
¢ ; N U )

Gradwate Questionnacesy > 7 r:‘ --4 7 . Tatiulation continues

: K A

Task force can move
beyond Proc Sec

o]

'
!
. K ] for tabulation of
, . Graduate Quettionnartes
5 1 - T .J
|
. . .
. - -
» -

¢ . H
- oo .

Chart shuwmq an efficient mtegration of 96rvnymg dand tdbuldnoﬁ during the sarmne Ume/{)enod
{Dashed lines indicate points at whnch « omp!m('(i thsnonnmres cdan be passcd to thmp doing
tabulation ) . .




Q

ERIC

Aruitoxt provided by Eic:

needed to explore and attain education, train-
ing, and employment conmatible with an indi-
vidual’s interests, abilities, and values. Because
of 1ts diverse view of careers, the questionnaire
18 dppthb]e to all students—those who plan to
work immediately after high school, the college-
bound, and those who have not vet decided
what to do after high school.

By assessing the needs of ng_ own students;
your school will be identitying areas of career
development assistance that your current pro-
gram s addressing adequately as well as those
areas that need more attention. For example,
perhaps the assessment will show that only a
few students have made plans {Gr a career and
that most are not prepared to make such plans.
Deficicncres like these may exist in vour schoe!l*
I{ they do, the needs assessthent will show you
not only that they exist but also how many
students th&y involve and in which grade levels
thev are concentrated. On the other hand, the
assessment also will help vou identity strengths
in your current caree gutdance program so that
CPSS can 1ncorporéthem INto Yyour new pro-
gram. .

Task Force Responsibilities

Surveying, the first step in needs assess-
ment, is carried out by the Needs Assessment
Task Force, under your direction The task
force should b%composed of four faculty”

"

-

staff members and a sufficient number of stu-
dents to help them. Divided mto four teams

‘(one for each of the questnonnalresj, the com-

position of the task force can be portrayed
graphically as the chart below.

The task force will admnister (or over-
see the administration of) questionnaires to
students, parents, graduates, and faculty/staff.
As a group, vou and the task force wil] be re-
sponsible for all the tasks associated with
these questionnaires, such as sélecting the
sample of graduates to be surveyed, stuffing
envelopes, keeping records, delivering ques-
tionnaires to the teachers who will administer
the Student Questionnaire, etc. Your respon-
sibilities during surveying are detailed in the
procedural section of this chapter. The ac-
companying procedural guide entitled Assess-
ing Needs Surveving 1s directed to the four
team leaders on the task force and provides .
them step-by-step instructions for carrying
out the surveving activities.

Before You Begin . .

-

Before beginning the procedures for sur-
veying, there are some options that you and the
Steering Committee may want to consider. The
tirst fnvolves changing the questionnaires. It is
recommended that you not abandon entirely
the CPSS questionnaires in order now to de-
velop your own The CPSS field test schools

£
"

. ' L CPSS C()Qrd!.[or ]

.*

P

Graduate Question-
naire Team

Student Question-
natre Team

-

1 One faculty /staff 1 One faculty/qtai’f
member as team member as team
feader - leader *

:

2 Two students
grade level to
surveyed

2 Four studfgt(i

f’arent Questionnaire Faculty/Staff Ques-

Feam tionnaire Team

I One faculty /staff * |’ 1 Orie faculty/staff
member as team member as team
‘leader i leader

2 Two students 2 Bwo students

@
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that chose to'do so found that it tool tiem
nearly one whole school vear to develop adex
quate questionnaires and procedures to tahu. »
late them. llowever, it you alreads have tE
developed questionnaires and tabulation
procedures that you feel are of more value to ‘

. your school than those providea in PSS, teel
free Lo use them You also may add o1 elimate
some questions on the CPSS questionnaires

Should vou choose erther to use vour own
questionndires or to alter the (PSS question- 2
ndires, it 1s of paramount mmportaics that you
do o only after making sure that the results
generated by the questionnanes are conpatible
with the procedures designed to ut:ise ihe re-

-sults of the CPSS-questionnaires as ithey are now
written. For instance, if vou «dd anv 1iems to
the CPSS Student Questionnaire’ that .re trans-
latable to goals, make sure that thev tollow the -
same format (*‘Have you learned 71 asirems
1-20 on the CPSS Student QQu. stionnaire
also will have to alter the tabulation procedures
+ and matenals provided 1n CPSS 10 accommedate
your changes. For these reasons, it 1s suggested
in CPSS to accommodate your changes For
‘these reasons, it 1s suggested that vou alter or
abandon the CPSS questionnaires onlv aiter
v« careful consideration of the system as a whole
L]

A
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The same eautions can be made about
changing the surveving procedures, althaugh
they have less impact on the svstem ay & whole
and can, therefore, be safely altered maoreeasify
For instance, schools witly very large student
bodies may choose to administer the Student
Questionnaire to only a random sample of their
students rather than to the entire student body
The CPSS procedures are written tor sur,eving
all students in a school because that is the
.most reliable and accurate ay to find our
the needs of all students., But schools that
have the expertise required to scientiticall3
sample the needs of their student bodies
should be able to generate results that are
just as valid as thqge generated by surveying
all students in their schools. The option of
sampling students can be casilv accommo-
dated by the CPSS procedures However,
you may want to give some thought to

ERIC

Aruitoxt provided by Eic:
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which method (sampling or administering
to ail students) will be more disruptive to

- the classroom routine before you decide

which method to use. ’

s

Computer Option e

[§
.

Another option you may want to
choose 1s that of involving a comyputer in
the tabulation of questionpaire responses.
A computer can perform the transferring
and computation tasks of tabulation in a
matter of seconds, relieving the task force
of a lot of careful, detailed work. How-
ever, preparing for computer analysis (by
writing a program and keypunching, for
instance} can be time-consuming. CPSS
does not include a computer program. In
order for your school to tabulate by com-
puter, a program that simply computes

-Hequencies and percentages would have 1
to be written or obtained.

€.

Three faciors should be taken into
account when you consider whether to
use a computer. They are: (1) tH avail-
ability of computer equipment and people
to tabulate manually, and (3) the amount
ot questionnaire data to be collected. If
very little data are to be collected, there-
would be little need to use a computer be-

* cause manual tabulation would not be so

time-consuming. -On the other hand, it

may be wise to use a computer even if you-
have plenty of people available to tabulate

if you would rather save faculty/staff and
student involvement for later, less mechanical
artivities in CPSS, such as planning career de-
velopment units,

If you are seriously considering using a
computer to tabulate, you should as soon as
possible have the person in charge of com-
puter operations read the procedural guide |
Assessing Needs* Tabulation, which dives in-
structions for tabulating manually Obtain
h1s her recommendations as to whether you
should tabulate by computer. There are three

- -




options for preparing responses for the com-
puter that veu and the person in charge of .
computer operations should consider. The
first is to have the respondents write directly -
on the questionnaires (as they would if manual
tabulation procedures are to be used) and have
the responses manually transferred to the CPSS
code sheets provided in the envelope labeled
“Camera-Ready-Masters for Tabulation’’ from
which they will be keypunched. The second

" option would be to have the respondents write
directly on the questionnaires and then have
their responses keypunched directly from the
questionnaires. ‘A third option would be to
have.the respondents write on separate answer -
sheets that can be optically scanned and pro-
cessed. The person in charge of computer
operations should be able to guide you in the
decision about whether to use a computer for
tabulation and how the responses should be
prepared for the computer.

o

A decision to use or not to use a com-
puter should delay administration of the ques-
tionnaires only if using the optical scan tech-

- nique is feasible in your school. Otherwise,
administration of questionnaires may begin
before you have decided whether or not to

use computers. Just make sure that the timing
of your decision to use a computer will allow
someone~enough time to write (or obtain) a
computer program to tabulate the res%onses
without delaying CPSS.

13
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RESULTS

® A set of completed Student . ‘
- Questionnaires :

® A set of completed Parent
Questionnaires’

® A set of completed Grad uate *
Questionnaires -

® A set of completed Faculty/
Staff Questionnaires °

J

-

-

Your procedures concerning surveying
begin on the next page.
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NOTE: Procedures for resource assessment (Chapter 2) should be undertaken at the same
tnme that surveymg is initiated.

A

v

4
.

PROCEDURES

Step1  Brief the Steerjng Committee on surveying. Decide with the commuttee (pending approval
+ from the principal) when Student Questnonnames should be administered and in which
classrooms. . .
#. [tisrecommended that the questionnaires be administered in a classroom during an
extended homeroom penod It takes 30-45 minutes to administer the questionnaires.)
If this is not”possnble select a course or comBihation of courses (such as required
courses in English) in whld'kq students in each grade level would have an opportumty
to complete the questionnaire:

\
~

B. In decndmg on a date for administration, allow time for the Student Questionnaire
and Parent Questionnaire teams to have materials ready for delivery to teachers,who’
will administer the Student Questionnaire, allow time for a preparatory meeting of
those teachers; take care td avoid days on which th¢re might be a high percentage of

¥ - " students absent (e.g., Mondays, Fridays, just beforé or after holidays, etc.). - If school

or district policy requires parental permn&snon to administer questionnaires, allow
. enough time to distribute the permission letters and slips and to have them returned
to the school. {This is the last mention of permission_letters and slips, so if school
policy requires them, begin their distribution now so that 1t will not delay surveying.
Do not forget to, accommodate this requirement into the administration of the Stu- ’
dent Questionnaire so that only students whose parents have given permission will

receive questlonnalres ) s p .

- \]
Step2  You may want to meet with the principal for approval of the method and date of admin-
istering the Student Questionnaire.
Step 3 " Make a list of the names of the teachers in whose classes the Student Questionnaires are
to be administered and the number of studenlts in each teacher’s class. Two copies of this
list should be niade, one for the Student Questionnaire Team leader and one for the Parent
Questionnaire Team leader. ‘

Step4  With the Steering Committee, select team leaders for the Needs Assessment Task Force—
ohe faculty/staff member to direct students doing the tasks associated wnth each of the
four questionnaires. ' e

— &

A. Instruct those who agree to serve to select and aWents to help them. The leader
-of the Student Questionnaire Team should select two students per grade level to be
surveyed;the leader of the Graduate Questionnaire Team should select)four students; .
leaders of the other two teams should select two students each.

B. Obtain the}names of the students selected by each faculty/staff member.
N ] .

14 20 ‘ - )




Step 5

’3,
. ‘ \
Prepare surveying matet¥als for reproduction. (One' master copy of each piece to berepro-
duced is provided in the envelopg labeled ‘““Camera-Ready Masters for Surveying.” These

masters can be used to make platiesfor offset pr'inting. or to duplicate copies on a Xerox or -
other copying machine.) Make the fql'@wing\additions to the masters before duplicating,

A. Student Questionnaire (ForlL'n N5. 1)~. Type your school’s hame and address at the
top of the first page of the %tudent Questionnaire. N .

L
2 .

“B. * Administration directiong: Student and Parent Questionnaires (Form No. 1A). Type

the administration date of the Student Questionnaire; the time of ad ministl!gtion’, and ~
t.he name of the schaol in the appropriate spaces of the directions.

C. Parent Questionnaire (Form No. 2). Type your school’s name and address at the top
of the master. | . :

D. Parent Questionnaire cover letter (Form No. 2A).

1. The form lette;' may be prepared for reproduction in three differént ways. Dis-
cuss with whomever will accomplish the printing which of the following is the
y  bést approach. :

a. Type the school’s name and address at thetop of the ma(ster copy, OR
y A o ’
- b.  Retype the cover letter on a copy of yoyf school’s letterhead,‘which will
N then become the master copy, OR ¢

c. Do not type anything if the text of the form letter is to be printed directly 3
onto the school’s letterhead. PO ..

2. Acquire the principal’s s‘ignature in black ink in the signature.'block of the master
copy before duplication.

4 - s
. .

NOTE:

N

The Parent. Questionnaire cover letter (Form No. 2A) assumes that your school will
be sending information about the Career Planning Support System with the letter
(either the suggested brothure [ Form No. 2B] or material that your school has pre-
pared). If your school is not sending information with the letter, delete the first

_sentence’of the secoRd paragraph of the letter. o
. A =

] 1
M -

E. Parent brochure (Form No. 2B). It is suggested that a copy .of the Career Planning

Support System brochure, be provided to each family receiving a Parent Questionnaire.
(However, it may be omitted if it is deemed unnecessary.) If the brochyre is used, -
type the school’s'name bn the master. The name should be located-on what will ap-
pear as the front page of the brochure. )

F. Graduate Questionnaire (Form No. 3). Type your school’s name at the top of the )

mraster. « *

Y
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G.

A Y

«
-

Graduate cover letter (Form No. 3A) and Graduate follow-up letter (Form No. 3B). ‘

4 . . . .

1. Each of the letters may be prepared for reprdduction in three different ways.
Discuss with whomever will accomplish the printing which of the following is
the best approach »

a. Type the school’s name and address at the top of the master copy pro- .
v1ded in the envelope OR .

b. Retype e4ch of the cover letters on your schoal’s letterhead which will
t}ren become the master copies, OR .
c. Do not type anything if the texts of the form letters are to be prmted
dlrectly onto the school’s letterhead. T

2. Acquire the principal’s signature in black ink in the signature block gf the
master copy of Forms 3A and 3B before.duplication. -
. e} , e
Faculty/Staff Questionnaire (Form No. 4). Type your school’s name and address
at the top of the master. ) 3

Faculty/Staff Questionnaire cover letter (Form No. 4A).

. . . +
1. Type your school’s name at the top of the master. .

- "'f . .

2." Acquire the principal’s signature in black ink ih the signature block. T ' )

. 3. Inthe space provided in the second paragraph of the letter, indicate your name
and the location of a container into which they-$hould put their completed
questionnaires. (That contalner will be momtore.d by a.member of the Faculty/
Staff Questronnalre Team.)” t . -

anelope Business-size envelopes that have CPSS on them are needed for the Parent
Questionnaire. Business-size envelopes with the school as the return addressee and
letter-size envelopes with the scho'\)l as both the addressee and return addressee are
needed for the Graduate Questlonmnre *If your school has the capability of printing
envelopes, ask the person in charge how he/she would like masters prepared. Qther-
wise, members of the Parent and Graduate Questionnaire Teams will have to address
or stamp the envelopes by hand. - ’

NOTE: You may want to recruit the help of the student members of the Needs Assessment
Task Force, the school’s clerical staff, or any other people wrllmg to contribute to -
any of the tasks,such as collating, staplmg, etc., related to the next step.
’ . ok
- 16, e 3
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Step 6

. Step 7.

Step 8

. r’ \ “'/ . ' . , ,
Duplicate sur;/e;ing niateria!s, determining the number of each piéce of material to.be
. duplicated by using the chart. on.the next page.
¢ A.- ltisstrongly.recommended that tlf;s{sé materials requiring more than fifteen copies -
be reproduced on an offset press. Not enly is this method cheaper than others, but
. the quality of the copies will enhance your ability to collect afcurate information.

B. It is suggested that the materials to be mailed be printed on light-weight paper to -~
reduce the cost of postage. .

- : . N .1

Weigh one Graduate Questionnaire, cover‘letter, business-size enve pe, and smaller return
envelope to determine the amount of postage that must be placed pn each envelope that’
will be sent to the graduates during the first and follow-up mailingg. Also, weigh one
Graduate Questionnaire and one return’envelope to obtain the retyrn postage rate. Record .
this information for future use by the Graduate Questionnaire Teafn.

Call the first meeting of the Needs Assessment Task Force to orient the members (both
- faculty/staff and the students they have chosen) to the work to beldone. At this meeting, "
view and discuss with your task force AV-1 and/or AV=3. . - el

A. Viewing AV-1 is necessary only if task force membgrs need and/or want a review of g;a“f
the general purposes of CPSS. . % <

B. AV-2 will provide information similar to that in the Introduction of this chapter. Is* _'
is important’that you and the task force view and discuss thi¢ audiovisual presenta;é‘,;;& )
tion and that you share with them the othet information that is in the Intrqducti . !

of this chapter. ‘ 5 .

4
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MATERIALS NEEDED FOR SURVEYING

* Thls figure is based on your school surveying 100 graduates. If lﬁ than 100 graduated &(szt/year', adjust the figure accordingly.

*k Opt nal

24

'

I
e e
-
I

- -
Z ®

- % ;
Survey Team Form Number Description Nll‘nber of Copies Needed
1 Student Ques;tionnaire i Number-of students in school plus 10% -
Student -
1A Admlmstratlon directions: Student and Pa?ent Questlon- Number of survey administrators plus 10%
nalres . ' . ) .
2 Parent Questionnaire X Number of students in school plus 10%
’ ' . - v . - / . 3 "
Parent 2A Parent Questionnaire cover letter ~ Number of students in sechool plus 10%
- 2B** Parent, Brochure ) L ' Number of students in school plus 10% '
Business-size envelopes (CPSS printed or stamped on each) Number of students in school plus 10%
) 3 Graduate Questionnaire , 180*
3x Graduate Questiorinaire cover letter 110*
- N 3B Graduate follow-up letter o . 80*
. Graduate = ‘ 7 =
3C Graduate Questionnaire roster 15%
- Business-size and letter-size envelopes (school as return’ 180 of each type* °
addressee on business-size; school as both addressee and ,
return addressee on letter -size) USRS .
Faculty/ 4 Faculty/Staff Questionnaire ) Number of faculty/staff plus 10%
taf . 77
Staff A Faculty/Staff Questionnaire cover letter ,, Number of faculty/staff plus 10%

25




* "Step9 * At theimeeti;ng, distribute the duplicated nfaterials for surveying as follows: _

A. To the Student Questionnaire Team leader:

1.  Assessing Needs: Surveying proeedural guide (one copy)

%
" 2. Student Questionnajre, Form No. 1

N

3. List of Student Questionnaire administrators that includes the' number of stu-
dents in eath administrator’s class

-4, Administration directions: Student and Parent Questionnaires, Form No. 1A
To the Parent Questionnaire Team leader:

1. Assessing Needs: .Surveying brocedurgl guide‘(one copy) .

.

Parent Questionnaire, Form No. 2
3. Parent Questionnaire éqver letter, Form No. 2A

,Parent brochure, Form No. 2C—if your school plans to use one

»

/
List of Student Questionnaire ad ministrators that mcludes the nqu stu-
dents in each administrator’s class

Business-size envelopes

.
3>

To the Graduate Questionnaire Team leader: -
) -

1. Assessing Needs: Surveying profafguide (one copy)

2. Graduate Questi;nnaire P;éﬁrﬁ\lo. 3
"’ “3

Graduate Questlonmir@ cover letter, Form No. 3A

(‘J’raduate’Qﬁ/onnau'e follow-up letter, Form No: 3B

Graduate Qpestionnaire roster, Form No. 3C Y
’ P R

-Business-size egvelopes ' ipagrs -
¢ . - %;j .,
Letter-size énvelopes ’

- /

Adequate postage for both sets of envelopes
D. To the Fzrcu'lty/Staff Questionnaire Team leader: .
) a F) . .
3 . 1. Assessing/Needs: Surveying procedural guide (one copy) .

2. Faculty/Staff Questionnaire, Form No. 4

3. Faculty/Staff Questionnaire, Form No. 4A




. . ;facedural guide.

) . A . .
. ? ) . ]
. & . , , ) ~ e
Step 10 At the meeting, instruct each survey,feam leader to follow the directions outlmed for their
* team in the Needs Assessment: Surveying procedural guide, beginning with the Introduc-

tion. Tell them that you wlll resolve any questions that arise that are not answered in the
[ . ! * .
Stép 11  Monitor the activities of the four separate teams as they concurrently perform their tasks
~ .outlmed in italics below. It may help yeto review_the chart of surveymg and tabulation
tasks in_the Intfoduction of tlus chapt’er R .
Student Questionnaire Team — Members of the Student Questlonnalre Team will be distri-
. ibuting Student Questionnaires and administration directions to the teachers who will
. be administering the Stydent Questionnaire and will be explaining to the teachers the
administration procedures. The team will also collect the questionnaires from the
teach?s after students have filled them out and will storé_them in a safe place. The -
team
. activities. The detailed procedures for these tasks are outlined in Procedural Section
. » . A (Student Questionnaire Team Procedures) of the AssessJNeeds Surveying pro-
) cedural guide Steps 1 - 10

Parent Questionnaire Tedm — Members of the Parent Questionnaire Team will be prepar-
ing envéﬁpesg[ Parent Questionnaire materials to give to the Student Ques®onnaire
Team. - This is qn important function since the Student Questionnaire Teqm cannot
administer its questionnaires until it has received' these Parént Questtonnazre packets.

- The Parent Questlonnalre Team will distribute Parent Questionnagires to anyone who

. lost theirs or did not recejve one. Thé team will also be responslble for collecting all

, Parent Questionnaires, which are to be return;zz«b'\students to the teachers who ad-

ginistered the Student Questionnaires. ,The team leader will return all materials to

" you.once the team h8s completed its surveying activities. The detailed procedures by
these tasks are outlined in Procedural Sectior B (Parent Questionniaire Team Proce-
dures) of thé Assessing Needs. Surveying procedural gulde Steps 1 - 7.

" {Graduate Questionnaire Team — Members of the Graduate Qdestionnaire Team will be

selecting a representative sample of graduates recording their names and addresses
. on a roster, and mallmg each graduate a set of Graduaté Questionnatre matérials.
. The team is also responsible.for assuriig that each graduate receives a num bered
. - questlo‘nnalre that corresponds to the identificatfon number assigned to the graduate
. on ‘the roster. After the, questionnaires have beenanailed, the team'leader will give
the roster to you. The detgiled procedures for these tasks are outlined in Procedural
.~ Section D (Graduate Questtonnalre Team Procedures) of the Assessing Needs Sur-
vexzeg procedural guide St&ps 1-7 .

- R »

baculty/Staff Questzonnazreﬁ'eam Members of the Faculty/Staff Questionnaire Team
. . J will be distributing Faculty/Staff Questionnaires to-each faculty and staff member
" ST of the school, setting up. a collection point for all completed questionnaires, and
storing the completed surveys in a secure place. The team leader will return all ma--
terials to you once the team has completed ils surveying a ties. The detailed pro-
cedures for these tasks are outlined in Procedural Section aculty/Staff Questiga-
naire Team Procedures) of the Assessing Needs: Sunieymg_procedural gulde Steps
] 9. . ’

ader will return all materials to you once the team has completed its surveying.

-

L5




‘ ) Step 12 * Receive the'survey rosters from the Graduate Questionnaire Beam’leader ’afger the team * °

has completgﬁ the first mailirg of the questionnaire.

Step 13  Monitor the return of the Graduate Questionnaire for two wqeks after they were mailed.
A.  Aseach numbered Graduate Questionnaire is received at the scheol, plate an “X” in
the “Questionnaire Received”’ column next to the name and address of the person
having the same number on the rester. (The person who-normally reeeives the school
mail should be instructed to give all CPSS mail to you,)r - '

. L4
B. . After each completed questionnaire is accounted for on the survey yoster, secure the
completed questionnaires in a safe container and allow only the individuals involved -

in tabulating questionnaire responses to have access to them- A label similar to the
“ one depicted below shpuld be attached to the container. You will fill in the blank

spaces during Step 17. )
" C. Be sure also to ﬁeep tl;e iosters, too, iff a secure place, separate from the question- .
naires.’ : . )
* s L A:V‘
CAREER PLANNING SUPPORT SYSTEM
A . *GRADUATE QUESTIONNAIRES :
o, .
: ~ ' " CONFIDENTIAL ‘ N
bt % Sl (No. of completed qfiestionnaires) . a
(Date)
. . T \
Step 14+ Two weeks after the Graduate Queétionnair\eg were mailed, return the roster to the Grad-
. uate Questionnaire Team leader so that the team can begin sending {ollow-up letters. You,
. no Jonger need to check the roster as questionnaires are returned, but continue to'receive
#/’ . - completed questio'nna'ges, plac?n’g them in the labeled container for safe-keeping.

. Step15 Monitor the follow-up procedures of t}Ie,Gradua;e Questionnaite Team outlined in italics
, . below. . ‘ - ) . .

L ) ’

r

- . Members of the Graduate Questionnaire Team will be mailing sets of foIIow-u, materials
, L to send to those perdons who have not returned their questionnaires. The detailed -
' procedures are otitlined in hocedurMD‘ (Graduate Questionpaire Team Pro-
cedures) of the Assessing Needs: Suryeying procedural guide Step 9 and 10.

. T o
28 . . o
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“5 .
Step 16 Receive the Graduate Questionnaire roster fronr the Graduate Questlonnalre Team leader ‘
_ after the follow-np questionnaire mailings have been made. . o .
N A. Collect any excess materials from the Graduate Questionnaire Team leader.
B. Assume that you have received®all the questionnaires you are going to get two weeks
after the follow-up mailing. After that do not add any that you receive to the con-
i . tainer of questionnaires. "
C. Fnll in the approprnate information on the questnonnanre container label and store
- " "the container in a safe place : . e
- . . .}

NOTE: You have now completed your responsibilities for surveying and, it is hoped,
are well into those procedures for tabulation that appear in Chaptet 4.
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CHAPTER 4

/

MAJOR ACTIVITIES

® Organize the task force
° Oriefxt supervisors -

-® Prepare the tables )

® Supervise the task force

Assessing Needs: Tabulation,

N Collectmg information from students
graduates, faculty/staff, and parents xsonly
the first half of needs assessment. What re-

.mains o be done is tabulation of the ques-

tionnaire responses: putting the information
on the questlonnaues into a more usable form.

Ta\l‘)‘ﬂlatlon involves counting the ques- ‘

. tionnaire responses, computing percentages,

and djsplaying those percentages on tables,
as.well as recording the fill-in statements and
comments written on the questionnaires.
The procedutes to accomplish this are very
detailed to be sure, but each of them takes

. your school one step closer tor being ab!e to

use the 1nformat,|on you've coHected

Because the demsxons mage later in
CPSS concerning the goals to be set for yqur

* . career guidance program can be only asgood

as the information upon ‘which they are, based,
the importance of tabulating questlonnanre
responses cannot be overemphasized. Pre-’
senting the mformajlon on tables will facili-

tate its use in determmmg what those goals .,
should be. ,

Tabulatian should begin within one

o wee\k after the administration of Stuﬂent

Ques‘lonnalres—even though all Parent and

-

] . -
Graduate Questionnaires may not yet have
been rgturned to the school You, the CPSS

- coordinator, should set'the pace for tabulatlon
- since you w1ll bave the best idea of how soon .

the Steering Committee will need the results
of tabulation in order to interpret them.: Tt
msuggested that you aim to have tabulatien
completed in six weeks. The chart on the
next page should help you understand how
the tasks of surveymg and tabulation can be
accamplished in a few weeks.

T
, CONCURRENT ACTIVITIES |~

® Monitor resource assessment
activities

® Direct surveying activities

_ -

Deciding Who Will Do The Work

" As with other parts c;f CPSS, others will

.do most of the work involved in tabulatlon

howevat you ultimately will be respon51ble
for makmg sure that it gets done. It is recom-
mended that current members of the Needs
Assessment Task Force do the work of tabu-

‘lation, and the procedures in this chapter and

in the procedural guide entitled Assessing
Needs: Tabulation are written that way. How-
ever, there are other options you may want to

7conslder 1f'hembers of the task force are

tired after having administered questionnaires,

" perhaps you'll want to choose new members
- for the Needs Assessment Task Force. You

also may choose to have the questionnaires
tabulated by members of a math or other ap-

) propriate class. Or perhaps you’ll want to have

tabulation performed by other individuals who
-*have common blocks of time free to devote to
_ the task. The proeedures in this chapter and+
".the accompanying procedural guide of the

- same title can‘be easily adapted to accommo-
daté any of these options.

93 .
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The procedures are written for manual
tabulation only. Those of you who have
elected to use computers during the tabula-
tion must depend on the advice and direction
of those data processing experts doing the job
as outlined on page 12 of-Chapter 3 of this
‘handbook.” Make sure to ask them whether
the computers will perform all tasks or

- whether the task force will need to do some

activities manually (such as transferring re-

sponsés to code sheets and filling out tables). @

[N

.

Organizing The Workers— ,

Unlike the recommended organization
used during'surveying, task force members
will not form teams each of which is devoted
to working with only gne kind of question-
naire (Student, Graduate; Faculty/Staff, or
Parent). Instead, all members of the task
force will begin tabulationiby working with
Student and Faculty Staff Questionnaires
and thereafter each may work with any and
all kinds of questionnaires as the need arises
and af the discretion of you and the faculty/
staff members of the task force. (There is
one exception- ndividuals who were on the
Graduate Questionnaire Team during survey-
ing s_[lould not tabulate Graduate Question-
naires because the identification numbers
used on the Graduate Questionnaires make
“possible a violatioh of confidentiality.)

" For the first tabulation task (transfer-

. ring datd from the questionnaires to code

sheets, sections A, B, C, and D of the pro- .
cedural guide), it is recommended that each .
faculty/staff member of the task force super-
vise two pairs of student members who will

do the actual tabulation work. (If you did

not survey the ninth grade, one of these ]
faculty/staff members will supervisenly two
students.) Each pair of students plus their
supervising faculty/staff member should work
together throughout this task, with the faculty/
staff member explaining and checking the stu--
dents’ work and answering questions. Each
faculty/staff member (called tabulation super-
visors in the procedures)should work closely

«
M | 4

\ . R
with the students at the beginning of thetask

to make sure that they understand the proce-

dures. Once this first tabulation task (Proce- .
dural Sectionsg/A, B, C, and D in the procedures)

is complet' , it is no longer necessary for stu-

dents to work in pairs and you probably will

want to organize the task force differently &

at that point, especially since there will be
progressively fewer work sheets.to deal with.

\ ‘

( REBULTS

N ) . .
® Tables displaying questionnaire
data about:

Students’ need for each

" career development skill

- area—Table 40

Relative importance of

each tareer development . ps
*“skill area as indicated by .

parents, faculty/staff, ‘

and graduates—Table 40 o

Students’ need for each
career developrment skill—
Tables 4145 - - :

Students’ future plans and

graduatgs’ current activities—

Table'46 « - .
1 v

Students’ choice of first T

> full-time job—Table 47

General neet! for career -
development assistance—
_Table 48 (

Inadequacy of career de-
velopment assistance as ~
indicated by graduates—

Table 49 : ,
o Y,

.

Your procedures for tabulation begin on
the next page.




PROCEDURES - T

Step1  Read at least the Introduction and the Table of Contents of the procedural guide Assess- ‘ ~

) ing Y Needs: Tabuldtion in order to get a ‘‘feel” for the tasks involved. Of course, you may. -
read more if you like, although it probably will not be necessary (or possible, from one © - e

reading) for you to know the procedures in detail. As a further aid in understanding tabu-
lation, you may want to review tabulation forms after you complete Step 3 below.
) L

Step 2  Decide by yourself or with the Steering Committee, which individuals w1ll tabulate data. .
Among your options in deciding who should taBulate data are:

A 1

' A. The Needs Assessment Task Force (same composition as for surveying)—the recom- -
mended choice, and the procedures for tabulation are written to reflect this. "

"

v

B. The Needs Assessment Task Force (new members)-- perhaps the option you should
- choose if the task force members who surveyed are anxious to relinquish their re-
sponsibilities. .

-

C. A math or other appropriate class—the procedures can be easily gdapted tofitthis .
option. .
N - -
) . D.  Other individuals who-have common blocks of time in which to tabulate data—the
* .procedures can be adapted to fit this option, too. An even number of people should
be used for at least the first task of tabulating each questionnaire sorthat they can
work in pairs. - . )

. -

Step 3  Reproduce copies of materials needed for tabulation, using the chart on the next page. .
(Masters are in the envelope labeled “Camera-Ready Masters for Tabulation.”) It is sug- - '
. ) gested that you duplicate on colored paper those ‘materials that have an asterlsk beside”
them to facilitate the work of those doing tabulation.
- A
Step4  Give a copy of the procedural guide Assessmg Needs: Tabulation to each of the people =~ ——
who will be acting as tabulation supervisors and schedule a meeting with them. (If-you
arehaying the Needs, Assessment Task Force tabulate, as recommended, those individuals
should be the faculty/staff members of the task force.} Ask them to have read the intro-
duction 1n the procedural guide in preparation for the meeting you will have with them.
Step 5  Arrange for a room in.®hich individuals can do tabulation. It is strongly suggested that N
2 all manual tabulation be done in this room so that materials will not be lost and so that *
confidentiality can be maintained.

kS




. Materials Needed for Tabulation .
" Form e o~
Number Description Number of Copies Needed
5 Student Code Sheet Number of Student Questionnaires administered
divided by 25 *
[, SA, 5B, *Sample Student Code One copy of each for each pair of students trans-
5G, 5D Sheets, grades 9-12 ferring responses ) -
n ) ~
6 Craduate Code Sheet 1 - Number of Graduate Questionnaires administered
divided by 25 ’
. - - y
7 ’ Graduate Code Sheet 2 Number of Graduate Questionnaires administered
y e divided by 125 -
6A,7TA *Example Graduate One copy of each for each pair of students trans-
- Code Sheets 1 & 2 ferring responses . '}5
. 8 R Faculty/Staff Code Number of Faculty/Staff Questionnaires ad-
. .| Sheet ministered divided by 50
/ - -+ v
8A *Example Faculty/ " _ One copy of each pair of students transferring
‘ T Staff Code Sheet responses ;
} 9 Parent Code Sheet B Number of Parent Questionnaires administered
divided by 50 -
/ 9A *Example Parent Code One copy for each pair of students transferring
Sheet 4 responses
10, 11, Summary Sheetsrl, 2, One copy of each ’
12,13 3,4 . .
10A, 11A, *Sample Summary ‘ One cop'y of each
12A,13A- | Sheets1,2,3,4 . _ .
Tables 40-49 One copy-of each '
& | 14,1516, | *Example Tables 40, 41, One copy of each
17,18 46, 48, 49 g
- . -
*Color paper will help reduce confus'ion.' ] ,
‘ - 27
- ) ‘ ! d 3 4 ' ‘ . ,




Step6  Meet with the tabulation supervisors. . N ' ' .

v A. Give them a general overview of tabulation that.is as specific as you and they feel it
needs to be at this point. Feel free to refer them to the procedural guide for the an.
swers to speeific questions you cannotjnswer ,
- - 'B. DISCUSS with them the way in which the individuals doing the tasks w1lfbe organized.
Fhe proredures spell out a way of organizing students by pairs while they accom-
plish the first task, mvolvmg the first four procedural sections of the proeedural
guide. Theréafter, you shduld organize in what you feel is the most efficient manner.
(You and the supervisors may want.to delay the decision about organizing those tasks
after the first task until they reach that point in tdbulatlon )
1 .
C. Explain that it is recommended that the tabulation SupeerSOI'S direct students who
do the actual work throughout tabulation. The supervisors ' responsibitities include
N assigning tasks, explaining procedures, checking work for accuracy, maintaining con-
fidentiality, and makmg sure that the work gets done on time. Suggest the following:

m\
-

1.  Supervisors should receive assignments from you as to which tasks those they
supervise should be working on. ‘ :

- > t &
4 »
2. Supervisors should-review the procedures for each task with the students gn-
mediately before they are to begin the task. They should not explam proce-
dures that will occur later than the immediate task. ] .
3. Supervisors should work very closely with their student members at the begin- '
ning of each assigned task to be certain that they understand the! procedures.
4. ° Supervisors should make certain that tasks are completed in as short a time as -
possible. However, accuracy should not be sacrificed for speed. d

D. Tell the supervisors which room you have arranged for them to use for tabulation

and emphasize that no dne will be permitted to do tabulation tasks at home.
S 2

L]
“E. If possible, set up the dates and times d,ufmg which the supervisors and the students
N will work on tabulation, . . _ -

-

.

Step7  Record on a separate sheet of paper (for use-in Steps 9 & 10) the number of each kind of
questionnaire (Student, Graduate, Fagulty/Staff, Parent) administered and the number of
each kind of questionnaire completed. Remember to change the totals as miore question-
naires (especially Parent ar}d Graduate) are returned to you. . .

Step8  When it is time to begin tabulating, divide the Student Questionnaires among faculty mem-
"bers and give them Student Code Sheets and Example Student Code Sheets. Instruct them
to begin working with their student pairs to transfer questionnaire data to code sheets.
Procedures for this task are in Proced ural Section A of the procedural guide Assessing Needs:
Tabulation. Caution them that they should not work beyond that section of procedures'
until you have given therh all the Student Questionnaires you expect to receive (some of { -
which may reach you as late as one week after administration). ’
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. NOTE:

—

Once the data from the Student Questionnaires have been transferred to Student
Code Sheets (Procedural Section A of the procedural guide), pairs may start trans-
ferring data from the other questionnaires (Procedural Sectigns B, C, and D) when
enough of them have been returned and at your discretion. You need not wait for
all questionnaires of one kind to have been returned in order to begin transferring
data from them. However, make sure that those tabulating do not work further
than the first set of procedures (transferring) for any one questionnaire until the
deadline for accepting that questionnaire has passed. Remember, Parent Question-

© nairés may reach you as late as two weeks after administration, Faculty/Staff Ques-
tionnaires, two weeks, and Graduate Questionnaires, one month after administration.

Step 9

2
bt

“
\\‘5

Once the deadline for accepting Student Questionnaires has passed, prepare Tables 40-49,
as described below. You will be using’the records you began in Step 7. Remember that
those records should contain the final totals concerning Student Questionnaires.

-

Enter the number of students who received (were sent) questionnaires on Tables 40-
48. The numbers go in the columns for students across the rew marked “Number of
individuals receiving questionnajres.”

' 4 .

A

-~

o -
Enter the number of students who completed (returned) questionnaires on Tables
40-48. The numbers go in the columns for st¥®nts across the row marked “Number
of individuals completing questionnaires” on Tables 40-46, and 48, and across the
row marked “Total number of students” on Table 47.

7 N . L
Record the pe.rcent of students who com

pleted the questionnaire on Tables 40-46
and 48.

*

For each student column, divide the number who completed guestionnaires by
the number who received questionnaires.

.
1.

2.  Convert the answer to a percentage.

~
v

¥ A -
Record that percentage in the student columns across the row marked “Number
of individuals completing questionnaires” on Tables 40-46, 48, and 57,

. 3.

; )
Fill in-the space at the bottom of Tables 40-48 for the date the questionnaire data
was collected. Using the season‘and the year (such®as_Fall 1977) should be accurate
enough.
‘ . - -

\

i ’
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. - .
Step 10  As the deadlines pass for accepting Faculty/Staff, ?arent and Graduate duestlonnalres, .
prepare Tables 40, 46, 48, and Aas described below. Yoqu will be using the records you
began in Sfep 7. Remember thit those records should contain ‘the final totals concerning
Faculty/Staff, Parent, and Graduate Questionnaires. .

\ . B \
A. Enter the number of individuals who reeeived (were sent) each kind of questionnaire,
in the appropriate columns across the row marked “Number of individuals receiving

questionnaires” on Tables 40, 46, 48,and 4
B.  Enter the number of individuals whe completed (returned) each kind of guestionnaire =
in the appropriate columns across the row/marked ‘“Number of individuals completing
questionnaires’ on Tables 40, 46, 48, and/49.
C. Record the percentage who completed each kind ef questionnaire on Table 40, 46,
48, and 49. , .
1. For each column, divide the numher who completed questionnaires by the num- .
ber who received questlonnau'es / te
2. Convert the answer to a percentaé ‘
|
3. Record that percentage in the agpropriate columns across the rows marked
= . “Percent of individuals completing questionnaire” on Tables 40, 46, 48, and
49, - .
) ' D. Fill in the space at the bottom of Table 49 for the date the questionnaire data was
| . collected. Using the season and the|year (such as Fall 1977) should be accurate enough. ‘
! : - -
}, -*Step 11  Supervise tabulatlon in completing the following tasks that remain. {Substeps F and G
l can be accomplished at any point during the tabulation after questionnaire responses have
| ' been transferred to code sheets.) Remember to give the tables you prepared in Steps 9
and 10to those tabulating once they reach Substep E below.
‘ A. Once data from Student Questionnaires have beén transferred to code sheets, trans-
| - fer data from Graduate, Fatulty/$taff, and Parent Questionnaires to code sheets
| (Procedural Sections B, C, and D’. ]
| ! B. Add the counts on all code shee/s and record sums at bottom (Procedural Sections
i . . E, F, G, and H). f
| _ I ! . ' )
. *C. Transfer the sums on code sheets to summary sheéts 1-4 (Procedural Sections I, J, K,
| and L). B
S - D. Total the sums on the summary sheets (Procedural Section M). -
2
E. . Compute percentages and rank orderzngs and transfer them to tables (Procedural
Section N).
- F.  Record fill-in statements that appear on student and prodyate questtonna:res and com-
' plete table 47 (Procedural Sectzon 0).
H ’ £ - _
<. G. Recprd any comments that were on the questt'onnaires (Procedural Section O).
\ e

. . ) .
- ) 30 37 ' ' ¢
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NOTE:

— T ‘
Make certain throughout tabulation that task force members have thestpplies neces-
sary to complete their tasks. Among those supplies should be sufficient amounts of
code and summary sheets, tables, example sheets and tables, and blank sheets of ;
paper or adding machines or calculators.

<

-

- Step12

Step 13

I " * '

Once the individuals doing tabulation have completed their tasks, file the tabulation ma-
terials appropriately at least until the next needs assessment is completed.

A. Completed tables sl{’oqld be placéd in the CPSS Proéram Information File.
L}

B. Code sheets and summary sﬁeets may be filed conveniently elsewhere.
C. Example sheets and tables may be thrown away as long as their masters remain in the
envelope labeled “Camera-Ready Masters for Tabulation.”

D. Graduate, Parént, and Faculty/Staff Questionnaixes'should"be filed conveniently.

E.  Follow the procedures in Step 13 for handling Student Questionnaires.

s
.

Decide with the Steering Committee whether to use for counseling purposes any question- *

naires to which students signed their names. .

A. If the questionnaires are Not to be used for counseling purpo3es, file all questionnaires
conveniently, according to grade level, until the next needs assessment has been eon- L

ducted. .
. )

- B. If the questionnaires with names on them are to be used by counselors, proceed as

follows: . ‘ )
1. Sepaifate those with and without names and file by grade level those without
names. They should be kept on file until the next needs assessment is conducted.

2. Separate by grade level the questionnaires with names on them and put each
grade level’s questionnaires in a container labeled by grade level. -

3. Transfer the containers to the counseling departmenvtA and ask that they be re-
\ turned to you in one year since the questionnaires will loose their counseling
- usefulness at that time. - . . i

~ - P

NOTE:

t

- w‘ifou are now ready to interpret the data you just tabulated and the data from
resource assessment. Instructions for this activity begin in Chapter 5.

N L 3 ?
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CHAPTER 5’

‘Selecting Program Goals

-

)

~

MAJOR ACTIVITIES

® Derivé a comprehensive set
of career development pro-
gram goals

® Assign priorities to career
development areas and to

- poals within each area

, based on needs assessment

data
A}

® (Select goals for implemen-

tation
w
® Obtain approval and com-
ments from, the principal-
and the Advisory Committee
regarding goals and priorities . .
and advise about appmpriate
infusion points (optional) . )

!\.

*

Since you now know which career de-
velopment skills your students need and
,what resources are available in your school’
‘and community, the next step calls for using
that information to give your new career
guidance program structure and direction
by selectlng program goals for implementa-
tion in your new program. Your selectlon
will be based on needs and resource assess-
ment data, as well as on some special con-
siderations to be explained later in this

chapter.

Your school proBably will not have
enough resources to implement all go(as at
once, so the process described in this chap-
ter will-help you select goals based on sound
reasons. It will enable your new program to
address your students’ most important needs
first.

»

The selection process involves the fol-
lowing activities: (1) deriving program goals,

(2) assigning priorities to career.development
skill areas and to goals within each atea, (3)

selecting goals for implementation, and (4)
reviewing program goals. Procedures for con-
ducting these gctivities are contained if this
chapter unde%ppmpnate headings. -

Deriving Program Goals

The first activity involves rev1ew1ng the

comprehensiveness of the CPSS Program Goals
List provided in the envelope labeled “Camera-

Ready Masters for Selecting Goals.” This list
contains twenty goal statements, each of
which reflects one item on the Student Ques-
tionnaire that is translatable to a goal. The
list is provided in order to save the Steering
Committeé the time it takes to write goals in

"the CPSS format. However, the list may not.

33

contain: (1) goals extant in your current pro-
gram (listed on Program Information File

item-1}, (2) goals required by your state or
district (listed on item 3), (3) goals that would
reflect items you added to, or used instead of,
those on the CPSS Student Questionnaire, and
(4) any othergoals considered to be important
by the Steering Committee. For this reason,
the committee may have to write additional ,
goals so that the total list of goals will com-
prehensively reflect the needs of the students

for whom they were written. The procedures «

in this chapter will teach the committee how
to write goals in the CPSS format that define
behaviors students should have in order to
make a successful transition from school to
work or other education. Uniformity of for-
mat can help reduce confusion in communica-
tion and should facilitate efficiency and effec-
tiveness-as you des?gn your hew program.
‘/l .
Assigning Priorities

AN

r~ <
The next activity involved in selecting
goals is assigning priorities to career develop-
ment skill areas and to the goals ‘within each

+

39 . .
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area. Ranking ar;eas and goals 1§ necessary be-
cause it is extremely unlikely that your school
will have enough resources to implement all’
goals at once. By ranking areas and goals, you -
will be able to organize career development
activities for goals of most importance first .~
and then for goals of lower priority as resources
and time permit. y

» -

The four questionnaires ifclude tive ca-
reer development skill areas. \'hese areas are.
(1) self-awareness, social awaréness. and 're-
lated problem-solving skills ~skills students
need to become aware of themselves and their
environment in order to be effective 1n the
changing world of work. (2) career exploration
skills— skills students need to find out informa-
tion about jobs in order to relate their interests,
abilities, and values to various jobs. (3) job ac-
quisition and related problem-solving skills—

. skills students need to locate, obtamn, and
adjust to a job, (4) education and training ex-
ploration skills—skills students need to-find
out information about various education or
training programs that can best prepare them *
for,jobs, and (5) education ard training
acquigition and related problem-solving
skills --skills students need to locate, enter,
and adjust to an education or traiming pro-
gram. (If you added items to the CPSS
Questionnaires, or used other question-
maires, vou should still‘be able to use the

. process described 1n this chapter tgderive
goals, assign priorities, and select gram
goals, adapting where appropriate.) -

"Durning this act;vity' of CPSS, the
Steering Committee will assign priorities
to the career development skill areas,
based on information gathered on the
Student, Parent, Faculty/Staff, and
Graduate Questionnaires.

Tables 41 -45, completed by the Needs
_Assessment Task Force, contain percen-
tages of your students who indicated a de-
ficiency in each of the skills described by
items on the Student Questionnaire. In
CPSS, those percentages are considered to
represent the degree of student need for
each skill. The Steering Committee also -

o

-» .

will assign prioritle} to goals within each
career development skill areas, based on

the percentages of student need on Tables
41-45.

Selecting Goals
N
Once the Steermg Committee has ’

‘ranked goals, it will select those goals to
+be implemented first in vour new career

guidance program. Much of this selection
depends on your professional judgment.
Although the prionties of areas and goals
reflect questionnawqdata, decisions about
which goals to actually implement first also
should be influenced by such information as:
(1) the developmental sequence of career de-
velopment activities that your school thinks’
is best, (2) grade level considerations for the
purpose of providing assistance to students
at all levels, and (3) knowledge of feeder
school career dgvelopment activities that , .
could mean your activities would only duplis
cate efforts. . .

CONCURRENT ACTIVITIES ’

® None

‘ Reviewing Geals . .

The Advisory Committee-(or other
external reviewers) and the principal should
review all the goals as written, their assigned
priorities, the goals selected for implemen- -
tation, and resources to support goals se-
lected. Because your new program begins
to take substantial shape at the goal seléction
stage, it seems wise to get the principal’s ap-
proval of goals at this point. And, of course,
the Advisory Committee may be able to pro-
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Do vide valuable input into the selection be-- . P : \ |
. cause of their involvemlent in the real world ’ . - v

- - of work. Both'should provide advice relative A . t

v “to the target groups of students and thfusion t ) . - )

A points fof selected goals. (Target groups and - “« - - |
4 " infusion pints are explained in Chapter 6.) e ‘ - .
T, L ‘ ¢ T § -

N . o ' - . . A
‘</ .j ‘. ) RESULTS ‘ . ‘) _ . ‘ 'y \
LI > M <L : ", .
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PROCEDURAL SECTION A

. Deriving Program Goals - s
Step 1 guphcate copies of the t‘ollowmg materials for m®mbers of the Steering Commlttee

Masters for A, B, and C are in.the envelope Iabe.led “Camera Ready Masters for Selecting
Goals.” .

A. CPSS Program Goal List,Form'No 19 — one copy for each member

B. Pdgram Goals, item 50 of the CPSS Program Infbrmation Frle - twenty-frve copies .
(more may be needed later) »

Drrectrons.t“r Writing Program Goals, Form No. '20 — one copy for each member

Completed items 1, 2, and 3 of the CPS&Program InfermatrorrFrle — one for edch
mfember

A4 o

'

The list of comments that appeared on the questionnaires -

Step 2 - Distribute those duinbated materials to the committee and ask members to review them
‘ _ before the first-meeting. Set the date for the first meeting.

$tep 3 . Prior to the meeting, review the materials yourself. I

. ¢

Become familiar with the CPSS fqrmat for goals. The Directions for Writing Pro-
gram Goals suggest procedures that should help the Steering Committee gain exper-
tise in writing additional goals in the CPSS format. Decide whether it would be
worthwhile to use them. - L

vaa]uate the comprehensrveness of the CPSS Program Goal List by comparing it to
completed itéms 1, 2, and 3. Goals that appear on items 1, 2, and 3 but not on the
CPSS Program Goal 1 Vst will have to be rewritten in the CPSS format and added to
.the Program Goal List. You also may want to write other goals that do not appear
on either list, perhaps those conceivably mentrohed in the comments that appear on’
the questionnaires. “ ‘

If goals are going to have o be "dtten consider how ‘you will assrgn the writing task

to the Steering Com e me
tasks to be accomplished.

v \ . . -

rs. This procedura] section outlines the specific

L

The skills reflected by the goals on the CPSS Program Goal List are psychomotor
and cognitive capacnt:es or competencres (skills and knowledge) neé'essary for the
career development of students. Affective behaviors are not included on the list
because it is assumed thakthose kinds of behaviors can be derived at the stage of
writing student behavioral bjectives for the gpals selected. However, if the Steer-

ing Committee wants to write goals that reflectaft‘ectr‘e behaviors, it should t'eel
free to do so. «

-

&
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Step4  Conduct the first Steering Committee meeting concerning goals. In addition to your copy

+ +
¢ PN

-
. - -

of the materials you duplicated in Step 1, have on hand a copy of CPSS Program Information
File items 20-33 (school and community description), Table 46 (future plans of students and
current activities of graduates), Table 47 (occupational choice of students), and Table 48 -
(general need for careet development skills). The Steering Committee should first briefly

A.

review this iAformation as background information for the rest of the tasks in Chapter 5.

View AV-2 with the other members of the committee and brief the committee gn the -
goal selection process. . : .
N

Help the committee determine whether the CPSS Program Goal List is com prehensive
enough by comparing it to items 1, 2, and 3. Decide whethef there are other skills that
the committee would like to include that do not appear on the list or in the items. (Per-
haps yougcan glean an-interest in other goals from the comments that appeared on the
questionnaires.) v’ .

»

1. If the list is comprehensive enough and the committee does fiot want to add
goals, go to Step 8 of this precedural section. - ’

2. If the committee decides that there is a need for writing more goals, review the
, Directions for ertiH Program Goals with the committee and continue with Step 5.

’‘

Step 5 Make the following assignments to the members, depending on the kinds of goals that need P

%o be written. -

A.

*

~
Some members should héin charge of writing those goals that appear in item 1 but are
not covered by the CPSS Program Goal List. Tell them that: - . '
1. Before actually doing thewwriting in the CPSS format, they should interview the

teachers currently accomplishing the goals involved so that they can learn more

* apout the current activities, ask the teachers to be a part of-CPSS, .and inform the
teachers that they will be asked to plan and ireplement CDUs for the activities
they are currently involved in. ' . -

2. They should write the goals in the C@ format.

3. ’i‘hﬂey should decide in which of the five-career development skill areas each of
their newly written goals belong. . . - -
Y
Some members should be in-charge of writing goals that appear on items 2 and 3 but
that are not covered by *he CPSS Program Goal List. Tell them ¢hat:

-

1. They should write. the goals in the CPSS*tjorn-]at.

2. Théy should decide in which of the five career develppment skill areas each of
their newly written goals belongye.. ’

i

- t
. )
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Step 5

C.
(Cont’d_) or 3 nor on thé'CPSS Program Goal Ligt but that the committee feels sgould be part
. of your new career guidance program/ Tell them that:
4
1. They should write the goalyin the CPSS format.  * - = "
_ 2. They should decide- m/hlch of the five career development areas each of their
newly writter’ goals belong . .
Step 6~ At the next Steering Commrttee meeting, review each new goal by considering the fol-
Jowing questions, . “
A. Isthegoal imporltant to career development?
B. Does the goal have students as the actors" »
C. Does the goal state a career development skill, knowledge, or attltude students
. should haye in'order to make a suctessful transition from school to work or fur-
ther educatlon" . . -
. C A
. D. Does the goal properly belong in the career dewslopment.area to‘whic‘h the writer -
assigned it? - ’ .
“ ) 14
Step7  Help the committee make any revisions necesltated by the rewew m Step 6. Add your
B _new revised goals to the CPSS Program ‘Goal List. .
- »
Step 8 Partially fill out a copy of Program Information File ltem 504'or each goal on the CPSS
~° Program Goal List.. Refer to the example ltenr 50 in the, next page. b _
A. Number each goal oh the list conSecutlvely, -t )
B. Write these numbers on blank copief of item 50 in the space marked “Goal No.”
Also write in-the goal itself in the a"pprppnate spaces |
>~ C, Place a plussign (+) next to the goals tbat are not on the.survey (goals wntten by
the Steerlng Committee). . . S .
¢ L
- ‘— . - - N .
- 7 ‘ :
NOTE: The Steenqg Committee now has completed der1v1ng program goals The next

activity is to assign priorities to areas and the goals within them for the purpose .
i} of orderly planning and implementing career development act1v1t1es Proceed

with the procedures that,begln on the next page. (

.
- ‘ .

. -

. . ,

. -
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. ' i yd " N - -
: ' . This hypothetical number
50. . Program Goal . » was assigned in Step 8A.
I . . .
~ Career Development Skill Area -~ Goal No / Priority
Qurenenets- Seacad Qusorerieds,
amdDRlated ) elslome - SB-QU(A% 3
] Qs

“Goal mmavmw@bawuxeu@ wgwaﬁ

Gl e gt eetancst k] i Qe L,

a/p,(a,c,c,foid% %ﬁwdﬂj{ W ey O

Behavioral Objectives ( Attach additional pages, if necessary.)

- ’

"Rationale for Sefection for Implementation: .
(Projected Date for Implementation )

Comments:




Step 9

"A. Completed Tables 4045 @

, L Y

. il

¥
LT ;-
PROCEDURAL SECTION B
- Assigning Priorities o
¥ ) . . »

. N . * .

Schedule anothrer meeting of the Steering Committee. Duplicate the following materials
and ask the mefbers to review them before the meéting. (After reading this procedural
section, you can decide how many copies of each you'll want to duplicate, dependingon
how you want to direct the committee through the task.) Masters B and C are in the
envelope labeled “‘Camera-Ready Masters for Selecting Program Goals.”

~

B. Career Development Sllill Area Priorities, iter,n 51 of the CPSS Program Informa-
tion File

C. Career Development Matrix, item 52 of the CPSS Program Information File

At the meeting, lead the committee in assigning priorities to career development skill

areas. ’

A. Review the Student Questionnaire data_summarized on Table 40, whfch show the
need for the skills in each area indicated by sfudents regardless of grade level.

B. Assign tentative prioriti through E to the areas according to the percentage
of student need indicat Table 40. The area for which the highest percentage
of student need’is recorded on Table 40 should be assigned priority A; priority B
should be assigned to the are with the next largest percentage of Table 40, and so
-on, -

C. Record these tentative priorities in the row of boxes across the top of a copy of
item 51, Career Development Skill Area Priorities. )

«\ - »

A ]

- o
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Step 11  Assign final priorities to each area. ' ‘ - ¢
i the P4 Nt and - L
A. Review data from the Parent, Faculty/SPaff, and Graduate Questionnaires summa-
rized on Table 40, .
\

" Record the areas in order of priority on the list below the second row of boxes on

 ing the sentences started for you on item 51. (The example on the next page may

1. Compare the tentative priorities you assigned in Step 10 with the rank orders

. v
summarized on Table 40. If marked differences exist, you may ‘want to change
the tentative priorities you assigned on the basis of student data. In that case,
discuss possible changes as a group. In order to assure that students’ assess-
mepts of their need are not disregarded, most changes should move a tentative .

priority only one position (for instan‘ce, from A to B). In extreme cases, a ten-
tative priority can be moved two Qosnions._ However, never change a priority S
more than two positions, ) ‘

.

2. Decide as a group the final priorities for areas.

Record the final priorities in the second row of boxes on item 51, Career Develop-
ment Skill Area Priorities. p
item 51. Include a rationale for having assigned each area its priority by complet- a

help you.) Make sure that you explain all priority assignments that differ from
your tentative assignments based on student data. i ¢ A

41




51. Ca{éer Development Skill Area Priorities . ) ~ . v i ‘
(Date: ) - '
Area Area Area Are)a Area
I I1 111 v V
L Tentative priority based on . .
student data on Table 40 J B H. C E D.
s N
‘ , _ % Area Area - Area . Area Area -
: I Il . I IV Vv -
Final priority, taking inte account i . .
graduate, family, and faculty/staff ’ E .
data on Table 40 o B 7 ¢c | 0o
.. ) b ’
A @ua 7T Cornaan é;(,a-{azd.ﬁm AA s ] s assigned
i priority A because: (give ratlonale below) -« . - .
e M% /uf‘act‘ 0&«..3, sty A'%

Wﬂs&w Aato 6md 3o v @ rtnca op’ data
-~ b fw‘fu‘ allesnaliee :
‘B. 3 .

is assigned
Hows ru:% Cocte otudanZ, daZe arst M ’
#Mt—’;d:td& and Ao rm't—.cm?:;atala_ M‘-F«-‘—

C. Q_““% 2nol fokoTast F, . is assigned
- priority C becduse” /4. c0e~.

ﬂw\ﬂm;j nafleoZe aToolant aned ;«.a..a“u& ) -
e o '

L3

4 ¢ Mmoo o+ Kol srun e Y 4 oala
D. Q‘MMJM;,[’M&&%M is assigned

priority D because:

, Wou}l 2hi aua namheot W a-ccncao'? b oludsrt
y dats, m/lam.& AAILG et 7‘-“‘“@, pareste

m/dflﬂh dcatad a Lugheo ,,.j

E. MV;‘&“—"M“ Mi,?tm Q‘Maw ~ is assigned

priority E because: Gu o0 Py ,bdamm. - N/ TWTPR -

“e'“"*fe»z“ 2ua aanfox Y i wccm.a&na,%g'

. gAudlent gn data Zhe ranha W’...,AI;— Fra'cln -
Potrty, ama %M?oﬁlﬂ—b“#’cab«/& Lotorlr preeol.

ATTACH ADDITIONAL SHEETS IF NECESSARY ’ '

- 4248\
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Step 12 Assign priorities to goals within each career development skill area.

’ .
A.  Separate your Program Goal forms, item 50, by area.

B.

Look at the Program Goal forms (item 50) for one area. Set aside those.forms whose
goals have a plus sign (+) in front of their numbers. (Having been written by the
Steering Committee, these goals are not supported by needs assessment data so they
do not have to be rank ordered.) ‘

Arrange the other Program Goal forms for goals in that area by looking at the per- ¢
centages of need listed for them in the “All Grades’’ column on Tables 41-45. These
goal forms should thus be stacked with the form for the goal that had the highest

percentage on top and the form for the goal with the lowest percentage'on the bot-
tom. . )

Assign a priority number to each goal in the area by numbering.the Program Goal -
forms consecutively from the top in the space on each marked “priority.” Seg the
Example item 50 on the next page. !

Repeat Substeps B-C above for the goals in the other four areas.




The letter A indi-
cates that the area
was assigned the

50, ProgIh am Goal ‘ g _ first priority. .

The number 1 indi-
cates that the goal
was assigned the first
priority in its area.

\ /

- Career Development Skill Area

anot (e lalest &M—JM,M
PO ’

Goal

Priority/
\ﬁ__ /

-

- Goal 24, ali et ute Mo alle o

Mn,o"l.t"ﬁ Z&M‘Jdﬁ,:'—ﬂd/ 4(0"4&}4, M,

e chopp tn f-fr‘-,fa—;fl‘.-‘d&%ﬂml o a
.Lw.

aie B

Behavioral Objectives (Attach additional pages, if necessary.)

Rationale for Selection for Implementation:

(Projected Date for Implemé&ntation

-

-, 1 ’

Comments:

“ 5@
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| Step 13 Complete item 52, the Career Devélopment Matrix, from which y#u will select goals
. ‘ about which you have needs assessment data. *

A. Record the titles of the areas in the appropriate boxes across the top of item 52;
, Career Development matrix. (The example matrix on'the next page may help you.
- The priorities of the areas are those in the example item 51 that appearéd earlier.)
B.  Then record goal numbers and accompanying percentages (from Tables 41-45) for
- each in the appropriate cells on the matrix. For-instance, place in the “A-1 Goal”
cell the rumber (and the percentage of need) of the goal within your priority A
B area that you ranked number 1. (The percentages in the exampte-are from the
! example tables used during tabulation.)

-P'QOTE: The Steéring‘Committee now ha?completed assigning priorities to areas and to -
- goals within them in an organized way. As soon as possible, continue with the
procedures for selecting goals for implementation in procedural Section C of this

chapter,
L
[y -
{
L]
lad o~
- -
- _ &
rd
\\ +
v AY
\
-
+
+
\
o
-
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52. Career Development Matrix* -

% ’ X ¢ 1;
- . -
Career Develop- Prionty A Area ] Priority B Area. Prionty C Area. Priority D Area: Priority E Area: I
ment Skill ! . - . e g . 7- .
Area Prjor- _M_ I ” %.t__ :
Career tties . p 77 , 0 g,
Develop Coplorelion || docisdQusaririon| Koladd Brah. AV
ment Goal . : 1 Mzd A .
Ranks _m : : M W
- > 4 ]Q > 4
AlGoal . ° 81 Goal: &~ 160t || 01Goat . E-1 Goal:
N 1 . :
% ; ; . % % % - %
< - N ) —
A-2 Goal- B-2 Goal. B C-2Goal - D-2 Goal. €2 Goal
2 .
% 67 % % 1 - ) % %
A3 Goal. ! B3Goal: / C3Goal: D-3Goal. - E-3 Goal:
5 3 :
- % éo % % % %
A4 Goal. 84 Goal. 5. U 4 Goal: D-4 Goal E-4 Goal.
Yo
w || 58 , % % %
A5 Goal || 85Goa £ C-5 Goal D5Goal E-5 Goal:
M_. . 5 . %‘ . <. : .
. . [———— % ||, % % % %
4 A-6Goal . B-6 Goal: ¢ C-6 Goal: D-6 Goal E-6 Goal:
6
¥
N R % 53 % A % % %
y—= -
5 ? :For area priorities, enter the career development skill area titie i order of prionities A through E, based on data summanized in 5 3,
- Table 40, for each goal rank cell, enter the goal number and percent of student needs based qn data summarized in Tables 4145 ’
’ T 1

- f -;




PROCEDURAL SECTIiON C

e Sel;:cting Goals for Implerﬁentation v
", - .
A v A oy
) I £
Step 14  Schedule a meeting of the Steeting Committee and give copies of the following to mem.-
bers and adk them to review them before the meeting.

. *

.
S

A. CPSS Program Goal List
.‘B. Completed Career Developn;ent Matrix, item 52

C. Program Goals Selected for Implementation, item 53
" ‘ . ‘
Review the goal selection procedures outlined in this section before the meeting.

L)

Begm the meetmg by explaining that CPSS strongly recémniends that all goals in your
current career guidance program be continued in your new program, regardless of needs
assessment data. Enter those goals on the form Program Goals Seleeted for Implémenta-
tionitem 53. These’ goals are thereby selected for implementation’ Continuing already

* existing goals should help secure faculty/staff support and involvement in CDU produc-
tion activities. ~ '

-
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" Step 17 With the Steering Com\n-n"t'tee, selegt additional

oa!g for implementation. '
N = - : . R - . - . .

. " YA Available r'ésdcés should be considered, (see items 4-23 of the CPSS Program In-

‘ ,’fg'rmdtion’. (P)Ie), as should the readiness of your school’s faculty/staff, students, and

parents to {(mplement career,development activities. - Unless they are completely

ready, i’t"w~ilfprobably be best to implgment onky a few goals at a time to help

guarantee success. Beéing able to show success is important when effecting change.

B ) The.number of newgoals selected should be based on the number of teachers and .
,copn'selors in your{sthool who have expertise in career development. The ideg is <
. to not be overly ambitiousat'the beginning aid.not to exceed yOUur:resources.
) B. " Select goals to be implemen't'ed,« &;‘ng the matrix and the*Program Goal List.
B ) 1. Select a goal in aﬁigher priority area before selecting a goal in a lokr priority
. . area. ; ' : : *
i T < . . : M
. - 2. Within an area, select a goal assigned a higher priority before a goal assigned a
. . lower priority. .- v - ' - RS e
’ 3.  Exceptions to the “tules” in 1 and 2 above may result from your consideration

¢4 of developmgntal prdgram sequencing, grade levels you want to reach (Tables
+ 41-45), and career development programs that exist in your feeder schools,
« (item&of the CPSS Program Information File).- ATségraduate information
about-Sych goal (Table 49) may inflirence your'decision. - ‘

been added by the Steerihg Commuttee and do not appear on the survey, or the
matrix. Though there is not Syrvey data qp these goals,ssome need data may have
Cs been collected through another source. Decide which of these goals, if any, should

C. Review those goals in i%nf\o;l’rogram (joals, with pii_xs signs (+).” These goals have-

be selected now for.implementation.” . .
¢ - . .0 . <t l
. D. Record the goals s‘eleged onitém 53, Program Goals Sei‘%ted for Implementatiot.
Write a rationale for sedection and ‘the projected date for implementation for each
goal on’item 50, Progi#m Goals. Be, sure to justify in your rationale any decisians
. for selecting a Jowet prior‘ity goal if any goals of higher priority in the same area
" -were.not sele¢ted. ) v
"k On the Career Development Matrix, place an asterisk (*) in the cell of each_goal that
- " reflects a goal ir your current program and in t}]e cell of each additional goal selected

& ,fo'r‘implementatio'ﬂ. - NS
F4 ¥ . . "

»

- . - .
- e - - L
" L] -

» —_—

e 2 A

NOTE: " You now have finished selectingvgoéls for initial implementation into your new pro-
gram. Proce‘ﬂurps for, theirréview begin on the next page. (

PR

e

Later-in your program, you will usé the pidcedwres you.l completed to sélect
mof®4oals for implementatiog?s time and resdurces permit. When you select those
", gogls Jyou.probably should be'more concerned about developmental sequencing than
-~ " you4were when"you‘ selected the first goals. In addition, be sure to plan-sufficiently
ahead for the new goals so that.needed resources wijll be available and so that any
schedul{pg adjustments-can be made. The Career Deyélopmeny, Matrix, Program Goal [
forms, and the Program Goals Selectgd. fprdmplementation fofns should be updated_ -

TS 7

immediately after each new goal ig selected. ° .
2 - S - w o +
i . . N . . . [y .
g ° c 48 ® . ‘
™ ) \ S90S o
’ , A , ’ K 4 y - K - . . \l .
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Program Goal Review

Step I8 Share the res.ults of the Steering Committee’s work on goals with the ptir{ciggl and the
Adyvisory Committee (if you have one). .

A To gxp!dite matters, you should make a personal presentation to explain and de-

fend commYttee decisions. You may also want to discuss CDU development as a
- way to achieve these goals. _ P . o e
S -~ ’ T

B. ~Be prepared to furnish the principal and Adyvisory Committee sufficient copies of

Program YAformatign File items 50-53.

|

L .
. J . o

O

PROCEDURALSECTIOND ~~ R &

kl

* This also*would be a good time for the Advisory Committee to reviez‘_/e\&mpleted
Program Information File items 9:19 concerning community resourd®s,

-

*

i

>
»
&

.

Step 19 Make changes in the arrangement of éoals that are justified by feedback from the prin-
’ cipal and the Advisory Committ:ee. . '

.

N

v : ‘.

. -~

NOTE: Once the review of goals has been completed, you ni?y begin your procedures for

- CDU #evelopment as outlined in the next chapter.

.
’ .
‘e
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CHAPTER 6

LI

. " MAJOR-ACTIVITIES

° Select infusion points for
each CDhU

N

o Select CDUmstructors o

® Qrient CDU mstructors

{ Monitor, CDU productien

® Review and apprave CDUs

-F !

. ® Monitor CDU implemen- M
- tation and evaluation )
N

T-

By sele!tin'g program goals you have
chosen where you want your new program ¢
to go. Now you must decide how to get
there by producing carger development
units that will help students meet behav- .
ioral objectives that reflect your goals.

A career development unit (CDU).is a
teaching and/or counseling activity that is

designed and writteri to establish methods ° -,

for achieving alt or part of a given goal.
Sevgral CDUs may be required to reach a
%ﬁ?or the same CDU may address one or
several related goa CDU consists of a
statement of” dHjectives, partncnpant group,
methods for achievement, time and place of

_participatioh, and theevaluation plan. The °

DU format and a sample CDU appear in the
procedural guide entitled Producing €DUs.

* “Once CDUs are writtefi, they will be taught
and evaluated. Togeth ey will constitute
your new career guidance program.

( [CONC&JRRENT ACTIVITIES"

Nene

¢ You and the Steermg Commlttee will -
not_actually write CDUs but you will be

* actively involved in their overall produgtion.

Your first ségo will be ta\werk with inStruc-
tors of current gundance activities in order
"to convert those activities to the CDU for:
mat. Then infusion points must be selected
for the new program goals that you selected.
An infusion point is the point af'which yau
want to'integrate the CDUs for each goal
into your school. For i istance, a CDU may
be-taught in an existing course ina specnal

' course greated for that purpose 4ln a pro-

4

i gram offered by a community ageficy. A

i

CDU.can be taught anywhere. Any advice
about infusion poifits that you received,

from the Advisory Committee when they
reviewed your goals should be helpful. Along
with deciding infusion points, you will be de-
cndlﬁg which groups of students will accom\
plish each goal. Such target groups which
will partncnpa& in CDUs could be, for exam-

.~ ple, all ninth grade students, all math students,

or all non-college-bound seniors. " You do not
have to reach all students in a target group
during one teaching of a CDU.

- Using the selected infusion points zmd;'
target groups as a guide, y.ou and the Steering
Committee, will choose CDU instructors to _

. write, teach, and evaluate the CDUs as éut- .

lined in the procedural guide Producing CDUE.

For instance, if the target group is all fresh- >
men, you could ask the instruetors of fresh-

* men English classes (or any other class at-

tended: by all freshmen) to be CDU instructors.- )
Each instructor could write the CDU individu-,

ally orin a group, - .
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You, the behavioral objective specialist, -
the method specialist, and the resource leader :
may be called upon by the instructors for as- )
sistance as they write CDUs. The Steering ~ .

Committee will review all the CDUgbefore =~ . - D

they are taught. After they teach them, the - .

"instructors will evaluate the CDUs using the. - .

CDU evaluation form (Form-No. 21),and - ' - .
you will file that form with the rest of each - .
CDU as item 54 of the CPSS Pyogram Infor-
mation File. @ ) Q’\a -

] / "7 ‘ \ . o X ,
RESULTS -t . -
/ ‘ ) |

¢ Completed CDUs =~ T - ) B

* |* @ Evaluation giata—forkeach CDU . v : .

J . v

/

” ' Your procedures for CDU prod uction ’
begin on the next page. ?
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" PROCEDURES

v
~ .
.

Step 1'~ Duplicate one copy of item 54 of the CPSS Program Information File and as many copies .
of CDU evaluation form (Form No. 21) as you will have CDUs. Masters of hoth are in
the envelope labeled “Camera-Ready Masters for CDUs and Annual Program Review.”
Place item 54 in the appropriate place insthe Programr Information File. Give the copiés -
of the CDU evaluation form to the instructors in Step 6., >

i ¢

Step 2 Brief'the Steering Committee on the production of CDUs, viewing with them AV-4, and |
" _helping them become t‘a{niliar with the format for CDUs required by CPSS.

Step 3  Assign members of the committee (or decide to do it yourself) to work with instructors
- of current career guidance activities in your school to convert those activities to CDUs.

Step4  With the committee, decide on infusion points starget groups for each new goal
‘ selected for implementation. Consider the advice about CDU development given by the
Advisory Committee during its review of program goals. You will be deciding which
group(s) of students (e.g., ninth grade students, all math students, non-college-bound
seniors), will be the target of each goal’s activities'and, how to reach those students (e.g.,
through an existing course, a special course, a program offered by a community agency).
Remember that you do not have to reach all of your target group on your fist CDU at- *
tempt. Also, it may be best for you to decide generally where to place the CDU (e.g.,, *
fre;hmen English) and then decide specifically where to place it'(e.g., Mr; Brown’s thirg

v

period English class) as you select CDU instructors (Step 5). - \ .-

Step5  With the committee and keeping in mind tile'infusion/pdints and target groups decided
upon, select CDU instructors.

!

B ' 7 . .

A. Find out from those instructors whether they want to write their CDUs individually

Or as a group.. . - ' . . .

. - .

Step 6  Brief the instructors (of CDUs for both new and old goals) on CDU production, person-
- ally or in ageg'éral meeting held by you and/ar members of the Steering Committee.-

A.  View AV4 with them. I f
B. Give them copies of ihe pl;oeeaural guide Producing CDUs and the CDU evaluation ,
- * form. - T , e . -

- !

C.  Give each of them a copy of the goal or g'oals' ihat the activities of their CDU(s) will
-+ address. - " ] . -

D. Maké sure each instructor knows the infusior poiits and target group for. the CDU
so he or she can fill out sections 4 and 5 of the CDUgormat. N oon b

E. Make sure that the instructors know that they can reduest the services of the resource -
leader, méthod specialist, and behavioral objective specialist. = » . - .-

v .

o Step 7\ Monitor the instructors’ production of CDUs, servin as a resource person when necessary

v

-




v
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Step8  Receive the completed CDUs from the instructors. The Steering Committee reviews each
* -CDU for quality. Use the criteria at the end of this chapter as a guide.

Step9 - Ask the CDU instriictors to make any chla;nges necessitated by the review.

"Ste;; 10 Record {he behavioral objectives for each CDU on item 50 of the CPSS Prog"ram Infor-
. mation File. . .- ‘

" Step11 Make a~cbpy of each CDU and place it behind the cover sheet filed for item 54 of the

Program Information File and return the original of each CDU to the instructor(s) re-

spdnsible for its implementation. - L .

.

7

Step 12 Monitor the implementation of the CDUs.

Consider using a chart (or charts) to keep track of the dates, places, and times all
CDUs are implemented. Such a chart should help you get an overall view of your
program and. should also help you select the infusian points for additional go%s
you choose to implement later. *

»

Depeﬁding on the size of your school, yo may want to develop one chart for all
courses, or a chart for each course area (such as English). The important thing is.
to develop whatever will be most helpful to you. .

[

-

<C. ‘The partially completed chart on the next page may give you some ideas.

Step 13  After implementation of a CDU, collect the CDU evaluation results. If 'yomva-nt to
repeat or revise the' CDU hefore the Annual Program Review, you may follow the pro-
cedures in Chapter 7 dealing with the evaluation of the current program, File a com-
pleted CDU evaluation form and any additional evaluative data for each CDU as part of
item 54 in the Program Information File. .

-

-
- - .

5

.
.

" You have now completed production of CDUs for goals selected for initial
implementation. As time and resources permit, select additional goals (by

repeating appropriate step&‘in Chapter 5) and produce CDUs for them by
repeating the procedural steps in this chapter. n
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* CDU MANAGEMENT CHART .
) B - . 1
v
R Course: English II1 - : Course: English IV -
CDU Title - — "
.t Period, Number of Students, Dates Taught: Period, Number of Students, Dates Taught:
:Jones Brown Browna Smith | Black Brown. White T
2pd 3rd |Mfh: | 4th. | 5th 6th __J7th. 4 —_
Job (30) | (30) [(34) [(26) | (37) (35) | (35) - )
Application | 4.1 ° | 41 4-1 41, . o
| to to to to
4-5 4-5 |45 4-5 )
'S .-
' Milder | Dunn | Jackson | Holloway Butler Brown
2nd. | 3rd. [ 4th. "4th. 6th. Tth,
Resumes R 35) | @ {35 (35) (34) (34)
) , 5-6 5-6 - -7 .
~ to ,}to
B [ 5-16 | 5-16
~ 4 ® . >
& .
3 ‘/ -
- ’ ]
]
R S ’ /
.
. R . —:ﬁ.\ ’ '
81 ) ‘\'\’ . e E
) n_\‘ ! v ¢
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Criteria for Reviewing Career Development Units ' ‘

1

. Each career development unit that is submitted to you for review should to the extﬂe’nt possible
provide detailed information on all topics outlined in the CDU format. The following are suggested
procedures for reviewing each career developmen;»unit. '

.

AY minimum, the review should address the followihg:

# - A Skill level appraisal
1. Do the criterion behavioral objectives comprehensively define the #kills and knowledge ‘
needed by students to accomplish the goal or goals? .
2. Kre the students given the opportunity to zchieve basic skills and knowledge before
. attempting to acquire more complex behaviors? i

3. Do the individuals (teachers, counselors, peers, etc.) who are to assist students to
e achieve the behavioral objectives have sufficient skills and knowledge to do so? Is
staff in-service education needed?

. vy
4. Will'the methods and activities specified in the plan enable students to achieve the
behavioral objectives? Could other methods be more effective? Could other methods
be more efficient? -
5. Is the number of students participating in the career development unit suffictently ‘
* large to permit a meaningful reductien of student needs for career development
skills and knowledge associated with the goal?
B.  Orgdnizatfonal appraisal ' /
1. If appropriate, can the infusion of the career aevelopment methods and activities
into ongoing courses or programs be effective? .
. 2. Are the resources (people, equipment, space, and materials) needed to implement
the career development unit adeiMate? Can other resources, especially those out-
i side of the school, be utilized_ for the career development unit?
~. . . - L
C. Completeness -
» .
- 1. Areall parts of the CDU included?
v ' . /

56
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CHAPTER 7 I
CONCURRENT ACTIVITIES

(" masoR ACTIVITIES )

® None

® Prepare for annual program . .
review ) .
) B , Annual program review is accomplished
® Conduct annual program by the Steering Committee, with probable as-
review to: ; sistance from the CDU instructors. The Ad-
\ . visory Committee and principal should review
Review the progress levels the results and make recommendations. The
of the CDUs implemented ' actual revision and expansion of existing CDUs
during the past year . and the development and implementation of
~ additional CDUs are performed by individual
Review goals that have not CDU instructors following the decisions made
yet been implemented - by the Steering Committee during the annual
program review. ’
-Make decisions concerning ) ' -
the revision and expansion Annual program review should give you ¢,
of your program for the _ - a comprehensive view qf your existing pro-
coming year J gram and help you decide what revisions and
' ’ expansion should be made next year.

-

Reviewing Your Proér_am Annually

4 )

RESULTS

. . You have designed and implemented
) your new career guidance program and .
evaluated CDUs or an tndividual basis. ® Completed Annual Summary
What remains to be done is to evaluate ™ of CDU Evaluation (CPSS

your program as a whole and to make Program Information File
plans for changes in the coming year. item 55) -

CPSS calls this task the annual program v
review. Annual program review occurs at _ . ® Recommendations for the ,
two points during the year: near the con- 4 improvement of current
clusion of one school year, and near the -~ CDUs

beginning of the next. The task consists

of three major activities: . ) Updated version of the list

* of program goals selected .~ |
for implementation (CPSS

" Program Information File
item53) _

-

: ® Plans for next year’s program
- - yet been implemented, _ \\J - j

o . ~ ~ : P\
Making decisions concerning the re- <
vision and expansion of your program Your procedures for directing the tasks

. for the coming year. / begin on the next page.

}




PROCEDURES

Step 1

Prepare for the Steering Committee meeting(s) concerning annual program review.

A.

Complete item 55 of the CPSS Program Information File (Annual Summary of CDU
Evaluations) by summarlzmg evaluation results from all CDUs that have been imple-
mented during the year. .

1. Information needed for completing columns 1 through 5 of the item can be ’/
found in the CDUs {item 54). Information needed for completing columns
6-9 can be obtained from the results on the CDU evaluation form (item 54).

2.  Anexample of a completed item 55 is displayed on the next page. \

If necessary, obtain CDU‘h\struc&or commepts and recommendations for CDU im-
provement identified 1n the CDU evaluations.

Discuss with the resource leader the timeliness of the resource information (Program
Information File, items 2-33). If resources need to be updated at the present time,
ask the resource leader to do so. . .
Make sure that item 53 of the Pr'ogram Information File (Program Goals Selected .
for Implementation) has been updated to include_jll goals that have been selected.

Select a time and date as close to the end of the school .vear as possible so that a .-
majority qf the Stéering Committee members will be ableto attend the meeting.

Duplicate sufficient copies of the following updated materials in the CPSS Program ’
Information File for the Steering Committiee members:

. »
1. - Program Goals Selected for Implementation (item 53) .

2. Annual Summary of CDU Evaluations (item 55)

J/ . ™~
3. Resource Assessment items (items 2-33)
[ ] - -
4. Program Goal List (Form No. 19)
5. Career Development Matrix (item 52) ‘ r .

6. Needs Assessmidnt tables (Tables 41-45)

Have available the career development units and evaluation results (item-54) for

the Steering Committee members. You may make copies of any part of this item,

as you deem necessary. Also, have available item 50, Program Goals, and Needs )
Assessment table 49. ) . -

Y

’
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55 Annual Summary of COU Evaluations (School Year 1977-78) .

g

.b
1. 2. 3. 4. 5. . 6. - 7. 8. ) 9.
Goal No. CbU Number of Target Par- Actual Behavioral Number of Number of Percent of
and iD * Times Im- ticipants Number Objective Students Students Students
Prionty Y plemented & (Number & of iD * Attempging Achieving Achieving
Evaluated - Description) Participants Objective Objective Objective
" %
Goa 7 1\/.95 \ )
AL patt) 1P 0 | g |, or
7 (1% o) — 120 | foo | 829
. J , f ~ ' ’ -
Z
A : 7 [20 ¢ | 877
. . { /
— (20) ;
/
4 . i
\ ”
®
\ i ~
* | \
. — = N ': -
) ’ 6.
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NOTE:

- - “ - ‘
< RS £

The following steps should be undertaken in as many Steering Committee meetings .
as required. In-Steps.2-8 there are two major tasks to be accomplished. (1) Steps
2-5 deseribe how to review progress levels of current CDUs and make tentative de- ]
cisions about improvements to them. As you and the committee make a decision .
involving current CDUs, you may want to get recommendations from the cbu ~ |-
.instructors. (2) Steps 7-8 describe selecting additional goals.4nd CDUs for imple- .
mentation for the coming year. r ' o h

" Step 2

Step 3

Step 4

-

/

[$
%

e
? "

) >

Prepare a sheet for each CDU upon which
Steps 3-5. ' . .

~ .

. ' A
you will record recommendations made during =

S Ng
With the committee.determine the success of each CDU implemented duririg the past year. :
Determine whether the achievement rates for the behavioral objectives are satisfactory.
(The rates for the behavioral objectives appear in columns 6-8 on-item 55, Annual
Summary of CDU Evaluations.) Since there are no hard and fast rules for what con.
stitutes a “'satisfactory” rate, you will have to rely on your professiondl judgment. .
Perhaps-you’ll want to establish a minimum rate of achievement for all behavioral
objectives. )

A.

w

B. Review the CDU evaluation, item 5449' suégestions and recommendations concern-
ing the adequacy of the behavioral objectives, methods or activities, resources, im-
{fusion points, or any other element of the CDU that may need improvipg. .

\
C. Based on your revisions in Step 3A and 3B, recprd all recommendations (and a .
- rationale for them) for each CDU gn its recommendation sheet prepared in Step 2.

i

- f

- : ‘ :

For each CDU that has been implemented during the past year, the Steering Committee
should determine whether all of the behavioral objectives for the goal that the CDU ad-
dresses have been implemented. ) . .

N B N £
Referring to item 54 (Career Dgvelopmeny Units) of the Program Information File,
determine whether all important behavioral objectives for a goal being implemented
have been addressed by the CDU. (Student or instructor cémments injtem 54 may !
be useful here.) : Lt .

A.

B. If any critical behavioral objectiv& have been omitted from the CDU, review tfe re- i .
sources available for expanding the number of behavioral objectives taught in the
CDU. If resources are not available, consider either reallocating existing resources
within the school or obtaining the required resources. )

. T . . . '
C. Record any recommendations regarding adding behavioral objectives, new methods,
resources for implementing these objectives, and possible changes of infusion points
and their rationales on the recommendation sheet for each CDU. ;
. ” %3 ~.

-
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For each CI?U thég has been compleied dlring the gxnst iear, determine whether the
number of students participating in the CD'U has beén large enough)i 0
. _ - > . "

~A. qging the information provided on item 55 of the CPSS Prbg{am Informat.ion File,

t . lsee whetlier The target number of students approximates the sctual number of stu-
dents who participated in the CDU, - _ , .

. i [ i
: . o } 4 . . ‘
B. If the actual rlumbqr of students participating in a CDU is considerably less than
the target number, review the available resoufes listed in the CPSS Program Infor-
. mation File for resources that éoulq be used to increase the student participatioff

rate. If%esources are not available, consider ways to reallocate existing resources &r
acquire new resources. ‘
. . -

Examine closely the existing infusion strategy and consider the follbwing:

. Y , .

- b 1

, . P .
1. Can the existing infusion strategy, reach all of the desired student participants?

If the existing infusion strategy utilizes an existing class, should the CDU be
‘expanded to additional classes? :

. LA ?
If the existing infusiop strategy utilizes*an exis%ing course area, should the
CDU be expanded to additional classes within the course arerr to additional
course areds? 8 - . — .

«
ke *

Would the creation of . an i.ndépe'gdent class or course for this CDU be appro-
. priate? ) - .
» - ‘ : L Vo
5. Should several CDUs be nierged into an independent class or course?

’ . . 2

D. 'Place any committee recomfnergdations regarding either expansion wiiﬁhe same

infusion strategy or a change in infusion strategy on the CDU recommé N¥gtion sheet.
. Include a ratiomlé;,{o’ryour recommendations. X &
N . : ‘ 5 N

If you have not yet in#plved input from the CDU instructors, discuss with them
now your recommendations far improving the curren Us. If you have made

+ adjustments to your recommendations along the way, may now want to
prepare clean copies of your recommendafion sheeté.‘ .

-

| - »
i i . B - RS
‘v

.
. -

Step6  Determine the avail‘abietfr of resources for §e1eeting,§dditional goals in the coming year.
i (See items 4-33 of the CPSS Program Information File.) Pay particular attenion to the
f expertise, readiness, and the availability of faculty/staff in the area of career deyelopment.
. If additional resouf&t_z are.nct avyilable, proceed to step 8. If additional resources are
available, proceed with step ’%" .- . I S -

+
a
X

®




Step 7

”

14 N v
/ -
Folfow program goal selection processes outlined in Selecting Program Goals, G}&ter 5,
Section C, Step 17 A-E. It is syfongly recommended that these procedures be closely fol-

lowed when selecting additioyal goals . C 4 .
> i

cee
< ? d

BN - _, i ' %L
Where pos51ble use the/information ¢ontained in the Career Development M&rix -

NOTE:

(item 52) and Needs Alssessment (tables 41-45) when making your deeisions in
selecting additional goals for implementation. (Goals not .yet 1mplemented are
" those without asterisks.) Wherrusing the mformatlon however, keep in mind
that it applies to- dnfferent grade levels (e.g.,4ast year’s ninth grade information
applies to this year’s ténth grade). Also, the Iongv%lt has been since readminis-

)

tering needs assessment questibnnaires, the less cukrent the inforamtion will be.
Bé suge to update the Career Development Matrix by placing.an asterisk (*) in the
cell’of the new goals selected for implementation:

o0 L‘ .

‘ :’ . ’
-
- Step 8
Step'9
4
&‘ L I
o
Step 10
—
+ ___Btep11
Y
hd -
Step 12
Y

= ) - \
- /‘\

If resources permit, make plans for the development of additional CDUs a}Id the revision

of current CDUs in the summer. : -

- . e
Submit the. followmg for review by the principal ang,the Adv1sory Commlttee and make
approprlate adjustments based'on their review. ] ¢

*

-A. AllCDUs nnplemegted during the Iast year (item 54)

B Annual Summary of CDU Evaluations (1tem 5%) L. . :
C. Ali CDU recommendatlon sheets ] B .
~ ' \{: .' ’ '

D.. All new goals selected for implementation (item 50)
Develop a brief plan thiat outlines the tasks you want to accomplish next year,and tﬁé
tentative schedule for. adpmplishing these tasks. This completes the committee’s rer
sponsibilities for annual program revrew at this time. \ = .
Reproduce one copy of the final CDU recommendatlon sheet for each.CDU and dehver
the copy to the appropriate CDU ‘strucfors. Request the CDU instructors to begin in- -
corporating the recommendations into thé CD#¥ as soon as possible. Be sure to keep the
CDUs i in, item’'54 of the CPSS Program Information,File updated. . . oot
N L
Transfer the origjnai copy of the CDU recommgndation sheets to iten{!')S ’the Program
Information File (Afnual Summary of CDU Evaluation). These recommendations should .
be used in evaluating the effectiveness of the revised CDUs after ano;har year of rmplemen
tatlon

3 ew

‘ e C T T
. . . 4

.
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The summer vacatron of the school year should take place betwee’n steps 12
and 13. If feasible, 1nvolve current and new CDU instructors’in revising cur-
. rent CQUs an‘d developmg new CDUs durmg the summer. In working on

- CDUs, follow CDU procedures outlined i in Chapter 6 of this Handbook.

NOTE:

3

f

Step 13 Conduct a meeting for allﬁ)U instructors near the begmmn

A

“ A

L d

4

had

-~

-

. . s

\ .

the school year.to re-
« acquaint’ pas; instructors and orient new instructors to the comifg activities during the

school year nd to-make final program adjustments if necessary. -

T

n

Step 'li Inform faculty/staff of the-coming program activities during the school year.‘

. , ' \ .

of

r

. NOTE:*

. planning of your career gmdancg program. Program réassessment (Ghapter

this handbook . -

>
]

Continue working'on CDU development, implementation’, and evaluation
throughout the year. The third level of evaluation in CPSS takes palce abeut

every three years. . | - _ . . o
' During the year that'you readminister questlonnalres, use the next . )
chapter Chapter 8, as the central document for the overall evaluation and

8) will refer you to appropriate procedures in the followmg chapters in -

- -

N c .

Chapter 3, Assessing Needs: Surveying . . E /4

4 «

Chapter 4, Assessing.Needs: - Tabulation .

> .
Chapter 5, Selecting Program Goeals . - {
| ! ¢ :

t

a
Chapter 7, Reviewing Your Program Annually

’
.

!
1
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‘CHAPTERS -~ *

-

Graduate Questionnaires
. and appropriate tables to
- include any new goals

. Complete new'néeds assess-
-ment tables .

- among ‘career development

"ing a new Career Deveiop-

MAJOR ACTIVITIES

- \

Changei:he Student and. . .

@ -

Readminister Student and | -

Graduate Questionmaires

Establish new priorities
goals an#*areas by complet- |,

ment Matrix

T / . -
Evaluate your current career
guidance ‘program

Select: addltJonal goals t'or
lmplementatlon -
Make new program plans for |,
next year -

Reassessing Your Pregram‘

- .

. - - - -

have a different level af skifl for career de-
velopment goals not yet 1mplemented
Unless this new level is identified, plans Tor
expanding your. program will be lessthan
_ effective. In short, program\reassessment
» should help your school imprdve its career
;uldance program and pomt the way for -

.\ Tfurther development .

e

}

¥

Information on the progress of students

can be obtained during any year as long as the
school has conducted CDU evaluations and
the annual program review. Hpwever, there
is a need to gather evidence, through read- .
ministering questionnaires, on the dverall.
-~ impact of your program. By relating this
. . evidence to the actual opération of CDUs,
ways for improving the delivery sy$tem-of
the CDUs curfently-existing in your school
can be identified. Moreover, since/the last
needs asselsment, there has been a-change
in student populatlon New students may

~

-~ * Program reassessment is actually the
annual program review combined with a
new needs assessment. This rieeds assess-
ment requires the cqllection of two sources
of information: Student and Graduate C,
Questionnaire data. (Parent and Faculty/’
Staff Questiomnaires are not read‘mmlstered
since their;main purpose was to assist you in
getting your career guidance program stasted.)
Comparing the new and old student data will’
- tell you whether your career guidance pro-
“gram is reducing the needs of all students.
. The graduate data will serve as an external.
validation of your program’s impact by ‘sum-
marlzmg the reactions of those whwo-have had
a chance to "apply career development skills
they lea.rned in school to real-life situations .”
they’ve been involved in since. You will use
this additional information as you follow -
tlie same evaliiation processes outlined in
ennual program review, Chapter 7.
~The t‘tequency? of program reassess-
ment s determined by the individuajschool
" and depends on such fadors as the number
of goals being implemented,the desire for
,impact and student needs data, and the -
amount of resources available for the effort. -
" However, it is recommended that program
. réassessment be conducted every three years.
In order to allow sufficient time for collectmg

¢

n&e bulating. needs assessment data program -

ssment should be initiated at the begm-
ning of the setond half of the school year.
These data should then be ready (in the form
of new needs assessment tables and a new
Career Development Matrix) for the end-of-
the-year annual prégram review meeting.

B
: ' St
. " .
4

i
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CONCURRENT ACTIVITIES w

® Continuous development, im-
plementation, and evaluation

\-7\ , of CDUs - j

A

Caommittee and Task Force
% Involvement

N

- = -_ “

Program reassessment is performed in
part by the Steering Committee. The Program
Reassessment Task Force closely resemblés the
original Needs Assesstent Task Force. You,
as CPSS coordmator will head bath the task
force.and the committee, Two teams, the

Graduate Questionnaire Team and the Student

Questionnaire Team, comprise the task force

.

14

and"wlll admmlster questionnairés to graduates
and students, respectively. They also will tabu-
late the resu]tmg infermation and record it on
tables sirjjar to those used in needs assessment.
The Graduale Questionnaire Team consists of
one faculty member and four students. The

" Student Questionnaire Team consists of orle’

faculty member and two students for each of
the grade levels to be surveyed.” The diagram

- belowrepresents the position of the Program

Reassessment Task Force for a school plan-
ning to survey students in four-grade levels.

" Once the Program Reassessment Task Force

“.has ¢ollected the data and displayed them in

tables, the CPSS coordinator will complete the
Career Development Matrix. The coordinator
and the rest of the Steering Committee are-then
réspensible for the evaluation of the current.
program (using both CDU evaluations and sur
vey data) and for the selection of additional
goals (based on newly estabhshed priorities),

] -

’

ssment Task Force

Program Rebaﬁe
. 4“‘,‘;’{:::‘. g p

[

CPSS Coordiﬁétp?[

Graduate Questionnaire Team

.

1 fagulty mémber
4'students

* Studént Q.uestlonnawe Team-

¢ <
-

4 faculty members
s, 8students
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- RESULTS * .

® Completed new needs assess- ' v
- _ ment tables (CPSS Program

' Information File, Tables 41-
47 and 49, and graduate and
student ¢olumns of Tables o T
40 and 48) -~ . . ' —_— -
? ® Updated Program Goal forms .
b (CPSS Program Information « o
File, item 50) and updated- : S »
- Program Goal List (Form No. ‘ ’
19) ) o .

’ ® Compfeted rew Career Dé. ' <
_ ' ~ velopment Matrix (CPSS Pro- - -
_ " | -_ gram Information File, item
) 52)
. ® Completed Annual Summary .
. of CDU Evaluations (CPSS ' .
: Program Information File, . ‘ _ é -

item 55) , . -

o v . ® CDU recommendatjon sheet +
.' U for each existing CDU )

|- ® Completed new Prggram Goals
Selected for Implelentation :
« (CPSS Program Information ’ « -

- File, item 53) - - -
™~ ’ . .
. ® A.brief program plan outlin- . A
) ing major activities and ' . Q ' ’
-kQ schedule for the next year ) : o
. 5. 3

co - - !
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PROCEDURES - - L ‘ , . @
Brief the Steerjng Committee on program reassessment.. Together, decide whether a pro-

tep 1

. Stei) 2

. ‘.

>

gramqreassessnient should be initiated during this school year.

A. Before attempting to initiate prograni rez;ésessment, you should make sure that the
" following criteria have beep met:

] d —

1. Enough time remains in the school year to organize, plan, and administer and
tabulate Student and Graduate Questionnaires.

.
w

2. . Enough resources are available to reproduce an adeé;uate supply of Student and
Graduate Quest,ionnairef and related materials. ’

3. Enough people are avaitable to perform the tasks involved in program reassess-
ment. : -7
o . «
. 4. Enough career development units have been implemented to warrant collecting
program reassessment informatio[. ' ‘
- Gu R N .
. B. = I&% )‘decide'tliat program reassessmeht,sheuld -not be initiated duting this school
H d . & . T . .
. Yeaficontinue developing CDUs according to the procedures outlined ir Chapter 6
. and &onduct annual program review near the end of the school year by following -
« procedures outlined in Chapter 7. Do not continue with the procedures in this chapter. —

»

C. Iyou decide1that program reassessment should be initiated dufiné this sthoo] year, -
follow the remaining procedures outli’ned in this chapter. -

Lead the Steering Committee in making necessary, transitions to initiate a program reassess- .

" ment. Make certain the following is accomplished before program reassessment is initiated.

A. Review the Program Goal List (Form No. 19) and Program Goal forms (CPSS Program
/ Information File, item 50) to identify all program goals that do not. appear qn the
original Studernit Questionnaire and Graduate Questionnaire (e.g., goals originating
from state and local requirements, g8als existing n'theschool prior to CPSS, or goals
- generated to make the list of goals un er each cateer development area more compre-
hensive). At this time, the Steering Committee also may add more goals to the Pro-
gram Goal List. These additionai goals should be written according to the Directions
for Writ’fngGoals (Form No. 20). Classify these new goals into appropriate career de-
velopment skill areas. Review each new goal and complet?all necessary paper work
as described in Steps 6-8 of Section A, Chapter 5 of this hal#ook.

B. Ifno program goals have been written based on sources obfle: than the items on the
: original Student Questionnaire, mvoceed now to Step 3, below oo

C. If program godls havé been written based on sources other than the items on the

original Student Questionnaire, e sure that; - . -,
1. Additiona) Student ionnaire and Graduate Questionnaire items are written "

and added to the questionnaires for these additional goals.

N

P’ - ‘
' 2. Needs assessment tables are revised to include tI{added new questionnaire
] . .

- . items. . .

L




. ;3
‘ Organize and lead the Program Reassessment Task Force in readministering Student and
Graduate Questionnaires by following the procedures outlined in Chapter 3, Assessing
Needs: Surveying. It is recommended that these procedures be closely followed. How- -
ever, th{following modifications should be taken into consideration:

A. Skip all procedural steps for surveying parents and faculty.

B. A shortened version of the Graduate Questionnaire should begused in program re- |
assessment. Delete the last page of the Graduate Questionnaire before duplication .
and readministration. .

_—

Y

‘. . . .
Instruct the Student Questionnaire Team and Graduate Questionnaire Team to follow
the following two sections in the procedural guide Assessing Needs: Surveying.

.

a.  Student Questionnaire Team Procedures e .

. b. . Graduate Questionnaire Team Procedures




Step 4 .

:Lead the Program Reassessment Task Force or other groups of individuals i in tabulatmg

student and graduate data by closely following'the procedures outlined in Chapter 4, -
Assessing Needs: Tabulation. When following the procedures in Chapter 4, keep the fol-
lowing modifications in mind:

A. Before duplicating copies of materials needed for ‘tabulation, make the following
necessary adjustments: .

1. Delete the Parent Code Sheet, Faculty/ Staff Code Sheet and Grad uate Code’
Sheet, 2.

’

2. Blank 6ut the *‘Faculty/Staff Total™ and “Parent Total” rows of the “‘General
Need”’ columns of Summary* Sheet 3.

Delete Summary Sheet 4.
4: Bla';ﬂ:out the “Parent *’ and “Faculty/Staff” columns of Table,48.

5. Blank out the “Graduate,” “Parw “Faéulty/Staff;’ columns of Table
40. )

B.  Skip all protedural steps for tabulating Parent and Faculty/Staff Questionnaire data: ‘-

C. Instruct the Program Reassessment Task Force to aceomplish the following pro-
cedural sections in the procedural guide Assessing Needs: Tabulation related to
- tabulating Student and Grad uate Questionnaire data (Delete the proeedural steps
related to tabulation of Parent and Faculty/Staff Questlonnalres in those sections
with asterlsks below).
1. Section A, Transferring Responses from Student ‘Questionnaires to
Student Code Sheets .

—
’

2.  Section B-1, Transfemng Responses from Graduate Questlonnalres to
? .

Graduate Code Sheet 1
3. Section E, ;}dding the Counts on Student Code Sheets” ‘
4. Section F-1, . Uﬁding the Counts on Graduate Code Sheet 1
5. Section], Transferring the Sums on Student Code Sheetyto Summary
Sheets 1 & 3
/"5..\& Sedtion J*, Transferr-ing the Sums on.Graduate Code Sheets to Summary

Sheets 2 & 3

* 7. “Section M*, eTotaling Summary Sheets 1, 2, &

- . 8. Section N*, Con"iputin:g Percentages and Transferring them to Nine Tables
t 9. Section O*, ’ Recordmg All Fill-in Statements, Coﬁ'm\ents Including Com-

’ pletmg Table 47 . - AN
- S o0 '

.« gt
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‘ ' Step 51- Once data tabulatign is completed, you should receive the following: °
. A. Completed Student Code Sheets and Graduate Code Sheet 1 ‘ . ' ’

B. Completed Summary Sheets 1,2, and 3 . 4 .

L . C. . Completed Tables: , -
1. ~ Tgble 40: Relative Importance of Five Career Development Skill Areas

*

2. Tables41-45 - Student Needs for Each Career Development Skill

( 3. Table 46: Future Plans of Students and Current, Activities of Graduates
. 4. 'Table 47: .OccubationebChoice of Students ,
' . 12 -
A * - 5. Table 48: General Need for C\aryeer Development Skills
. 6. Table 49 Graduate Fyaluation of Career Guidance Progtam

Step 6  Reassign priorities to each career development sk1] area and to goals within each area
based on student questlonnalre data summarized on needs assessment.tables 40 45,

A. Have available the t‘ollowmg materlals :

SRR 1. Cod1pleted needs assessment tables 40-45—Table 40 will be used to assign
. #  priorities to areas, while Tables 41-45 will be used to assign priorities to goals
- - ‘within each area.

' 2. Program Goal forms (ltem 50 of CPSS Program Int‘ormatlon Fde)—Erase ‘the
ofd priority from each goal form.

- “ 3.  Ablank copy of the Career Development Matrix (item 52 of the CPSS Program
. Information File). :

B.  Assign priorities A-E to the career deve]opment skill areas based on the percentages
of student need for each area recorded on Table 40. Assign priority A te the area
with the highest percentage of student need, B to the area with the next highest
percentage of student need, and so on. Record the area titles in the appropriate
priority spaces on the Career Development Matrix.

C. Fo]]ow Steps 12 B- D and 13B in Section B of‘Chapter 5, Selecting Program Goals
in completmg the following remammg tasks in priority assignment. ——

1. Asmgn priorities to goals within each career development skill areas.
2.  Record the new priorities assigned to each goal orto the Program Goal forms.

‘ ’ . S ,
3. Complete the Career Development Matrix. x

.
-
&

n . - . . .
.
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NOTE: Be sure to asterisk all those goals’in the matrix that are currently in operationg .

«

[y

Step 7 Prepare for the program reassessment meeting which takes the place of the end-of-the-

year annual ptogram review meetipg. :

A. Make available both the new and old Career Development Matrix (item 52) and the
new and old needs assessment Tables 41-45 and 49. This information will be used
for assessing the overall impact of your current career guidance program.

B. Follow Step 1 of Chapter 7, Annual Program Review, in preparing for an evaluation
of overall progress of CDUs. . : .

Step 8  Conduct the Sfeerinngommittée meeting on program reassessment.

-~}

A. FEvaluate the overall impact of the career guidance program by answering the follow-
ing two questions for each asterisked goal in the new matrix. Record the commit-
tee’s conclusions about each asterisked goal on-a separate sheet of paper.

1. How successful has the program been in reducing student needs? ‘Compare the
priorities and percentages for each goal in the old and new. matrices. Determine*
whether the priorities and percentages have decreased for the goals being imple-
mented. If they have, this may indicate that the current program has been ef-
fective in reducing student needs. If not, this may suggest that the current pro-

- gram has not been effective, or that it has not reached enough students. If a
goal has been directed toward a particular grade level, look at the grade level

~ data for that, goal on the appropriate needs assessment table (old and nev‘).
Again, answéy the question: How successful has the goal been in reducing stu-
dent neeqs? )

~

2. How adequate has the current program been as perceived by gradu:{tes? Inspect
Table 49, Inadequacy of Career Development Assistance as Indicated by Gradu-
ates, to review the adequacy of the current program as assessed by the graduates.

.

B. Incorperating what has been discovered-ér decided in A, above, evaluate each CDU
in terrfis of its success rates and the needed improvements by following closely the
procedural steps 2-6 of Chapter 7, Annual Program Review. As you make adjust-

ments to your career guidance program, take into consideration also any changes in

your feeder schools’ programs, as shown in updated item 2 of the CPSS Prpgram
Information File.

L ’. : . ' o

-
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NOTE: After several years of successful implementation of a goal, you may want to de+

determine whether that goal is still important for the career'development’of .
» your students. Program reassessment will show you w&ether the students are

accomplishing the’goal but not whether it is still impoRant to them. You may
make this determination based on your own judgment’inputs from the Advisory
Committee, or other sources of information. Eliminate a successful goal, only
if there is very strong evidence that it is no longer important to the career devel-
opment of your students: ’ -

”

~

Step-10

.
.

Step9  Determine the availability of resources for selecting additional goalsiin-the coming yedr.

Pay particular attention tothe expertise, readiness, and the availability of faculty/staff
in the area of career development. If additional resources are not available, proceed to
Step 11. If-additional resources are available, proceed with Step 10 below.

Follow program-goal selection processes outlingd in Selecting Program Goals, Chapter 5,

closely followed when selecting additional goals. Use the newly completed Career Devel-
opment Matrix and Needs Assessment Tables 41 through 45 (for grade level data) when

selecting additional goals. Place emphasis on the high 9-iority non-asterisked-goals in the
(Career Development Matrix. » .

. v

Step 11  Follow procedural Steps 8-15 Chapter 7, Annjal Pr(;gram Rev}ew in compl‘eating the re-

4 maining tasks involved in program reassessment, which involves m%'ingiplans for the’
.~ career development activities of the, cqming year. :

.

.

Step 12 Continue working on CDU development,.implementation, and evaluation as outlined in

Chapter 6 of the ha@book. ) “ -
" . . ( o
N\ ) *1 ‘ : i
e - NOTE: You have now compléted program reassessment tasks. Fotan optional
. i method of displaying old and new student needs assessment data, see
< “ the Appendix that follows. - - :
\‘ - i ) =T . .
. N '\ # "
4
N r
. / -
£ . ‘ 1 . —
t 3 Aa
. _ “u » L S~~~
o ’
. . 7

‘4

Section C, Steps 17A, B, C;and E.- It is strongly recommended that these procedures bé t—




APPENDIX
. S

Every time yoti@onduct program reassessment, you will be generating a new Career

‘ment Matrix and new needs assessment tables. Y-ou may want to start plotting these data onto

“trend graphs, in order to keep a continuous record of student needs. These graphs are optional
since you only need to compare the two most recent sets of data (matrices and tables) to make

4

-~

" graphs as follows.

t

BPuplicate as many trend aphs as there are program goals identified on the Student Question-
ata on that goal from the appropriate needs assessment table onto a

naire. For each goal, plot th
trend graph: An example trend graph for one goal is onthe foHowing page.

(O]

’

o

Develop-

program decisions. But should you want to have easy access to all of the datd] complete the trend

- ¥




’ ' "3 © " Trend of tged* asqnd..sted by Students for Skill in
Te Explo:mg Interests, Abilities, and Values )

Y

(P33p jo aaibaq)
siuapmg jo abejuasiay

~

ﬂ*”m

«r

Y 1978

é . N ) Year )
" ¢ Legend T L .- .
g L-—l-‘ ‘Gth grade, fevil *Percentage of'studenti in eachegrade le\jl who indicated
. ‘ o__,_o 10th aade level ?univenodlc program assessggent that.they did noj
' 11th grade level ..’ knowthe skill reqdired by tHe goal sta“ment
oo 12tn grade level ) ) .
) R . ) b ot
Ga}eer 5evdobmeht$royam Goal Nuambér: 7 e ) ‘ ’ S .
.

~

ALRIC mc

Aruntext proviasa by enic [




+
A
 J
&
3K
4

' 4
e
~
- ‘.
-
b
- ‘ A
L4 ‘.
J§3 B
K .
d
.
.
p.a
-
L3
s
L4 .

s CPSS PROGRAM INFORMATION FILE \ *
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NOTE: "F/e Tollowmg is.a list of the npmbers and titlés of the CPSS Progmam Information”
. items. .Each item.is found in’the appropriate package of camera- l;eady Inasters. The
headings below with asterisKs are suggested as dividing poirts fora filing system you X

: should dQVIse The CPSS Program Informat.aon fﬂe eventually, contamsﬂ the mzior- -3 v
mation in your career guldance program. . ‘ i -
Q- ! -' ,ﬁ N » v b .- ' - = ) R v
*RESOURCE ASSESSMENT ", = - : o \
iCurrent Career Developn‘nt Actwntles - N : - ©
/I/ Descriptive and Evaluat)ve Data on the Existing Career Guidince Program \ C
2. Current Career-Related Programs in Feeder Schools L . C. :
3. State and District Career Gu1dahce/Deve‘lopment Goals - 4
*School Resources . ‘ .
. v - . z P B \
4, Faculty/Staff v : e T L. : Ly
5. Career Development Materials - T, . T T, v
‘6. Eduipment ‘ = B . ' S .
¥]. Space . L/ . T /& o .

.8 Funds . N . .
- ? Yyt Ty o R -

K *Commumty ﬁsource;»*(s;»/ om SN : : . !

" 9. " Universities and Collgges 7 ) & " " - % - o .
10.:, Oecdpational Preparation Schools oL < - T
11. Occupational Prepgration Programs. o T S S
“12. ‘Post-secondary Ass ce ‘ .. ° C - \_ d
13. Occupational Selection Assxstam:e _ . . ) . '
14. Job Placement- Assistances : / L 7 - - ” L -
15. Part-Time Employment Aslstance A . - ’
16. Special Programs ;- .
17. Help for Emotional and Physical Proble ‘ . i, 2
18. DlStl’lCt Gurdance/CareerEducatlon Adm xs{\r\ltive Seryices . g
19. People . N ’
*Commu.mty aﬁd School Description . . .
-* . " > 4 4
QO Pop_ulatlon B s Transportati .
21. Population Changes A . Student Enrollm
22. Occupations o . ‘Dropouts» . | o : i
23. Uhemployment |, . Course Offeri : P A o .
- "24. School Boundanes‘_ . . Class Scheduling System _ ‘ “w ' .
"25., Distance to Boundary - . ]n-service Education ‘ o e . e ’
\ 26. Size-of Attendance Area . A Determination of Coutse Content ‘
I - . : “ ) . B -
; (I ) . ‘F"" ) = - ) N
: Aol 8 s
. " _ )
) L RN
¥ ) , L. 84 * .
Yy ' 4' ’ ‘- - * L] s '

»
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- & L .
" MESOURCE ACCOUNTING - A - - =L @
« 34. People * <0 - B . R . ' )
* 35, Equipment . . ° o . “ -
36. Materials .., 6 .
R * 37. Space ¢ e o i
. © 38. Funds =~ oo o . y
39. External Services . ) , ' e ‘
B *NEEDS ASSESSMENT A - i
. E o ¢
. 40. The Need for Areas of- Career Development Skills as Indrcated by Studmts The Relative ¢
- lmportance of Carver Development Skills as Indicated by braduates Parents, and . o .
- Faculty/Staff » -

41. The Need for Self-Awargness, Socia] Awareness, and Related Problem Solving Skrlls as
Indicated by Students

' 42. The Need for Career F¥®loration Skills as Indrcated by Students ' ‘ . N
. 43. The Need for.Job Acquisition and Related Problem-Solving Skills as Indrcated by Students '
P 44. The-Need.for Education 4nd Training Exploratron Skilds as Indicated by Students \
*45. The Need for Education and Training Acquisition and Preblem-Solving Skills as Indicated
-«  Stude
_46. The Fylire Plans of Studerﬂs and the Current Activities of Graduates
\ - 47. Occupationat Choice of Students - A §
‘ 48. Th& General Need for Career Planmng Services as Indlcated by Students, Gradua(es
e Faculty/Staff, and Parents * . .
49. Inadequacy of Career Pevelopme-nt AssrstanceA Indlcated by GraWRates .

o

*SELECTING PROGRAM GOALS

— . L .

50." Program Coals - &~ ,
\ . 51. Careet Developmént Skill Atea Priorities ' ) '
, 92. Career Deyelopment Matrix ' N . ¢
- 53. Progthm Goa Selecfed for Implementation' : .
- 5 » . . N .A ] ‘ . a" - " ] ’ . t ’ #+ . I S “
*(‘AthR DEVELOPMENI-‘ UNITS AND ANNUAL REVIEW . . g
' 54. "Career Development Units (CDUs) and Evaluatron Results * -
55. Annual Summary of CDU Evaluations oy PR
. » iy ' TR : .
‘., q ' ¥ :
Y - AA . . . :
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