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Ve 5 . FOREWORD .-

. L T ' . ‘ . . .

‘The need for strong and competent administrators of vocational education_

has long been récognized. The rapid expansion °_.f.¢".9.cét,_iogal._pdu.cat_.;l.gg__._prg-:_._‘..______._.._..,_-.._.

— Bramp and ‘{néréased atudent enrollments have resulted in a need for increasing
numbera of trained vocational administrators at both the seconddry and-'post-

: secondary level. Preservite and inservice administrators need to he well

- prepared for the complex.and unique skills required to successfully direct
vocational programs. ) - ,

“ The effective training of local administrators has been hampered by the
limiced knowledge.of the competencies needed by local administrators and by
the limited availability of competency-based materials for the preparatfim of
vocational administrators. In respouse to this pressing need, the Occug'E
tional and Adult Education Branch of the U.S. Office of Education,.under °°
provisions of. Part C--Research, of the Vocational Education Amendments of 1968,
funded The Center for a scope of work entitled "Development of Competency-
Based ‘Instructional Materials for Local Administrators of Vocatiqna; Educa- -

tion." . )

The projéht had two major objectives as follows: ' .

e To conduct research to identify and nationally verify the competén-
cies considered important to local-administrators of vocational .
. " education. ) 3 ' o
) 'o_To dgvelop and field test a -series of prototypic competency-pased
instructional packages and-.a user's guide. T -

“

The identification of competencies was based upon input .ftom a select
group of experienced vocational administrators participating in a DACUM
* (Developing A Curriculum) workshop and the results of am extensive and compre~
“hensive’ Iiterature search and review. The merger of the DACUM and literature
review-task atatements resulted in-a list of 191 task statements that described
all known functions and responsibilities of secondary and post~secondary i
vocation admintstrators. These tagk statements were submitted by question-
naire.t;$$ise1ect'natiqpalgroug of 130 experfenced secondary and post-secondary
administrators of vocational education for verifdcation. Ninety-two percent
(92%) of these administrators. responded to the verification questionnaire and
indicated ;hat;166 of the 191 statements were .competencies important (median
score of 3.0 or ‘higher) to'the job of vocational administrator. For additional
information -about the procedures used to establish th reésearch’base upon
~which this and other modules in the series were devel ped, see The/Identifica-
tion and National Verification of Competencies Important to Secondar¥y and '
Post-secondary Administrators of Vocational 'Education, available ffem\ThQ
Center’ for Vocational Education, - ¢ ) \

High priority competencies were identifed and 81ix.prototypic modules and
a4 user's -gyide were developed, field‘tested, and revised. The materials are
organized in modular form for use by both preservice and inservice vocational
administrators. Each module includes performance objectives, information

sheets, learning activities, and feedback devices to help the module user
? * . . ! -~ )

L - . - iii

Y - : [

.
. . ‘
. . .
- . ! f .
. . ..
. X - -
”




(lcarner) acquire the specified computency While the modulea are bnsi(ally
.se¥f-contained, requiring few outside resources, they are not- entirely nelf-
instructional. A qualified resource person (lnatructnr) i required to guide,
agsist, and evaluate the learner's progres:. . ‘

' a

T The titles of the modules, which reflect the éoopetenries‘eovefed"nreﬁ'

) Ogganize and Work with a Local Vocational Education Advisory Council

e Supervise Vocational Education Personnel )

e, Appraise the Personnel Development Needs of Teachers

Establish a Qtudent P]ntement Service and Coordinate Follow-up
Studies

Develop Local Plans for Vocational Education‘ Part I %

e Develop Locnl Plans for Vocational Education: Part II

For more information on the development and field testing procedures
used, see The Development of Competency-Based'-Instructional Materials for the
' Preparafion of Local Administrators of Secondary and Post- Secondhry Vocatibnal
.Education. For more information about the nature and use of the modules, see R
the Guide to Using Competency-Based Vocational Education Administrator Materials.
Both of these documents are avallable from The Center. o \

L3N

Severa personl.contributed to the development .of, this module on estab-
lishing a shudent plaecement service apd coordinating follow-up studiés.
Special recognition goes to Kristy L.qBoss. Program ‘Assistant, for her exten-
sive review of the literature on placement services and follow-up studies and

for her writing -and editing of the manuscript. ' . w7

. Thanks are also due Glen E. Fardig, Research Specialist, for his critique (
of the manuscript; Raymond Wasil, Director, Divisiom of Guidance andaﬁeéting.
Ohio Department of Education, Columbus, Ohio for .his review of the m uscript
and suggestions for its improvement; Robert E. Norton, Project. Diteétor, for .-
his overall guidance and final content revleﬁ of the manusoript; and James ?
Hamilton, Professional Development in VJEational Education»Program Director

'.for his admtinistrative assistance " . P
. : "

Credit for thelr evaluation of the field teat veraion of the.module goes
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tional education who used the modules and provided valuable feedback and '
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~ ' -INTRODUCTION , - . . -

«' The school's responsibility to its students f{s far greater
than many people realize, Thi?,obligation encompasses more than
—offering students inatructional programs that can. lead to their

" graduation. .It is more tharn just teaching .students (and'spbse-
quently forgetting about them once they prepare to leave school).
The school has a responsibility to help students make sound career
choices (job qQr educational),, and to place students based on T
those choices. * 'The school has a further responsibility’ to follow
the careers of these 'students in order to improve and develop the

* instructional program for future students. ' ! ~

LY

.. National legislation has highlighted the school's responsi-
bility to provide placement services ‘that help students identify
*.and bbtain information on suitable careers and then locate oppor*
tunities ‘in those cargers. Legislation has also pointed up the
school's responsibility to follow the progress of former students
in their chosen careers through the use pf comprehensive and sys-
tematic follow-up studies. - j - -

S |

. As the vQcational qdministra$or, you play an important gp}t
- in establishing and/or monitoring a sgqudent. placement service
that effectively meets the needs and dharacteristics of students
and the community. Your role. ip coordinating and supervising
.follow-up studies will be vital|{to the success of the vocational
program. This module is designed to give you the skills that you
will need in order to meet your placement and follow-up study
- responsibilities and to help your school fulfill its responsibil-
ities to former, current, and future students. X

o




. Module Structure and Use .

’ ' -
S—

[
‘ ( This module contains an introducttion and four scquentfal” learning experlences.
! OVFRVIEWS, which precede ecach tearning experience, contain the objective for

1

nvolves,

that experience and a brief deq(rlﬁfﬁrn of what the learning experfence

RA - i
. ~ @

Objmlv.‘-. Terminal Objectdive: While working tn an actual. admintatrative

' Resources

Y

b

situation, establish a student placement service and coordinate
follow—up studies.  Your performance will be assessed by vour X
resource person using the "Administrator Performance Assessment ;

Form," pp. 95-98 (lLearning Experience TV).

Enabling Objectives: o . .
. )N .

1. Afteq completing the required reading, demonstrate knowledge
of the practices and procedures Involved in eétnbllshing and
working with yn effective school placement mervice (Learning
Experience I). ' - ’

2. After completing the required reading, demonstrate knuwludgo-
of thé steps and procedures fnvolved in planning a student
follow-up study (Learning Experience IT).

3. Given functioning student placement and follow-up pervices
in an actual school, critique thoqe services (Learning
Experience III)." <

A ligst of the outqide resources which supplement those contained
within the fModules follows.. Check with your resoiurce person
(1) to determine the availability and the location of these
resources, (2) to locate additional references 4p¢ciflc to your
situation, and (3) to get assistance in getting up activltieﬁ
with pecrs or observations of gkilled administrators.

Learning Experience 1

’

Optional . ' . .

.
® Reference: Allqn, Thomas R. Job Placement Coordinatoplg
Handbook. - Huntington, WV: Marshall University, 1972.

e Reference: Wasil, RayMond A. Job Placement. NDel aware,
* OH: Today Educational Services, 1971. -

- Reference: Waslil, haymond A. Pre-Employment Model.
Delaware, OH: Today Educational Scekvices, 1972,

Ao
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e Reforonce: Natlonal Association for Indumtry Education
Cooperation, Placement Services: ) A Tratning Manual.
Ann Arhor, MI: Prakken Publicationa, Inc., 1977

r
® A vocational administrator and/or a school pll&cm.nt
ST e - specialist experienced in wcrking with a Ituﬂiﬁt Placement
' service with whom you can con.ult.

Learning Experience 11

-

Optional

® Reterence: Paul, Krishan'®. A Manual for Conducting
‘Follow=up Surveys of.Former Vocational Students. Columbus,
y OH: The Center for Vocational Education. The Ohio State
Univeraicty, 1975.°

v’ ® e Reference: Bryan Independeni School District. A Step-

. "By=Step Procedure for Implementing a Computerized L
Follow-ugASystem. Bryan, TX: ' Bryan Independent Schools
. Diatrice. - . ;o .

® A vocational administrator experienced in coordinatiﬁg and
supervising follnw-up studies with whom you can consult.

. 4 . \

: Learning Experiénce 111 - v
L ] ./'-‘.’
s 1 Required .
L \0 N
® Placement and fo!llow-up services in an actual school to

, ) - critique.

, ® A placement specialist and/or a vocational administrator
. experienced in supervising placement and follow-up ser-
vices with whom you can consult.

"® A resource person to evaluate youf competency in’critiquing
placement and follow-up services in an actual school.

.

- Learning Expep&ence'lv
Required

® An actual administrative sjituation in which you can estab-
lish a placement*service and coordinate 'follow-up studies.

e A resource'beiﬁon to assess your competency in establishing
. a placement service and coggdinating follow-up- studies. -

N N
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Selected Terms Administrator --.refoern to o member of the secondary or post-
socondary administrattve team. Thiw gonerte term, except where
specifically designated othetwine, refers to the community vol-

_ Jege prentdent, vice-prenfdent, dean, director; or to the.
. secondary school principad, Jdlrector, siperintendent .
7 ) -t : - )

Board ~- refers to the swecondary or post-mecondary educat fongl

governing body.  Excépt where otherwlne wpecified, the term

"board"™ s uned to refer to o board ot educat ton and/or a board

.

of trustcees,. ) L

Redource Pernon -- reters to the prufvuulnnn( educator who ~i{n
directly responstible 1or guiding and helpfng you plan und carry
out your professtdnal development program.
School -- refers to a secondary or post-secondary educat fonal -
agency. Except where otherwine apecificd, this generic term ig
used to refer synonomously to secondary schools, gsecondary
vocattonal schools, area vocational achools, community colleges,.
- post-sccondary vocational and technteal schools, and trade

schoolws.
’ b ’

-

- . ' ) . 4
User’'s Guide For i{nformation which Is common to all modules, such as proce-
dures for modulé use, organization of modules, and definitions
of terms, you should refer to the following supporting document.

Guide to Using Competency-Based Vocational Education Adain-'
a Artrator Materials. Columbus, OH: The Center for Vocatlo«n‘
Education, The Ohlo Stale Untversity, 1977. .

This module addresses task etatement numbers 23, 24, and 54 from Robert .F.
Norton; ‘et al., The Identification and Na\toﬁal Verification of Cdmpetencles
Important to Secondary and Post-Secondary Adminlstrators of Vocational EEE{E-.
tion. * (Columbus, .OH: The Center for Vocational Educa fon, The Ohio State
University, 1977). The 166 task statements in this document which were veri-
fied as important, form the research base fQr The Center's competency-based.

admihistrator module development./(\ , .

- . ¢ ) -
l» . i .4 .




Learning Bxperience |

c OVERVIEW - - . -

-

4

After completing the required rvading, demonstrate
£ nabling knowloedge of the practices and procedures involved
Objuctive in eatablishing and working with an. effective
school placement sorvice,

.
3
) .

! ’ «
You will be reading the information sheet, "A Stu-
dent Placement Serviee," pp. 7-138,

\

Activity

\

You nwy wish to read the supplementary’ references,
.Alleny Job Placement Coordinator's Handbook; -Wasil,
phonal Job Placement; Wasil, Pre-Employment Model; and
""'"V' National Association for Industry Cooperation,
Placemgnt Services: A Training Manual. .

(.
\A

-

- ’ N e
|

’\‘ C - ‘ A
I V. You may wish to interview @ vocational administra-
Optinnal tor and/or placement specialist who is experienced .
Actwity In wdrking with a student placement service - to
determiné what procedures he/she followed in estab-

" lishing a4 placement service.

,__‘_____‘--,._.__/4__‘__.___ .continued

Ve
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OVERVIEW continued

— e mmm

You will be”demonstratlng your knowledge of the ”
'step; to follow-in ebtabllshlng and working with™
£

an e ectlve placement servicé by completlng the
"Self-Check," pp. 39-41. * . .
v P e - |
- o ~ 7’
DE' ] - - . . & .
. o ,g;_f"-'p' e CoTE

YoWtwill be evaluating ybur competency by com- h
paring ygur compketed "Self-Check" wlth the "Model
Answe:s," pp. 43-36. - ¢

\ LN )
"- . . N

‘. ¢ ’ . . s
. . S ~ :
-0 t ,.', s L -
. et - ) PN - |
- p s
A}
- . .l s hd
N 3 - é - .
:% : ”
L4 i -
. :
. 'S
. . @
\\ a
. ' ) -
. . Loy
. )
f""‘J/u
©
- g « - .
k4
B L
Lo :
‘. '. .
&
3 ! -
- ., . ! ‘
F ) LA ' v
s
. -
' w
- i N . . ) o
. N . _ - .
. -\ —
- , . )
I C L ~
- . g
- ' F ‘ .
1 - . P
< o
.
.
- " . -
g, - i * 3
. (‘
. Py T,
- .
. -
2 \'
»




L] Q '
For information on the rationale for, goals and
"objectives of, and the steps in organizing, a student
placement service, read the' follOW1ng 1nﬁormatlon '
Sheet - B ) . v, r . - /“

]

.A(itlw!y »

' 4 ) ‘ > .' v -‘ : o 4 ' s
. _ . ‘ : y
A STUDENT PLACEMENT SERVICE . - .
. . ‘ |
The- placement serv1ce, as deflned in thlS module, is com-
po%ed of all those activities outside® of general classroom
iruction that aid students in achieving their care€er goals:

In k&eping with this definition, the servi e should be €quipped-
to help students w1t2£needs relating to ca er fulfillment. - The .

]

pla nt service shofild help to _ ,satisfy These needs by providing
‘aid to lecate: full-time, part- tlﬂe, and summer employment; to
select and obtain admission. to post-secondary - schools or colleges,
‘and 'to select school courses that meet immediate or long-range -
student-needs. In addltaon, the placement service.should be

* prepared .to qefer.students or parents to résources that provlde'
assistance for special problems in’ areas such as mental or physi-
- cal health, welfare, marital or family problems, vocational

_ rehabllltatlon, etc. These three components of the placement

-~

service--job placement, educatlonal placement, and special' services

referral--should be available to all students who request help.
In other words, the service should be avillable to the graguate,
early school 'leaver, and former student T
‘ IS

It should be stressed that the school's respon51b111ty for
Placement does not begin with the "actual placement of - students or
end with that placement. : The responSLblllty is for all the
related activities that help students reach their career goals.
In other words, the school's placement responsibility- begins with
helplng students to clarlfy theirr goals, assess their skills and
abilities, explore career alternatives, develop job- huntlng
skills and attitudes, etc.“’Addltlonally, placement is not the
end of ‘the school's responsibility to the student. The' school
has a responsibility to follow-up on the placed student's prog-

ress in a chosen career, gather feedback from and about that stu--

dent, and use that fedback to further 1mprove the currlcular
© program and placement services. -

As a member of the school admlnlstra 1on, you will be
' expected to demonstrate your fpTl supporxf for the placement ser-
v1ce and to help enlist the su po entire schpol 'staff.
Howéver, . .as the vocational admbinis ur direct respons1-
bility to the placement servioce
sibiljity andlauthorlty to minimum involvemént. Your function
w111 be largely determined by the size of your school and by’ the
type of schgol in which you arc serving-~-comprehensive, high i JN
school,”jednt or area vocatlonal school, trade or tecﬁ&ical- '
lnstltutlon, or ,college. : S : g '

from complete respon- ..



«  Regardless of¢§our particular chool situation, you should
have basic knowledge of the essential 1ngred1ents of an effective
placement service. You need this knowledge in order to help °
evaluate the service and to determine if it is meeting its goals

and objectives. The purpose of this module, therefore, is not tozq

acquaint you with all. aspects of- the Placement service. It 1is_
designed to give you the basic knoewledgg you will need to assume

an epproprlate role w1t?’regard to your school's placement serv1ce,1

, This module is centered around a_school-based placement ser-
vice as opposed to a placement service that serves the entire .-
cormunity. A dlagra -of an organizational structure for a secon-
d vy school- based P} acement service 1s presented in Flgure 1.

' . . b" -3
. E

-

Rationale

«

Effectlve educatlonal programs require that effectlve place-
ment services be davailable -to all students. The number of stu-
dents who enter and leave the educational program is not indi-
‘cative of 1ts quality. Quality is reflected in the number of
these students who can perform successfully in a chosen career
(job or educational) and cope with o life that is suited to their
interests .and ab111t1es. In other words, an.-effective placement
-service g¢an be the brldge that closes the gap between* school.‘rdl-
career.a% - . ‘\a

The school has a majgi respOnSlblllty to prov1de this career
placement bridge to the student.  This responsibility has beerr -
highlighted and supported by legislation.” The most recent, iden-
" tified as the Education Amendments-of 1976, included a revision
of th cational Education Act of 1963. The revision points ‘up
specfal provisions for the placement service: Specifically,

. categories for funding include basic state grants (Section 120)
. to be given to student placement services.. In addition, these
amendments state’ tha; program evaluation is to''be based upon the
guality of instrudtion in relation to preparatlon for employment
and to the record of placement in employment. In order -to fully

a -

acquaint yourself with the mandates- specified in these amendments,

you should obtain a copy:and read them paying particular atten-
tion to Title -II (Vocational Education) and.Tltle lII (Exten51on
and ReV151ogs of Other Educatlonal Programs) N :

L . . : : . : , LN
y R . SO
: . g

. %w" "*“’(kl : . s
1For ‘detailed information on organizing: and operating a placement
service, -you may wish to refer to the optional referenchﬁtlted

in the "Module Structure_and qu qectlon

8

-
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ORGAN IZATIONAL STRUCTURE
\ S | SUPERINTENDENT . g
| r ' - DISTRICT
o : __  CENTRAL
| ' -~ .| OFFICES .
‘ Director of Student J.A B
N Personnel Services g .
< * Othér District Offices,
e.g., Curriculum, Evaluat.lon,
L : Adult Education .
- Supervisor Supervisor S .
3 © o of v
Guidance and | . ;Health - o Studeriyt ‘ e .
Counseling . Servites -] "¢ Activities, ~( 1
| +  SCHOOL

¢ BUILDING
., | OFFICES.
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There are several other reasons why an efféctlve placement
service should be establlshed “amd malntalned._ L

. - 1 ‘ .
.o An effectlve placement serv1ce is an integral part of any
effective educational program. Students who_acquire the
necessary knowledge, skills, and attitudes for employment or
further educatlon should be helpediln maklng the nekt step.,
° Schools should be more genulnely 1Wterested in the ‘welf
of the student than are most ‘public .or prlvate employm af>
agericies. - Schools can more easily pelp the student’ w1 .
. questions’ sucg as, "What do I want in life? What do I have
_to offer° t will I be best at dplng°"" Cr
e An effectlve placement service will help improve the school's’
public relations with employers and|the community"® in ‘general.
Good placement services help tell the students, their par-
e ents,”and ﬁﬁg employers that the sc ool-really cares about
its students. :

L An effeg 1ve‘p1acement service can do much to help demqn-
strate a school's accountablllty to the taxpayers. Place-
‘ment of all or most students is a. potent measure of a school ]
effective 1nstructlona1 prdgram. I S ‘ #

- ° Schoois can help students 1mprove thelr job huntlng skills
and attitudes. ; . 1
. Schools can help students to more ea511y make the transition
.~ « from school to career. They can help students develop °
o confldence and a feeling of security by helping them become.
: better acquainted with the work world, entry-level job
N requlrements, and eduCatlonqe opportunltles.- >
" " e School# can help ‘$tudents make more knowledgeable career
choices. Schools that:have recent 1nfonmatlon relating to
-+ manpower needsg and career trends as well as “firsthand knowl-
'fedge of a student”’.s interests and abllltles can use these
.resources to*help a student make sound career choices. -

s ® An effectlve placement serV1ce,can help the school evaluate
- . - it's own educational program. (The service-can provide .a
! contlnuous source of informgtion on.students' abilities to |
secure and retain. employment and- progress up the educational
~ladder. It can help the school determlne whether students
.are belng placed in careers for whuch they were trained.)

- The three major goals of a placement service usually are
(1) to-ensure that the highest p0551ble percentage of students

who are ex1t1nq the school are employed in their ‘career field or

10 ' )
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laced‘fn;a continuing education prodram,'(Z) to promote good
public rélations between school, bu51ness,'and ‘industry, ,and

(3) to provide dccurate data for program improvement and develop--

ment. . In order to meet these goals, the following-are ‘usually
the major thsks assumed by the placement service. -

GOAL: To‘place students in thelr career’ field or in an educa- ;
' tlonalgprogram

2 s

e Survey communlty colleges, post-secondary vocatlonal -~

and technical schools, four year colleges and univer-
. 8ities, and maintain a current flle ‘on all educatlonal
opportunltles.-

i

’

-‘Survéy community businesses and industry on ‘a regular
ﬁE551s and ma1nta1n a current file on all ]Ob opportunl-

. 1tles. ‘ .
X [ ° e ’ ’ .“ ,~A e h * - -
. eyMaintain current fll S on all studgg;s*in the educa- .
_ytlonal proqram.'. . _ . _3-« ' S ~
i3 . . : : co.
e Work with career guldance gounselors to malntaln a:
. ) career resources centér that has current occupatlonal
L . R and educatlonal»lnformatlon,
‘e wcrk with employers to develop jobs in bu51ness and
' 1ndustry for students. /o .

t«‘

N Prov1de llalson with Cbmmun1t§ employment agencies.
e Develop employment and educatidnal opportunltles for
phy51cally, emotlonally, and mentally handlcappedv
students. . . . .

. -
~ PRI L

. .?' L K N - )
° Arrange for work experience for in- school vocatlonal
studentg on ‘a’ partwtlme -basis.

. Prov1de students w1th job coplng and adjustment skllls.

e Provide spec1al needs referral serv1ce. : ' S

, N
- GOAL: To prgmote good ‘public relations.

R e Establish and work w1th a placement adv1sory commlttee.
O‘Workvw1th prlnc1pals,\counselors, and teachers.

° Part1c1pate in teachnr and administrator inservice -
t ; training meetlngs in order to keep staff members up to
’ie on the placement service. ,

k]

° Malntaln and 1mprove communic8tion with the public,
business, industry, and community organizations.

» .
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] Update students, adminlstrators, and’ other school staff y
-relatlve to the employment market;, job requlrements,

and educatiénal opportunltles. , _ N\

.

e Promote good working - relationships among the co-op,,.

{ work study,.CETA, and other training programs and the

e placement servi Jr' _ 5
:GOAL: Tq;prov1de data for program improvement‘and develoﬁment//,gﬁi‘h

4

.-

. .
3

"e-Maintain records of the number of students who regls—
tered or obtalned placement serv1ces.

-

e Maintain.records of the’ number of students who were
placed and in what areas. : »

CoT . e Maintain records of areas in. whlch tudents experienced
e - diffgculty in being,placed. \\\\ ' '

—

& . e Establish files on all existing students.

e Maintain ‘accurate’ and up—to-date records on placed
students progress in thelr chosen career.

L. e Maintain a file o all unemployed students.

7o -P;eparing,to Establish a Placement Setvicezf'

Plans to establlsh a placement service cannot be 1n1tLated
“without the full support and approval of the top :;school adminis-—
tration.” Before any planning activitieg occur, the people

“should be informed of the importance of a placement service and

of the school's desire to offer this service to students. Once

their approval is obtalngﬁé %hqy will elther assume responsi-

bility for the first plannlng step or a351gp this- respon51b111ty

.to another member of the.school administratien or staff. 6K Im

either case, the first stbp in establlshlng a placement service . .
is the assessment of the school's placement need 'his is ~ s
accomplished by surveying student and community nee s and charac- 1
teristics, and by determining the resources available in the
community.’ Depending upon your school, board approval may be

‘needed before conducting theee extensive surveys.

~

. -
> L

“

2Much of the materlal in this section has been adapted from The
Center -for Vpcational and Technical Education, Conceptualization
- of Prototype Placement Program. -(Columbus, OH: The Ohio State

g Un1vers;ty, The Cenger for Vocational and Tedhnlcal Education,
‘n.d., unpubllshed), PP. 74-101 uf
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Assess Student Needs and Charadtefistics~
—~ )

" The goal of student assessment is to descé&be how the career
goals of”the student population relate to their achieved\ and. pro- .

'  Jjected educational and /mployment plans. This descrlptlo ‘will < -
provide the information” that is necessary to define the type of
placement servige thgt the school will offer. In order to,accom-
plish this goal, the “required data must be identified, the “instru-
ments and procedures for data collection developed, and a system
of data analysis and reporting designed. \\;\

Student dath for plaéement purposes 1s usually obta<§pd from
two .sources: the Student Elanning Questionnaire and the_ tuaent_
Data\ Fileo L. - .

The Student Planﬁing\buestlon}21re.--Thls questionnaire
helps the,6 school j entlff hat, if any, career goals each student
has and His/her fprojectedfeducational and employment plans to
achieve these als. If the Questjppnnaire is to be administered
to-students er than graduates, the questionnaire should also ~
be designed to determine the pro;ected current _school plans of

each student.- : . : f”\

kY
This type of questionnaire is usually composed of.four major
sections. These sections contain questions that are designed to

determine: .- . : . : -
e thé student's de0151on about hls/her career goals

e the student's educatlon and/or traunlng plans for the ful-
- frllment of these goals :
\ t

e the relationship between the student s employment plans and

¢ career goals A e .
e the student's projected highwfchool preparation and his/her bl
past employment experience ° L :
An example of a Sudent Planning Questlonnalre is shown in .
Sample 1. P .
The Student Data Flle.—-The 1nformat10n contained in the “\

~Student Date File helps the school identify ‘the student's current.
level of preparatlonqaﬁd provides an indication of his/her proba-
ble success 1in ach1ev1ng projected educational and employment
plans. This pernanent file should be referred to in order to
accurately assess student needs in light:/ of the. 1nformat10n
obtained from the student plannlng questlonnalre. V.

7




’ SAMPLE 1

STUDENT PLANNING QUESTlON_NAlRE .
- oo T

NAME

DATE

- : : Section" 1

A,. Have you made a tentative decision about what career goals you wish to

pursue after you 1eave‘ school? - _ 2

1. ] No : . 2: 3. Yes g

(a) If your answer was no, * If your ahsﬁe}-‘ was ''yes
what obstacles are lay-~ ) S 4 . :

h ing your tentative deci- . - (a) In order of preference, .
sion? . Please explain. P, . what are your career goals" .

. / ' o . lst choice
- T B - 2nd choice
' ' " 3rd choice .

] ' ‘(b) What obstacles do you feel
' - may ‘interfere with your

‘ . 7 . achlevement of the career

0 ' goals you listed above?’

»

§ — - T 14

__ [ S — =
- B, Beloﬁ"a_;e examples ef career informatiom. m indicated career
goal preferences in 2(a) place a check mark beside the exampcle you
wish to investigate in more depth. , .

(] Local Employment ,T{'Ends ' D Qualifications - Age, Apti-

[] National Employment Trends tude License, *Skills, etc. )

[} Amount of Education and/or - Union Dues, Association Fees
Training [ Advancgment Possibilities

. Cost of Education and/or . [] Earnings, Raises -

, Traiping - ] Tools or Equipment

[] Working Conditions o ] Other types, please 1ist

[ ) Fringe Benefits - Vacation,
Sick Leave, Hospitalization

etc.

NN
&o




o ’ '\\‘ Lt Section II e ( .
- _ i : 4
For each question place ‘a check in the box beside the statement that .
describes your present plans for education or training after you leave
this school? o -
A. I plan tg cont inue my eduqakion: . ) /
/ ' . ) i '

t:]I have no plans ?b}

: additional education

and/or training

{Jfull-time ) (] part-time

B. 1 plan to continue my education and to attend 3

[1a four year college or .[:]a trade or technical school

university - [] an apprenticeship program
E:]§>éommunity or junior college (]I have no definite plams. at
(] @ continuing or adult educa- this time but need help to
tion program ' . make a decision.

{] other, please indicdte . o : “L

~

C..'If you plan «to attend a trade or téchnical'school please indicate
your first, second, and third choices if known, by writing the
names of the schqol(s) in tji’blanks below

»

1st choice
2nd choice - "/ - i
3rd choice - o/
{
[EfT have not decided on the name of a school yet, but w0u1d
"~ *1ike help in making a decision.

D. If you plan to attend a college, or university, please indicate

your first, second, and third choices, if known, by writing the .

name of the school(s) in the blanks below.

lst choice
2nd choice ' .
3rd choice

(] I have not decided on the name-of a college or univefsity yet, but
would like help in making a decisiop. .

 £,° If your ’plans include additional education and/or training after
' leaving this school, do you feel you will need financial aid such as
scholarships, grants, or loans to achieve your goals? ‘
. . N
(3 No ~ [ Yes

? -

-

o

4
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F. If you do not have. plana for additional educ ation (9 training, pleasc
check the item that best 1nd1q;f§s why you do not plan to continue
your education or training. . ‘ ' - -

[C] I plan to enlist in the Armed Services

(] 1 cannot afford to’ ‘RO to college

E§\ ) I want to start work immediately after I graduaté 5

1 have no.desire for add4itional education or training
[T] Other reason, please indicate .

Section TII /

If you plan to go directly to work aftér leaving school, complete tis
section. . 4 . b

3

A. Place a check in the box beside the statement that describes your
present plans for employment after you leave this school.
[:]I plan to look for full-time work.

{C]1 have a full-time job lined up.
(]I plan to look for part-time work.
(] I have a part-time job lined up. ) ‘ .
(]I plan to look for a summer job.
(171 .have a summer job lined up.
(]I plan to enlist in the Armed Services
- [C¥1 have no definite work plans at this time. v
B. Place a check in the box beside the statement(s) that describes each
location where you are interested in being employed. Indicate your
first and second cholices 1f you lrave mgre than one. o

() (name of county)
[} (name of city)
[} anywherdh in stdte
[] out-of state

{] other, please list "y

C.‘ Please list specific types of jobs you‘are interested in (e.g., sales

clerk, dental technician, autu mechanic) -




Section IV

A. If you are -currently enrolled in, or plan tolbnroll in any of the
vocational education classes listed below, please indicate which
class(es) by listing the letter '"C" for classes currently enrolled in-

and listing -the letter "P" for classcs you plan to take in the. future.
' \

Distributive Education T ; .
Distributive Educatton I1° } ]

"Home Economics 1 : )
Home Economics It , ' .
Office Occupations I . )

Office Occupations II . ! .
Vocational Auto

_ ) Vocational Electronics

‘ ‘ Vocational Welding ""\ , . .
S : * Cooperative Education N ‘ \\\
*List specific jobs held while in”the co-bp program .e

—

" \ e
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The oata file fdf‘each student,snould‘includé{
R . :
o past and currént course work -
.. comoetencies/skills achieved . , SR 1
e grade point ayerage T - \

" e ability, aptitude, interest, and achievement scores. .
6 . . ¢ -

[ L . A, ) . - tr .,
' e past an&,present specital needs classes or programs
° A ]
. . . ‘ . ' ‘ .
.+~ e parent and family backgrounds - S b
r ,‘ - - ] .
s e socio-economic information

© e personal healfﬁ history
. attendance 1n£ormat10n

™ hobbles, extracurricular activities, etc.

e work experiences - I . u&éf
L . .- . S ¢ . TR
e aspirations, .plans, etc. _ . -

Asdess Community Needs and Characteristics

, Community assessment is the means used by a school to iden-
tify all available placement related resources to-assist youth in
need of job placement, educational. placement, and/or special
services referral assistance. In addition, the school can use
the community assessment to develop an inventory of placement -
resources and demographic data that may be used in ¢ unction
with the student assessment 1nformatlon to deflne,;zgﬁihllsh and-
operate the placement service. . L - ‘

In order to meet the needs of all students, educational,
occupational, and ré&ferral services information will have to be
obtained about three geographicg“communities." These communities
are the immediate local area, the state area, and the national
area. Considerable information for the state and national areas - .
can be obtained from resources such as the U.S. Department of
Labor's Occupational Outlook Handbook and the "Occupational : ,
Outlook Quarterly,"” your state's Division of Employment, the '
Dictionary of Occupational Titles, and your state's Employment
Job Bank. -Information about educatlonal opportunltles can be
obtained from-the College Blue Book, Lovejay's!Directory of
Colleges and Universities, college catalogs and brochures, and
directories of approved trade and technical schools. All infor-
"mation that is gathered should be coded and stored in a xesource
center for student use., .

N
w v ‘-
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In addltlon, the Education Amendements Act. 6f 1976, Public
Law 94-482 established a Natiopyal-Occupational Information Coor-
dlnatlng Committee (NOICC) to develop and implement an occupa-
tional information:system at the national, state, and local

'levels. This committee will work in conjunctlon with State*Occu—,

_pational Information Coordinating Committees (SOICC) to develop’
a nationwide network. for communication about and coordinatjon_ of
.the development and use’ of occupational information. The work of .
thesescommittees, once organized and-operational, should greatly
improve the data available to planners, administrators, coun-
selors, and tedachers so that they can be certain that their pro-
¢ ams are con51stent with expccted job opportunltles.

Informatlon on the 1local community -is usually obtained
" through community surveys: The surveys are conducted. through
personal contact, telephone, and mail. While the personal con--
tact and telephone techniques usually produce the most’complete
and accurate information, they are also the most time consuming.
Malllngs, such as. questlonnalres and fllers, are the. least time-
consuming, but often produce the least information. Therefore,
“it is suggested that a combination of all three techniques be’
.used in order to reach the largest possible number of former
students. For example, the mailed questlonnalre is commoéonly used
to reach large mumbers of former students because of the low cost
-and. time, commitment involved. The telephone and/or personal con-

‘tacdt surveys are often used to survey .in depth-selected respondents:

and/or to -survey some of the non- respondents. The use of the
telephone and»personal contact approaches is time’ consuming and
can be qulte expensive if respondents live outside the local com-
minity, .as is often the case. Therofore, these. technlques should
almost always be used in conjunction’ w1th mail _surveys.’ v~

- ~ , . “{

The first communlty groups that should be surveyed are busi--

ness, oriented organizations such, as the chamber of commerce. _”%7

Organizations such as this. usually conduct complete, up-to-date "

surveys of Iocal businesses on a regular: basis.- They will proba-

bly have copies of these surveys that they will give you. You

may also find that they will be-willing to work with your school

- in conductlng its :survey and that: 1nd1V1dual members may be a
great source - of. adv1ce and assistance.

Other groups or agenc1es to contact or survey mlght 1nc1ude.

e localxofflce of the state employment offlce
. . .

>

) 6 soc1al serv1ce organlzatlons suchs as the.Lions Club and-

-Klwanls o , N
: A ..

youth organizations;

e Private employment agencies

e personnel officers of business and industry'

3
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N
e cooperative education teachers

e labor organizations — e L

o

. # ! . -
i local-colleges, trade'or technical schools ,J//-

‘The 1nformat10n that the school gathers on the local state,
and national levels should prov1de a wedlth of: nformation. This.« |
information and the contacts made whan, gather1 it will help the -

school to identify: : ’$ L ) eyt

. . el .
blocal, state, and national employment needs and trends

e local business and 1ndustry members' attitudes toward theu:
educat10na1 program R oo

° potentlal employers for graduates, early school leavers,
handlcapped students, and’ dlsadvantaged students *

‘o resources for spec1al needs referral _ . .

) The assessment of spec1al needs referral opportunltles is
best accompllshed by obta1n1ng directories of health, lﬁare,
and. recreational services compiled ‘and publlshed by sta n
county, and municipal governmental agencies.  These dlrectorles .

" usually identify the special services by: the persons served, _
~eligibility ‘requirements, costs, -location,’ contact persons,; etc. .
Other sources of special services information include telephone
and business directories' newspaper files, and brochures pub-

lished by community, business, or educational organizations.
Resources can also be identified through surveys undertaken with
tne cooperation of the chamber of commerce, the Parent meacher
Assoc1at10n, local collegee, etc. L~ . PR

The schob6l needs to gather a wide variety of inf rmation
covering ali types of community . resources which can- lp students -
+ with special,problems.  Informa ion should be gathered on, and
. cdntacts esﬁablished with, comm 1ty resources such as: -

. local famlly service agencies <

K
-

;“church~5ponsored serV1ces such as the J 1sh Famlly Serv1ce,
Catholic Welfare Bureau, and Salvatlon Army :

Y governmental agencies (local, state, national)

e-cOmmunity organizations such as the Parent Teacher Associa-
tion, YMCA, YWCA, Mental llealth Association _ -
. P &
& . ‘ a
e schools for exceptional children . -
e clinics, tutors, or‘speech therapists that offer remedial
instruction and/or speech correction . -

.
-,
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.. vdcational f.hahilitaticn programs e )

e ccmmunity mediCal services and hospitals
o_chlld guldance CllnlCS ‘

iy " o casework and ‘group guldance activities conducted by police
v . and probatlon departments '

. v

o'chlld detention . centers _ u’. : ) . S .

o'shelter care fac111t1es and serv1ces : «', \
A contlnulng process of analysxs and evaluatlon of - ;ll.

.assessment data must constantly be conducted, in order to make

"~ sure that the data is current and is being used in the most

‘effective manner.:. Therefore, provisions: shquld_be made for a

continuous review of information about job and training oppor—v

., tunities currently offered and special serV1c§?§currently accept-

~-ing-youth into their program. . The stored data must then be

_+updated and- changed according to the flndlngs ‘bf this review

process. e : 4

: 4, _

Before all the assessment information 1s¢ana1yzed and sum-
dmarlzed,.th chool should conduct a survey of any exisgting
‘'placement as8¥fivities. éééals very likely that vepcational’ teachers
.are currently helping €tudents from thelr respective classes find
jobs. .The cooperative education. coordlnators are also pl cing
students in part-time jobs and prqpably are helping . them lnd
summer ]ObS or, full time jobs- upon qraduatlon. ' , :

It is 1mportant that these stafﬁ members be 1nterv1ewed to
determine such things as the extepnt of their placement activity,
.the community contacts they have established, the problems they
have encountered, and the placement procedures they have initiated.
Thig information is needed in order to coordinate the placement
service with these teachers' placement activities and to gain the
full support of these staff members. . ® . : '

Gain Board Approval ’ g RO . _ P

"At this pofnt, the information gathered from the assessment
surveys should be analyzed, summarized, and compiled into a ’
report. This regort should then be submitted to the sgchool board
.for inttial apprdval for establishing a, placement ser At
this meeting, thed board may also want to authorize the establlsh-
ment of an ad hoc placement plannlng committee.

lfbrm a Placement Plannlng Committee

_ Thq,placement planning COmmltt68°1S an ad hoc commlttee. In
otherxr- words, it is a temporary Pplanning tommittee that is dis-
solved once its deSLgnated tasks are accompllshed._ The commlttee

—_—
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- » membership should be representative of thg local community. It
(" should be composed of individuals from business and industry,
" and fraom the school staff.and admlnlstratlon.: Additional commit-
tee members may ihcludé representatives from employment agencies,
. placement services ‘in other school districts, the student body,
‘the d#strict guldance department, community organlzatlons, etc.

. The prlmary task of the placement plannlng committee is to
help determine’ the goals ‘and objectlves of the placement service.
. The data upon which these decisions will be made will basjcally
~ ' come from the, student and communlty assessment 1nformatlbn that
' was prev1ously gathered : » :

_ ‘The student”assessment data de‘!!bs:the size and nature. of
- the student population. Based upon is data, the committee will
help to determine what group(s) of., students the placement service

- will serve (e.g., all students, in the school, only senior stu- .
dents, students who are requesting a sSeccond placement after an-
unsatlsfactory first placement, adult students). The committee

'will also use this-data to determrne the types of services tHat:

.~ will be provided (e. g., placement: in all areas of the United '
‘States, placement only ih the state, placement in part-time and
summer jobs, and/or placement in military service training pro-
1grams) A word of caution is- needed at 'this time: The school
-administration.and the placement planning ‘committee should con-,

- sider the student's career statements and goals that were made
during -the assessment '‘process as tentative. These early state-:
ments and goals should only serve as guldellnes around which the

placement service may be structured *

The communlty assessment data will. help the planning commlt—
. tee determine the "community" area into which the placement
- service should seek to place-students. Based upon this informa-
tion, the committee should seek to answer que§tlons 'such as. the
following. .

1 e What will be the career’ settlngs to whlch the placement
. _serv1ce w111 limit its placements? - T e .

. -
|-

e Will the serv1ce actlvely seek to ldentlfy or. cfeate place—"
ment opportunltles for students'> . :

e In the case of college/unlver51ty and post- secondary bound

- students, will the service only prov1de catalog information
to students or will it make specific récommendations and- ‘
actively as51st in placing students in certain 1nst1tut10ns° '

.o What procedures will help the serVLCevkeep current on place—.'ﬁf
ment opportunltles? : :

. What practlces w1ll the scrvice use to assure 1ntegr1ty and
confidentiality of ‘information? : . _ .

o .
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e What policies willi the servige establish to avoid discrimina-
tory practices related to 'race, creced, sex, or age? ’

. . o e '
e What is the present employment pattern for the community?

; In addition to determining the goals and objectives of the
placemgnt service,: the other major tasks of;the planning committee
will ificlude identifying budgetary needs and sources of funding

, for the service,  and preparlng recommended procedures for" oper-
. ating the placement service. This data along with a “tentativer ‘
budget should then be submltted to the board of educatlon for '
review and approval

Establishing-the Placement'Servide :

vy

* Hiring the Placement Staff

The school principal or vocational administrator usually has
responsibility for hiring the placement staff. It is preferable
‘that- his/hér ‘hiring decisions include input received from the 7/
school superintendent, the district director of guidance. serv1ces,
and other school bulldlng admlnrgtrators.

The profe551onal staff of a school based placement service
may consist of one gu1dance'and coufiseling coordinator who has
authority over the service and a staff of one or more placement
spec1allsts. The number of placement specialists te be hired in
any school is usually Based on a rati6 of one specialist for
every 300 students. Secretarial/clcrical personnel are usually

. selected on the basis of one such pcrson for every two specialists.

' The coordinator and the specialists must be trained in guid-
ance and counseling technlques and skilled in.the area of student .
goal development. It is preferable if these people have training
and/or experience in. collectlng, 1nterpret1ng, and acting on ¢
1nformatlon related to. labor economics and manpower. utlllzatlon ’

and development. Addltlonal quallflcatlonﬁ should 1nc1ude‘ . Ly

¢
Oknowledge of current labor laws and fa1r,employment praétices

-knowledge of the vocatlonal program and the general educa—'
tional program -

o&mowledge of’ post-secondary educatlonal programs and oppor-
tun1t1es : .

SFS years of bu51ness experlence

e interest in students ‘and the ab111ty to develop rapport ‘with
them :

" 1]

a/- .. . . * . .
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e ability to speak and write clearly and conciseiy

e ability to identify, meet, and work w1th community resource
people and the general public

Placement Responsibilities of the Guidance and Counseling -
Coordinator.--In-addition to his/her guidance and counseling '
duties, this coordinator ysually has the primary responsibility’
of coordinating the actjivities of the placement service in such a
‘'way so as to accomplish the goals of the service. Major respon-
siblities for the placement service include the following. ;o
R .

° Establish a placement advisory committee comprised of commu-
nity representatives. > . g :

, ’i

* Provide leadership, direction, and coordination of the place-
ment functions. - , ‘ ' o .

0 Coordinate the placement service w1th the instructional ser-
vices in the school

-

° Coordinate the placement and counseling functions of the_i
' classroom teachers.

e Coordinate programs 'of educationalr‘occupational, and finan-
cial aids information. . ‘

'@ Coordinate a special4services referral "system.
: e & R

e Communicate information regarding student characteristics
and needs to' principals, ,teachers, and other school adminis-
trators. . L 8 ‘ PR

-
-4 ,

'.trCoordinate all follow—up studies. .
aVCoordinate procedures for the preparation;-use, and disposi-
tion of placement records.
rg4Superv1se qnq e;aluate the Placement functions 3 . ' r
a The Placement SpeCialist.;—é;eat*care should‘be taken whenr

+

_selecting a placement specialist. This person should have experi-

ence in wbrking with both business and school personnel and
should be able to relate to both students and adults. ° The poten-
tial specialist should: Have a colle 4 degree and experience as’ a
personnel manager or at least have ;g% internship experience in
.personnel inanagement £}

. L

[N

3Adaoted from Donald G. Mortensen, Allen M. Schmuller, Guidance
in Today's Schools, Second Edition: (New York, NY: John Wiley .
.and Sons, Inc., 1966), pp. 145-146. - .. - .

i ‘ ’ S
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The placement\spec1allst should be recadily avallable to all
students; therefore, he/she should be cmployed full time for
twelve months of the year and should have a flexible daily schede
ule. This person must be willing to work some weekends and :
evenlngs in order to be available to students who are not free
‘during regular school hours. A flexible schedule is also nceded
because the placement specialist should be available for public
activities such as specches, presentations, and banquets. School
holidays will not always be  holiday: for the specialist. Summer
vacation and some holidays will be his/her busiest time ofkthe
.year and the spec1allst should plan to be available during thc%e

erlOdS- /
. ’

. !

The placement specialist should be in his/her office on a .
scheduled basis for .at least a few hours every day. This office
should be in the school, if at all possible, and located in or
near the guidance department. It should be equipped with a desk,

a phone, a typewriter, shelving, bulletin boards, and furniture

for a small waitMng area. If your school has the funds, the
administration may wish, to allocate funds to tie into a computer
serv1ce for storage of student, business, and educational data.’

It should be empha51zed .at this point that an effective
placement specialist has a full and demahding schedule. . In order
"to best fulfill his/her placement functions, this person should
not have regular guldance.or teachlng duties.

Major duties and responsibilities of the placement spe-
cialist include the follow1ng

e Gather data on each student he/she is trying to place.
(Cooperatlon of counselors, tgachers, and administration and
the use of cumulatlve records are necessary.)

OCoordlnate'pre-employment c11n1cs for youth.

\

e Collect 1nfprmat10n on local and nat10nal employment trends |G

-and dlssemlnatc the data to,school staff and admlnlstratlon.
\ .

oMalntaln close contact through VlSltS, phone calls, and mail-
ings with business and industry resources to initiate and
promote the placement of students.

. Deveiop and/or obtaln job descrlptlons on all open pos1t10ns.;_

e Coordinate the development of special programs or opportun-
ities for students with special needs. . o

. Cdordinate, develop, and maintain current placement data.on_ L
employers, placemcnts, business-industry contacts; and ‘ '
employment records on youth cllglble for placement serv1ces.

- N -
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e AsSist in the development of visual aids and materials to be
used in school, bus1ness—1ndustry, and public functions.

: w#th genoral school-wide follow-up studies and’ §h the-
Mion of cob-op work programs. : “y

«Mlacement or referral services for early school
v»‘awr.;\. YO

~ e et
--Make recommendatlons for the development gvocatlonal "\
tralnlng gites in cooperation with the vocational teachers.

’

° Provxde school administration and staff w1th follow-up data.
. ASSlSt in pubL1c121ng the placement serV1ce.
‘e Develop jobg for youth where none exlsted before and/or in

ardgas of a partlcular company where youth were not previously
employed. 4

.

~

_« Select a Placement Advisory Committee ) \

.

It is suggested that:a subcommlttee of the vocational edu-
cation advisory council. serv1ng your school or a separate commit~- " .
tee be formed to work directly with the placement service. -The
function of this placement advisory committee would be to counsel .
*with and advise the school. regarding improvements to the place-
.ment program. The members of this committee would serve as
another school/communlty link to. help develop better relation-
ships. ‘This committee would have no legislative or administra-
tive authority; it would only offer advice. Some of the majot
" functions of this -advisory .committee would .include, the following.

) . ® Develop placement’ program phllosophy and clarlfy program
objectives..

-

'® Help evaluate the placgment program and $uggest improvements.

e Help f1nd career opportunltles for students.

Ll

® Act as a soundlng board of community oplnlon regardlng the AN
placement program and the educatlon program.

@

o Support educatlonal leglslatlon.
| o Serve in a publlc relations capacity by rnst;tutlng better
communications among community agencies, business, industry,
labor, and school personnel. '

. AL

! -

.

' -
« 4%Adapted from Raymond A. Wasil; "Accountability, Communlcatlon,
Coordination, " (Akron ~Summit County Public Schools)

-



e Help verify the enployment needs of the community.

e Help identify and secure career information and community
‘resources. . . r

Support Activities’

Publicity Program
LY

Thé entlre staff and administration of the school, and the
placement advisory committee have responsibility for publicizing
the placement ‘service. Before any publicity activities are ini-
tiated, .representatives of these groups should meet to formulate.
a coordinated plan of appropriate promotion strategies and tech-’
riigques. This plan should be deslgned to have an impact upon an
identified target populatrbn in the school and the community. It
should also be designed in such a way so as to be an.on-going

program which remains consistent and has maximum impact. The -
‘types of publicity activities that 'should be identified in the
plan include the -following.

e Prepare news releases and radio- spots.

e Prepare tapes and audiovisual aids to be used in presenta-
tions to school and colmunity ygroups.

e Give preséntations to community ‘civic, labor, and business
organizations. ' '

‘e Distribute letters and notices to potential employers.

‘eWrite and &;stribute informational ‘pamphlets and booklets
about the school and the placement servicte. -

e Communicate reqgularly with students by speaking at club
meetings, writing articles for the school newspaper, posting
- job openings and other notlces on school biﬁle in boards,
etc. . .
7 -
tCommunicate regularly with parents through PTA meetings,
newsletters, and personal visits. g

Orientation Meetings

- Orientation or pre- employment meetings should be conducted
on a yearly basis in order to aid students who will be soon _
seeking part-time or full-time employment or further education.
These meetings can be used to help students become familiar with
the placement serv1ces and devwlop effective job-hunting skllls.

1
" Before plans are’ undertaken to organize these meetlngs, it

~.s J.mportant that the placement personnel, w1th the coppenltlon

-~
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of teachers and administrators, survey the student population to
identify job secking skills which students feel they would like
to develop. Once these skills have been identified, materials
can be assembled and/or developed to help students attain compe-
tence in these skills, and oricentation meetings can be organized.

The placement staff, the guidance and counscling staff, and
the teachers should be responsible for organizing and conducting
the orientation mecetings. It i3 suggested that these individuals
hold the meetings with small} groups of students who have similar
needs, 1nterests, and/or careecr choices. Discussion and activities
mi- ht be centorLd around topics such as "How to Complete a Job
Application," "llow to Interv1cw for a Job," "How to:Develop and
Write an Effective Résumé," and "Employer-Employee Relationships.
Topics might also be presented which would be useful in helping
students asscess their skills,. interests, and abilities.

In addition to assisting with group oricntation meetings on
a scheduled basis, the placement specialist should be available,
during the school year for individual orientation meetlngs thh
. students who have special needs. It is also advisable that ™
he/she give individual re-orientation service to former students
seeking full-time employment or change of employment after gradua-
tion. These former students should receive the orientation ppxqr b
. to an interview with a prospective employer.

Addltlonal’quportlng Activities

The placement specialist, in conjunction with the entire
school staff should do everything possible to prepare students
for earning a 11v1ng He/she should work with teachers and
administrators to incorporaté additional supporting activities
into the schopl program.- These activities should be ‘tailored to
meet the needs of the school Suggested additional activities
are as follows. = v .

e Include a lesson on resume writing in the thxrd year English
classes and require students to have a resumeé wrltten and
filed with the school by the end of the year.

- Include instruction in the economics classes on topics such
as-social sccurity forms, \payroll income taxes, and income
tax returns.

Al '
I

-

e Conduct career days so that students can talk to members of
business and industry.

° Place a want-ad bulletin board in the school ‘cafeteria or
some other central location. » :

. * ) \
. L
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Evaluation of the Placehent Service

_External Evaluation _ f,- ) SR

The evaluatioéréf the placement service, in terms of the
quality of its servige, is a diff 5u1t task. ”" This evaluation is'
“usually conducted thrbugh the~use ©of small scale.follow-up studies
that are deaiqned to gather'specific inférmation fwrom students
and employerl who .were_ dﬁ:ectly affected by~ the placement servicges.

These atudies afb ‘generally” coqduoted by theﬂplacement spe-
cialiat shortly after students have been placed in a job or in an
educational program. The specialist may choose to send question-
naires and/or to interview these individuals. ' Questionnalres
designed to elicit responses about the. quality of the services
and to gain suggestions for improvement of the 'placement service
may be mailed to students and employer#.. The placement staff may
' also choose to interview some former students and/or employers.
These interviews will help the’ placement staff deétermine if ..
former. students are satisfied with their careers and feel they
were properly placed. , It will also help them determine if
employees are satisfied with their employers. The .results of
" these studies, along with apy specific recommendations, may then
be shared with the school  administration, placement advisory
.committee, and/or any commlttee established specifically to
evaluate the placement servxce. .

These f6110w-up dtudxgs, cOnductag only for placement. evalu-
ation purposes, should not be confused with the follow-up studies
conducted by’ the entire school staff in order to improve the
total educational program. A discussion of overall program’ \
follow-up studies and thelr purposes is found in Learning Exper;-
ence. II of this moduleﬁm

e

.Internal Evalaation- . ,3“gi S ,
IR B .o -,

The internal evqlqatxon of the Placement- service enconpasses .
two major purposes. -The first purpose is to attempt to- -compare
the actual results achieved by the pla/ement service with the
intended results. A second purpose of this evaluation is-to
determine whether the intended results were adefuate in- arder to
properly serve the. l;udent clieritele. The results of t ‘
interpal evaluation should form ‘the basis for establlshing sub-

sequernt goals ‘and ob)ectivea for the servxce-

. It should be remembered that thls type of evaluation should
be a continuous prqQcess so ‘that. any potential problems c¢arr be
readily seen and analyzed, and- ¢orrective action taken’ as required.,

) . ’
~ L .- - - o
‘ - . ! -
,
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In order to securce this informatién about the placement

‘service proqgram, an coffective cvaluation needs to answer many
questions including the following.

e How is the placement service affestinq student behavior?
. : < :

. o Are more students identifying with sound carcer goals?

PR .
. ’ - . R + l
e Is commun1ty'boopvrgtion ymproving? ,

¢ Is the placement scrvice mecting studont necds?

® Arc employers satisfied with the employeos placed by “the
placement service? :

e How can the placement service be changed to better serve
students? ' -

-

e What is the relationship between the number of jobs available
and the nuémber of students placed in those jobs?

e Is there a reduction in the.number of dropouts? :
™~ . ' . _ . _

e How has the placement service affected teacher cooperation
in incorporatipg pre-emffloyment and carecer orientation
activities int “the cla room? . . 7 : o,

L
° How has the placement service affected co-op teacher involve-

- ment’ ln )ob development and placement activities?

Most schools do not have the budget. to hire an outside con-

sultant to evaluate their placement service. Therefore, respon-
"sibilit or placement .evaluation often falls upon various _ )
members of the school and/or community. Several alternate ways '’
of evaluating the placement service are available. Outlined
below are three workable'approaches. .

e Use of Ad Hoc School Commlttee.——Thls commlttee would con-
sist of teachers from’dlfferent areas, one Or moré coun-
selors and administrators, and one or more senior students.
Members of the’ placement staff would serve in an 1nforma-

. tional qolc only. . - . _ . v
d' con-

e Use of Ad Hoc Advisory, C Committee.--This committee woul,
sist of one or two members of the regular placement’édv1sory
committee-, if one exists, former students, employers, and,
parents. Members would be appointed by the school board on
the recommendation of the administration. X

‘OPlacemént staff ‘Self Study.--One of the placement specialists

would be-.-agssigned to make evaluative studies and work under

the direction of the principal or the q’zcement advisory °
(o] cted and analyzed,

cmlftee. Aft_el‘ data had been c _
R A ; . _
. ‘- . N v "~
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it would be presented go the school administration tor study
and approval. The final recommendations would thén be 8sub-:
mitted to the bonrd for approval and action.

It is sugqgested that an uffuctive evaluatlon of the pIACumont
servicn should cover the following major arcas.

Quali;y of teacher and administration support given to the
placement service :
-~ &

e Does it have administration, teacher, and curriculum sup-
port? ~ '

e How do you know that it has support?

Organization of thc'placemcnt.service

e Does it mect sipdunt neceds and characteristics?

e Is it .structured in a convenient, workable, and acces-

sible manner?
-

N

e Does it provide orientation to school, staff, community,
~and students? C .

b

.

e Does it try to maintain’ good pubiic relations?

’ 1

Actxvxtxes of the placement specialxst ' o

‘s Are they readxly avaxlable to students?

s DO they adequately perform their functions and respon51—‘
bilities?

Student record-keeping system
s Are appropriate records kept?
.- e Are records kept up to date? ,

Information services . .

-

e Is there an adequate supply of career information (voca—
tional 4and educational) for student use?

Physical facilities A, . ; o

"!‘- L e _

i

' Are*théy adequate?
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7
Successes of the;g;acement service

‘e Has the placement service had any p031t1ve effect on stu-?

s dents .and curriculum merovement? T PR g 5- '
T },o ‘What percentage of students exiting school was helped by

' ~ ‘the serv1ce° : . S . ,
< R ' ‘ ' . . :'., e

‘f.A -tVWhatvtypes ‘of placémentrservices were prOvided?a;'

° B - - L . . . . . . :' e’ ' . .
f?ﬂﬁhplacement service evaluation form is given in. Sample 2.
. . K ) E . . . i r . . i . e -
". . .. ‘ N .. . . -
S S : : °
-4 . For spec1f1c information on how. a placement serv1ce
Optional shonuld functlon, you may w1§h to read the follow1ng

S book (discusses the respon51b111t1es of the placement.
~’ SpeCIallst and ﬁresents various forms and question-
T ~ naires that he/she may use) Was;l, Job Placement
(discusses and presents® reports used by the placement-
-specialists; forms -and procedures used in identifying
‘'students,- and in working with business and industry;
- and activities undertaken to help students prepare
y for careers); Wasil, Pre-Employment Model (présents a’
. ~womplete package of procedures, techhigques, and -foriis.
‘for use in establishing in-school pq?—employment
clini¢s); and/or National Association: for Industry
--“Education Cooperation, Placement Servicgs: A Training-
Manual (presents a rationale for establlshlng a place-—
‘ment serv1ce, and discusses how to organize a place—
ment serv1ce¥and find jobs for students)

'Al‘-!-vﬂv"f references: Allen, Job Placement Coordinator's Hand- |

»

2.

- . .., M .
. 2 N - . i

, & N_ You may wish to arrangé ‘through your resource person
l SN ‘to meet with a vocational administrator and/or place-~
' Optional - ment speglallst experienced in working with a place-
Activity ment- service. You will need to contact this person
-‘> to explain the purpose of your v151t and to  arrange .
..l .the best tlme for this wvisit. At this meeting you
»may .wish to discuss tOplCS such as his/her experi-
I .- ences in establishing and working with a ‘placement -
R service, procedures for ‘establishing and oberatlng a
- "student’ placement serv1ce,‘and,£orms used by ‘the
e .placement service. , e o : v

LA
<

-

N .. . :
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SAMPLE 2

EVALUATION FORM FOR A PLAC'EMENT SERVICE

-

Administration and Teacher !

) %upport

A.

]
.

“w
’

Thi- adm\nlwlrallon provides
luddcrshlp and a coopera=
tive atmosphere in which

~the placement service’ can
function. :

& .

. The administration has .

established definite
policies and providus
sufficient funds for- them
to be carried out.

S
There is cooperation
among the placement staff
members and each feels
that they must work
together in order to
achieve the basxc obijec-
tives of the’ proqrdm.

Teachera'aid the-épccxalf
ists by contributing to
the cumulative records,
referring students to the
specialists, and assisting’
students to gain addi-

tional educational and ', .

occupational information.
R T

Support which allows the
placement service to be
an integral part of the
educational program is
given.

»

Teachers incorporate activ-
ities into the classroom
that will give students )
jpb huncan skxlls. f

urqanxzatlon ot the Pldcement .

Service .

A,

i

B.

L.

The Servicc

-

. The placement service is .

functlonlnq under Ldentl—
fied goals and ob)ectlves.

The placement ‘service is -
striving to meet these

_.qoala and ohjectives:

Thése goals and objéctive
are hased upon identified™
student and community needs

‘and characteristics.

\

The service 1S accessible

to all student® roeyuesting
placement helps

has definite

~and continuous methods for

. self-evaluation and improve-

ment . [

t'. The placgmoent service pro-
vides for an appropriat.
spgcialist-student ratio.

.

-~

Quali;xﬁof Act1v1ly

2,

Excellen;

Poor .

R .

1

‘Good JFaxr

(I

-

P e
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——— i -
N (T . : .1 Quality of Activity .~
T o :L.v_ A . - Excellent  'jood ﬁél!“_ﬂﬁér __Comments
Coe 4‘. : . - o : - .
.G.Y Arrangements have been made : . o . o
. for spegillists to have time 13 b B I (1 - . ;
to perform their services = & o ST A o T
and for the students to - - e . .
visit thcm during the day. ’ T o ~ : o
. - ' - ' ) : ’ - S
H. Adegquate clerical assis- = . - Lo ) Tt R RPN -
tance is provided for the " 17 ] ] : .
placemcnt seryice. ) ) . v L
‘ . . - ] 5
: 3 - . .. " ! : . ) .
I. The service provides orien- - : o - : “
tation or pre-employment . J . [ J 7 ‘ " _ |
meetings for all students. : - : ) . -
J. ‘The service aids in school. A P ’ o ‘ ' : N
staff inservice tralnlng o 1 (] {1 - o : T
: meetans. . ‘ - : e o .

oo %
Km The service utilizes the

help-of a placement adwi- =~ - (] "  [:j 1 ] S RS

'SOry commlttee. ’ . ] . . . . e o -
L. The service has availible ' ) ' S T - h
a ‘supply of materials and - [ (] M Ej . - .

audiovisual aids on thc . - - ) . .
placement qervnce. . . ) i

Actlvntxes of the Placement . _ .
‘»Specxalxsn o . , . : . . : )
. ' e . T o B o
‘A.- The. placement specialists" : - : - '
are in the office on a N J 0O -0 S

scheduled basis.

B. Speoxalxsts maxntann even- . - ‘ o i

1ng\offxce hours. ' - I:] - [*] r__]

-
C.. Specxalxsts are. available . . \ "_. L -_ }
on -a. scheduled basts during | J 1ij ] - R "

]

" vacations and holidays: " . &

D. Specialists maintaih close . . o L
,contact with post- svcondary - [1 ...073 (I
S .schools and’ collcqca._ RS P .

E. Specxalxsts maintain close - ‘ L . s :
cohtact ‘with employers and = - R E I R N A \\;:{”1
_actively secek job oppor- . . . . K - et r ot S
tunxtles for - studontc.-' T o )

P. Spec1a115ts seck to develop . C- ) - - .
‘jobs for .students where-none ] £ I 0 - e . . Cn

~ ) .-

existed beforec. . . . . - A : . . .
. - . . -. ) ) . A Q_

‘G. ‘Specialists visit students

‘at theii " mployment sites. -1 ‘ [:] N M

H. ' Spec 3ts visit homes, if, . e . : .
necessary, to discuss career O ] i i
and¥or educational plamming ' - : .

% thh parents._ ) ] _ ' R

. ‘ . ;

L. 'Specialists cooperate with . . ] . ) : _ . . .

~. placement-related agencies ] 17 (7] (1] :
and special necds rvarrnl' ' .
agencies. e - L _

"

oo - _ .

J. Sgccxallsts enqaqc in con- | . . . .

tinuous professional . 1 ) [:l 3.
studies. ) T : s ] ‘ :

" N - . ) -‘. . .

- K._,Spccialist% agsist with' : ) . Sy

publicity activities. ] - ] 7] L_?f”, °

\‘.
.



1

Vv,

S

Spoecialistys wirk-"'with voca-
cat ol
Joby traanineg sites,

1.,

Sspecialista D scuss with
Atudenty the actual duties,
redquisement s, and oppor- -
tunitied of Hjewitic jobs
the stuitent may be applying
fuy, : i

M.

X
Speciallsts perform oduca-
tiondal placemnt goervices
for students, '

N

Spedtialists maintain -
accuraté stud«nt follow-uy”
‘records and assist with

follow-up studivs.,

[N

Srudent Recard Keeypilng
.. . &
Individual inventory infor-
mation, adequate "in-naturse
and current in.content, is

-available on, and used to
place, edch student reguest-
- ing placement service.

AL

B. Individaeal inventQry -

- records atre kept 1n .a cen-
‘tral location that is
easily accessil:le to all

school staff.
. Records are mainta¥ned bon -

.registered for plécement
services and_thaelr current
status., oo

. rl . Lo .
Reécords are maintatned on
'th'L? humber of students who
were placed and 1n what
areas. . )

D.
Al

‘ - . 7
E.» Records are maintalned of

areas 1n which studoentes
cxperLcnced’dirficulty-in
o berny placed, ) .

.. ANl records are kept up to
date, compact, usable,
datedy and oraderly.

¢ . : )
Arraniements. are made and
. enforged to Control the uge:
of confidential information,

INfOrMAT LG Serl Ve s:

Informactional publications
provide up-to-Jdate occupa=
tional, educational, and
recreational tnformation
for studthent us.:.

Y .- - -
This 1nformation 1\& popt” O F
' a sfac1fie locatjon that,
is caslly acensible to
stud.nts, -
» -

A

Loschiers to develop

thé number Of. students who_ -

A Y

Lo _Apiality ol Actavity: s

Excellent Gond Pair 1Poor

comments
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VII.
f

(AL

C.’

»

New 1nformational publica-’

_tions are constantly being

_sought and nhtolnod.

HE

Placement Physical Facilities

The p}acvmént office is

- located in or- near the

guidance offlco

The placement office is
‘easily accessible to
students.- , .

The hlébemcpt office is
~equlpped with' suitable

 furniture angd supplies.

A small waiting arca is
provided for stiidents,
Conveniently located dis- °

play spacce is provided for

placemcnt inforMnttona

Successes of the Placnment
Servxce,

A,

The. placemont service has.
helped to reducce the number
of dropoufﬁ. :

As needs ‘have hvvn dontl—
fied throuqgh placement
counseling, the curriculum
courses have been revised,
developed, and improved
accordingly.

There is vvxdencé that the

placement service has helped -

studendts make sound career
. 'S . .
Ch?lC( o
There is a demand for
‘increased and xmproved
plagnmwnt serv1cos.'

.

Qunllty of’ Act|v1§y

L3
[

Poor *

Comments

T EXcellent

Gogd.

]
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The follow1ng items check your comprehensxon of the
material in the information sheet, "A Student Place—
ment Serv1ce," PP. 7-38. Bach of - the six items

parts of each item. ~ - - . . -

- .. SELFCHECK T

You are a vocatlonal admlnlstrator in a small school that
has recently decided to establish a placement service.
Ms. Brlckman, a vocatlonal teacher has Jjust made the fol-
low1ng remarks to you: s

I'1ll be glad when. our placement service is operatlonal

-

"and somebody else is worrying about placing these . kids. .

I’ m tired of assuming placement responsxblllty. Soon
we'll be able to drop the whole busiriess in the lap of
a placement specialist. She or he can place our stu-
~dents and then we teachers can forget about them'

How would you reply ‘to th}s,teacher?

‘You are- preparlng to leave: for the day when Tom Wyman, a
.vocational superv1sor, storms into your offlce., He is very

upset because he .can't see why the school should spend so

much money to establish a placement service. "After all,” =

he says 'isn't that what employment agencies are for’
Aren't: they supposed to find kids johs°"‘

What reasons- would you glve 1n support of establishing a
placement ﬂservlce‘>

- -

. requires a shart essgsay-type response.. ‘Please explain
fully, but briefly, and make sure you respond to all

-



N ‘e

. T ‘- : : o
. 3. You have.been assigned to oversee the establishment of the

. . placement service. Outline and briefly explain the steps .
“that will need to be taken before the service will begin to
function, This will include all”activities up to and includ-—
ing forming a placement advisory committee. '

) : ‘ : .
Y . . . .
:

+ 4. You and the guidance and counseling éoordinator have just
finished interviewing the first candidate for the placement

specialist position. ¥ou are trying to decide whether to .

4 hire the ijinterviewee, Mr. Weiscnback! *He had a pleasant -
' personality and you feel certain that he will 'get along with
both the students and the _staff. You also feel  that his
- friendly, outggoing nature will be an asset in his,rglatiOn—,
ships with emplbyers.‘f : '

w~

‘pharmaceutical ‘company and is currently the personnel manager
for the same comgany. You feel confident about his experi-
ence since he said pary of his current job responsibilityes-
include Miring employees and working with infogmation rg¢lated

. to labor economics and manpower utilization. “Asyyou are
thinking about Mr. Weisenback, you suddenly remember a
parting comment he made. He mentioned his wife was a teacher,
so working in. the pladement department would certainly make
their work%ng hours veryrscompatible. oo ' .

Mr. Weisenback\;;artedshiscareerin“personnelfworkwith a

Are you_going'ﬁo hire' Mr. Weisenback? Why or why not?

& | | ¥
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Identify ;ome,activiﬁies that ybu might"propose.bé initiated
, to orient students to the placement service and to the career
'« world. - . S ‘ v -

(%]
.

. -

you wish to cover if you were asked
Identify at least two

r

6. What major areas wquﬁp

to evaluate the placement service? %
guestions that will help_you.to,evaluate-each.area.

v

LR 4 ~ '
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- % . . . - r 4

Cbmpare your written'rebponses to the "Self-Check"
with the "Model Answers" given-.-below. Your answers

need not exactly duplicate the model r ' ;: how-
ever, you should have covered the same major. pomMgts.

L g

_MODEL ANSWERS '

his teacher's attitude. To be effective, the
ervice needs the support and understanding of
both teachers and- admlnlstrators. This teacher does not

to change

Ks_a schzjt administrator, you have a respon51b111ty to try"
s

" understand. that the placement service should work with her

and other teachers to place students.' In addition to other
,respons;bllltles she should help the serv1ce understand her\
-students'rabllltres, aptltudes, eté. - .

Iy

You should explain to Ms. Brickman ‘that the school has a
responsibility not only to place students in a career. .The

responsibility is much more extensive than that. The school

staff and the placement staff must work together to prepare
students for a c?regé, ‘whether jdb or educational. This may
include helping /students clarlfy their goals, explore career

'alternatlves,'and/or develop job- huntlng sk111§. _

By the same token, the school should not. Just forget about
students after they are placed. These stwmdents and their
progress in their careers should be noted and recorded in

,order to improve' the curricular program and the placement

service.: The effective placement of stuzents can -be accom-
pllshed only as a result of school -wide amwork and coopera-

tion.

Tom "'Wyman needs help and. an or;entatlon to the placement _
service. He needs your help in understanding the importance
of .the school accepting responsibility for placement of its

;students. You should explain to him that his government has
even stressed this’ respon51b111ty by pPassing legislation to

support the school's placement efforts.

You should also tell hlm that the school is really in a

" better position to match students. to careers. The school

‘has a better understanding of the. individual student's

aptitudes, abilities, and interests. It .can help the:student
make a knowledgeable career choice and then prepare him/her
for this 'career. This interest and support on the part of
the school can ‘help to alLev1ate some of: the fears a student
may experience durlng the tran51t10n from schodl to a career -
and can help to - give hlm or - her a feeling of confldence. '

.

Tt



. This sincere effort to place students in appropriate careers’
- can have ‘a tremendous impact on the'way the communlty feels -
S about the school.\ The community can take{ pride in a school

. that cares about its students and attemp#s to {smooth the
. path" to .their future careers. This effort: te£ls the commu-

N nlty_that the, school feels .it is adequately pr paring’ stu-

i dents for careers and wants the educational program to strive
continually to~ prepare them for life out51de the school .
enV;rquent. - L

‘3. Your outline of the act1v1t1es that should take place before

+ the placement service can become operat10na1 should.lnclude
: ,the following items. . v A

I. Galn support of top school admlnlstratlon
. (We can assume that this has already occurred 31nce ,
you have’ been a351gned to oversee the. estahllshment of -
.the service.) _ s S

. - II. Assess the school's placement needs
' - (This assessment procedure should include comprehen51ve
surveys conducted to determine student and community -
needs and characteristics. ‘These surveys may need to.
be approved by the board of education. _ . L

»

' A. Student surveys

-

. each student cpr ins all the necessary information
© . and that they are Xept up to date. You should akso
" help to desi a Student Planning Queéstionnaire to

determlne s udent career plans and student needs.

You -should ﬁa,e szze that the permanent file for -

‘B. -Community surveys

You need to survey the community to determine what
resources are available and to-gather extensive ., .
"information a t educational, occupational, and
referral servyices opportunltles. In order to
N , _gather this /information, your outline should
-t . .include pr visions to make use of personal: con-d‘
tact, tele hone, and mail surveys.

()

ITI. Gain bpoard app val : A - ' .
- (All informatioh obtadined from the¢ surveys should be
compiled into a report ané forma ly presented to the
board. After galnlng their approval for establishing
a placement service, you should gain their approval to

_\form an ad hoc placement plannlng commlttee )
J‘.-‘

IV. Form an ad hoc planning commi ttee *
(This temporary committee should help the school to
determine the goals and objectives of the placement

- ‘[.
o , 44 L= o . :
ERIC - - - - - 50 . o
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-service, who the service will serve,-~the limits of the
geographic area that students will be: placed in, and = -
- placement policies and practlces that the service
.should observe ) . .
... . . V. Hire a placement staff
- " (You should determine.how many placement spec1allsts
; your school should hire based upon a ratiqg of 1 spe-
s+ cialist per 300 students. You will also need sécre-
tarial and clerical staff to support the professional
J/staff and ‘adequate office’ space for the entire staff.)

'VI. Form a placement adv1sory compittee !
(A permanent committee should be establlshed to ad%lse~
“the placement staff. They will also serve as another
link with the community and may be ablée to.offer assis-
“tance in the actual placement of students. -

4. . You would probably;ie acting very w15ely if. YOU’&ld not hire
Mr. Weisernback. ' It's true that his personality is an asset
and he has business experience that would be of great benéefit
to the school and to the placement function. However, there
__are two things abput Mr. Welsenback that should make you wary
of h1r1ng him. ° .

~ v ° P

. First, he does not have any work: experlence in a school -
. ‘environment. He may have little knowledge -Qf .the. educa-. . -
" tional program structure. He may have dlfflculty under— ’
standlng the problenis -and concerns of a student wh
" paring for a career unless he has a son or daughte
-‘own. His knowledge of post- high school educational ©
tunitles,'referral services opportunities, flnanc1al aid
programs, school policies and procedures, etc., would be.
‘very limited and. would probably hlnder h1m 1n fulfllllng hlS
glacement respon51b111t1es., N ..

-
1 B

becondly, you should have been concerned about Mr. Weisenback s

last comment. 1t very definitely sounds as if he assumes
that a placement specialist keeps regular school hours. : .
This is not true! A specialist has to be avallable when hi's o

clientele will be most likely-.seeking placement services.

. This means working after school hours and during some vaca-
-tions and hdolidays. Also, the pLacement specialist needs" to .
serve in a public relations capacity and- this resp0n51b111ty
would require Mr. Weisenback's attendance at varlous school
and community presentations, banquets,. etc. :

:
=R

5. An important part of student orientation té the placement
service will be the orientation meet1ng§ scheduled speci-
fically fpor this purpose. Thase meetings "should be scheduled
on a yearly basis to aid studcents who séon will .be seeking a-
job. These meetings should b« planned to explaln the place-
ment services prov1ded and to help students galn job- seeklng
skills. : . . . ; A ' . -
45 ~ -
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The educatlonal program, itgself, offers unllmlted'opportun—'
ities for teaching students the skills they will need in
order to progress up.the career ladder. Many learhing
activities can’ bé incorporated into the school's program.
For instance, students can Be required to have a rsumd .in
K thelr ermanent file by the time of their graduatioh. These
" résum€s could be written in Enqglish classes with the help. of W\
. teachers. Appropriate claSSszbould provide instructioen. in .
"job interviewing, good groom' , Btate and national tax ..
structure, federa} 1ncome tax retyrns, marrlage. JOb appll— '

cations, etc. qgf . .

o ‘the ~school could nitiate career days to familiarize studen¢§
with job and educatlonal cpportunltles. These career 'days
also prOV1de studqnts with an oppértunity to meet different

.- -employers and vice versa. This contact could be of. great_J

‘ beneflt when the student 1s looking for employmentt

-\

6. You should Jave 1dent1f1ed the follow1ng major areas.f'

,oQuallty of support q1ven by teachers and admlnlstrators

i . ® Organization of the piacement serv1ce LI
iOActivities of the‘placeﬁent speciaiietS'
.oStudentireqdrd—&eeping'system , .

e Information services

- e Ade acy of/ﬁhysical facilities» ' : | .
. s .

the placement %erv1ce‘
You should have 1dent1f1ed at least two questlons under each
of the evaluation areas.” You may wish to review the sample
evaluation form,- pp< 35-3% to check for addltlonal questlons
“'you may have 1nc1uded /

\
- .
. - /

LEVEL OF PERFORMANCE: Your completed "Self-Check" should have

- covered the same major points as the model responses. If you
missed some p01nts or have questlons about any additional points
- you made, review the material in the information sheet, "A Stu-
dent Placement Service," pp. 7-38, or check w1th your resource
person if necessary. '

.® Successes




| ‘Learning Expérience . |

-.. R N .

omplet:mg tl-de requlred reading, demonstrate
edge of the steps and procedures 1nvolved in .

Enabling °

uctive 4 .plannu\g a. student follow-up’.study. i

Y.ou 'wi)l be readlng the 1nformatlon sheet, "Student

Follow—up Studies," pp. 49~70 Sl )
'_ LIS - - - . e s ~ i ':
N L '

You will. be wrltung your state department of edu-<
‘cation for information abgut follow-up study pro-
: cedures, and’ for reports .that may be required by

°

* -your 'state. : , _ : C e -
SR : - ‘
" " You may wish to ‘read the supplementarye references
{ S Paul, A Wlal for Conducting Follow-up Surveys Oof
_-& Optional - . pPormer Vdcational Students; Bryan Independent
-_‘.\""'"_‘f ' School Bistrict, A.:8tep-By-Step-Procedure for ,*: -
. ~’ Implementlng a Computerlzed Follow-up Systetn
‘ . . _ . ,_’ _ B q- . . . 4‘-;.'.’—{:2:‘ . L e P - . "‘
Tt - - vooT e -
| B - E N o "- "\ ) .. - s,
- .. You may w1sh to interviéw: a vocatlonal adm:.nlstra—
Optional tor who is experienced in .(;oor.rdlnatlng and super—
Acgivuy-'> vising follow-up studles.] e
- v ' - |
- “,“ ————— T T 0T e EonTnEeE
E - ' .) [ .
| o .
47 ' ' ]
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R . : T _
You will be demonstrating knowledge of the Bﬁeps'-
and procedures- involved .in planning & student .
follow-up study by completing. the "Self«Check ;™

pp . 73_74 - ’ . . -
e i . . " _‘1
s ‘ ’ + s ’ d -
\ e . . - :
- . s - r e . RS . »
8 : - : re
B - - v *

-_Ybu_will-be eValuatihg ybur cémpetqnéf'by céﬁb .
paring.your completed "Self-Chetk," with the :"Model
- Answers,;" .pp. 75-77. _ : - A
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o For ‘information on.administrator responsibilities for
- follow-up studies, and the procedures.and techniques; -
‘@ for plapning student follow-up studies, read the fol¥

Auti\(utv
e ‘lowing information sheet.
_ . ~

' STUBENT FOLLOW-UP STUDIES .- '

0 _ -

¢ R S

-

. _Student .and/or employxgr follow-up studies are conducted :
regularly by nearly all vocAtional schools’as onegpery important. =~ ¢
,means of evaluating _instructional program effectreness. While 4 _
. you as ‘an adminis@rator will seldom, if ever, conduct follow-up = -

studies yoyrself, you are likely-to be responsible for initiating -
. such studies and supervising Ehose responsible for carrying out' .

the studies. ou will also have responsibility for helping to,
.analyze the stiident afid employer follow-up data, and to make pro-
.gram improvement decisions based upon study findings. Major -

. respongibilj y for organizing and conducting the. follow-up '
studies will usually rest with a guidance counselor or some other

P

staff member appointed by the school administration.
) . . 4 . . - . . - :

-
- .

. & Co
What_is a Follow-up Study?

- . A follow-up study is a procedure that 'is initiated to col- -
"lect data from or abo individuals after they have had similar

or comparable experiep'es. "Follow-up" implies the collection of

. data about something that has already taken place. 1In a schook
- follow-up study, students are asked td’reflgct back on how an ‘

. educational program either prepared or failed to prepare them for .-
future"carberq.'QT§E§following information refers to planning and -
conducting a compr enSivg,student-fpllqwfupjstudy.;-Suchvagétudy
usually -includes securing informatioh.from the employers of

former students as well as from the students themselvey, This
jnf6rmation can bé extremely useful in developing and i ving .
- the educational program. . o Cw N
'Why Conduct a Follow-up Stud;; R : e

, . . . = L R . M .
R The school's-decision to conduct a follow-up study should - -
- evolve from the objectives of the “total prog:dmféyaluatibn effort. -
Once the objectives of thisg effort have been determined,: the’ )
-#chool can proceed to identify the kinds. of information needed to
" .answer questions about how well the vocational and general uca-
tion propgran- objectives are‘b ing achieved. Several technffues
and procedures may be necessar to collect the information-ndeded:

Follow-up studies, however, ‘should never be viewed,as the orly" »‘i
method of evaluation. . = . < e o : : . -t
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Baalcally there are two types of fbﬁdow—up studlesd%hat can
be conducted. They are short-term (cénduc ed only once for a
group of students) and 1dng—termgTCOnduct ‘more than once and at
predetermined intervals for a group of stdents in order to cover
a' span of years). 1In order to gain more ‘accurate and complete. ‘
information for program improvement and development (which can
only be done by f@llowing .students' career paths,) your school
shduld,plan and confiyot -long-term follow-up stud ST - <

Generally, long~+£term follow-up studies are used to obtain
"information about the extent to whith the objectives of the edu-~
catxonal program arée being met. They are also used to, identify
program changes that may be needed. For example, a follow-up
study may reveal .that metal—worklng students ar¢ finding it
difficult to locate jobs 'in the community. Employers explain
that they need people with not only sheet metal training, but

- also air conditioning and electricity backgrounds. Based upon

. thHis information, the school may choose to combine or otheérwise
modify programs to prov1de students with the skills needed in Aall

'three areas. . )

~

-

Long-term follo@aup studies also serve a very useful purpose
\ in eliciting reactions from former students and their employers
“-. about. how well the vocational and general education program pre—
pared them for entry-level employment and/or further education.
Tmportant information may be obtalned about questlons such as the

follow1ng.

-

)

e What school tralnlng was 1mportant to them?

e What school tralntng was. unimportant? . | o <

they have?

I

e What suggestions for 1mprov1ng the educat10nal program d .
: : } ;

L

: some of the major reasoni”or conductlng lbng term follow-ug ‘
studies are: :

~

i

e to determine the rela;ionship between former student job
perfoﬁmahce and the trainimg received in school

e to determlne what tralnlng and. educatlon future employees
'w111 n dg ﬁ_;_ﬁ_ b

1

' e to detklw%re the opportunities in'thefcommunlty for‘leb

y aE;anceme t . N
- ‘e O determine how satisfiedfformerxstudents are ;n:theig
. ., careers " . T Cooy LT :

S o‘tOld termide  how sﬁtisfiedAempl ers are wlth the woerk of
£8rm @tudents e o




p N
» : . ‘. * . . ‘ \‘.
e ‘to determineé the number and kinds of employment which former
studentwlente ed locally and regionally on a part-time or
full tlme bas N _ . ‘ | -

Ce

-

.

-
o to 1earn the extent to which former vocatlonal students have
made use of their vocat10nal training R

- ® to discover the geographic.mobility of students ;(T\. .
;*to dlscoVbr the extent of occupatlonal moblllty among former-
. students ' A L : : .
C . Ty

s to obtain 1nformat10n from former students as to the. adequacy
“of their training -

»

e toO ascertaln why some fprme students dropped oht-befOre
" completing tralnlng e : o o T

. y6~determ1ne how’ the school could be &6f further assmstance to
- the former students relatlve to counsellng, tralnlng, and/or
placement I :

. ~
f -

A v

° to dlscover the extent to which former students are taklng
~ advantage of available post—secondary and - adult occupational -
,and educational training opportunltles :

P

Q to determlne the. occupatlonal and educatlonal dlfflcultles
' encountered by former students

Epllow-up studies and the data that is. gathered can be of
value to the school in making program improvements. They .
hel _glve the school accountability by provldlng evidence. of the
ytiveness of tHe vocational and genera ducation. programs., -,
Some of the specific values of student and employer follow-up
‘studles are as follows. ' , : ) 5 -
: . 9 .
o.Data gathered can help in evaluatlng and improving the cur-
Yiculum and related services. _ .

L4 L}

L

iy é Data .can help to provide direction and empha51s for guldance
~  and counseling activities. (It can help counselors 1dent1fy
areas that need attention.) = . o . : :

»

e The study can help develop good publié relggkions with: parents,
business, industry, and -students. (A good Tollow-up says,
"We care" to parents and students. It reassures employetrs
that the school is trying to improve.)

- e The data can help to generate the develoﬂhgnt of new pro-

= grams.  (The data can help the schqol justify’ nea!programs.
a i The school can also use th® data to identify program Jareas
'that ‘are no longer needed. or that need modlflcatlon )




e The data can provide informatlon that can be useful at
statewile meetings of local .administrators and supervisors.
. N (For instance, the data may help.to focus attention on '
.+ - placetient and emploxment trends, reasohs #for good and poor
. ‘placement, programs with marginal value or gfeat value. or
- causes for lack of chpletion of tralnlng )

"o"The data can provide needed 1nformat10n or completing
~annual local vocatlonal\progra plans a -various state
reports. s : S

- * ° -

L]

Respgn51b111t1es fo Follow-up - : o

'The Sohool Administration o | . K . }.3=“

The 1mplementat10n of follow-up studies w111vusually be the-
result of .a top level administrative and/or board decision. The
~decision to conduct follow-up studies will incorporate considera- -
- tions regarding whether the studies will be short-term or long-
term, what time of the year the studles will be conducted, and
when the studies will be initiated. Ultimat, esponsxblllty for .
cooxrdinating all follow-up efforts_and super ing the teachers,

- guidance cournselors, and others who have major responsibility for
plannlng arnd conductlng the studles will normally be the admlnls—

~trator's. | _ : v L W
- - A#a schooléadmlnlstrator, ya will also. be respon51b1e for
helping to develop positive attltudos abouwt the follow-up studies

within the -school’ faculty.' Their entire support and enthusiasm
is needed if the studies are to be a success. You may also be _°
_ responsible for allotting office space, assigning personnel,., and
-scheduling time for- the follow-up’ studles. Addjtional adminis-
trative respon81b111t1es may 1nc1ude'"' e S

° approvlng-all 1nstruments_

uﬁiisseminating-results of studies

. e
olmplementlng the findings . ' /A{ . \ T

[

rov1d1n3|f19a9ciq} support for the studle”\

all costs 1ncurred such as: °
[ B YO
-~ costs 1nvolved_xﬁ the preparatlon ‘and duplication of
. questlonnalres

‘. approv1n

"R - :
- mailing costs® = - ' '

) e~ : L . Fa L4 .
X EEE N . '
Y S - ' e . _ . Y

- data ﬁrocesging'c?sts . -

-




-
- costs iﬁvolvéd inlinterpreting
ing reports ‘ . ' T

2
-

o

- salaries of professional and clerical staff ...

- co;ta of all materials used
Teachers

_ “The teachers will generally be involved in reviewingethe '
stated objectives of the follow-up studies,. hélping to-d ermine
the methods of obtaining the data, determining the types of ques=-
tions to ask, and helping to prepare gquestionnaires, 1In the past,,

vocational teachers in many states have had a major responsi--

" bility for planning and conducting the studies; however, in .
" recent’ years a more centralized district or statewide foliow-up'
_system has been psually'pfeferred. ' C ' . '

Teachers who have daily contact with students are more’ .
likely to have gained the students' confidence and, thus, are in
a better position to obtain feedback from them. The teachers can
be instrumental in gdeveloping positive stydlent reactions to
follow-up studijﬁ and should be inqplyéd . the organization and
‘implementation df such studies.. Thi are often asked to sign or
co-sign a cover letter that is mailed to former students along
with the follow-up guestionnaires. ' . o

b

.étudent-Committée

‘ Schools- are finding out that student involvement in planning
anchonducting follow-up studies can be very rewarding for both
the

school and the students. Students can help to word the ques—

o

tions asked so that they will be easily understood by, and rele-
vant to, former students.  They can also help with mailing proce-
" dures, compilation of data, and address cHecks. - Student ‘involve-
ment is also extremely valuable in the pilot testing of follow-up -
questionnaires. 2 - - ~ g : ' N S .

~ P ) R ' i
Vocational Education Xdvisory Council : .. e

Advisory oh cil members are in an excellent posfftion to- "
help obtain feé&ﬁ%ﬁk from the community about the guality of
former students's job performance. In many cases, these people ,

‘will be employers of former students and can supply firsthand - | -
information. ;ngy will also-be in an ideal position to help '
_'survey other employers. in similar fields of‘?usiness and industry.

’

- Aquisory council memberd often possess information or’ s
insights that can’be§u3eful in preparihi and conducting follow-up

[ -." Y
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. . e b
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studies. Council members, for example, might,engaqe in some of
1the following activitles. : : - ,

. ) '
! o Help. dec1de on the purposes of follow—up studiea.

‘ﬂ' ° Give suggestxons for questlonndlres and 1nterv1ew forms.
° Interview former students. S ) .
e Read and, react tb data gathered from the studies.

Tnform the communlty about the purposes of tﬁﬁ studles.

-

Help communlcate the flndlngs to the publlc.

Help formulate ‘recommendations for program changes based

v upon the flndlngé
. . ) head -
QSchool Board e v - .

.

‘ﬁ_The school board usually makes the flnal decision about
participation in’ studles of the educational program. Members
should perlodlcaily be informed of the -progress of studies and
should receive copies;of the findings and any recommendations for
program changes resulting from them. .

T

Guldance Counselor(s) and Placement Speciallst(s)

: The guldance counselor(s) and - the placement spec1allst(s)
should be very interested in helplng to plan and organize follow-
up studies and many .schools glve them major responsibility for
these activities. “Their services are ‘directly affected by the

.. opinions of férmer students since the guidance and placement

“"functions: are specifically designed to help the students locate

"suitable JObS or educatlonal opportunitles. :

o : The school counselor(s) and placement spec1allst(s) are

- logical” peopl' to participate in the formulation of Ob]eCtIVES‘
. for follow—up syudies. They can help select the groups to be
. surveyed, determiine the type of data to be obtained and the

- ‘'methods of obtai ing it, and help in constructlng the question-
naire(s). Sincefthese, . persons are usually. familiar with many

former ;students/ they are in ah excellent position to develop ey
cover letters at wlll be meanlngful to-the students to K AT
surveyed. - . . . ¥ S

N x PR > ‘ -. o . . ) y f » . Lo

s
L

R _,{.' . ALy -
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Devel lng'a Pla®w for a Follow-up Studx

- In ord%r to.ensure the gffective and efflclent management of%
a follow-up study effomt, a well thought—out written plan should -
be developed. for: conductlng the study. This plan should be °
' developed‘w1th 1nput froﬁ teachers, administrators, the student

- . . T ;Q
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éommi iee; the board, the advisory council, placement specialists,
and' sc¢hool ‘counselors. The ‘plan should contain the following
information:* : . . C

. q/general description of the situation -

. ’F : o ) ) 0

o written philosophy and objectives for the follow-up

' study < ;o

. ® responsibilities of tﬁe gfoups involved in the stud&*

1

e identification of bdundarieh or limitations

° actiGities to be conducééd,to assist in attaining the . __‘; \
" ‘objectives of the follow-up study | . | :

v © budget items and estimated costs

’ . e b4
. »

e schedule of activities

“a

' @ reporting procedures

Q'plaﬁé for ‘implementing the findings> &
o _.Thé follow-up study plaﬁ, once - developed, shouid be sub-
mitted to the administration and/or board. for final approval ‘
before work is actually begun to carry out the study. B o,

o
e LY

. \-4, S . Follow4up Procédures,ﬁhﬁx, -

. Tnéré are two basic'procedures for obtaining fbllow;up
information from former students: These.procedures .are mail o
surveys .and 'interviews.. After determining the purposes of the -~

study, which group(s) of students will be involved:in the/stua§,$¢
and the resources an time available, the staff membe;s/ihvolveq -
in the follow-up effbrt should '‘determine. the most .appropriate -

method(s) of conducting the study or studies. .- - .

Mail Survey R BT

e  The mail survey is the mgst popular procedhr!'becéuse“large'
numbers: of former students can ‘be reached through mailings. In
+. addition, it can be dudsed to -survey both students and employesxs.
“i.However, use of this type of survey can result in large numbers
- of non-respondents. If the survey is to yield useful informa-
tion, a significant number of those students helonging to the

. - . . . ‘- -
Y . »

N B . : - . . c ry .
‘/ 5MQdule A—lo} Conduct a‘StudentLFollow-up'Studjﬂ from the Profes-
*  sional Teacher Education Module Series. (Athens, GA: The Ameri- .
~can‘AQ§ociation for Vocational Instructional Materials, 1977)..

e , : L
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wlass to be studied (the gradhatesa and the dropouts) should
.supply feedback. 1In order t ‘accomplish" this, students should be
told of the survey before théy leave school and teachers should
stress the importance of receiving their responses. You»should
be certain that the cover letter that is sent along with the
questionnaire is written with' great care. This lettgr_should
make the respondents feel that their responsés are valuable and
‘that they will be influential in the educational decision-making
~process.,

.

Interviews . : - 'af)'

“ Phone or personal visit 1nterV1ews can be successful in
‘terms of the type 'of information received. They allow the inter-
viewer to ask questions requiring in-depth answers, and probing
.questions which clarify answers. These can give important

- insights into the educational program as percelved by students-
and employers. However, the interview procedure can become very
expensive and it requires a great deal of staff time. The best
pollcy may be to use 1nterv1ew1ng only on a sampling basis.

- When the staff members responSLble for the follow—up effort
are con91der1ng which type of follow-up procedure to use, they
- should consider answers to questions such as the - folIOW1ng.

e What klnd of data jis needcd?

%

e How much data is needed? . oo - . ] :

e What are the possible sources of data? _
- '« ¢ What are the aavantages_and disadvantages 6f each source?

e How much time is'available?

A

) What is’ the size of the group’ to be stud1ed°‘ - A

!_.: .

/{x'é?b How much money is avallable for the progect?:
e How much staff tlme is avallable?, .

° HoW’much experlence .doeg the staff have in .conducting’ follow-
up studies? i - ‘

4

Conducting'Follow—Qp Studies.

-

_ » | : )
¥ Many schpols are finding i1t most useful and valuable to con-.

rduct ‘their follow-up studies. in what may be con51dered four dis-
tinct phases. The first phase is often referred to ‘as the "base-
line study" phase. 'Its purposc is to acquaint students with, and
to involve them in, the follow-up procedure before-they leave
school. After they leave school, each group of students being

el
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'studied should be survéyed at least twice. Most schools, how-
ever, survey the. same group of studints three times, in order to
get a good picture of their student:;' career patterns. These
studies are usually conducted one year, three yeard®, and five
years after graduation; they constitute the second, third, and -
fourth phases of the follow-up program. ., - .

It is préferable Eor the school to surVOy each graduating
“class durlng these time periods, However, -if thlS is not pos-
sible, it is sufficient to survey c.ach second or third class.
The number of students who should bce followed-up in eadh class
will depend upon the size of your stvhool. Generally, smaller
schools ténd .to survey all students in a class-and 1arger«schools
study stratified random samples. - '

_éaselihe study

. Whenever possible, all students 'should be involved in a
baseline study. Senior students can be asked to fill'out or at
least reyiew follow-up forms similar to those which will be sent
to them one year later. Student's qhould be informed that this

' is one way the school has of mplntaLnlng contact with them. It
.shoéuld be emphas1zed that the: students, upon leaving school, ’have
a vested interest in maintaining up-to-date personal files wlth
the scheol. They shoyld be told that the information they' pro-
vide the school will be used to aid other students, some of whom .
might be their own brothers and sisters. They should understand
that they will be asked for their advice and~that their adv1ce
will be listened to. The questionnaire that théy wi}l » sent’ a
vyear from that time shqQuld be g¢xplained and dlsclased in‘class if’.
at all possible. In some casSes, the students can £ill in the top
section of a follow-up’form and address their own envelopes.ﬁ '

.

oné-Year study’ o &;.

A one-year follow-up study is often conducted at the requegst
of state vocational education agencies. Many vocational state
-departments of education have developed instruménts and follow-up
procedures. which are used on & statewide basis to ensure some
standardization and unlformlty in the data collected. It is your
responsibility to be fully aware of any follow-up study procedures
and/or related reports required by your state department. These
agencies often require schools to supply them with follow-up data
so that they can complete reports to the federal government.

This initial study provides the échool‘withﬂits first‘oppdr-
tunity to get useable former student data. It is primarily '
undertaken to secure basic information su¢h as employment status,

6éadapted from Raymond A. Wasil, Follow—hg, {Delaware, OH: Today

Educational Services, 1971), pp. 6-7.
-~ - ’ "
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- : -
job title, further education being taken and where; and to gain
student and/or employer insights into b?e adequacy of training -
received in the: instructional program. /‘The results of this study-’
should indicatc which gstudents are unemployed, underemployed,
for othér rcasons, still seeking employment. The school place-

.. ment officer may wish to contact these students to help them
locate jobs or further educational opportunities. 'Typical gques-
tions asked in this survey ‘'include the following. _

w b 4

'o Was your prep ratxon ade}uate?

e what problems ‘id you faée in the tran51tloﬁ/}rom school to
' work? To further educatlon?

e Wha; kinds of addltional training do you need or desire?

Three Year Study

‘information on students who have been wWorking. 8ince leaving
school. For a secondary school”it al has the advantage of
‘supplylnq the first .Job information on students who were enrolled

~in junior, community, or technical colleges. These former stu-

. dents should have been employed about one year at this time and

. can. provide information about their present status. This survey
usually asks the student to, indicate any job or location changes;
to react to the education program, the guidance department, and
the placement service; and to designat& any additional educatiocnal
and/or training needs. S '

A three-year follow-up study ngz;/the school addlthnal

Five-Year Study

; The five- -yeéar follow-up study supplies the first job infor-
mation about students who have been enrolled in four year educa-
tional institutions and those who have been recently discharged
from military service. It is undertaken to secure infqQrmation on
job histories, furthér education and/or training, and skills
identified by former students as being most useful in post-high

- school studies or jobs. The five-year study provides students
with an opportunity. to reflect on their career choices and to "
identify any major problems faced 4n their jobs. It also . helps
the school identify worker mobility patteﬁqu//iJ . S

. .- . [ 3 ’ ~

Considerations T -

A Well-conducted follow-up studies can provide information
that will help the school to, better prepare youths for the work
world. The procedures that are initiated to gain this informa-
tion and the plans and organization that,are used to implement.
the study, will determine just how valuable the information is.
The study must involve tggtig?roprlate persons who.are directly -

s %9
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concerned with the schopol’'s future and should be based on the
following considerations.

-

" o The study will produce valid and rellable 1nformatlon on a
specified group or occupat ional area. *

e The study wlll produce a high rate of response.

Al

e The study can be conducted at a reasonable cost.

e Th ‘ will hdave practical appllcatlon '‘and will not yield
t in £ tion that gathers dust on a library shelf. -
Y wxlI provide Qeta useful in maklng data-based _
de01310ns abdut program 1mprovements. . -
-~ : » ]

An example of a student questlonnaire designed to evaluate a
.vocational program is given in Sample 3. This questionnaire is.
‘relevant if the purpose of a school. follow-up system is to evalu-
ate a vocational program. It can also be easily adapted for use

- in evaluating a general education program, the total instruc-

“;t16na1 ﬁ%ogram, etc., For example, if the purpose of a specific

- follow-up - study is-to evaluate the total instructional program
‘effectiveness in helping students advance in job and educational
careers, the gquestionnaire would necd to be expanded to include
questions that fully cover preparedness for, and advancement in, v
education. In addition to other adjustments, the word "instruc- -
tional" would need tozbe inserted in place of "vocational," in
each question that refers to vocatlonal program." .

]

tHe sample, visualize how the
naire could be used to develop
other related school ser-

As you read ;he questlons
data received from such a ques
and improve a vocational progra

_vices. For example:
~ : . Y
e Questions 7, 8, 21, 22, 30-32 -- The data received from
these q@esticns give you indications of "the adequacy of the
vocational prpgram. Suppose you were an admlnlstrator
reviewing data received from this questionnaire. If a
students's answer to Question 7 was that he/she was employed
in a completely different occupation from the one in which
He/she received training, you mlght find the reason for that
differe occupational choice in-Questions-8 and/or.21. A
* review of the studehts®’ written comments to Questions 30-32
,may provide y with specific information as to the strengths
and/or weaknesses of the program and may help you 1dent1fy
ngeded prOgram modifications. ( , S

e Questions 10, 17, 18 -- Once again, aséume.you are an admin-
istrator reviewing data received from the questionnaire. '
The data received frem Questions 10, 17, and 18 will give
you a general picturée of the placement services (e.g., Are
students using the placement services to find jobs? Were

| Yoo ;)
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-~ #atudents aware df existing placement services wheﬂ they were
enrolled in achool?). ;d. : -

Sample 4 is an example of an Emplo gr Follow-up Question- _
naire. Use of an employer questionnaire such as this can give
you specific info:bation about former &tudents' abilities on the
job and can provid®¢ useful data far school program evaluation.
Employers are generally quite willing to provide.fra‘p-reactiqna
as to how well they feel an educational program--setondary or .
post-secondary--has prepared students for their employment. It
is patrticularly yaluable if employers can provide follow-up ,

' information on more than one cmployee (former student). One .
student may not have acquired the necessary job skills for any o
a variety of reasons, but if several employees who received the
same educational program exhibit common deficiencies, chances are
the program does not adequately agdress those skill areas.

Using Follow-up Studies Data for Program Planning
. . . ' . ' v
The purpose of any program evaluation should be to determine
what changes are needed in order to improve the instructional )
program(s) being offered. Follow-up studies, whiletonly one
source of evaluative data, are a very important source. If car-
ried out repeatedly threugh thce four phéses_igtlined earlier in &
this module, follow-up studies.can also be a ontinuing source of
.valuable feedback from the "products" of the educational program--
its former students. To result in program improvements, the S
feedback obtained from follow-up studies, -however, must be prop-
erly summarizeda dissemihated, and fed into the decision-making
processes of the educationq;LsysEem. o .

. "Makinq effective use of folTéw-up sttdies data requires that
three additional steps pe carried out in completing the follow-up
studies process. These steps. include: (1) formulating recommen-—
dations, (2) communicating the findings and recommendatidns, and

- (3) implementing the recommendations.
\ .o -
Formulating Recommendations for Program Change ' N

This very impgprtant step can only be briefly addressed here.
It cannot be overyemphasized, however, that the care with which - -
recommendations for program changes are formulated will determine
to a large extent whether the follow-up studies will have any
significant impAct on program gquality. In an educational system,
the implementation of recommendations or. program changes will
normally involve decision-makers at several levels. At the
highest levels are the citizen:; of the community and thelir repre-
sentatives on "the board who are charged with major program,
policy,- and financial decisions. The various levels of the
administration are charged with carrying out policy dec¢isions and

with supervisinc the daily operation of the overall.instructiiijjy//

program. -In addition to these decision-makers, however, there

-
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o ME 3 sue ome ware pdewgabed * .
! Pl . i v 'y
i INITIAL FOLLOW-UP WW OF FORMER VOCATIONAL STUDENTS -
- » B 1Y
» . Q
. 4 . .
, Your Sesiel Seéurity Number . . » .
L 1 Yow Mame snd Address Correet as Prikted Adeve? .4 ¥ ’
i net, please print the cerrscted infermatian belew: ’ N
, New Name . _ . . e . - - .
: . Lot Name . e ¥ ol ond Middte Vil
New Address__ _  _ _ e _ RS
. ‘. © Numter gnd Street or Rural Rovrde .
v © o _ N ‘ e e @ . _ e .
. 7 L Caw] Town. -moizo . Siewt ismimaviotedt - - e Cose .
5 R ) - - ’ .,,.," N ‘_ . 108 8 Reviend 971}
AR T

DIRECT IG‘S

WEN ASKED TO/::!ECK" A BOX, PLEASE USE AN ") 'WPf, mx‘ .

VIH!NEVER THE WORDS THIS. VOCAT!DNA[- PROGRAM AF‘PEAN THEY REFEN 10
" THE VOCATDONAI; PROGRAM PRINTED ON THEiDEN I'IFIGATION LABEL ABOVE.

-
.
v

-

) smo you left this vocational program, did you-uek
fultgime employment? (30 or more hours per mlt)

[JYes []No

-

'

A ]

o

z'ltybudidnctmtm'mp!mplmnyou
jeft this vocations! program, indicate the. reason.

Cﬁ.ckmiymbm

1 Expected to enter another schoot
-Housewife or about to be merried
Physical or other handicap |, -

Not interested in a job
Expected to entér the miilitary service

Only wanted to work pan-tlrd! (less than '
hours per week)

T[] Other (specity)

—— e e e

+

3. Did you seek part-time employment (!its than 3%
hours per week) when_you left this vocational pro-

ﬂ
R . . . [ -

4, H you sought part-time émplqymnt. insteed of full-

- time empiloyment, when ‘you*hi: this: mtbml pro-

. gram, indicate the reason.

Clnci only one bex -

s Expected o enter ancther school
Housewife or about to be married
Physical or other handicap )

Not interested in a full-time job
Expected to enter the military mvii:o ;
Unabie to find a- full time job

Other (specity) , :

te .

X
L4

5. How many hm-eimi jobs (30 or more hours per week)
have you held since you left this vocational program?
'[] Nowe A .
1 tull-time pob
2 tull-time jobs
3to 5 full-time jobs
6 or more tull-time jobs

“

. 8 w8

’

gram?
) , NOTE: It your answer to quqshon 5 was NONE. slllp to
& - Yes No * ‘
a O queshon 16 - . .
' ? v s - ‘- ~
e —— ‘ N
) . . . - i& . 9 '
: 3 ‘ S
] N —l' '
N ) o »
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RN LR ,a 1", oy:'u %ot:t&'“-ﬂm- job: mn zou eft this muonpl. . 12. m :::o mh:‘lg 3:2: y:wm: mmtti?;“ Tmmln- o
-GS e wn.gmyowm; 4 inq,chockombm(bdow o : O
N o o SN 1 'was trained in school for my lut;oh - A
_~ SN s s .." 3 4-. ' ok ";‘;'m R My lnt ;ob was related to thisvocatlonat tnln- :
Y 3 SR ST e : My lagt ‘ was not at alt related to “this voca
& .. 1. How closaly did yow llnt Ml-um job (30 ormore | D t-onal tralmﬂr“ - - .
hours pef ~week) after Jesving this vocational qro- 1 j*‘_,‘( I S ~
, , pm rolate to_the trilnlng you rocelvﬁ? b .:""- S PRI - :
.',,. o Chack onlyoneboi - et B , . 13. lndncate below the loutinn of your pmsent or most
nm 1 wn-qmplmd in_the occupauon for _,hlch l 1. P:"qunt full-tlmo employment. S
‘was trained by this vocational program . i A - .
| was employed in a relatéd occupation - . | T T T T Vimes Town. oy -
| was employod ina cornplmly diﬂmm occu- ; R - .
) o pllion - _ , .
- . - . st -
u‘ . e ] . Soe T ’. . . '. .
. 8..01d this vocational training program adequately pre-
' pare you for your ﬁnt lull-tlm .job after leaving thls
tralning? - y . ‘
D Yes D No R . B Q _,' -
’.- -~ + oo . "0. . . - A '- :
. % wm was your bo(lnnlng hﬂudy wage on your first o co T e
) tull-time job since leaving this vocatlonal program? i S ; *
e Check only one box . ‘ R B : T o ' .
I i T[] $1.59 or less per hour o N T Y .
s ’ ,2[] $1.60 to $1.95 per hour . : » -
o 3 $2.00 10 $2.49 per hour S . .
c 4 $2.50 to $2.99 per.hour - . g 4
- r $3.00 to $3.99 per. hour _ : ) 15 What mns are you preuntly eaming?
Lo - 4[] $4.00 or more per hgur oo - Checksonly one box S
- ’ [ : : | 7. ‘[]%1590riessperhour . d
- ) - 7] $1.60'to $1.99 per hour - ‘
10 How did you get your ﬂut full-tlllu Job after Ieaving ~3F ] $2.00to $2.49 per hour ‘ i
this vocational trainmg? . _ o ] $2.50 to $2.99 per hour e ‘
~-- Check appropriate box or boxes bolow : . 9[]8300t0$3 9 perhour - - y o
1ot the job myself - . ' s ss00ormoreperhoir . -
My family or friends helped ma get the job ’ ? 1 amii ' oyed . ’ ; ,
The job placement services provided by, the. = E am u'.h.‘e"mpl_ AR . . '
v school helped me get the job . ) ) : ) -
The state emplqyment seryice -helped me get o ‘
o the job B ) . ] [ .
! A g;g':“’ employment agengy helped me get 16.What is your current amptoyment status? - - - I
E] Other (specn'y) . C + . - Check the appropriq!e box or _l_;pxt:s below . .
. R . - - D 1am employed . : o
I m&"&” o ) 2 [:] full-time (I) or more hours per .
) ;ll Whatds the, imost you have eamed on a’Sfull-ﬂmo ]ob - week)
e "% since leaving this program? . . ;.f [___] part-time (less than 30 hours per
- Check only one box . B} . . _ ar T week) - . .
1 $1.59 or less per hour MR ’ ) ‘uneinbl ul. S ,_'.: ‘
2[™] $1.60 to $1:99 per hour : - _ D am» '“" oy - .
3 5200to$249perhour : L) e A . but looking or work R
] . 250 to $2.99 per hour - . - _ EE R n and notlnk lfor vvork
. ) 's300to$399perhouf- _ . » R R
N < s $4000r more per hour ' ° _ j . i‘f—/g | am in the mllltary urvlu o
:.g a - - LS ’ - -
te "n- ) - - - . .
. B ) ’ . ’ * 4 . v -
' . S | 63 .
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| ) 17 As.Best. you' know. #t ‘of
Tes . vlclts) were: pnmded Dy-the sch
: al proyram.,m whlch y0u were enrolled" oo

A school placement service coofdmated wlth‘
the State Employment Service -

nd the.vocation-

[“l Vocationat Teachers helped olace sludents in

. jobs by making referrals

f'}Other (spr\"d\ e -

[:| School hed no placement servnces e

L K
L . ' LI

l& Alter you got your ﬁrst ;ob (full time or part -time)’ fol-

i | ‘training, have you ever again
Jplacement services provided by ’
; ocatlonal program’ ’ :

Gundance counseNor-
[:] Other (specufy)

istance’

LR

while enrolled in this vecational program?

Courses
43 . ) .

-

20. Did you enrpll in thi§ vocational program with the
specuflc purpose. in mind of getting skill training in
‘order to get a job in this field. .

DYes.No

-

2L Were you satlsﬁed with the vocahonal lrammg you
received 'in this program? -

[:] Yes. D No.

-

others’v - ;
- {T] Yes D hjo ) B
23. Since i'yob left this vocational program, have you en-
rolied in any lddltlol\ll sducation program(s)?

B Yes D Mo

(CONTIKUED NEXT COLUMN)

22. Would you recommend thus vocallonal program to .

E] Guidance Counselors helped sludents fund jobs -

‘DYes: D o . ' ""7
it yes. check the rvuce(s) you have used since gettlng
“your first job -
[} Ggordinated\gervice provided by school
. ang- state empipyment service
b Vocational teacNer assistance”’ I

19. How many “separate vocational courses did you take _

\ 3.Contin|£ed A T

o [:] Genenl edueetion pmgmmlsl

- 24 lf you did. enroll for additionei educatlon after leavlng

_ " If yes, ¢heck lype(s) S . A
1] A certifigate (type) .. _ ... _ .
SR I&“".ig(wpﬂ_;_-_ L —
B | ] A 2-year assagiate degree (major) _ ‘
[']A 4-year college degreg (majov ) P

- 27. Are yqu interested in gemng more voeetloml tram .

- P . . ‘_?':-'.-'

‘. "¢ I yes, check type(s) and purpose(s) below:

3

To raise my general education level
lnforrﬂal nonrmdl! cdurse(s)

-0 Vocaiionel m.mﬁm T ‘ §

) [:L To upgrage e vocational skills pre--
o - viously learn in this program
[:] To leatn a n occupahon -

What type(s) of vocational lraming pro-
_gram(s) did you attend?

s Private school(s)
c Public school(s)

Business or l'ndustry

this vocational- program have you “received {or do you
expect to réceive) one or more of the followlng C

lDYes mNo .  >‘-

. { ] Other (specify) .. .. . i __

T

25. Are you new engolled in ‘a.vocational program? L

DYes D_No ) - X

26. Are you now enrolied in any Woml program(s)
" other than’ vocatlonal’

[:]Yes [:]No ' *

o)

hY
t

ing?

‘- Yes ]___] No.

28. Are you mterested in gethng more |enenl educahon"_

"' DYeg. [:]No T

~

29. ll you are mtgresled m '
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T Youwr Mns and’ reacuom in responu ‘to these quesllom g
woild be appreciated. - o~ i S

’
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:n What. specmc things about this vocitlonll p?oyam' A ‘r e
L havoyouloundtcbethemostuufulto,youlnyugn" T IS

.. pnmuobr“’ o Y 1 _‘ .
. '-,;,f"if' ‘c- - ‘ . R L L

e A
rorthnOnli h

i S

e SRS 1
e

T "‘§2 Bmd on yout.. oxporiencu. .what su&esﬂons do you
- - |+ havefor improving this vocational Dmm? ‘ .

< . ) ’
~ .. - .-

.. . L
% - I
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3 . . -
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31, what specmc things about this-vocational prognm , _
have you found to be the least uuful to- you inyour«| - ’ -
- present job? . : :
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O I I 'SAMPLE 4

LT : | em:zovsn FOLLOW-UP auesnoummne v

. - .

_7;1;1 Personﬂl Informatlon - ‘_*y"nj; f : . el -

': Employee s Name

Employer s Name'~-L

Employer s Address”f L FlEFyfmr- '"\Z':

A
- d i

, _igectlons., The follow1ng form, shouléébe\géﬁﬁlei;q by a .
- supervisor who is-familiat’ with the work of e employe -
Please completﬁ.the form even 1f the employgé no longe works’

’for your company.

B Y

Supervisor?s_Nameéi B o L,

EMPLOYEE PERFORMANCE ASSESSMENT FORM

I;; Total number of months employee employed by your flrm'

IX. work Status - ' i f'ﬁ‘ : “'y : y e .
.A, Is employee seill employed ' - o, o
‘by your, company° _ : [QYes - | [1nro
_B.f If ANO” check below: | o e
© QFirea ¢
[] naid off | o L o - ' S

| t:]Qult'. o u ‘( .

X

I
R

' - (L
‘ 66 ) '
R 2 B
. e ». - (2 - 1
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H.

1 -2

Eo

ri;‘

.. ’
.- .

.

;on the job.,.f.,f.,(_ Ej . }‘rEj-f'

' appearance when

x

:The emplqyee's attgh;

- ity to cooperate and -

jOb -------- “qo..‘I.-

. How would'you rate the employekson eech of the follow1ng f'5~
characdsylstlcs- “% _ L

fhe quaii ~of .
employee s ork.....;
i 4

The quantlty of
employee S work.....

The degree to which

the employee pos-- "1,, _
sesses specific job- o .
related knowledge . L
important to success § -

The ‘degree to Wthh - - : o

the: employeé” ig able.
to operate ‘equipment .

Jused on the job.... ’E:];- O

The degree to whlch
the employee pos- - _
sesses basic commu- .
nication (verbal and.
wrlttené skllls.j.._

' The employée s -

The- employee\s attl—‘
tude towards hls/her-

1
wérklng.........;.. [
]

dance dt work...... -

The employee s abil-

The employee's will=
lngness to learn and
1mprove..4.......,.

]
wokk with others... [
]

00 oo
.

w -

.»\;'. :

, l,'* 7
3 4
(above\}*(excel-
avetage)' lent)

L] ‘_
.- N o

*Ej'fff.[:]
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V. Hi ng Forecast for your C?mpany-

-—/
- --w-a, you plan to hire ln the
;-_’; near future. ‘? :

'B. | If. ryes®. what type Qf Jobs W

‘would you be hiring for’ N
Please spe01 Yoo ’ :
R o wOuld you hlre a hzgh school |
S \' graduate7-' ( N
:/ . . . ~ ..
W . D. :Would yqu hire a séhool )
. - dropout? ’ e
~ ' E. wWou you be interested in
' ,-0a ocol~ work study or co-op
S program°' T
Thdnk you for your cooperation!
Y . . - > ha o i
<t . » . d -
.- | g v : :
=
o < - Y -
_ T > : .Y s
. ) ) F ) ‘ .
~ N + - '
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‘are also many program dec131ons or odlflcatlons Wthh can be
made by the teachers or others concerned s _

] When.formulatlng recommendathns, ‘all of thes ~decision4".
makers need to be kept in mind. I hould always b&, remembered
" that. staff who. part1q19ate'in .the llow—-up process ‘dand who have
-an-opportutity to review the findings ‘and to help make ‘the resul-
‘tant recommendations, are more. likely to work toward their dimple~- .
g mentation.r It is- also very 1mportantfwhen formula#ing - recommenda-
tions for change, to present'es much evidence as" possxule to .
docnment ‘the "need for charige. Good  recommendations are usually o
<. supported by -responses to more than one que5t10n~and by data col-
‘lected from both employers. and former students. Evaluation data
other than that obtained from fo}low-up studles should also be.
ut;llzed whenever approprlate. £ _ L e e Sun.

Communlcating the Fln&zngs and RecoMmendatlons

. _~\-
v

t-‘J!i;t least two reports should be prepared of the fxndlngs and
recommendatlons fesulting from:a" follow—up” study:. -a detailed -
report for dec1510n—makers and a .general .report for others.._Aj
comprehensive port of the entire study will usually be of- e
_intexest and v e to admlnlstrators, teachers. board members, ’
and adv1sory council members, but will: probably be. too detailed
for the’ average,parent, employer, and former student. For the
"latter persons, a reduced ,size or "popularized vér51on of the
~highlights -of the full report should be prepared and w1de1y
dlssemlnated. In preparing the reports, appropriate use should
“‘be made of charts, graphs, and dlagrams to help explain and
document flndlngs of the studles., : .

_ Dec1510n~makers cannot take appropriate action unless these
flndlngs and recommendatmons~€}e effectlvely communitated to .
them. Communication invojlves nmach more than “the preparatlon and"
-dissemination of. reports;t: lthough that'is one important Aspect
of” the task. Anothey important aspect of the communc1atlbn R
process involvesd prq§’d1ng appropriate opportunltles for discus-
31on of the’ findings aad recommendations contained in the reports
by the téachers, administrators, advisory council members, and
board memb' ST S T e

PR

‘Implementing the Recommendatlons

v

~ 'If you’ are the adm;nlstrator responslble for overseelng the
-follow-up studies, you'will also.have an obligation to those who
carry out: the studies to see that as many as possible of the’
recommendations forthcoming are 1mplemented., The preparation of
reports alone will not do the ‘job. You. will need to take advan-
tage of every appropriate opportunity tq discuss the findings of
the studies and the. resultant recommendatxons with the approprlate
decxslon-makers." i -
A ' <,




“tions from a follow-up study, while other: recommendations may
require much time and/or money to- implement. The key peint .to
. ~&Lemember is that you have an important responsibility to see that
‘as- .many data—based .recommendations for program improvements are
" made as ‘'is p0551b1e. If valid. .reasons exist as to why the admin~’
istration or the ‘board cannot 1mp1ement some of the recommenda-
tions made, these- Yeasons should be appropriately communicated to
‘the vocatdonal advxsory counc11 members and other concerned
- 1nd1v1duals and quups., s )
; by . : o, f 1
: Follo studles can be an important “too]l for the 0n901ng
1mprovement of any educational program when thby are well—ori anized,

It often is easy to qulckly 1mp1ement some of the recommend\\

effectively carried outu and the recommendatlons resulting

them are implemented. It should be recognlzed frdm the sta
gthat the lmplementatlon ‘0f program 1mprovements is‘never ‘an easy
task, but when the changes needed will result in higher quality
'Jprograms for our students, it is a.task well .worth the effort -,
.L‘necessary. . - _ . - S R A

. »

N

‘ .

P St
32

- ]

For 1nformat10n on formcr student follow—up proce—
dures and/or data reporting reduirements, write to _
your state department of education, evaluatlon/report-y
ing section, vocational division, for informatioh.
Ask for sample questionnaires, administration guide-
lines, reporting forms, and requlrements. Your |,
resource person may be. able to supply you. with a
-specific contact person and address. _ . }

B | <,

7/'1 ' For further information on follow up studles, you may
t’ C ‘wish to read Paul, A Manual for Conducting Follow- -up.
Oplmlml' Surveys'’'of Former Vocational Students (discusses '

Activity

Activity specific techniques and procedurés for planning and

~' .conducting former vocational student follow -up
ey o studies); and Bryan Independent School -District,
N ' A Step-By-Step Procedure for Implementing A Comput -

-

) erized Follow—qg_gystem (presents formg and procedures
o to be ysed 1n establlshlng a computerngéd\follow up S
. system) . - g ’ {

N

e




< d . - -

You may wish to interview a jvocational administrator
"who has recently had experience in éoordinating'and
-supervising follew-up studies. 'Ask ham/her. to iden-
tify those ‘who ‘had responsibility for planning and
onducting the studies and why the responsibility was
ssigned tp them. Ask the administrator what his/her
follow—up'role‘involved,,and,what problens and suc- '
cesses were encountered when planning and conducting
the follow-up studies.. You may alsoa.which to secure
copies of questionnaires, planning autlines, etc.

[
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1.

2.

3.

\

. The follow1ng items check your comprehen§ion of the
material in the information sheet, "Studgnt: Eollow-up
. Studies,” pp. 49-7 'Each-of the four i

a short essay type‘response. Please respond fully,

" but briefly, "and make sure you respond to all parts

_Of each 1ten. . E \ 1/ | SR ;;fq>\'
»- * SELF-CHECK L
. T gELRe | o
‘/\7\; T - - "" . S ¢ )

The’ two types of follow-up stud{gs are sh rt- term and long-
term.- Based upon what youaknow bout th'_purposes for con-

ueting follow-up-studies, - why are long-term studles a.
betten method of.collectlng follow-up 4 e

, ‘  ‘ﬁ# _
e L !
/-[ >

o ~ R -
. A / = . -

(4 ‘- ef"r ‘.

. l ~ .
Who should be. involved in determlnlng the specific objec— .
tived of a follow-up study, organizing and plannlng for the
study, and conductlng the study? . , . g
\\;\\ ‘ S A 4

. . . i S

2 } . } - »n
What are the twb ba51c procedures avallable for obtalnlng
follow—up information? ‘Name .at ‘least one advantage and one
‘disadvantage of both. ' .
;.Fi LT A &
\ . - “ .
[ -t } . _*——-/T— _‘
kL ' o s

ems requires



. Lo
.1\. . . - ) R . . ~ot

. , .

o

ﬂﬁ,i'aow often‘shquld;the’schoolncondubt foilbwéuﬁ studiestoﬁ |
- ~each class that s being studied?* What are~the major rea-
sons for condycting studies at: each of these time. intervals?
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Compare your written responses on the "Self-Cheék" -
with thg "Model Answers" given below. Your responses
need not exactly diiplicate .the model responses; how-
jeyef,'you‘shouldfhave,covéred the same major points.

-
: . L. ,
-

2 .~ MODEL ANSWERS | R

1. Short-term~follow—up-stﬁdies‘are.cbnducted only once for -
.each group of students being studied.  If you} schoal chose
* to.use this type of follow-up study, it would only be gather-
'~ ing data about students -at one particular' timé in their
" lives. A short-term study would not allow the school to ]
follow the career paths of studernts.and then make program

improvements and revisions basad upon the turns that stu-

v

dents' careers make during a span of years.. P

~.

: - . . N . - ] B
Long<term follow-up studies are conducted at predetermined
¢ intervals and are conducted more than once for each group of
- students being-studied. . This system of follow-up allews a .
ot school to study the student's career - history over a period
o of yearg. .The long-term system allows the school to seek .

: data about- questions such ‘as:  {1) What are the opportuni-=
ties in,the community for job advancement? (2) How satis-
fied -are former students with their jobs? (3) What "training
wds useful t6 students and what was not? (4) In what areas

.did students need more training than was provided by tze f“//
" school?” (%) What is the geographic mobility' of students? h
_ R PO : ’ <3 CN . 1 7 _ .
© 2. Efféctive follow~up studies should result from a total
school-wide effort.- Everyone connected with the school
should be involved;-to.varying degrees—--in planning, orga-
nizing, "and conducting-the studies. Top school adminis- _
tration will have prime responsibfiity for determining the
follow-up procedure that 'a ‘'schools will. follow (i.e., short-
*term or long-term, the time of year studies-will be con- | “;%'
‘ducted, when the procedure will be initiatéd).” The board -~ " %
Lj will gengraliy give ‘final approval for the follow-up program.
™ . The top administrationrgeNerally-assggns gomeone'prime .
#. responsibility for thg studi . This person will usually. be
“pr a school administrator. Others who -
edlin organizing, planning,. and conducting
lpde tdacKersy students, placement specialists;
al adWwisory council. _ : '

.a guidance .counselo

the studies;ng
. .and the vocati

Y




. c . L. . .. . n
a“ ._,. . “ ) - o L - - ,“

a

53LA'The two follow~up procedures are ma11 surveys and interviews
4 (phone or personal visit). The advantages and disadvantages
‘are .as follows: \ .

Mail Surveys- Advantages_ o o ‘ _”' g -

'l

»® They reach large numbers of former students. ' - }
. C e . ’ 1#8
e They can be used to galn 1nformatxon from both Btudents

-and employers.-

-
’

‘Mail Survéys: Dlsadvantages
e It is easx for students and/or employers -to neglect to -
£fill them out and/or -mail them back to the school;
thus, use of mailings.can result in large numbers
non—respondents.u- :
'._, .' 0_/‘ 3 ‘ '. l .:
.Interviews: bdvantage S . ) _ L

. * .7 -

-, e Slnce 1nterV1ews are conducted on a personal ba51s,’-

. their use allows the interviewer to-egk gquestions. .
requiring in depth responses. and’ questlons that can .
clarlfy prevxous responses. : : -

e Interviews are a. good way to “sample";student,and/or _
emPloYer responses.~ : _ . <! N

Interv1ews. Dlsadvantages

' - ® This procedure can become very expen31ve. . S

o It requlres a great deal of . staff time.
4.: A mlnlmum of two follov-up studies should be conducted for
.each group that is b 1ng'surveyed._ However, .three Studies
onducted after the: udgpts leave school allow - the- school . -
to get more accurate and complcte data. | A fourth study
(baseline study) conducted before the. students leave school
~'can‘help lay the groundwork” for these. three later studies.
<The later studies should be conducted at ‘one hree, and-
five year intervals. The baseline study hgfg;tstudents
become oriented to the| follow-up system and to understand
the importance &4f thei responses to the success of future
- follow-up. spudles.‘ . o - -

£

ST Thixyﬁe—year follow—up study allows the school to find out‘
wh he student is doj g——attendihg a post-secondary insti-~
‘tution, a college or (niversity, working, se#eking .employ-~-
ment, etc.. Jt allows the school .to get basic information
about‘the student's career (e. g.. 3ob title, salary, marital
. status, college major) and to gain initial student and/or
~=employer rcactions ‘as to the adéquacy of tge tralning ﬁ'fr‘
recelved in-schodl: 1. <. T g s A Lt
. ) .. . N - -
' ‘ ' 76 ' :
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>t There are two major purposes for condycting a three-year :_
".. follow-up study. . First, it aflows the school to get addi- .
tional information on students who have been working since
leaving school (e.g., job or-location changes, ‘training
needs). Second, this is the first opportunity for & second-
ary school to get job information on those students  who
., were enrolled in junior, community, or ﬁechnicalicollégeg;

Five-year follow-up studies supply the school with the first
job information about .students who have been enrolled- in ,
- - four-year-instjtutions and those who have been discharged
. from military service. These studies help the schpool to
identify worker mobility patterns (both geographic and job
advancement). They usually can produce. useful. information
. about.  student opinions and attitudes regarding the training
received in 'school. ‘This‘-is because students have been out .
‘long enoygh to forget possible-bias:and they have a better - g
understanding of the skills needed to sucgeed in the career o
world. h e . . e,

LEVEL-OF PERFORMANCE: Your completed "Self-Check" should have. - °~
.covered the same major points as the model responses. If you - ~°
missed some points or”have guestions about any additional points
you, made, review ‘the material in the.information sheet, "Student
Follow-up Studies," pp. 49+-70, or check with your resouréejperson -
if ngpessaryu _ . S . I,
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L

VlCES.

v

S

leen functlonlng student" placement and ‘fFotlow-Up,
'seryices in an actual school, crlthue these ser-

NOTE :
v151t1ng,

‘n6ébt possible for yau,

alone,

‘The next two acthlt}es lnvol;;\gdentifying)
and crLthulng in writing,
follow=-up- gervices in an actual school.:

placement and
If it. - is
to v151t an actual

Ac‘lv‘tv; -

‘alternate act1v1t1es on the next page.

school, proceed directly to the explanatlon of- ;he

-
.

You w1ll be 1denL1fy1ng a school whlch has- func-
"'tioning placement  anc follow—up sexvices, and
visiting that school to gain the lnformatlon you
will need ‘to- crlthue'the Serv1ces.

F] u v N -, - - r
" .
- - ' . 4 . T
va n A ’ . X - . -
’ 4 . . . . e’ - '

e - L. .- R

- - - . . )
e s . - d .
. . . - . .
L v * ‘ ) - ' 3
- . . ) B g . .
. 3 L~ . . N .
. .

e ., |.

- You WLll be crlthulng in writing the placement and?

“follow=up serV1ces, based on tWe informatjen you
agather. _ . . L . ‘
. A’ o ; ..
Y Rl . ; ‘.‘
- - . - ) L ;3'
R .': N - § - - - . .
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. Your LOmthe cy in crlthulng functlonlng placement
N 2 Y " and follow-up serV1ces will--be evaluated by your
_Fﬂwbd* res6qrce persqn, uslng the crlterla ln thls module
' a a guide. R T
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OVERVIEW'contlnued
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,I Alternate

ﬁ

f\

Alternato _

You.w1ll be ldenilfynng a school Wthh has func—_

tlonlng placement and fellpw-up services and visit-]’
-'Activity' ing that school with .« group of peers, or asklng

low-up qpogxallqt from that school -
‘_uk with your group to gain the
j will need t® é€ritique the beerces.

A placemér
-, to visit
1nformat‘

" : s . Y
. i . . .
You w1ll be crlthulnq the services as a groqp,
based upon the 1nform1t10n yoeu qather. . :
SR PR _ R DY . . T -
A - . . R v . . .
. b . " . ﬂ C ‘a <
S :‘r ° R - “ ~
L _\‘: . * \ ! . ’
. : rd DN - - Y
hd - - - !

Ybur'competéhcy'and the group' s'combetencyiin

crgflquang functioning placement and follow-up

u51ng the cr1ter1a in thls ‘module as a gu]dc.

services will bgreyaluqted by your resource person,‘
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\ .~ NOTE: The next twO act1VLt1es involve 1dent1fy1ng,
I “' wvisiting, and crlthulng 4n- writing, placeme t and
follow—ué services in-an actual school.  If ¥ -is not
w90331b1e for you, alone,-to visit an actual choolf o
"~ ‘turn to pp. 89-91 for, an explanatlon of the alternate
- act1v1ty : e - \WI.'H 4 oo
Arrange thrdugh your resourgce person to v151t a L

"school with functioning placement and follow-up
services. -, You will geed to contact the school place-
ment specialist, or the specialist and the. responsmn'
‘ble- schéol inistrator to- request “permission to
visit and t arrange the’ ‘best time for your  visit.
During the wvisit,
using: the,"Questi n Form":- on the following page as a .

. "_;:_.gulde and by obse v1ng the serv1cesf'1f possible.
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you ‘will be seeking information o
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Directlons.‘ buek answers to the forlow1ng questlons by asklng o
~the placement .specialist or the specialist ahd the school admin- -
‘. istrator, or by’ ebservation. Record the answers in the space :
prov;ded below each questlpn,' -8 :

- .. QUESTION FORM

wPlacement'Service o . , . - .

1. What p011c1es has the schootl, admlnlstratlon establlshed ‘«"
regardlng the placement serV1ce'> ‘-

c ' .'(' . . R )

.
i . N +
. - . 1
> . »
-

“}2.: What procedures were followed 1n establlshlng the placement
service? o . o g o

e =l

'3.  What systems have been est"'!‘hed'to ensure that specialists
and teachers- work together in the placement of students?.
. (For example, updating- school recodrds, referrlng studengs to
placement office, helping students flnd occupatlonal and/or

e educational 1nformat10n )

. «

4. .What act1v1t1es do teachers incorporate 1n thelr classrooms
~ that kupport the placement services? ' (For exampleh helping
.students learn. interview technlquep, helplng them to under-

) stand the tax.structure and income tax fomms, teaching them
how to fill out job applications.) . :
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_‘ 5. What are. the goals aHE‘BbJectjves of the placement servxce?

« r

. s a4
uf -
o . , . . LT,

6. What‘pethods have .been establishedffor sel -evaluatlon and
improvement of the placement" service? - : g

h o .'”)

What serv1ces does the placement service prov1de to orient:
students and staff to their functlon? (For example, orienta-

tion meetings, inservice training for staff.) How are these

.activities organized? What arc the main topics of df5cussion?
- . /

LN ' v \

i

N -

. 8. Is there an appropriate placement.specialist—stuéent ratio? .

M -

9. ‘Are spec1a11§ts avallabfe on ‘a scheduled basis and durlng
: 'the evenlngs, vacat;ons, and‘polldays°

" . . - ~
-
4 . Lt 1 . - . .
’ } L
. . - . .o

P29
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10. What act1v1t1es dog¢s the spec1allst eg@; e'1n° (For ex.gple, %
..~ .~ maintaining gzbse contact with post-s o%@ary schpbls an
- cblléges, em loyers, and -special needs referral agencies, ,

seeking to develop jobs for students, visiting students on

- ) employment 31tes, followxngdup on ‘placed studepts ) -;5
. ‘ . . ' : o ' - ]
> ) , . : : : o

. o o : t _—
11. How is the/blacement service public¢ized? - | ¢
j - e o - ' | :

. . 4 Y '
. ) ‘ v [ .
. .
[N . } " \ '
.4 E _ .
' - . . *
v . . . - ) .
-
. .

N \

.

12. What techniques and procedures are utilized to emsure’
' accurate up-to-date information on all students? What
information is obtained? Are records.acce531ble to staff,
. but controlled so as to ensure confldentlallty?

‘ ]
- . g . b ’

3. What procedures are utrllzed to ensure up- -to-date occupa- ‘
tional, educathnal, and recreational information? Is the.

informatlon easily accessible, to students? 1Is it kept in a
specific location? v -
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‘ : ' L Je L e . . . : . . P -
" +14.  Are the placement office rhysical facilities adequate? Why. ..
' &Por why not? , T o . R ] A
. . L "‘ . : . v LY - . ) . . . - L ".(ﬂ;\\‘
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15. What does the placement se
. What is the bases for detc

N , . . , . L
' . -- N .t : »

"Follow-ups<Service

16 Who has- respon81b111ty for

,. - are the studies organized?
g a
T~ M
17.

J ~their réspon51b111t1es°

-

<
4

18.

Who is involved in conductlng tollow-up studies?

rvice. feel are its major successes?
rmlnlngsthese serqxces?

v

-

SN

orgaﬂ121ng follow-up studleﬁ How .

LS

¥ <

What are

=

. For &hat'reaSOns-does‘the'éChool conduct follow-up studie®

‘;.' :,' o « . 3 .A
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L s
1 . ) Q_
“‘_P. —_ . 4
: . r 86 . ‘




{\; What foyypw up procodures are used? LT
. e
D | S
: '7 iy N o LY. ./ 7
T ey N 5 ¥
4 - : A o w, :
N
. 3
A'A' . . ‘ . .
20. When are follow-up studies conductedz; > .
o] . - _ff
, . | ’ a
\\\‘h_"i . . - 9 - : .
) - ) ’ . X v ' '*'_' 4
. | ,”\_\ ‘ . ‘
. ‘_.. 4
B T

21.

22.

23

e |

How?

a
/ . .

Y.
\ .

Are an aéceptéble numb
the follpw-up studies?

How are the results of

-

of former students
hy “‘or " why not?

i

50

I1s follow-up data utiliz'g for curriculum imp;bvemeht,)§;g.?

responding to

.-‘ _



Y A . ‘ ' v “ .
TBaded upon the information you have q‘atpercd ‘about ¢
.the placement and follow-up scrvices,.write a cri-- g
tique-of "tho bUfVlcep.,~Your-CTitjquo should reflect”
.A consideration for what yoy have learned about - ., N
effectivp,plncnment'ang‘fo OWoUp sLEVLdbs. .Use the
following quvstionq‘to-qui yqur cri i ue, _ v

ce

e : 4 RS . ) .
S - L+ e Dp- you &uﬂfhgn» placcﬂg;% seercegwaSiadequatcly T,

-7 . #orving students and c unity? Why or why_not?'

. 7
e What antivé;xoq might the placement service under-.

- ] o i ak- to ‘exgand and/or 1mﬂdee its sérv1ces° o S
e N : ‘ O ) ‘ ' ’
. ¥ ; -
o . Did?the‘school staff anhd admlnxstratlon,appear
. A\ Support the placement and.follow-up services? . ¢
~ _~ . WKy or why not? If not, wh, t might be dene te -

1

RS rrect this 51tuat10ﬁ€3 ,g J N
] . S \ . . . o
. B e A thé pla ement Sp U'llsbgle sily accessible
o ' \ Jstudents PO T

R}

Yy why no _
- o HXNfeo adeq te p sions made for self—evaluatlon
- and i1mprovement the placement serv1ces° Wyy
or .why not? o

+ L

. Do the follow-up studles pear to be produc1ng
reliable, adequate results’ Why or why not?

v : .

k]

| v S
There is no formal feedback device for this activity.
' Therefore, your competency will -be’ evaluated by your
resource poerson. : :

Arrange to . mee t with your resource: person to rev1ew'
the ‘information you qathered and your wrltten cri-
tique. Based upon this’ lnformatlon, your resource
.. - person ‘will 'evaluate your competency in crlthulng o
‘v .- pPlatement. and follow-up services. If you are weak 1in

N
. ”-‘ﬂany areca, you and vyour resoﬂrce person should meet.'to
- .. discuss what you can do to gain competency n the L
v " weak area(s). _ . . R CE
- .o P : . ‘e (S ) LA . I} *
b o - . : ‘,.‘ . . ;o

.-(.,! —-

T s

L ol
[y
o
1fw
. - N v

- 'school - with: functlonlng placement and  follow-up ser-

- ?”_;_ 'Arrangce through your resource person’ to visit a | _
- Alternate
\Actnntv' vices. You wlll b visiting this school with a group

of your poerq who are also taking this module. You,

’ .. !' . N .J. ‘. . . | "»l , .
. '. _'.'6 - . . 89 — ) o -




. 3 . ' b
~\l$9 “member 85 your gJ;ug,/ar’your resource- person will
need#to .contact the school placement specialist, or

‘ the sfecialist*and the respopsible qchool admunlstra-—'
S R _rtoff to request permission tolvisit and to arranyc, the”
;f ) ~ bept for thesvisit. [ During the visit. you will’
: X ' b ekinq 1nformat10n uslng the' YQuestien Form" on’
. 83 87 as a. gu1de and by obsbrw*ng ‘the ser¢ices, -
- ‘1f posqlble. : - _ o ’
- . v '
Y ’(- ) ij you cannot v131t thc sc 1001 as-. a‘group, you wnll

be -arranging throuqh youf resounce pcrsan for .a
placemcnt and . fo/dew-up .spaecialist to Xisit with your-
gup to-discuss the-placement and £ llow-up jervices.
placement and follow+hp specialist should be a .: .
placement specialist.  You may al8o wish to invite a -
school. . vocational administrijer to .mecet with your

group to discuss his/her ‘ro in regard’ to the ser- | .

. Vvices. During this discussjon, you will be seeking
information using the "Question Form," Pp. 83-87, T
as a guide. . : C L ‘e
b ;. ) . ) - B - . -

- - o : -

_ \ Your resource peYson will'be serving as'a moderator -
lAlmmaw' and/or observer as ypur group orally crit ques the
Activit\)i placement and follow#up services. The critigue
should be based upon ‘the informgtion that has been
" gathered. The critique shoxld *feflect a considera-
- - tion_ for what has been learngqd about; ef fective place-"
: - ment--a ‘follow-up services. Use the fOllOWlng o
question¥ _to guide the cr1t1que. v i e -

«' Do . you feel the.placement service was ‘adequately
Serving studentszand COmmunity?r why or why not?

S " e What act1v1t1es might the placement serv1ce have
' engaged in to expands=and/or improve it's services?
b - ' . T . B "

_ | ' e Did the°échﬂg€ staff‘and administration appear
& - o U to 'support the placement‘ﬁnd,foL&gw-up-services?'
EEER Why oT why not? _ ’\ : :

L R o ad Are . the placement pec1allsts ea51yy acce551ble
‘ s to students?’ Why or why not? - - :

e Are adequate provisions made for self- evaluatlon
_.and improvement of the placement serv1des?“ -Why

%E why not? , . . )

- '\\ . ' “ )

e Do the follow-up studies appear .to be pToduc1nq -

reliable,. ade qua&e results7- Why or why ‘not? :

. by -

' . : I o c
90 SN e B

!
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’ Altor_nato

Ry

There: is no formal fecdback device for this activity.
Thercetore your competency will be evaluated by your
resource person. He/she will cvaluaate your.compctenc(j;

in evaluating:placement and follow-up services basced

upon your obscrvations and inp into the group
critique. Tf you are weak in ahy-area, .you and your
resource person should meet to digscuss what ,you can

do to gain com%g;enCy in theé weak area(s). LT
\- ' < . \
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>
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ﬁ _ ‘ . : . ' '. o .‘ . o . .
ST " FINAL EXPERIENCE |

e ——

_ Whlle'wo%king in an actual administrative situa-
 Tarminal. Q4 tion, establish a student placement seqﬁ}ce and
Ghmnmo coordinate follow-up gtudies.

3

r'y S _,-; . |
g . - ) - , ._‘0 . ' H o] K :. '7-!’"

. "" Establlsh or ;bsist in the éstablxshment of, a
Activity o student placement service" that "will, Jeet the ehar-
acteristics and heeds of students apd the commu- -

nity- Tth W111 1nclude:

' ———

e determlnlng the goals and objectaves of the
T placement service .o .

’

,“??Aiﬂ'c .

. from top. school adminis-
ol board to establish the

. 6ﬁtainlng permiss
tration-and the
placement servic

¢ .
“ LI

- ) LN *

® fcrming an ad hoc acement plannlng committee

and a placemenqvadv1sory committee a
a/'

° hlrlng a placement staff. -~

wmrklng with school staff\and admlnlstratlon,
placement staff, and committee(s) to establish
L a functionlng placement service’ :

y
s
B
—

o _
f ‘' e working with school staff and administration,
- placement-‘staff, and committee(s) to maintain J.-
aﬁd evaluate the placement service
* . NOTE: if you are #gt able to establish, ‘or assist
)' . - inr e eStabllshment of. a studeht placement servige}.
bécamse of the situation in your schvol, you may
/ #-complete this module by assessing the procedures
s fol Qwed in establishing the placement service v
which already eXists ‘i your school. 1In this case,
you will need to provide your resource person with

R evidence that youn checked these procedures against | .

‘the performance components listed 1n items 1-16,

“‘and identlfled any deExcxenc1es. ) ’ .




FINAL xxm:n:xucx cuntlnua-d o AL ) .S

M hi
As part of ongoing cvaluation cfforts, coordinate
follow-up studies (1nd1v1duully, or as a member of
a team) . 'l'hlq will ijirclude:
e assigning responsibilities for organizing and
conducting the fol low—up st.udivs

' e deoveloping a plan for (onduvtxng comprvhvnsxvc
and systematic follow-up studices

° ovorsueing’the follow-upfﬁtudies
.e analyzing the follow-up data and making Plaps
to use the data for ‘program revision and - \Q

development

NOFE: AS. you complete all of the above activiti
document your actxons (in wrltlng, on tape, through

a lbg) for assessment purposes. .
! T - ' ‘ '
) \,_. X
' - ' a
: - . . Lo N
Arrange..to have your resource pers review your.

completed documentation.

Your total esoipetency will be assessed by“your
resource person, using the "Adminidtrator Perfor-
mance Assessment Form,"“pp. 95-98. Based upon the
criteria specified in this assessment instrument,
‘your resourcec person will detérmlne whether you are
competent fin esbhbllshlng a placement serv1ce and
oordlnatlng follow—up studles. ’ : :

- N

.‘..\_
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4 - N
¢

e [ R . i .’ -‘Namé PO R — . -5

~Date

o Resource Person

A\

Rate the administrator's lgvel of performance on each
of the follewing performance components involved in
establishing a placement service and coordinating
‘follow-up ‘studies. Indicate the level of" the admin-
istrator’s ‘accomplishment by placing an X ih the
appropriate column ‘under the LEVEL OF PERFORMANCE
heading. If, because of special circumstances, a-
performance component was not' applicable, or impos-

. " sible to execute, place an X in the N/A column. )

. 'S .

ADMINISTRATOR PERFORMANCE ASSESSMENT FORM

' : . S ®
Establikh a‘Student Placement Service and

L | Coordinate Follow-up Studies

. Part I . o N

. . 1

NOTE: Before completing:the form, check the box below which most
closely describes the activities completed by the administrator

for items 1-16. _ ‘ \

’

(] The administrator established o¥f - o e
" -+ assisted in establishing a .placement :
.. service. .. . , ' ‘ . LEVEL OF PERFORMANCE

. T . ’ : @

Ej' The administrator assessed the proce- . ﬁf -y E
dures-used in establishing-an existing- N u
Placement -service and identified any ) e 3
deficiencies.. ' <2 | |58y
. : - d N|ololx]|& )%

S o Rl N R KA
In establighing ;the placement’ service: ,
- - I G — : .
. ! . . - -

l. support and approval was Sbtaingd from | . . . -

.. -~ top. school adm¥nistration............... — -

3 S ’ . : '

2. support was:obtained from entire school . .

staff. ..l e e B T '
'.3Q_.student;needs and charactcristics were - - : S
* surveyed....... e Cemsmesesenneny N . e -
/ ) 96, . d -
o. ? - ‘
”» .\} 1







