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The Community Resource System
> for Career Education

THE "' WASHINGTON STATE COMMUNITY RESOURCE SYSTEM FOR CAREER EDUCATION is a
compendlum of materials including ideas, guidelines and frethcds tuat can
assist any schopl or ‘school district in planning and managing a system
for 1nvolv1ng wgrklng adults from the local cqmmunlty in career educatlon

\ activities for students in grades kindergarten through twelve. Tt~is- VA e =
designed to be adaptable to existing programs. . 45

The individual (s) respon51ble for planning and coordinating the systen5
should receive a packaga of all the materiais llsted below, including
this Teacher's Guide. Although teachers may not recelve all these

‘ materials, they should be familiar with them. The materials include: -
. : ‘

THE COMMUNITY RESOURCE COORDINATOR'S GUIDE "

A handbook including suggestions, guidelines and techniques
for use by the individual responsible for coordinating a local
community resource system from initial plannlng and organization
- ‘through implementation and evaluation.

THE TEACHER'S GUIDE

A handbook -including ‘information, ideas and methods to help the
teacher effectively utilize community resources in career educa-
tion. The focus is on relatlonshlps between curriculum subject
areas and careers. Suggestions concerning activity preparation
and responsibilities are included.

&

THE EVERGREEN PAGES

A statewide directory of information listing statewide resources
~ + that may be “found-in a local school district. Included are sug-
gested formats for organizing a local directory and central file
of community resources.

SPECIAL MATERIALS

A series of reproduc1ble forms, samples and worksheets for use
by the teacher and Community Resource Coordinator in developing,
maintaining, using and evaluating the community resource system.

COMMUNITY RESOURCE PERSON'S GUIDE N

A handbook designed to assist community persons to share their
resources and career knowledge and experiences with students

at all grade levels.
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Purpqse of the. Teacher's Guide

. Yo ' . - .

Peachers should be involved in developing a local’commuhity resource
system, be fully aware of how this system is organized-dnd know how to
effectively use these resources in their school's curriculum. This guide
provides teachers with an overview of the community resource system sug-
gested in these materials and their role and responsibilities as part of
it. It also offers guidelines and suggestions for analyzing careers in
various subject areas in preparation for using community resourges.

Although the idea of using community resources is not new and many schools
presently are using them, this type of program presents some organlzatlonal
.questions for schools:

Should each teacher spend!time to identify and recruit local
resources for his or her own use, or can this effort be coordin-'
ated so that every teacher has quick access to a local listing
or directory of recruited resources in a range of career areas?

Do adults in the comﬁﬁh'ty know what is expected of them when
working with teachers and.students on a career activity?

“t

How can community resource people be provided with orientation
and guidelines on how to talk witlstudents about their careers
either in schools or at their workplaces?

. How can teachers incorporate the use of community resources into
. their curriculum?

What kinds of legal constraints exist in taking students into
workplaces in the community?
1 ]

What kinds of special activities can teachers conduct with com-
munity resources? -

This Teacher'ls Guide addresses these-questions. Teachers should work closely

with their Community Resource Coordinator in applying the suggestions and in-
formation contained in this handbook as they work together to build a system
for community resource use. Reproducible forms and sample materials are men-
tioned in this guide and are included in the Special Materials provided as
part of this system. .
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The illustration shown below depicts the key
participants and activities within the system
and indicates by whom the individual materials
are intended to be used.
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CAREER EDUCATION
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CCMMUNITY RESOURCE
COORDINATOR

COMMUNITY RESOURCE
PERSON

FIELD TRIP’

HANDS—-ON EXPERIENCE

IN-SCHOOL ACTIVITIES

SOME TERMS USED IN THIS GUIDE

. e
- %
wl e
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An instructional strategy that blends traditional
schoolwork with activities from:the world of work.
It begins with awareness of self .and careers in

the elementary years, continues with career explor-
ations in the middle years and extends through the
decision-making and- skill-developing stage in the
high school years when one or more career special-
ties may be empha51zed. (Key elements and outcomes
often deplcted in career education plans are illus-
trated on’ page 8 )

A person or persans designated by a school district
or districts whose responsibility is to develop and
maintain a community resource system that will help
teachers primarily throligh identifying resources
teachers &an easilyoaccesé. Duties may include
recruitment and -orientation of resource- persons,
operaticn of the resource system, in-service training
for tqgchers and a variety of related tasks.

Any adult who is willing to volunteer time to share
information and experiences about a glven career
area with students.

USuélly‘a student group tour of a workplace for the
purpose of seeing pedple perform work roles; empha-
sizing how school learning is applied in working-

- world situations.

Carefully defined activities agreed on by community
resource persons and school staff that encourage
students to practicé a basic skill (like geometry)
in a real world-of-work task (like sheet metal -«
layout or space, vehicle trajectory) in a supervised
workplace.

Formal and informal presentations by community
resource persons in the school for the purpose of
relating world-of-work expertise to curriculum.
Materials, films and equipment from the workplace
are often valuable aids that can be brought into
the school by the resource person.

»
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'_A career exploratlon activity' "which \enables a stu—
' ‘dént to spend one’ or more entire workdays with an
. ) adult on the job for. the purpose of observuy many -
aspects of that occupation dur.zng a typical dallg
cycle.
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JOB SHADOWING  * ~

'/.

LY

VOCATIONAL EDUCATION

Distinct from career education in that it stresses
. .Skill preparation for specific jobs not requiring
o . ° ‘a college degree, whereas, career -education encour-
ST ages students to cons.1der a broader (or the broadesi
- . possible) range of occupational areas. Veocational
. ] -education serves an 1mportant role in career educa-
‘ ) tion by helping students prepare for certain careers
in Well-def.med vocational~technical areas.

- - - )

WORKPLACE ACTIVITIES

-s

Include_fie\ld trips, job ,shadowing, hands-on experi-
ence--any off-campus learning activity where the ,
major pugpose is ts\help students see careers in
action and talk to thoke with experlexgce and exper- °
tise in a glven occupatlon. In every case, students
are prepared with th‘mgs to look for and questions

. to ask. :

%
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The Role of Commumly Resouroes
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. ~in Career Education /
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"as a result of ﬁ@g process of education, all students
should be prepared for their next career steps.” ' : :
. . ,

. ) ;o .
- .. <~-Goals for Washington Common Schools, &
Washington State Board of Education, 1972

. .
/ : . ..
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. GQ&(S oF CAREER EDUCATION IN WASHINGTON STATE i

' A ‘ ' ; i

. . .

Career educatlon is a direct response to students, parents, educators
. aqd the community-at-large who are concernec about the needs of people

in today's complex work-orlented society. Through direct experiences

with adults and cgreers, “career education helps each student undergtan

e values and ex ectatlons they will face in the adult world. Re#og

mnizing that a /pe son's satisfaction in 2 career relates d1rect1y to per-
/formance as a member of the community and as an 1nd1v1dua1, career e uca-
; tion in Wash;ng on schools seeks to provide each student with the attitudes,

skills, knowled§e .and self-awareness necessary to-make- successful cgreer

choices. f = ) . . /

t

; ,
Career educatlon‘relles heavily on, the human and physical resources of =
the commqnlty to provide the real world experienices many studehts want

and need; Rather than adding something more to the curriculumw, career
educatlon.offers a context of reality and usefulness within whlch course

"content/can be present=d.\~ /
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- WHAT CAREER EDUCATION OFFERS STUDENTS
These Career Education : ' These Career Education
Elements Lead To - Sutcomes
1. CAREER AWARENESS--knowledge of ol 1. CAREER IDENTITY--personal identi-
the total spectrum of careers fAcation with the world of work: -
' ' options remain open f£0r the
P individual to move among
*  occupations )
N 2. SELF-AWARENESS--knowledge of = 2. SELF-IDENTITY--self-understanding;
« e ;_>ersona1 aptitudes; interests 3 consistent value system; ability, ’
-~1 . and ethical system - . to make decisions based on
Qe : : i individual values
i \ .
. 3‘. APPRECINI’IONS, A'ITI'IUDES--lee ¥ * 3. SELF/SOCIAL FULFILLMENT--active
roles; feelings éward self and work .rcle; satisfying wozk role:;
i others in respect to soc'iety . responsibility as citizen
“eg, DECISION-HAKJ’NG SKiLLS - " wssmig- 4. CAREER DECISIONS--carear decisions:
applying information to rational individual has a plan for career
: Pprogcesses to rnach decisions . ’ d::.rectfon: bases decisions on
x b . - e information as distinct from
) - f-ntasy .
5. ECONOMIC AwagENESS--perception L 5. .ECONOMIC UNDERSTANDING=--solve
of processes in productien, S personal and %social problems of
~distribution and consumption . an econog\ic environment; relate
. . values to compensation, security,
T * . growth and related economic
: " measures .
v 7 N ; o ¢
67 SKILL AWARENESS AND BEGINNING D ot 6. ZMPLOYMENT .SKILLS--varies from
! COMPETENCE--familiarity with **  unsophisticatkd to very
employer expectations sophistfca'ted skills depending
- , . . upon learner . >
{ 7. EMPLOYABILITY SKILLS--skills ermnlli. 7. CAREER PLACEMENT--eventual .
in job-seeking, job-holding, job- . . employment in line with .career -
- advancement ‘ development plan; affective
behavior such as attitudes, copi.ng,
- self-discipline, integrity are
parallel attributes to the
specific skill or skills
8. EDUCATIONAL AWARENESS=-- s 8. EDUCATIONAL IDENTITY--ability
perception of relationships to select educational avenues
between-education and life to develop career plans: .
A roles, . decision-making as to post- \
\ ) T secondary options, including
. ; immediate work, or further
- - - education, or both. Awareness
of options for continuing
. N education through &dulthood

ERIC |
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. The Washington State Community Resource Syétem is desfgned.to elp meet
Washington State's .goals and objectives for career education. LOne goal’
in particular relates to community resources--Item 4.2 of, the, /State of
Washington Implementation Plan for Career Education:

- "Resources of the community, both human and material,
will be used to expand the Cistrict's capac1ty for
delivering career education to students."

This goal was clarified by the Office of State Superintendent of Public )
Instruction in the 1975 Washington Implementation Plan for Career Education.
e Dr. Frank B. Brouillet, Superintendent of Public Instruction, and the
) State Career Educaticn Advisory Commlttee issyped the following statements
supporting the use of communlty resources ard community involvement in
implementing career education in Washington- schools:

-

N The SupE}intendeng‘of Public Instruction (SPI) enﬂourages the

: development and upgrading of career edUﬂatlon programs at the
local school district level by providing servuces and_ a551stance
that .will:

-

I. Promote program planning and gupport, including:
1. the establishment of local district board commitment
to career education

2. the development of sound career education management
- : systems

¢ 3. staff development of teachers, administrators, guidance
workers and other special support personnel

4. commdnity support for career education programs

5. the support of business, 1ndustry and 1abor for
career education programs . -
II. Promote the development and utlglzatlon of alternate career .,
education delivery systems within the following classifications.

l. classroom-instructional gervice

/ . .
’///jL—/Elassroom instructional resources

¢ .
,,,,,,,//////”’ 3. occupational information guidance services
- 4. self-assessment guidance services

;
t i

5. community resources.

’

III. Promote the development and utilization of’ systems for
eva%yating career education programs, including:

4 l. measurement of program impact on student growth

+

2. review of procedural methods.

A\ : ,
A . 12 /
: I /

o
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° BRINGING STUDENTS AND THE COMMUNITY TOGETHER =~

.
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- What is a-Community Resource?
A community resource for career education can be a person in your community
willing to volunteer a smallhamounﬁ’of time, the actual workplace of that
person and the materials and equipment that person uses to do his or her
job: Communit¢¥ people, workplaces, materials and equipment help students
become aware of many different career choices available to them and see
first-handKQOw things learned in schoblgaré*appligd in the working world.

Thesésére specialdgesouxpes-that-canﬁot be offered by“any single teacher
or provided inside the -school. “ ..

L ks c
P 3 £ - .
~ - 5 . =
)

’
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Using Community Resources in Career Education Activities .
o - . . H - .

There ate two basic ways that community‘reséurces may be used to help -
.students~learn: working people from-the community may be invited to. . __
come into the classroom or school and talk to §€’aents about their work,

or students may visit workplaces in their community to learn directly -

from people engaged'in various occupations. .
.In-School Activities. Many people in your dompunity will ‘be dilling
© to volunteer some time to come into your -school and .participate in a
discission with studeats’about their careers.- They may, for example,

give a presentation to one group of students or be involved -in_panel
. . Zy . e . A St
. discussions, seminars and career-day activities. Many -€ommunity resource-

"”f@g@ﬁI@“&fe‘EBIE:fB ﬁfing along sample produ@ts, materials or .light équipJ
-, ment-they use in their jobs. With a little aséisggnce~and coordination
from teachers, they can relate the particular skills they usé in their

jobs:to the individual academic subjects (English, mafh,“etc.)é They
can ‘talk about their own education and training and how they got into
the Sob they preséhtly have. The Community Resource Person's Guide is

designed to help these resource people prepare an interesting presentation

£6r students. Teachers should be familiar with the. contents of this guide,

:partiéuQarly the section, "Your Student Audience and What to Tell Them."

N

-

“Wbrk@lace Activities. There are two general types of activities for

“ students visSiting a community resource: field tripsd or student tours
of a-workplace (in groups or individually), and career exploration ,
activities, which include student-conducted interviews with and observa-
tions of working people, "job shadoWing“\Py an individual student and
"hand;:on" workplace -experience.

>
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e —@—Field-trips-or student tours are -planned visits- to any site
in the commimity where people are gainfully employed or
engaged in meaningful work. The specific educational purpose
is to let students see first-hand what people do for a living
and how they do it. The secret of successful field trips
f and tours is in careful advance- planning between teachers
o= and communlty resource people so both know each other's
expectations and desired outcomes for the students. .

@ Career explorations are for individual students or small
‘groups, generally at the middle or high school levels. !
The purpose is.tovhelp students prepare for their next ’
career steps-—career decisions and skill development. Students

;;;(//v\ might spend . one-or more days touring the workplace, taking

photographs, 1nterv1ew1ng employees--in general, dovumentlng
- specific’occupations and the people, equipment, resources

- “and products that are part of these occupations.

~ A "job shadowing” situation is one in which ‘an individual
student might be with a community resource person for one

or more full working days. Jobrshadow1ng act1v1t1es should
be carefdily planned in advance with employers and, when
approprlate union representatives at*a site to eliminate
. any possible questlons or concerns before a student begins
e the activity. . . - - .

-
v

/ N
"Hands-on" experience gives students specific tasks to
perform at the workplace as part of a career exploration.
THe emphasis is educational, however; students do not assume
an employee role. The purpose of the experience is to give
students a practical basis for making actual career decisions.

"Hands-on" activities at the workplace are also used to )
demonstrate how academic skills are applied in daily work
tasks. -

N . :

Various other school-sponsored programs, including work-study and cooperatlve
education, prov1de "hands-on" workplace experiences. For these educational ¢
experiences, students may receive school credlt, pay or a combination of pay
and credit. Specific learning activities must be agreed on and all legal and
educational requirements met before a student arrives at a site for these

. kinds of experiences.

?

Legal Considerations  for Workplace Activities- .
Legal implications for "hands-on" activities require special consideration.
Activities that gyive students "hands—on" experience--particularly in
potentially hazardous. situations--must meet specific child labor provisions
of the Fair Labor Standards Act. You should be familiar with those
provisions (see next page).

14 12
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All "hands-on" activities at workplaces need to be cleared with your
district vocational education director or other designated person.

If
_ you have any questions about particular workplace activities, contact the

U.S. Department of Labor, the Washington State Department of Labor and

Industries or, when appropriate, labor union locals in your area for
clarification.

Community resource people will be counting on you, as their

school contact, to know what student workplace activities are possible.

WHAT ARE THE LEGAL LIMITS FOR THE KINDS OF "HANDS-ON" WORKPLACE
TASKS A STUDENT CAN DO?

Students may be involved in occupations defined as hazardous if the
following conditions are properly met:* .

1. the terms of the involvement are spelled out in a written
agreement, signed by the employer and school coordinator
or principal

- .
. .
2. . the involvement is incidental to the student-learner's

s training , . .

3. the involvement is intermittent, for short periods of time
and under the direct and close superv151on of a quallfled,
experienced person j\;~

— v -

— N LES

4. safety instructions are giyen by theé scﬁool and correlated“

by the employer with on-the-job tralnlng ) _ P o

- N N s —
‘ . - M

a schedule has been prepared of organited and progresélve
i’ work processes to be performzd on the' Jdb .

< [y
o e .

e
*See '"Hazardous Occupatlons," Exemption II, page 9 of A Guide to-Child
Labor RBrovisions of the Fair Labor Standards Act, C i1d Labop’Bulletln
No.” 101 (revised), 1971. Superintendent of Documents, U.5< Government

v vt

) - .’ . A
WHO ASSUMES RESPONSIBILITY FOR STUDEQ?S AT‘THE,WQBKPLACE?

RS
<

School dlstr}cts alkeady involving students i ;career education
experlencespen the community may find th%€~thelr existing district
liability policies protect both participating employers and the - .
students engaged in learning activities in the community. Districts
are usually liable for student actions and behavior at communi ty

employer and student protection,

“personal injury protection for students may be provided either by
the student's own medical and accident coverage as verified by
parents or by the district's coverage for students participating
in school- related work situations.

Prlntlng Office, Washington, D:C. 20402 (20¢)./ . v

-

sites, but you should verify your district’s own provisions for --

P
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Experience in career education_has shown that there are three major areas

of community/school interaction needing constant attention:

e promoting awareness and understanding of the need for career
education among citizens in the community

. (J -
e “providing volunteer community resource people with an easy process
or system to help them structure their involvement
v . -~ ~ _ )
o understanding legal constraints that some community resource people

face (e.g., labor practices and work 1aws) in prov1d1ng careerx
- experiences for students.

Teachers can ﬁelp avoid problems in these areas by considering the'ideas e
in this guidebook. -

.
f -
¢

~

Promoting Community Awareness and Understanding of Career Education

Community awareness can start with. the resource recruitment survey your
district may have already conducted. Teachers should also be involved on
a task force comprised of school and community members which will help
develop and maintain the program. Every available opportunity should be

,psedtto explain the purposes of career education and how world-of-work

et
st

Y.

resources can help.

Providing Community Resource People With an Easy Prbcess

Community resource people need to understand what their role should be--
what kinds of interaction with students are deslred and expected. They

need to be protected from unreasonable demands made through overslght or
lack of coordination.

~

- . . ’) . .
‘They need support and encouragement in what, for many of them, is a new

experience. The Community Resource Person's Guide provides both a general
introduction to career education and a guide to working with students both
in classroom visits and at workplaces. There are detailed suggestions for
how to talk-about careers with students of all ages. (This guide is also
must read1ng for teachers.)

N

Promot1ng Teacher Sensitivity to Community Constra1nts

Resource people occaslonally operate under constraints which teachers may
not. understand. Teachers should be avare, for instance, that labor union
representatlves and shop stewards should be directly 1nvolved in planning
student experiences at union shops. All resource people operate under time

#’x constraints which the teacher and students need to respect.

*‘x'.:\h
Resource Person's Guide will provide teachers with many sug-
geétigns§39 how to deal sensitively with the community.

}

i
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ROLES AND REﬁRpNSIB;E}T;ES OF EDUCATORS .

. 1%
Initiating a system for commm‘xi{:y resource use requires a partuership
) approach from the very beginning. The system will need active support
from the community, the scheool board, the school administration, ‘the
teachers and the students. »The outlines of the roles which follow sug-
gest examples cf functions these individwals.and' groups can/might per- .
form. . , ' ‘ ’ .

N -~
13

. ] . - . .“‘\
The Role of ihe, School Board; and School A@ministration ' . , :

. . . - e

.» It is very important, in building a coordinated effort utilizing resources,
to have the firm support of the school board and both school and district ' :
_administration. School bpards represent the community's involvement in .7
every dimension of education. They establish policies. and give assistance
o that :|.s responsible té both school and community interests.

S ~ v

TYPICAL- SCHOOL BOARD RESPONSIBILITIES - .

. . > ' ; : .
1. -Establish policy guidelines for both career education and use -
of community resources- R . .
"1 2. Prioritize funds to assist teac‘f}er usé of community resources
T and career’ education programs
- 3. Encourage community participation'and support through public s
' meetings, formation of a school/community career education e
task force, statements in theé’local media and personal contacts.

t .

-

»* ; - ¢
Equally important is the commitment of school administratoxs to a coordi~ ' .
nated effort. Key decisions must be made at this level to facilitate
school board policies and provide the framework for using community
resources in the school curriculum. ~' - c o

o i\
™~ T
N ~




TYPICAL SCHOOL ADMINIS?RA$ION RESPONSIBILITIES

1. Define and clarify policies relating to coxmunity resource
utilization

2. Help with community relations and recruitment of resources

3. Provide for a Community Resource Coordinator or similar
position -

4. Encourage use of community resources by teachers to ful£ill .
district career education goals '
{ 1 &
5. Maintain llalson with local and state agencies that might
.assist the 'schools with funding support, 1nfor:mat10n sharing
or resources of their own - \ “

»
- -

6. Insure, as nec:ssary, that local practices are in compliance
with. state éducation guidelines on career education and
community 1nvoLvement

The Role of the School/Community Resource .Task Force ' \ _ -

' ‘'Perhaps one of the most productive ways to eetablish_and'maintain a good

relationship between school personnel and the community is through the
work of a school/community task force. This task force should include
teachers, counselors and career education cocrdinators as well as
*community resource people representing as many of the various career
areas as possible and with representation from business ‘and labor.

e

- L ——

POSSiBLE ROLES FOR THE TASK FORCE

- N -~

N\
1. :Assist in developing and implementing a community. resource
system

2. Help identify and gain the participation of :community resources
in each occupational cluster : -

3. Part1c1pate in currlculum development for career education
programs ° o

Ry

4. Host (and/or help plan) orientation and training workshops for
communlty resources who wish to become involved in career
educatidon programs b

5. Assist in gaining school board and parental commltment to
career education programs

13
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The Role of the Teacher ;

»
¥ s

t

N

H

.. The teacher's role is fundamental to successful use of community resources. N
Teachers can initiate and follow through on various plans for community
resource use as can paraprofessionals and older students working as classroom
assistants.

* Inspect course outlinés -and curriculum objéctiz:

TYPICAL TEALHER RESPONSIBILITIES

1 .

Undexstand and imple%ent digFricE policies and. career education

gcals concerning the ‘use of chmunity resources

|y

incorporate community resources ;ﬁe add the di
career development to specific leaﬁning plans

‘ . i . . . 7
Know procedures in your—school and fistriét\for identifying ﬁf’ -

and using community resources Lo .
A "L

through activities

Be aware of alternative resources you might use
you'héd planned on using are unavailable

Be aYert to important general concerns such as respecting union
constraints in community resource use and eliminating race and

sex role stereotyping in career guidance

s . for ways tc
nsion of

~

. w2 |

~

Prepare studepts ahead of time and arrange for related follow

if the ones

n

Brainstorm ideas with other teachers about possible ways

to streamline the uses of resources and combine
achieve interd%;siplinary learning activities

Participate in community resource training sessions offered

by your district. ~

efforts to

-
S

-\g T
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The-Role-of -Students - .- ~ ——

- Whilte older-students- can have -significantly more input -during the development
of community resource activities than younger students, all students can play
an important part in ongoing evaluation and resource recruitment. Teachers
should encourage students to ask for resources they are especially interested
in using, make certain they know that the program is based on their partici-
pation and relies on their evaluation and input to -be useful, and provide
opportunltles for students with initiative and respons1b111ty to help with
other aspects of the program, such as being" a student helper during the
initial survey process or helping to plan a spec1a1 career-related function,

" All students should be encouraged to be as involved as possible, since their

support of the program w111 be strongest if they feel it is indeed partly
thelr program. .

‘TYPICAL_STUDENT RESPONSIBILITIES

1. . Sugéesting resources they are interested in using, either general--
like aerospace--or specific¥-such as a flight controller

2. Participgte in individual and/or group preparation for each
actiuity Tl

3. Fill out evaluation fotms after -each resource use to help
instructors make the most effective usé ofsresources

[y

5. Think critically about their own interests, needs and goals as
they relate to career development and decisions.

SPECIAL STUDENT RESPONSIBILITIES

1. Help build master list of potential resources during the
™ preliminary planning phase
2. Help with survey implementation by making follow—up phone
calls to resources, tabulating dgta or parti¢ipating in other
supervised. school-based functions -

3. Help plan special activities. )

4. Participate in planning and implementing follow-through-eetfvitiesk*




Teachers Guldelines How to Plan For
and Use Community Resoumes in the
K-12 Curriculum

ety

R

WORKING WITH THE COMMUNiIY:RESOURCE COORDINATOR

- 4 [
N

Xbur"school‘or,distfict has set the stage for weaving comﬁupiiy resources
into career education. Now what's the teacher supposed to do? The answer
" involves more than just using the system. - Rather, your role is to help keep
v the system moving. Tips in this section are designed to point out the kinds
of things you can do and the ways you can work with other people to make sure

the right resources are used.to meet the right objectives at the right time.

. N
e First, find out who is coordinating the systém in your building

or school. . S

e Find out how you can help. Actual recruitment of resource persoﬂs
B may be someone else's responsibility, but perhaps you have some
names to suggest.

-

e Check to see if some of the following suggested forms and ideas
will help. They are-included in a Special Materials collection

. your Community Resource Coordinator shoyld have:
Careef Education Parent Permission Slip, .
. . »  Audience Information Form _ e .
. Student Pre-Interview Checkllst )
) Junior/Senioxr High Student - Interview Form

Sample Evaluation Questions for Elementary Students
Teacher Evaluation of Resource Person Presentatlon
Secondary Student. Evaluatlon of Resource Person

o . Presentation e -

~ ) Eesource Person' sﬁEvaluatlon of School Involvement
~ . Teacher's Self-Evaluation Checkllst

S. Subject Worksheets

N

Your most important task is to determine/establish/identi.fv the objectives

. you wanth\to meet using community resources. You need to thoroughly analyze
your subject areas and their relationship to career possibisities before ’

settingup ac ;\wtles to meet those objectives.' For that kind-of planning
help, no matte t grade level you teach, Subject Worksheetg (described

_in the following pages) are included in The Community Resource Coordinator's
Guigde. ’

vy




T SUBJECT WORKSHEETS: ANALYZING A SUBJECT FOR CAREERS

Subject Worksheets are idea-starters for helping teachers think of career
- i education activities and community resources in their subject areas. Each
sheet-- j

H

e features one topicél area (an example is given for mathematics
S on the next page) and suggests career ideas students might ex_lore

e can be used at any grade level, in the primary grades
as well as in secondary areas -

s~ -

e suggests typical community resources (péoplé, places and . ;
organizations) that might be used-in planning )

e demonstrates how careers cut across all school disciplines

. ;;5 allows freedom to work in new adaptations and create your own ideas

- What Curriculum Areas are Covered by th'e Worksheets?

Individual worksheets are available from your Community Resouggg Coordinator
in the. following subject areas:

Agriculture Economics Literature .
r Art > Foreign Language Mathematics

Behavioral Sciences Geography : Music . N
Biology : Government Office Occupations
Chemistry u Health o Physical Education

' pistributive Education History. . Physics ‘
Driver Training : Home - Economics Speech & Drama
Earth Sciences Industrial Technology Writing & Journalism

The subjects reflect what Washington elementary ‘and “secondary schools
typically offer. This is a master set.suitable for reproduction and
includes one blank form which may be used for subject areas not addressed
by these worksheets. 3Some teachers may want to use more “than one subject
worksheet. Elementary school people, for example, would likely want to .
explore the use of community resources for many subject areas. Secondary
i school teachers may be interested in developing relationships between
'several subject areas and a career.* The blank form can be used for inter-
disciplinary activities. ‘ -

*The State of Washington is developing suggested teaching ideas for career .
education in individual subject areas. Contact Dr. Frank B. Brouillet,
Superintendent of Fublic Tnstruction, Old Capitol Building, Olympia,

" Washington, 98504. ) )

~
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PLACES
~Income tax senvice

Landscape
Banks .
Stock brokerage
City panning office
CLothing alterations shop
Cabinet shop
House _conémuc;téon

—Look Around Your Community for " MATHEMATICS

List occupations and sites in your community where this subject area is applied, Think about
how you can use resource speakers and field trips. Make the list reflect the unique character
of your community. (See the Teacher Guide for hints on how to make use of people and places.)

<~

.
.

Skills at Work

< -

PEOPLE AT WORK - -

._‘Aé?iounfan/t& '

I ‘Lanascape architects
Tellerd, Loan officens,
Accountants, stockbrokens
Dragting personnel,  statisticians
Bookkéepm e
Canpenter, purchasing agent
Su:)weyon,, engineen, canrpenten

P

{continued on the next page)
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More Places & People-
(Use this space to add your own' ideas) .

s
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Contat: Organizations That Relate to This Subject =

Here are examples of organjzations that might help with career education activities in yuur
subject area. Are these represented in your community? List any more you know LT TRV

Q

»

S "“an Evergreen R Resour\.e rce Page for those you contact. 5
. th.ngton Bankens Méoua,twn Amateur Asironomens R
Washington Association 0f Accountants Washifgton Cradit Union League
Associate Credit Bureau of Washington, Inc. Spokane ‘Fuel Dealens C/Ledx%oumon
Independent Tnsurance Agents & .Brokens of - ' .
Washington . *
£ j ’

g}
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o

'mz'inaging family budgets . .

——————Don’t Forget Leisuretime Activities That Apply

v

MATHEMATICS

;

. measuning . . . planing Dups . .

shooping . . . planning home building projects

. aas mileage . . .

- Skills! ~————

DON'T FORGET:

Have you a.denimed your objectives? How do they relate to your school or district’s career educalion goals?

- . o "
o N

STUDENT ACTIVITIES

a4 [}

ch:;ey the school

Bringing School & Community Reésources Together -

OTHER SCHOOL RESOURCES
{classes, people etc.)

COMBUNITY RESuiin ks
(people, places. materals)

Surveyon and equipment

vui,g”n' owt@i&é fumitune fon
. &8chool grounds

2

Canpentry class/tcachen,
mechanical drawing class/

Fuwniture, duigﬁm, cabinet
shop

Analyze a day's me“ic in
the 3choot (charts,
statistics) \

~

teachen :

Schoof maintenance stagg,
§Loonplans of the schook

Thadfic engineen,
statistician

Analyze codt per student fon
cafeteria senrvice

Cafetenia supervison, school
purchasing agent on business

| manager, home economics

classes /teachens

Food suppliens, supeuwmarket
on nestaurnant purchasing
agents

(Y

L

Y,
<)

-~

; Don’t stop here! Add more pages as you think of new ideas.
’ 3 .

LD Ny
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" What Other School Subjects & Skills Are Important for Peopl

With your help, commumty resource people can xdenufy the dauly skills and knowledge thefe
apply in their work. This grid shows how school learning can be related to cajeers. Go beyond
generalities — find out what skill /evels are needed; ask resource speakers 10 snow the kinds
of materials and tasks they encounter:and to specify how much edueauon/trammg they had (o1

»

./.,, . MATHEMATICS

wished they had) for-each subject.

Don'{ stop with this sheet. Blank gnds are available for reproduction. Fill in your own list ot
school subjects and skills. ~See the Teacher,Guide for more ideas on analyzing jobs.

~—

»

“School Subject :
c;:::i S/:lil;:c 5. {Occupation) NAVIGATORS , {Occupetion]
READING . ||Reads equipment manials, weather
. nepom
5
s .
MATHEMATICS Computes tcme, d;Atancz cou)use
;. alternatives \ \
N .
COMMUNTCATTONS Speaks “clearly ovér nadio, make

{8peech; . writing)
}

apd §ile neponts

SCIENCE
I

¢

{
!

Uses astronomy, meteonology

"

SOCIAL SCTENCE'
(histony, economics,
:?ﬁycholpay. geognaphy)

Needs geog)iaphkcae knowtedge

4
-

.\N\

[BUSINESS/OFFICE Keeps neconds, charts cou)use o .
/ . * prLoghess :
HEALTH/PE » Copes with transcontinenial .

-

Ltravel, ete: -

INDUSTRIAL TECHNOLOGY

Undens tands nautical equipment

COPING SKILLS

(decision mk_,i,rig A
nesponsibility,
self-awaneneds)

Handles siness and nespons LbLlity
gorn crew,~ passengens

.Lutem,tune)

HUMANITIES - -
(ant, music, :

Dezugn and dmnang shills
5011 navigation charts

/ = . ° ‘




’ wa_pan¢the Worksheets Be Used? ° '\ ~ o . LT :

H -

s The worksheets can be “used as part of a comprehenslve approach to career ’
co- education or by interested teachers working independently. These same
e sheets " might also be given to students for individual or small group, s
acthltles. Note that these .worksheets are ohly partially completed. ¥ °
v ., Teachers may start with these sample forms until they have _a good feeling o
for how to proceed on their own. The blank copy provided with the .

Special Matérials your coordinator has received'may be reproduced and

B ever,
- et

made available for teachers to work out their own ideas. Each section -3
‘ . of the worksheet is described below. R £ e )
= E < . - B . R w
WHAT CAREERS COME TO MIND O . .

e

" Teachers might start by drawing a citcle on the blackboard (like the
sunblrst display on the first page) as a springboard for classroom °
discussion of career possibilities relatlﬁg to a partlcular subject.

For each subjgﬁﬁ, sample careers are listed which by no means exhaust

l - the career po leltles that might be listed for, that area. Students

) could be encouraged to think about careérs in classroom group dlscusslons,

. or evening assignments, to talk with, their parents™ and nelghbors, or do

sore library research. They should conslder using this” exercise with a -

community resource person (for 1nséance, a personnel .officer ox employment

counselor) to help give the discussion more reallty.. R—

*»

-

-

LOOK'AROU&D”YOUR COMMUNITY . . . .

s Follow1ng the dlsplay of careers, the worksheet prov1des space for listing
actual people, places and organizations in your community that involve some:
use of that suhgect's content. There are several possibilities here. The
teacher .could--" .

. » &
° encourage students to use the phone book,, look around their
communlty and talk with parents and nelghbors to come up w1th
real _examples of people and pPlaces related to the careers .
) identified for the subject area they are studylng. ~Th:Ls helps ~ -
pes bridge the gap between abstract’ prlnted occupatronal 1nformatlon
- and-real life people and places where subject-related tasks
are actually porformed rStudents*begln “to see that mahny
- occupations are. "hldden"--by discovering, for 1nstance, how a
linguists skills in foreign languages are employed by: large .
_banks for their international transactions.

e use the local Evergreen Paoes directory for ideas on resources for
career activities. If your school or district has established

) special procedures for utilizing community resources, these “pro--
. ' cedures should be followed. .




DON'T FORGET LEISURETIME AND VOLUNTEER WORK ACTIVITIES . . .
. _ - . N ks - .

An often overlooked aspect of career education relates to leisuretime and
voluiteer work activities. Teachers should think about their .subject .
areas in terms of how knowledge and skills are appl;ed in nonpaid situations. ,
Looking at careers broadly as "how you choose to live your life," these
activities are just as important as what we do to earn a living.

o
BRINGING SCHOOL ’AND COMMUNITY RESOURCES TOGETHER . . . .

This portion of the worksheet has space for jotting dé&n student activities
that use school and community resources. Those suggested could be . adapted
for any grade level. The samplés are centered around the subject area and
.assume that teachers will establish learning goals and performance criteria
that meet the particular circumstances o€ each groip " (student age and
abilities, course objectives and school ¢ ceer education goals).

The activities demonstrate wa&s in which students might take advantage of
" resources within their school--cooperation with other classes and school
staff, use of school materials, shops and other physical resources.
Looking at the school as a resqurce,for&classes helps build a spirit of
cross-discipline cooperation. Not only .do students benefit from shared
know}edge and experiences regardingwspecifid subject areas but they also
gain practice in cooperation, group planning, problem solving and decision-
making skills that are important for managing their own career development.

Q

[N

WHAT OTHER SCHOOL SUBJECTS AND SKILLS ARE IMPORTANT . . -

The grid on the last page of the worksheet helps students see how
occupations often require the use of skills and knowledge from more than
‘one subject area. Focusing on individual careers that relate to a subject

. area, the grid can be used for activities such ay
L8

e class discussion (preferably with resource people) of why
it's "important to learn in many different subjects

e identifying specific skill levels required for employment
and performance in an occupation--through class discussion
with a resource person representing.a particular occupation
or through small group or individual projects in which = .
students research job requirements by interviewing resource

people, going to sites and using library career information
references




2 ] developiné "next step" learning plans with students that
outline future education and 'training decisions they must -
make if they wish to aim for a certain occupation

-

—

‘\*\
\\
To do an occupation justice, teachers-will probably need more space'%han
is provxded in the sample grid appearing in tha worksheet. The blank.
\\

form in thetzﬁggggl Materials section includes a grid which leaves—out.___ -
subject listirigs: (to be filled in) and provides space for two occupations T
to be explecred. The form could.be revised to work for only one occupation
if desired. - :

4 .

The grid approach to analyzing careers can be used equally well as &
blackboard exercise or as a student research assignment with a parent, . -
or neighbor serving as a resource person.

ANALYZING CAREER AREAS N

After looking at how many careers relate to the subject area(s) you teach,
your students also need to put that information into the broader setting
of today's working world. ; .,

Try analyzing a few careers-.related to your subject area using the methods
presented below. Seeing familiar jobs in new contexts will help you
expand your awareness of the kinds of career opportunities your students
may somecday choose.

) \ .
As in any aspect of education, care must be exercised to avoid sex-role
and ethnic stereotyping. Encourage your students and yourself to question
assumptions about the approprlateness of certain skills, attitudes and
areas of knowledge for different individuals to explore or acquire. Use
the Evergreen Pages to help expand your awareness of the poss®bilities
for growth and development available to'EVeryone. “
Four ways to analyze careers .are suggested here. Regardless of whlch
methods you choose to use, try to think in terms of Iunction—-what the
person actually does-~instead of labe&s.

-
{ .
.‘1 < .
v

(For the purpose of these examples, Jmagune that you teach a general
science class where student$ Lecome interested in X-rays, how 'they work,

uzy #"

and how they are used ) N e .

. -
- [
« T

‘ :/” L
L
Option 1: Use™a ,CareN]uster Approach

Grouping jobs into families is commonly done by orcanizing around subjects,
generalizable skills or’ associated functions.

]




i

? . -
: ’ Example: Health Services: doctor, nurse, nurse-practitioner,
. * radiologist, anesthe51ologlst,

medical records, orderly, receptionist, -
dentist

T

The Health Services cluster would seem like a  logical place to find x-ray

technology at work, but it does overlook other ways of approachlng the
-, topic.

&\‘»‘

N
e

. ——-.0Option 2: Look at Products, Services, Peob]e and Functi ons

~ This method analyzes a careerﬂfrqmwghg opposite direction. Take the obJect
itself--in this case the X-ray machine==and list all the productg, services,

ta ,people and functions that relate to it. ' T e—
- . ' - - RN T e .
- . Example: X-ray machine: : c T
\\\' o Uses Products required by it .
medical diagnosis photographic supplies ' ‘ *
therapy X-ray tables and equipment
dental examination replacement parts .
. d electrical support systems
industrial research  protective devices A
structural analysis timing devices
. " dyes ‘
. : * Related Technology
! \ :
' luoroscope
o \ Direct functions Support functions )
1 X-ray technician _  doctor (to interpret results)
| repairperson office manager ‘
\ film developer bookkeeper . ‘ ‘
\ file clerk . )
E radiologist "
L dentist
| geologist '

technical researchers
research physicist
research chemist

From these lists identify the functions and products which

require a use of chemistry, physics, math, biology, astxonomy
and other areas you cover. N

28 - g : : 30~ \




{
Option 3: Examine the Working Place ’ 4
an X-ray machine company seems to be a logical.place to flnd a resource
> person to dlscuss X-ray machines, but look what.else it has to offer.
Think of ‘all the dlfferent'functlons this company requires to operate.
Remember that while thé same person may perform several different
functions, each function requires skill development.

Example: X-ray machine manufacturing-company -

office manager metal workers
secretary plastic workers:®
] personnel director . supervisor e
N file clerk ) production line workers
receptionist - ) packagers
bookkeeper truckers
purchasing agent warehouse workers T
sales agent- .+ quality control checker °
T advertising agent government inspector
. technical _researchers " custodian
7 technical de51gners ——— electrical engineers

tool and die-makers électrical technician

Option 4: Chartza Career Roadmap

-~

«

To illustrate how umpredlctable--yet orderly--career development can
sometimes be, draw a roqdmap of your own career development on the
blackboard (or ask a resource person to do this). Start with a list
of all the jobs you've had (for pay.or not), and draw heavy lines
showing the chronologlcal progression. Show dotted lines where the
skills or lnterests you developed at one job were useful to you in
another job. This diagram method is useful in talking with classes

. about 'careers' meanlng what you do rather' than a spec1f1cally ldbeled

function. 4

4

Example: Safety Lock Manufacturer (who 'started out' in
X-ray technology)

l. grocery stocker

2. . volunteer aide at hospital

3. encyclopedia sales; door-to door, then supervisor
(during college summers) ‘ . .
rhysics lab data work (during college) R —
electrical engineer

X-ray technician

X~ray lab manager

inventor (of safety mechanism for X-ray dark room)
manufacturer of X-ray dark room safety mechanisms

W oo NGO it

(Please turn the bage for sample of a caree} roadmap.)

T ) | :31 _ ‘ 29
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- CONDUCTING AN ACTIVITY.USING A COMMUNITY RESOURCE

H * g . “

Now that you have analyzed your subject’ area(s) and careers, you may be

ready to plan the career education activity using a community resource
whlch will acccmpllsh the curriculum objectlves you have in mind.

Remember to work closely w1th your Communlty Resource Coordinator. That
person will have ideas and references which will support the plan you
propose--field trips, informal classroom discussion, panel presentatlons,
interviews, etc.

One questlon to keep uppermost in’your mlnd. Is this activity--say, a
field trip--the mos® appropriate way to deliver the experience my students

‘nqed. Could the same objéctives be met just as well another way?

’
»

Identify Your Goals 'and Objectives for a Specific Activity

Using community resources effectively requires forethought and preparatlon.

If you have already experienced the benefits of 1nvolv1ng community resources

in your curriculum some of the suggestions that follow may sound familiar.

Here are some things to femember before going further:
«} ,

/

¢

- What is the edutational merit of this activity?

@ How can I reléte this experience to the unit of study my
students will be covering at that time?

e What will my students be most interested in learning from
‘the resource person?

e What content do I expect the resource person to cover?

e Is there a resource person available for what I want?
(Check your local directory or central file.) If not,
how caﬁ I help find a resource?

e What school regulations and other activities should I
coordinate ‘'with, know about, work within, conisider?

/ v

‘t

vt




Preparing for an Actiyvity ) —

‘o - . . r
. . R :

A

Once you have decided to use a resource person, review- the Cbmmunitx 7
Resource Person's Guide. It will help you see what the community

resource person already knows about his or her role and how you can

make ‘the activity go smoothly. c )

-

.

Consider the preparation suggestions that follow. These steps may
need to be modified slightly depenalng on the partlcular event you
are planning.

1. Define your goals and cbjectives for the

*  activity. Be sure that the time will be well
v X spent for you, for students, and for your

. resource person. Use student input for
suggested activities, yesource people they
may_Pe interested in. '

]

o |o o |@ 2. Contact the resource person and discuss
mutual expectations. Say what ycu're
1ntexésted in haV1ng the resource person do;
ask what they are interested in d01ng. !
Specify (and ask for input on) what ‘
i preparation and follow-through the class
o ' - will do; inform the resource person-about
the class. Also provide a copy of the
Community Resource Person's Guide.

Py . 3. &sk about an} special resource§ needed such

as projectors, larger-than-classroom space....
'

o o (0o (0o . 4. Arrange and have students do necessary
preparation (e.g., individual research).
Make sure the class has a clear sense of

the purpose of the resource person's inter-
action. Let class Know what follow-up plans
.and expectations you have--involve them in
planning whenever possible. ,

oleo |o® . 5. Request transportation according to district
’ . policy. Determine if buses will be needed;

: what preparation is necessary for-using

v private cars.
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6. Secure Parent Permission- Slip (sample
provided in Special Materials).

7.  Arrange for volunteer helpers.
- A . e "\.'
8. Check whether the event will ésﬁflict with
the normal school schedule. If sod, alert
\ other teachers affected. -

9, Clear.the event with the administration.

10. Alert the office when the résource person
will arrive. )

(N
.

11, Send the resource person a map and parking -
permit if necessary. ) .

-

12. Arrange for students to meet the resource
person at the office.

13.. Obtain the necessary evaluation- forxms (ror
_you, the students, the resource person).

14. Go over, the evaluation form with the students
so that they are aware of what to watch for. . .

15. Ask the resource person if it's permissible
to use or mention théir contribution for
future uses (either .for other classes through
having taped the interaction, or for public
relations purposes). If it is acceptable,
determine if there are any special preparations
needed: camera, videotape, tape recorder or
other. .

H

16. Confirm the date and time with the resource
person just prior to the event.
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During the Activity

whether the activity is taking place within” the school or at the work-
place, your respon51b111ty will be to work™with the community resource
nperson. Many resource peopleé will be anfamilidar with speaking about their

job or deallng with a group of young people. Keep alert for--

® awkward pauses--be ready with questions, that can help the resource :
person discuss aspects of his or her job that haven't *~ .
been covered yet or expand on points made (see, the Community
Resource Person's Guide for hints); have the- students prepared
with questions to ask.

too nuch time left--have something in mind to do in case the
resource. person has trouble filling in the allotted

time. Stimulating more questions and answers Or

discussing possible follow-through assignménts with students
and the resource. person are ways to evén out -a potentially
awkward situation. o . . u '

use of special equipment--be prebared with alternative material
in case of equipment breakdown (i.e., nnv1e projector, tape
recorder)

student reactions--student reactions during the activity will
tell you a lot about the success cof the event as well as
providing clues for followup activities. J *

Remember to stay with your class the entire time (unless students are on
individual act1v1t1es or in several small groups). You are responsible _

) for theé™ act1v1Ly

»

After the Activity
Follow-through activities can rangerfrom & project directly using information
gained in the event (e.g., making cheese after a visit to a cheese- maker's
job site) to research leading to another event comlng from a related but
different approach (e.g.>, looking at the job of the State Health Inspector
checking on sanitation séandards for cheese production). Ask students

for ideas. Check your Subjégt Worksheets.

Students

1. Fill out evaluation form on community resource pe.son; return to teacher.

2. Send thank-you note from class.

3. participate in follow-through activities.




- Resource Person

-~

T

XA et b maiet &

2. Review student evaluation forms.

‘3. Review community resource person's evaluation form.

Teachex

1. Fxll out evaluation form, evaluating communlty resource person; send

t

1,

a copy to the coordinator.

. own evaluation as appropriate.

"~ the coordinator.

'l, Fill out evaluation form on experience; return to teacher.

.

Giye feedback to class about their

T

)
Send a copy to

—_

4. Enter visit in central resource file (your own flle and in the central

file).

.

5. Proceed with planned follow-through activities.
than reading about doing whenever possible.)
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