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_RBS CAREER EDUQAT,ION is one approach to Exporhnoo-Baud
r Education (EBCE), a concept involving the use of petsonnel. and
s outside the school in the development and OpoutIon of student

progréigg In the RBS lpprocﬂ'f the cammunity angk the schodl work
toget ® implement a secondary Q%eor education.program to organize
; ; a tooperative rolatiomhip for ntI ing dmlowmnt and ex Ion of the
_ . o . program, )

| The CAREER DEVEI,OPM meo!hpomnt of RBS CAREER
EDUCATION provides forthe impro
through experiential lpafning activities thrqughout the cdmmunit he
implementation of corhponent L:sultt in the ektablishment\of @
cooperative sch ip -ta. identify and recruit reso
for thise actiyi
"and to su rvwg tho qperation and continuing devolopmont of thess

is
mmunity relation

.

s Cf REER DEVELOPMENT atarials in the RBS CAREER

operating these ek pdriential * learning 0pportunit|es(and‘ for in- sorvicing
communjty garticipants for program -openttgns and on-gomg dwelopment
. These meterials include:

. v

GENE'HA'L‘ INFORMATION HANDBOOK -

IDENTIFI.CATION AND RECRUITMENT OFw
COMMUNITY RESOURCES ' | .

ORGANIZING INFDRMATION ABOUT COMMUNITY RESOURCES
RESOURCE SITE ANALYSIS

ORGANIZING COMMUNITY RESOURCES FOR
CAREER EXPLORATION: CLUSTERING

- DEVELOPING INSTRUCTIONAL PROGBAMS FOR
CAREER EXPLO RATION

DEVELOPING INSTRUCTIONAL PROGRAMS FOR
CAREER SPECIALIZATION

" TRAINING I!OMNIUNITY RESOURCE SITE STAFF

Information .|s also iﬁcluded ordering additional coples of CAREER
DEVELOPMENT materials and fofms.

s, 10 develop specific instrubitional programg for studqrits,

4

nt of student cereer davelopmant
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INTRODUCTION’

Since 1971, Research for: Better Schools (RBS) has been developing and

pilot-testing an operational model for a secondary school career education program -

(RBS CAREER EDUCATION). This project has been exploring program and
organizational ch\ngcs in secondary education. The project has bgen especially
concerned with the contribution personpel and facilities outside the school could:
make in the development and operation of programs for students and with the
importance of this involvement for mdividual student developmedt. The project has

sought to develop not simply a career education program but Hlthcr a model for .

secondary®®ducation* that reflects the implications of the career gducation concept

for a more balahced and flexible curriculum. o
RBS CAREER EDUCATION was designed to provide an: initial program for

high school students lacking any previous formal career education. It has been

operated as an alterndeive program for students.in \Phila'dclphia. in conpération with
the S_chm)l Digtrict of Philadelphia, thc’(;rcatcr Philadelphia Chamber of Commerce,
and participating individuals, agencies, businesses, post-secondary schools, and
unions throughout the city. o

The pilot program has enrolled over 600 students, in grades 9-12. The first
students g;ad(ua;cd from the program M the Spring,of 1974, Graduates have bc\gun
careeW in differennfields, service in tﬁc“Armgd lecs, and post»—secondary'programs
throughout, the country (e.g.(‘ at Princeton and the Philadelphia- Commuhity
College).

‘program to help schools organize for continuing career education development
eftorts. The program involves the introduction of three instructional components
into the high  school curriculum® CAREER DEVELOPMENT, CAREER
GUIDANCE, and the ACADEMIC RESOURCE CENTER. The program also involves
the establishment of a cooperative relationship between sthe school and the
community to implement, develop, and expand opportunities for students to fearn
through experiences outside the school.*

Goals and Objectives

The three instructional components of RBS CAREER EDUCATION provide
inputs foff student academic, personal, and career development through a program of
group and " individual learningactivities in and outside the school. The CAREER
DEVELOPMENT component, however, has a dual role in the program. -

. The g()éll of the CAREER DEVELOPMENT component is to increase student
understanding of, preparation for, and access to the caréer opportunities available to
them, as well as community participation in and understanding of the educational

*See: RBS Career Education for an ovetview of the program and as background for this document.

N
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RBS CAREER EDUCATION is i program for hif;h school s;udents-and a.



process. The program is based on a number. of assumptions about the rolé of the
school and the comminity in career dcvelopment and about the nature of that
process self: B .

1. Career dcvclopmcnt is & continuing process, requiffg flexible treatment by
the schools and the community :

2. Most students have limited exposure to careers and little sense of direction
with respect to careers. . '

3. lncrcascd exposure to careers is beneficial to. students’ academic, pcrsonal
social, and vocational development.

'

4. Career dcvc]opmcnt is a legitimate fmfctlon of a b,lanccd cducatlo{ml
program for all students: -

5. Carcer develqpment involves cognitive and non-cognitive skills, self-
. concept, and experience with responsibilities affecting others. '

6. Schools cannot provide adequately for career development without the
N participation and effective utilization of personnel and facilities outside the

school. .
SN

7. The partmpan and cffectrve utilizatieh of pcrsonnel and facifities.
outside the scho | can ‘enhance studenty” career dcvclopmcnt as well as
their acadenﬂc and personal growth CoN "

8. Thc pamcnpatmn and cffectlve atilizatiop of persopnel and facﬂmcs in the
commumty for the education of stuc{ents will require changes in the
organization and relationships of both the schoals and these community
resources. . T . |

9. This cooperative association will result. in better articulation of programs
.nffccting'manpower development and placement.—

10.  This cooperative association will result’ in more efficient and effectivc
utilization of the available resources of the community (mdudmg the
schools themselves) for the achievemeat of edumtlonal progtam objectives.

“

The CAREER DEVELOPMENT compo?}tnf is designed to provide the schools
and community participants'- with procedures to organize a network of out-of-s¢hool
resources for two kinds of activities for students: Exploration and Specialization.
These learning activities are developed by school staff in cooperation with interested
people in the ‘commumty,. The activitiecs are conducted by these community
resources, using their own facilities, under the supervision of school staff. The staff
of the CAREER DEVELOPMENT component (the resource coordinators) have the
responsibility for the organization, conduct, and maintenance -of the C()opcratlve
relationship between the schdol and the community to develop these activities, and
for the supervision of‘l','x‘ploruti(m and Specialization,

The resource coordinators also have the responéibility for v;lo.rking with the
community participants and other school staff on the continuing development and

[
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expansion of community-based learning activities for the entire school curriculum.
The resource toordinators:are thus concerned with the development of both present
and future applications of schpol-community copperative action for the¥enefit of .
student academic, persanal, and career development. ‘ L
While local pyograms will develop specific learping objectives of their own, the -
¢ CAREER DEVELOPMENT og'mpox\cnt is structured around certain general learning

> objectives or outcomes for students. * ) - no
' . . w
'n ,
Exploration | “ | . ' .
. ¢ . v . ~ ¢ . . . . : B .
\ ‘ . Exploration is a carey awareness program in which students may discover new .
- intepests, test established ones, and learn about a wide variety of people and their -
work. Exploration involves a series of mini-courses dealing with different groups of
carcers (or clusters). Asa result of each of these cluster experiences, students should
» ~ X .
be able to: ) \
. ) ) ) ¢ : .
- 1. *describe the content of the experience and relate it to their owp career .
interests and planning, . : s
. ™~
A Y . . . ~ .y . . e
2. list those careers (or job families) of interest to them, their prerequisiteg or
AN qualifications, and the :lob maintenance skills or aptidudes they regquire.
. v . . .
3. identify for those carcers of interest to them the associatcé financiak
‘s . i . . o o~ .
o rvwards,;{f‘cctwo variables, and career progressions. - .
. 4. understand the rights and responsibilities of employees and emplayers, and
C ' the rules and interactions of job performance’ ' ‘ e
5. identify work-related academic skills, basic job acquisition skills, and basic ~ +*
job maintenance skills. '
‘. As a result of the series of Exploration courses, students should:
y, : " 1. understand the range of career opportunities available to them.

2. understand the economic role of the individual as a producer and consumer
ofgonds and services..

3. ~wtlerstand the nature of change in the caroer development process,
4. understand the range.of goods and services available to them.

5. understand the differences and similarities of pcoplc in their community

involved in the program. .

6. be better able to relate to adults in the community and to issues'of concern
to the adult community. _ _ C S
.

Specialization

Specialization is a pri)graln to provide students with more ln—depth study of a
particular area of interest thrbugh student-negotiated projects. While specializations
will initially focus on the deglopment of specific skills or on learning more about a
certain occupation, they may also emphasize a student’s’academic or public service

&
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- . . .

interests.* The'objectives of these projects are determined jointly by the student and
> the insttuctor. The project is documented in a- Specialization Contract which also
", . includes a description of the project activities, criteria for evaluating student
perforinance, and a defihition of the pcoduct(s) to which these criteria will be
applied (written or other media reports, physical consttuctions; etc. ). Students are
also required to ‘xiiialyzc and report'on the implications of a speciafzavton for their
own career planning, including the identification. of necestary adademic and/or
vocational devélopment if they are to continue in the specialization aren. A's a result
of any project, however, students should:

~

\ | . |
L. acquire basic knowledge, skills, and experience related to a career area
(usudlly a specific one):

2. develop their ability to manage their own learning. |
3. apply knowledge, skills, and experiencé gained through the activity to .

general and specific tasks in the career area.
* . : N &
47 apply recommended tachniques for interviews with community pamcipar‘s

toward the o aﬁintiotc of their pfojects.

.- 5.7 undesgtand the opportunities for formal and informal training (including
paid full- and part-time employment) in the carcer area, as well as possible
combinations of trainin rams durin reir n and 8t--

t, training progran ring their secondary post:
secondary career development.

.

' ﬁw CAREER DEVELOPMENT component provides students with a hcxible
structure in which to explare the oarecr apportunitiés available to them while testing
out their interests and abilities in specific areas. The program emphasizes student
\c_xplomtion of careers and of commynity resources because of both the tentativeness
of carcer choices at the secondary level and importance of interactions with the
adult community in student maturation.** . . . ‘ |

The gorogram is intended to provide thé schools and the community with a
mu tual f&mcwork from which to develop and qperate activities for students. The
program accepts the premise that community participants have much to offer, not
only in servic® for students but also in expertise for the schools, The program is not -
a comprehensive answer to schonl—c<>m‘munity coopcratl%n' for the education of
students or for manpower development. 1t is a place to start.

A ] ‘ 7

The Resource Coordinator

The role of the resource coordinator in the implementatiog operation, and
development of the CAREER DEVELOPMENT component is the key

continuin

“See also:)\Unit Three of the Career Clarification Progrgm in the CAREER GUIDANCE *
; componeit for combining emphases in specializations. '

7 **For a summary of studies indicating the need for continuing Exploration and Speeialization
opportunities, see: 'R. N. Evans et al, Career Education in the Middle/Junior High School (Salt |
Lake City: Olympus, 1973). pp. 38 -46. See alvo: D. E. Super et al, Vocational Development:

A Framework for Research (New York: Teachers College Press, 1957). "

-

. _ ' 6
' * ™

, 10




. -

-

-

elcment in the RBS approach to Career Educatnon The resource coordmator(s)'
represent the commitment of the school to peovide the support nesded by potential
community participants to effectively tgke part in the educational process. Without
d}és commitment of personnel on t t of the school (and the corresponding
commitment on the part of the communlty) no program of cooperatlvc action
towapd unprovmg studentcareer development is possible.

The work of the resource coordinator(s) is the major focus of the materials for
the CAREER DEVELQPMENT component, particularly with respect to the initial
implementation and Vﬁeratlon of the program. The reséurce coordinators’ work has

“four basic objectives n this regard:

1. to organize a cooperative relationship with people in Jhe community
directed at improving seudent career develapnment and expandirly student
experiential learning opportunities;

2. to jnitjate a program of experiencebased career education activities for
students {i.e;, Exploration and Speciaﬁzaticm* through such cooperative
action; . : o .

3. to initiate a program of ,in- serviging community resources to incrdase their
.1pab1]1tleq‘for continuing program operations and devclopmcnt and '

¢ 4. to develop a knowledge base about the community gld its resources to
guide school staff in the supervisiom and extension of community-based

learning activities thmughout the school curpttulum.
] \ .

Materials - '

This General Information Handbook provides an overview of the organization
and implementation of the CAREER DEVELOPMENT component, with particular
atteption to issues that confront @he school administration and the resource
co(ﬁnmmrs in the mtroductmn of the component into the school. In addition to
the Handbook, there are six (6) training guides. for resource coordinators, which

discuss the basic steps in implementing the instructional activities of the component:
1. identification and Recruitment of Community Resources

2. Organizing Information About Community: Resources: Resource-Site

Analysis .
Organizing Community Resources for Career Explefration: Clustering
Developing Instructional Programs for Carcer Exploration

3
4
5. Developing Instructional Programs for Career Specialization
6

Training Community Resource Site Staff

These program materials, used in conjunction with the training and technical”
‘assistance support services available to program implementers, provide the informa-

tion required to implement and/or adapt the program. "N
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IMPLEMENTING THE CAREER DEVELOPMENT COMPONENT: ‘
THE PEOPLE .

Q¥

. . .

The CAREER DEVELOPMENT component is implemented throdgh a process
of cooperative development and operations” by school staff and interested
individuals, agencies, businesses, post-secondary sghools, and. unicns thtoughout the
community. This .cooperative association works from the- component’s basic _
framnework to develop und operate program activities for students consisdnt with
available resources, lpcal objectives, and studcnt interests. There are four cssentlal
partigs involved in this cooperative action:

1.

'

the school staff responsible for pmgram implementation and opcranons
thc resouree ¢ ()()r(h"(“()r?

the. commuyity peoplet who wnll be working with the school. staff to
develop and operate the program the resourcessite cSordingtors and

resource-site ctaff \ , ‘*'.,

.an_individual or agency with sufficient creﬂibility and contacts in the
cqmmunity, as well as intcﬁst in the program, to assist the schovol staff in

ideéntifying, recruiting, and organizing potential community partxclpants

the community liaison: dnd e

‘-" . Lt

a group of community pwple rcpre:,cntmg all mtereqtcd partlupants who

monitor program npcratlom and plan for conunumg development and

extension: the pmqram m!'vm)ry qmup BT
Y

The establishment and fundtions of the pmg;‘n advisory groug are outlined in the
Implementation Planning Guide. The other three parties will be discussed here.

The Resource Coordinator(s)

- . o

o

A team of resource cnordih"nt'g);'rs;. is responsiblo for the implementation and
op(rm(m of the CAREER DEVELOPMENT component. Where the component is
nnplcmentcd as part of RBS CAREER EDUCATION, this team will also have
responsibilities for the C ARFFR G Ull)AN( E component and some responsibilities

with respect to the ARC.

»

The team appmach % 'important for the” success of the program. The team
concept permits differentiation of responsibilities among the staff, although all
members of the team should have sone program develoghent and liaison functions.
Assignments should reflect thie strengths of individual respurce caordinasors.
Resource coordindtors with experience or %pe(‘ial knowlcdge in certain cluster areas

can be assigned rcsp()lmblluv tor developing programs in their areas of expertise. .

At the pdot site, the team included former teachers, guidance counselors,
Chamber of Commerce staff, and cooperative education coordinators. Individual
members had particylar assignments in the areas of Specialization, individual

guidance. and program dcsign.

,‘/ 9 - 14
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- In idendfymg staff for the team, adninistratou should consider experienJ with

o high school students and with alternative programs, uinderstanding of comimunity
“x« | resources and their potential for academic and vocational development, attentiveness
S~ to paperwork and detail, program development experience, and the ability to relatg

to and recruit community participants. Diversification ofbackground and abilities’| s
quite healthy for staff work. ~
One member of the staff should be assigned management reapomnbilities for the

- component. Management responsibilities for the component include: . (

) L]

1. coordinating, supervising, planning, and organizing for component
) _ activities, ' .
| - ‘ 2. acting as a liaison with community resource sites, e

. 3. providing orientation for’ new staff members, and training new staff -
members to perform the duties of the resougce coordinator, and
4. evaluating the performance of the component staff and of component

operations. . . .

AN

* The qualifications of the ideal resource coordinatar inelude”
1. Prior experience, understanding, and commitment to career education.

2. Knowledge of and experience  in projects which involve community
resourles in educational programs, (e.g., cooperative education)

3, KndMedge of-or experience with the economic sector.
4. Program development and implementation skills.

5. Ability to work cooperatively with representatives of the economic sector

-

in development of programs.
6. Salesmanship skills for promoting and implementing the program.

7. Ability to effectively motivate and assist secondary school students in PR
making appropriate career choices.

T 8. Competent writing and speaking abilities.

9. High energy level. ' /\

10. Credibility with school administration and staff. -y

Many efisting staff roles within the schools would provide team members with
the background for the combined counselor-coordinator functions; however,
community participants are particularly sensitive to any gaps in understanding of
their environments and concerns (it is part of their motivation for participating in .
the program), and special. care should be taken to include staff whq are current with ' '
~conditions and opportunities in the community as a whole.

Two factors should be considered in detérmining staff size: o,

1. The estimated number of students who will be participating in the .

component’s learning activities.

2. The es_tlmated number ofresource sites.

13
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In the early stages~ef program implementation, est¥ites of student and
resource-site participation will be very rough. Staff adjustmepts myy have to be
made when-the program becomes operational. At the pilot site, where the staff had a
combincd GUIDANCE/CAREER DEVELOPMENT responsibility, thete ‘was one
staff member for every thirty-five students.

RN N
- X J .

The Resource-Site Coordinator(s)

LN . -
The CAREER DEVELOPMENT component involves the implementation of
learning activities outside the school to be conducted by community participants
under the supervision of school staff. In the case of Exploration particularly, many

learning activities will be going on at a single location, under the sponsorship of a

participating community agency, business, college, or union. In order to facilitate
school-community cooperation in these cases, the resource coordinator must have
some counterpart at these sites, who is responsible for site relations with the school
and the program and for organizing resource-site staff for program activities.

In many cases, the participating site will already have an administrative officer .
assigned such responsibilities: e.g., a public affairs director, an education director, or-

a personnel officer. If a site has no designated administrator for school-community
programs, the identification of someone to perform this role of resource-site
coordinator must be one of the initial objectives of the component staff’s work with
that site. "‘

The resource-site coordinator has a key role both in the development and
operation of the instructional programs at each site and in the development of the
school staff’s understand'ing of the community, They will quite frequently be
members of the program advisory group. They are an important source of evaluation
data about the content and operations of the program. They will usually be able to
help ip the recruitment of Specialization opportunities for students, and they are
very important in sustaining the program’s credibility among participants.

The resource-site coordinator. like the component staff, represents a commit-
ment to school-community action. The experience of the pilot program suggests that
the resource-site coordinators are anxious to fulfil this commitment, but demand
support from school staff. The resource-site coordinator taces as many obstacles as
the school staff in implementing the program: helping to organize content,
identifying interested instructors, scheduling time and facilities, getting to meetings
with other program participants to discuss continuing development of the program,
and working with operational problems. School staff must recognize such site
constraints and provide the support needed to develop and sustain the potential of
each site.

The Community Liaison

\
Before community resources can be organized to provide instructional
programs, the school administration must establish a cooperative relationship with a
group or an individual in the community who has a high degree of credibility with

the economic communi®y and has a high degree of sustained involvement with the’

11
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school district. This group or individual serves as an advocate for the program in
general and for the CAREER DEVELOPMENT component in particular: This
community liaison provides the component with access to community resources and
provides the economic commu nity with a means of contributing to the development
_of the program. There are several v ways to identify potential community laisons:

1. Ask top school administrators to identify various groups and individuals
who are active and involved with \gchool matters or \ho serve on
committees.

2, Determine if any of the following organizations exists in. n-ahe commumty
. & Kiwanis Club ‘ '
*b. Rotary Club
c. LionsClub
d. Industry/Labor Councils
e. Chamber of Commerce
f. The Jaycees

3. Ask the editor ofathe local newspaper and other media to identify various

groups an(NndMua{s -

ln 'most cases these tvpcs of organizations and individuals tend to have crcdlblllty,

visibility and interests in thegbusiness community. They are also found in most

locales, and may be amenable @ establishing a working relationship with the school.
To select a community liaison, the school administration should determine:

. {
15 The willingness of the group, organization, or individual to fully participate
in the component,

2. The amount of time that can be applied in the planning, devclopmcnt and
operation of the component, :

3. The extent to which long term involvement can be sustained, -

4. The extent to which the group, organization, or individual can identify and
recruit community resources, and

5. The extent w which the group, organization, or individual has an
- understanding of the overall program.

At the pilot site, a relationship was established with the Greater Philadelphia
Chamber of Commérce. The Greater Philadelphia Chamber of Commerce demon-
strated itself to be highly useful in identifying, recruiting and sustaining the
involvement of the economic community over long and protracted periods of time.
Also, the Chamber of Commerce displayed a willingness to totally involve itself in
the overall program by providing needed assistance, advnce, and liaison activities with

the economic community. S .
Once the community ltison his been identified, the school administration

should involve the liaison in all orientation and training sessions. The school

' 12 15




administration and the community liaison should also outline particuhr proceduru

¢ * -

and tasks with respect to:

1.

acting as liaison between the community puticipantt and the lchool
district;

assisting in planning, developing, operating, and managing the &’bgrnm,
identifying potential community resources;

sponsoring and making group peesentations to the community; and

assisting in the development of a clearinghouse for requests from various
" schools and $ndividuals secking the use of community resources for out of

school programs.

]
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IMPLEMENTING THE CAREER DEVELOPMENY COMPONENT:
THE mocsss ' \

The implementation of the CAREER: DEVELOPMENT component is essen-
tially a developmental process. The resource "coordinators, starting with the basic
Jramework of Exploration and Specialization, must develop resources and magerials
"o initiate the programs for students. They must identify content as well as
instructors, schedules as well as facilities. They must develop information materials
to interest students in the program as well as to interest con¥munity participation.*

The resource codrdinators must also adapt administrative forms to providg and
obtain information about students: attendance, grades, particular problems®
form requircments are discussed in Training Community Resource Site Staff;
however, the need for a rcgular procedure, if only as an indication of school contact
and support for the community participants, is stressed here. School staff must
. never lose contact with these participants; the program must be a cooperative
activity at all times. _

The fnplementation process is not th( work of the resource coordinators alone.
The school administration and faculty, the u)mmumtv liaison, and, eventually, the
resourcesite coordinators are all involved. The resource coordinators nevcrthelcss
have the lead in this process, and the success of the implementation turns on their

“creativity, hard work; and perspective. .
The six training guides developed for the resource Loordmators deal w1ﬂ1 basn,c
steps in the implementation of the program:

1. ll)ENTlFI(ATlO AND RECRUITMENT OF TOMMUNITY
RESOURCES

2. ORGANIZING INFORMATION ABOUT COMMUNITY RESOURCES:
" RESOURCE SITE ANALYSIS

ORGANIZING COMMUNITY RFSOUR(‘FS FOR CAREER EXPLORA.
TION: CLUSTERING ‘

4. DEVELOPING INQI‘RUCTI()NAL PROGRAMS FOR CAREER
EXPLORATION

5. DEVELOPING INSTRUCTIONAL PROGRAMS FOR CAREER
SPE(JIALIZATION

6. TRAINING CONMUNITY RESOURCE SITE STAFF

These steps. are followed in the implementation of both Exploration f‘xd

Specialization (see Figures 1 and 2).
‘_’\«

*Examples of information materials for students are in the Appendix to this handbook (For Your
Imformation) and in the Appendix of the Career Guidance Component: General Informa-
tion Handbook (The Career Exploration Catalog). Examples of information materials for
community participants ase in the Appendix of Training Community Resource Site Staff (The
Career Development Program and The Resource Site Reco‘ Keeping Guide).

£ .
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COMPONENT MANAGEMENT N
‘e Staffing: sedgction, orhnudon uﬁmmm. e :
] Plannlng N -
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| . : o
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+ .

TRNTATlVB CLUSTBR SYSTEM

DMdn the world of work into cohmnt and mnnuublo pleces -
Provides direction to the recruitment of community resources
Adapts the proposed clunorh\t‘_nycum to local consttaints
Involves an external group with sccess to the local economy

i . -

IDBNTIFICAT!O}J AND RECRUITMENT OF COMMUNITY RESOURCES  * \— ’

o Component staff md s external group work as a team to involvc community resources in thc Cmcr

Bxploration Program (and/or the Career Spacialization Program)
® Team obtains agreements to participate from community resources and has each resource name &
person to work with the component staff in program development nnd coordination.

P 3

* -
. : TRAINING RBS(_)URCBSITB C()()RDI'NATOR
§

v

® In-service training sessions

" Conducted by staff of Career Dovolopment Component :

® To instruct resource site coordinator in the development, supervisory and trdnin; tasks rolated to
instructional programs

,\ L - ' : I ! G‘ | ; . "\_

e Documents jobs available for study and

o SITE ANALYSIS | ‘ : PINALIZED CLUSTER SYSTEM

e Documents the major focus of each site’s o * Provides structure for propnm develop-

ment
® Asslgns each resource to a specific
potential learning activities clustes(s)

activity

P—ﬁ

b PROGRAM DEVBLOPMENT .

- 1s & cooperative effort between component and community resource staffs
Rolatesi thereer Bxploration goal to a common cluster course goal
oordlmte:\\earning activities across community resource sites
Is documented in the Career Exploration Catalog

.

IMPLEMENTATION ‘ \

e Logistics (attendance, grading, crediting, trgnlporuzlon. insurance)
® “Forms and procedures to facilitate program operations "
o Assessment of cluster courses leading to revisions if necessary . '

4

A3
EXTENSION/COORDINATION

e Increasing particlp‘tion of resource-site staff based on experience with progratn
e Cooperative Actlvitiea wmong participants to better coordinate and support program dcvelopmcnt and
operations

A

. N . . . ¢
Figure 1. Steps in Implementing Career Exploration
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COMBONENT MANAGBMBNT )
\ o Staffing: :elcctibn, orientation, ﬁ\dtminjnl y

v [ ] Phnni b
’ " DETBRMINATION OF STUDENT INTRRESTS N

‘GuMance componcnt lnput is required (in individual cmamalin; .culon or in group guidance activities)

for determining interests '
Student must have completed a ' Career Bxploration or the-Cqreer Clnrlﬂcatlon Program (group guidsnce
curriculum), or have had previous work, hobby or valynteer axperience in the pmpoood speclalization

4

I{)BNTIPICATION AND RECRUITMENT OF COMMUNITY RESOURCUBS

o  Prom pool of available Career Bxplondun experiences
¢ From pool of potential Career Specialisation expariences
¢ ‘Prom community resources that have not been previoualy comacted concerning involvement in the
program . .
i
TRAINING SPECIALIZATION SUPBR\IISOR '
- o In-service training sessions . )
¢ Conducted by staff of Carcer Develo j)mem Component .
e To instruct mpervhor in tasks related to lﬂo_Pro_'nm
B A ‘
SITE ANALYSIS )
)
¢ Must be conducted for newly‘ecruhed community rosources and jobs at pamcipating :itel that have
not been analyzed
¢ Emphasis is placed on discovering “hands-on” activities and activities that provide in-depth focusing on

* occupationa} requirements

~ o

B | <

PROGRAM DEVELOPMENT

¢

Student negotiates instructional program with the potential supervisor and resource coordinator
including the negotiation of a product to be completed and the method(s) of evaluation to be used -
Linkages are established with the basic skills and guidance pomponents .

Spechliutio\cqmuct is drawn up f)

- N l 7
s
. LN

\
IMPLEMENTATION

e Logistics (attendance, grading, crediting, insurance, transportation)
¢ Fortns and procedures to facilitate program operations
e Agssessment of specialization courses leading to revisions if necessary

\ .. "

Figure 2. Steps in Implementing Career Speciaization

~
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Bach of the steps represented by the,;ph((r; guidel is compauble to thou' o
undertaken by teachers in the development -of coirses and curriculum in schools.

Each may be ét(‘pandcd or simplified depending on ;he scope and resources of a
particular xmplementatlon. \

The process begins, however, not with the atepl outlined in the n‘umng gujdes.
but with an administrative assessment of program feasibility and local policy. The
issues to be considered at this planning stage have been outlined in the
Implementation Planning Guide for RBS CAREER EDUCATION. These issues
include the availability of staff and transportation, the: pro‘ximity of resource sites,
and the climate for qooperative action.

In deciding to implemsnt RBS CAREER EDUCATION as a whole, or only this
component, school administration must consider questions of local goals and

interests, as well as the long-term changes involved for students, staff, and the

community " The Implementation Planning Guide,recommends community as well as
school involvement in the decisions, if only to test the waters and gauge practical
limitations! The involvement of a community liaison is also helpful at this point,

The school must begin the implementation With a realistic view of what is to be
achieved in the first year and in the long run. This determination gn be aided by
program materﬁ and by the RBS Training and Technical Assistance Staff. This
determination s, nevertheless, with the school administration. They must decide
how the program is to be implemenged, how much of a change is to be sought. These
decisions may result in small scale Trfials of the program as a basis for later expansion
up to local capacity, or in large scale curriculum redesign. '

Four basic issues should settled at this stage: .

1. a target population of students (number and/or needs and mtcresm)

2. an administrative orgamutmn and procedures to implement aid operate

the program; %
3. a program evaluation procedure and schedule; and’

4ooa policy concerning the role of community participants in program
operations and development. .

A Note on Evaluation _ . .

RBS CAREER EDUCATION is still being developed and tested. Each
implementation can provide important data about program effects and limitations.
RBS Training and ‘Technical Assistance Staff can help implementers set up an
evaluation program which, will inform both the local implementer and the
continuing evaluation effort. An Evaluation Guide for implementers and a compl ete
software and services package will also be available in January 1976.

Evaluation at ‘the pilot site has used standardized instruments like the Career
Maturity Inventory (CMI) and the Assessment of Student Attitudes (ASA), as well
as a number of participant questionnaires (e.g., the Student Assessment Question
naire in the Appendix of this handbook). This evaluation program has been essential
to program development and a significant step in building credibility with

.community participants.
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Staff Training =~ , R e

Once the school admmimmon has decided on the parameters for program.
implementation and designated potential resource coordinators, the RBS staff will
schedule a series of training sessions for adminhtrat%rs, resource coordinators; and
community liaison. These sessions provide an overview of both RBS CAREER
EDUCATION and the implementation of the CAREER DEVELOPMENT cqmpo-
nent. Bach session will also include a brief assessment of the training session itself to
assist the RBS Training and Teohnical Assistance Staff in refining the presehtatién&*
The sessxor;s will require about six hours total, including a general orientation
session, over a penod of one or two weeks. Sets of component materials (including
RBS Career Education) should be available for all participants. The training sessions
are outlined below. , .

Session One
1., Overview of the Career Development Component and the Procedures used
in Implementation.
Il Identification and Recruitment of Community Resources.
BREAK \ , .
I1l. Orgénizing Confinﬁnity Resources for Career Exploration: Clustering

IV. Summary and Evaluation

In the opening:session, participants first review the purposes and objectives of
the CAREER DEVELOPMENT component as determined in the Orientation
sessions. The procedures and forms used in the ldentlﬁcatlon and recruitment of
community resources and orgamzing community resources into a clustering scheme
are then explained and discussed in detail. Resource coordinators are asked to review
the guides pertinent to this training session before the next meeting so that
questions they have may be answered and complete understanding of the procedures
might be achieved. At the end of the session, participants complete a session
evaluation form, responses to which will dictate the activities of the following
session. Participants should be encouraged to clarify their ratings on the form if
possible.

Session Two
[.- Review of Session One,

IlI. Organizing l(l)*ormation about Community Resources: Resource-Site

Analysis and (lustering.

BREAK |
I11. Training Resource-Site Staff for Career Exploration.
IV. Training Resobrce-Site Staff for Career Specialization.

V. .Summary .and Bvaluation

*These forms appear in the Appendix.

r )
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The discussion in the first part of this session is guided by the evaluation form

rcspo;scs and by questions which may have arisen when putlcipum reviewed the

writtén ‘explanations of the procedures. Care should be taken to answer all questions /
~and discuss all concerns. Before moving into the new topics for the day, the session
leader should be certain that participants fully understand the procedures. If a few
\participants continue to have problems, arrangements should be made to consider
these problems, after the session is completed. Procedures and forms used in
performing resource-site analyses and developing instructional peograms for explotd-
tion and specialization are-then explained and discussed.

X Before the next medting, participants are asked to review the training guides
which pertain to the procedures. presented in this session. Before the gession is
dismissed, participants are asked to evaluate the session. Activities for he third
session will be planned based on arialysis of the responses to the evaluation’

questionnaire.
1
Session Three y L
I ”Revncw of Session Two . ' .

Developmg Exploratlon Programs

BREAK
HL Developing Specialization Program
\ (V. Information Flow
o V. Summary and Evaluation .

The opening discussion of the final session is guided by the responses on the
evaluatioh- form from the previous session and by questions that may have arisen
when participants reviewed the written cxplanatxons of the procedures discussed in
that session. Procedures and forms used in training resource-site coordinators are
described and discussed.

~ Participants will be asked toévaluate the session on the forms provided. Any.
.o major problems uncovered in an analysis of the final evaluation forms should be
discussed at the opening of the next session.

N .
~ - . . ' -,
Session Four , i

I. Review Evaluation of Session Three . _ ‘ #
1. Cohntinue Discussion of Processes

' BREAK ‘

I Informatlon{low : >

V. Momtormg !

’

s
Ly

Pre-development

The first three steps in the implementation process are pre-developmental steps: ~
identification and recruitment, site analysis, and clustering. They are preparations
for~devclopment through ,which the resource coo;dlnators estgblish relationships
with the community participants, get some initial {nformation about potential

. 20 ) RN ‘
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resources to peovide a basis for their own development ideas, and begin to organize
identified activifles and participants into courses for students,

This pre-development stage is a period of learning and testing for school and i
community Raff. Schosl staff must learn about the content and constraints of
potential sites. Community staff must learn about the needs and support services of
the school. Both parties must begin to identify their ¢apabilities and responsibilities
in the development angdyeperation of the program, both with respect to instruction
and administration.

The communjty laison has a leadmg role in the identificytion and recruitment
process, provndmé inltial contacts and entry. The resource coordinators, neverthe-
less, have the responsibility for actually presenting the program to potential
participants, and, while the community may be easily sold on the idea and its future
directions, they will demand assurances of schoal support for individual instructors

The initial objective of this phase of implementation is the designation of a
resource-site coordinator: i.e., of a pgrson who will work with the school staff on a
continuing basis in the develo'pment?nd operation of the program. The relj(’)urc&site
coordinator is the source of information and action at each site. In many cases the
resource-site. coordinator and the initidd contact will be the same person. The
designation of the resource-site coordinator is a commitment to do the work needed
to implement the program.

The second objective of this phasc is the assessment and mltfal organization of
the potential of available resources for Career Exploration. Fxploration is generally a
new activity for potehtial community participants. It is also an activity which, in the
RBS approach, is to be available for all students. Parti.cipant interest and capabilities
in providing Exploration activities is therefore basic to program implementation.
While this question may well have been settled 3t the planning stage, the
pre-development phase provides the ultimate test an§ the essential gauge of the
numbers of students the program may initially serve. Unless the planning stage
involved community commitments and some surveying of potential resources,
students should not be recrulted for the program until available resources are
determined. S

Site analysis and clustering are procedures for collecting and organizing
information about community resources. They emphasize the development of the
courses which will make up thé¢ Career Exploration program, although sitg- analysis
also establishes an initial data bank about Specialization opportunities. Each of these
steps involves a series of forms, completed in cooperation with the resource-site
coordinators. This information provides the basis for subsequent development of
activities, courses, and the Exploration program as a whole.

Devclop’ncnt ‘
The development of Exploration and Spécialization involves five kinds of tdsks:
1. the development of lcarning activities, courses, and programs;

2, the development of instructional materials for students;

21 »_ .
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3. the development of administrative and information materials for students,
parénts, and staff; . |

4. the developmept of monitoring, assessment, transportation, scheduling, and
attendance procedures; and o |

5. the development of the capabilitie&)}f instructional and supetvisory staff to
operate aridtlevelop the program. |

The extent to which resource coordinators and community participants will
deal with all five areas is lafgely a function of the time available for implementation
and of the ability of resource coordinators to allocate their time. The development
of instructional materials may be shifted to site staff or delayed while site facilities
and staff provide the instructional inputs or wliile existing site programs are used,
The development of staff capabilities is a continuing effort.

The major emphases -of this phase of initial implementation are on the
cstablishment of program activities and on the development of the administrative
d\d information materials necessary to recruit and inform students and participants.
Two kinds of materials are especially useful: - .

1. catalogs or descriptions of Exploration courses and Spegialization
opportunities; and

2. general brochures about program goals‘apd activities.

Exploration

At the pilot site, Exploration courses were developed in twenty-three (23)
areas: Allied Health, Animal Resourceg, Art, Chemistry, Clerical & Administmtivc,
Communications, Construction, Cm\?inuing Education, Education: Formal &
Informal, Engineering & Technology, Finance, Government, Health, Labor, Law &-
Justice, Marketing & Sales, Military, Natural Resources, Personal Services, Research,

< Social Services, Trades, and Transportation. These courses, as well as identified
Specialization opportunities, were listed in a catalog, which was up-dated each
quarter of the school year for student scheduling.

The cluster is the organizing construct for each Exploration course. Each course
is developed to illustrate representative opportunities and activities within a general
career area, and the several couﬁes should  provide a bygad (hopefully
comprehensive) view of available oppdrtunities.* The use of the cluster concept
emphasizes the career awareness objective of I:'.x‘;domt{(m;'however, courses should
not neglect the overall social studies goals of the program or the potential for the
integration of other areas of knowledge into individual programs.

The major limitation placed on Exploﬁtion development activities for the pilof
program was that all cluster courses must consist of twelve sessions, one cach week

L

*While many clustering systems are available for this purpose, the component uses Anne Roe's,
which seems more amenable to the constraints of community resources. See: A. Roe, The

Psychology of Occupations (N.Y., Wiley, 1956).
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for a full day, for twclvc weeks. Wlthin that limitation, a varlety of diffcrcnt cluster

courses were developed. Some emphasized broad social issues. Some emphasized

specific jobs. Some provided students with a number of individual projéct. options.
In eost” cases, these courses involved three different community resources, each
responsible for the operation of activities for four sessions. In a few cases, a single
regource provided the entire céurse. In the Social Service area, students could choose
project options and the agencies with which they wished to work. In all cases,
cluster courses included both group and individual activities for studentsy althoygh
not all programs permitted “hands-on™ activities. The objective of Exploration
program development was the establishment of the specific cluster courses on a
cofitinuing basis, initially for a group of about ten to twenty students. Each course
was to be offered once each quarter, for at least three quarters (a few cluster courses
were offered in a summer scssioni}hch course was developed by program staff in
consultation with the resource-site’caordinators representing each site participating
in that course. School and community staff participating in each course met to
sequence and articulate the activities at each site with those at other sites
participating in the course. These cluster course groups also become the basic
resource for the continuing development of the course and for the extension of
course content arcas and onsite learning activities throughout the school cur-
riculum. The rdgource-site coordinator is responsible for recruiting and organizing
instructors withih each resource and is that site’s liaison with the program in all
matters. In most cases, the resourcesite coordinator also assumed a major
instructional role with the students in each program.

- ¢

13

Spec talization . {

+ The development of Specialization pro]ccts is more a matter for the student and
the individual community participant. The resource coordinator and the resource-
site coordinator play a facilitating role in bringing these two individuals together (in
some cases, po resource-site coordinator is involved). The primary role in identifying
gpcuallzatlon opportunities is the resource coordinator’s, although students.will in
some cases find their own. The recruitment is usually initiated at the student’s
request, although The organization of Specialization opportunities which sequence
from Exploration courses is adviseable. Students will initially require some assistance
from program staff in working with comthunity participants to develop projects.
The procedure for vroject development is essentially a learning contracts proccdure
in which the potentlal instructor and student are bmught together to discuss the
possibilities for Specialization, and, if agreement is reached, develop a mutual

contract, which they and the supervising resource coordinator must sign. The
contract outlines the prpject, its objectives, its product outcomes, its evaluation
process, its schedule, and the subject areas in which course credit will be earned.
Students may- begin Speciaflzations at any time, although projects are usually
scheduled for one quarter at a time.

The identification and recruitment of Specialization opportumtlcs should not
be confined to community participants in the Exploration program, although they

&
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will be a rich source of participants and czmtacts. Many potential Specialization
resources willlbe unable to participate in Exploration programs because they are too
small to accommodate larger groups of students. Where staff differentiation ekists,
the resource coordinator responsible for Specialization should investigate these *
potential participants while the other staff s working on the development of
Exploration courses. The availability of staff to identify Specialization opportunities.
and to work with students to develop projects may not be posdible during the initial
implementation .of the program. At the pilot site; no Specializations’ weré
implemented during the first year, and students developed project ideas as a part of o
the guidance program.* ' '

a Specializations can in some cases be used as mini-Explorations for students with .
unusual interests. Specighzations should not be limited in focus to specific: job ‘ i
training; nor, should they neglect career development, Independent study in the
community in pure, academic areas is a legitimate part of a balanced program of
secondary education, and ghe resource pool developed for Specializations may be
used for this end as well. Nevertheless, some career focus is essential to the cohcept’™
of Specialization, and no project should be sanctioned which does not make explicit
provision for it. -~

’

Staff Training .

. The development phase is also, in most cases, a period of training an?‘!arning
for the resource and resource-site coordinators. In seeking to translate the
information collected during site analysis invo course programs for students, school
i and community staff have much to learn from cash other. The resourcesite
coordinator will have a better idea of the needs of students and the many ways site
; staft can benefit the educational process. The school staff will obtain a better idea of

the priorities and capabilities of purt'icipants.

The development phase places a great deal of trust in the outcome of the school

v community relationship. The school staff are given the responsibility for instruc-
W tional design and program articulation; the community participants, for the major
content inputs and the actual instruction.

In the pilot program, the outcomes of this process varied. Different *courses
were effective to different extents, although most were of interest and informative
to students. : ‘ '

The development and operation of these programs is the only way to develop
the capabilities of comniunity participants to develop and operate these programs. It
is itself an experience-based learning activity. Without the school’s commitment to
involve them, their ideas, and their abilities, community participants have little
incentive to participate, little trust in the effectiveness of their participation. If the
schools are to realize the potential of community resources for education, they must
give the community, like any inexperienced teacher, a time to grow.

’
’

*See: Unit H1 of the Career Clarification Program, _ ’
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A Note Q—Epntinuing Activities

Once the program has begun operating, and studentn and pgrticipants are
_togethcr in the community, the central function of the program staff is liaison with
“both students and community participants. The llgison function has frequently been
neglected in the past in school-community programs. This neglect is a major source
of community frustration with such programs. The CAREER DEVELOPMENT
component ephasizes the need for community input into the development and -
operation of the program. In order for this input to be sustaineéd, program staff must
be responsive to it. Regular meetings with all particnpants should be scheduled, Staff
should visit the different sites to monitor programs. Staff should workf with
individual participants to develop both development and instructional skills. The
objective of this liaison work should be to minimize problems for students and
participants while developing the effectiveness of the program. Both students and
community participants will have some troubles adjusting to this relatively different
learning system. In some cases, where participants do not live in the community
itself, they will be sensitive to differences between their expectations gbout the
students and the realities (this will be especially true in an urban-suburban mix).
Staff and participants should have regular procedures for discussing problems with -
students, and staff should also be readily available for students to discuss problems
with individual participants. Participants should be able to contact a member of the
staff at any time during the operation of the program to deal with groblems,

In addition to this liaison function, the major -responsibility of the program
staff, once the program is operational, is continuing development. The program is an
initial step in the development of secondary career education. It provides a
framework for the schools and the community to explore their capabilities,
interests, and problems with the development and operation of "a cooperative
prograim for students. While this program works toward basic objectives of student
understanding of, preparation for, and access to the career opportunities available to
them, the community and the schools can move forward from this basis both to
extend the program to additional students and to expand the program’s offerings, as
well as to examine new ways in which their association can work to improve the
career development and placement of students. At the pilot site, community
participants are working to develop a clearinghouse of opportunities in the
community for paid and volunteer activities in different career and academic areas,
new methods for certifying student competencies in different career areas, and a
plan for the integration of the program with existing alternative and vocational
resources into a more comprehensive secondary education system.

Program staff should arrange to meet with participants to review the progress of
the program and to begin to plan for any appropriate revisions, based on:

1. The perceptions that resource coordinators have as a result of their
monitoring activities. : : ' e

2. The data or responses that students have provided in the Student
Assessment Questionnaire, .
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3. The feedback that resource-site staff have provided to the resource-site
coordmator '

Component staff and resource-site coordmators may want to begin revising the
content of specific learning activities before any individual course ends. 1In these
cases, all changes should still be fully documented. ;

In some instances program revision will consist only of the followmg
1. Revising the overall goal and objectives of the cluster course.
2. Revising specific cluster course objectives.

3. Revising a specific segment of one resource site’s learning objectives and
activities. g
4. Including additional learning objectives and activities in each resource site’s

lcarmng activities,

5. (‘hangmg the: sequence of cach resource site's prssentanon of their lenrnmg
activities,

6. Formulating a different scope for the duster course. .

The program advisory group may also suggest, new activities, and some resource-site
coordinators can also be a resource for other resource-site coordinators for different
approaches and techniques that stimulate and motivate student learners.

Where the program is implemented separately, particularly without the
CAREER GUIDANCECE component, the program staff will have to make some
provisions within I\*plomtxon and Specialization for students to reflect on the
implications of their experiences in the commupfity for their own planning and
development. Much of this vocational guidance function can be builg into program
activities, especially in Exploration, as well as into staff interactions with students.
Iu Exploration courses, some specific activities could be designed into the beginning
“and end of cach cluster, including student conversatigns on necessary training and
dcvclopmcnt with resource staff or personnel training groups. In addition, some of
the guid activities used to help students analyze these issues could Ll
incorpa ’- ed “into a library-based series of exercises to complement student
coursework for Exploratibn. The implementation of the CAREER GUIDANCE
component with the CAREER DEVELOPMENT component s nevertheless
recommended.

While there is much in the CAREER DEVELOPMENT component that is
similar to current practice in vpcational education programs, the major differences
are its emphasis on career exploration for all students, its use of community
participants for developmental and gperational roles as well as for goals outside the
schooling process itself, and its opchr{ess to student choice and change. The program
to prdvide students with time and opportunities to explore and understand
tions as well- a3 to develop skills in arcas of interest to them. The program
also seeks to be flexible enough for students to change direction as a result of
on of their options and of the results of testing out their interests.
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- Some Initial Considerations

The implementation of the CAREER DEVELOPMENT component may require
about ten months of advance planning and preparation, Timing will be affectedby S
the extensiveness of the program and if the program is to be implemented as part of ; /
RBS CAREER EDUCATION. If the program were to begin in the Fall of the year,
planning should be underway as part of the previous Winter's budget and curriculum
discussions. The process of setting up the program must gake into account: (1) the -
determination of the scope of the program; (2) the selection and training of staff;
(3) the recruitment and organization of community participation; (4) the recruit- y
ment, testing, and scheduling of students; (5) the preparation of facilities and
materials; and (6) the establishment of management procedures.

Staffing.
In the pilot program, the student population has grown from one hundred to
three hundred. The number of participating individuals and groups in the
/ community rose from thisty-five to more than two hundred. The component staff —
increased from six to eight. Staffing patterns for the program at different student
loads are listed below. These allocations assume that the program is implemented as
part of RBS CAREER EDUCATION and that the combined counselor-coordinator
team is responsible for both Career Guidance and Career Development activities.

] _ ~

100150 students require 5 counselor-céordi_natora
250-300 students require 8 counselor-coordinators

450-500 students require 12 counselottoordinators
Where the program is implemented separately, staff needs may be reduced 40%.

Community Participants, - \
In.order to start any program, a sufficient number of community participants A
must be recruited in advance and activities for students be developed with them.
While participants for both Exploration and Specialization should be sought,
priority should be given to Exploration since all students will be enrolled in these
activities and since the schools and the community have the least experience with.
— this type of program. The number of participants required to mount*an Exploration
program is dependent on the available pool and the nature of the program itself. In
addition, participants will be reluctant to deal with more than fifteen or twenty
students during their first go-around with ‘the program, and this will present a .
scheduling constraint and require more resources. In the pilot program, Exploration
mini-courses initially involved three different participants in twelve cluster areas for
a total of thirty-five community resources. Many of these participants also offered
~ Specialization opportunities for students. The number of cluster offerings in the
program has risen from twelve to twenty-four, as the student population has grown
from one hundred to three hundred. bt ’
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Training. . | _
The implementation of the program requires staff training. In addition, the '
staff, once prepared, will require time to work with community participantsto
orient. them to the program and - develop -student activities: -The resource -
coordinators, as well as any associated administrators, department chairmen, and
pupil services staff should be involved. Training is prévided by on-site consultants
and materials developed for the program. These consultants will also be available to
provide technical assistance in working with community participants. The training
program-is designed to orient staff to the procedures for organteing and developing
student activities with community participants, organizing a network of participants,
and supervising student programs (training also includes procedures for articulating
the program with guidance activities). Resource coordinators will require two weeks
of pre-service training. In-service training for resource-site coordinators is provided
by the resource coordinators as part of the program development process.
Continuing information and assistance may also be provided to community -

participants through a newsletter. -

Physical Facilities. .

Most of the physical facilities for the program are provided by the community
participants. The schools will need to provide the resource coordinators with desk
space and telephones. Telephones are esiential for liaison-and recruitment activities.
Community participants must have access to resource coordinatar assistance

. . . )
~ whenaver it is required.

-

Materials. /\

Most of the materials used in the program’ are provided by the community
participants. Resource coordinators will require materials to help in training
participants (e.g., booklets on program development). Materials on careers should be
available in the library. There are a number of forms utilized in the development and
operation of the activities in the program. These materials may be duplicated

[

internally.

Funds. .
Part of the cost of the program is borne by the community participants. The
cost of the program to schools consists of staffing, facilities, staff and student travel,
conferences for community participants, ani\ necessary additional insurance,
program materials and printing, as staff trainifg and technical assistance. The )
probable large start-up cost for a small-scale progrgm should be offset by the lower
costs of continuing and expanding from that base once thel participant network is
stable and the program becomes a credible community activity. The pilot program,
for example, increased the numbers of students and pragram offerings over the past
two years while continually decreasing the cost of the program per student.

Y
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Commitment to Flexibility and Change. \,

The CAREER DEVELOPMENT component involves some programmatic and
organizational changes on the part of schools and community participants alike. It is
intended to be a step in a continuing process of the development of more flexible
and balanced educational programs for students and of more efficient and effective
utilization of available community resources for the achievement of program
objectives. Without 2’ commitment to the objectives of the: program and to explore

modes for accommodating the changes it implies; the CAREER DEVELOPMENT
component will not be fully implemented.

Attendance, :
\ The resourcesit¢ coordinator ‘should be responsible for rccordmg student
“attendance at the resource site and reporting absences to the resource coordinator or
a designated school official.,Exact procedures should be developed in accordance
with established practices of the school system. The importance of accurate and
immediate reporting of absences should be stressed:to resource-site coordinators,

Grading.

Grading is a generally aueptcd practice intended to provide a qualltatlve
nfeasure ol experience. Grades serve as a form of feedback for the student who is
interested in an assessment of personal achievement with rcs&ct to some standard
of performance. In order to provide feedback to students regarding their
achievement in Exploration or Specialization activities, a grading system in

accordance with local schogl policy should be devised. Resource-site coordinators®

should be responsible for assigning grades for participation in learning activities.
Resourcessite coordinators should be advised of this responsibility early in the
program so that their evaluations can be based on performynce throyghout -the
resource-site experience rather than on one or a final activity. If a cluster grade,
rather than a resource-site grade, is to be reported on school. records, this grade
should be an average of the grades attained at each resource site. In order to insure

that assignment of grades is standardized as much as possible, the grading system -

which i# adopted should be thoroughly explained to thc persons’ responsible for
assigning grades.

C r(’dttmg
Créditing provides a quantitative measure of ex pcnence Credits are a way of
expressing the amount of time a student has been involved in a learning activity in
which he/she has achieved at least the minimum level of performance required for
granting of credit. |
‘ Credit for Exploration and Spccmllzatlon experiences can be applied to
traditional disciplines; i.e., a student may be awarded mathematics credit, social

studies credit, or other traditional credit for a Career Exploration or career

specialization experience. The allocation of credit can be accomplished by analyzing
the ‘Career Exploration or Career Specialization learning activities, identifying the
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traditional subject areas embedded in the experience, credit in traditional disciplines

for the appropriate portion of the Bxploration or Specialization experience. This
"} brocedure provides a means of satisfying traditional credit requirementt for hlgh N
o school graduation or college entrance.

Scheduling.

To avoid confusion and logistical difficulties it is suggested that Exploration be
¢ scheduled to coincide with the grading cycle employed by the school. Schoohs -
" employing a ten week grading cycle will benefit most by operating coincidental

cluster , courses. Specialization cycles should be flexible due to the individualired

v nature of the activities engaged in by students. In cases where the term of a student’s

specialization does not coincide with a grading cycle, consideration should be given

- to how the student will reenter the career development component’s activities.

Consideration must also be given to assure that students schedule as broad a range of
Exploration activities as possible in their projected time in the program.

In the pilot site program, students were scheduled for Career Development
activities one full day per week. Resourcessite coordinators in the pilot -program
argued that scheduling students five days a week would overextend their staff and
material resources, while school personnel not involved in the program questioned
the effect of a student’s missing a day each week of regularly scheduled activities.

~ Scheduling will have o involve negotiations between program staff and the
community resource-gites,

There are several factors which must be taken into consideration before

~ scheduling of Explorations and Specializations can be undertaken:

The number of students participating in the program.

2. - Amount of time’ and recommended allocation of time available from and
atceptable to resource-sites which have agreed to participate.

3. The number of clusters which the program will operate.

4. The student’s roster (will roster permit full day activity in Exploration or
Specialization?) Consideration must be taken of regular academic schedules
and demands of teachers. Difficulties which may be encountered if
explorations or specializations are scheduled one full day/week include:

a. The possibility that students will miss dass assignments and tests.

N \' b. The possibility that students will be penalized by faculty mcmbers for
' missing class assighments and tests.
c. The possibility that faculty. members will be alienated from the : ,
program by having students rotoved from regularly scheduled classes.

d. The possibility that parents will object to their children missing a full
~day from their regularly scheduled classes. .

5. Location of resource sites (Consideration of amount of travel time must be

made when determining how to schedule activities -- If activities_are

scheduled 1hr./day —~ S5days/wk., travel time involved to and from site must a
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be multiplied by 5 x the timﬁ involvec! in travel jf activ!tiea are ncheduled 1

full day/wk.)

6. School closings and holidayl. If activities are scheduled for a set 1 ful
~day/wk.- — arrangements must be made to be certain the specified number
of days/cluster is attended.

Once the method of scheduling\ Ex ploration and Specialization has been
determined, students will select exploration clusters and apecializatiaq\ activities.
This process is handlcd in group guidance sessions. *

T ranspo rtation, .

Arrangements for student transportation to and from resource sites must be
made if public transportation is not avdilable. School district policy must be
considered when determining methods of transportation. Use of staff members’
private automobiles should be discouraged unless staff members fully underatand the
legal ramifications involved and both the schoal district and the staff member are
willing to accept risks involved.

As in all student transportation arrangements, consideration must be glven to
the following:

1. School district policy regarding student travel.

-2, School district or carrier insurance liability.
Time_requirements and scheduling arrangements to and from community
resourde sites.

4. Availability of program staff to supervise students while they are being
transported.

5. Parental permission for students to travel outside the school district’s

buildings.

Insurance. .

Adequate insurance coverage should be maintained for students participating in
th€ program, If the district has, or is willing to obtain, msﬁrancc to cover program
students, the policy should be checked to be certain that:

1. The insurance covers students while they are travclmg outside the school.

2. The insurance covers students while they are engaged in activities away
from the school. |

3. The insurance covers the hours when students are likely to be traveling ot
participatihg in resource-site activities.

If the school district dc:r not provide insurance coverage, students should be
d

chcoumged to scck covcragc cpcndcntlv

»

i

*See the Career Clarification Program Supplcmentary Unit: Career Exploration Selection and Unit
I of the Career Clarification Program.

n
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: ' ‘Record heeping.
Throughowt the planning, devclopment a.nd operation of the CAREER
- DEVELOPMENT component, a numb{er of records, forms, and correspondence will
+.- have been generated procedures for filing and maintaining these documents must be
*. established. It is recommended that a central file be established for the following

CRthOHCS

1. A folder for each community resource site that has agreed to participate or
\ who has been contacted to participate in either Career Bxploranon or -
Career Specialization. This folder would contain: ; o
~~a. Forms used for identifying and recruiting community resource sites.
b. Resource site analysis forms. - &
¢. Forms and program description plans used in devclopmg learning
activities,
d. Correspondcncp to and from community resource sites.
2. A folder for each student enrolled in Career Exploration and Career
Specialization. This folder would contain:
a.  The student’s Career Exploration Cluster Selection Forms, ‘ A
b.  The student’s Career Specialization Needs and Interests Forms.
¢.  Copies of correspondence sent to the student.
d.  Correspondence received from program staff members concerning the
student,

Correspondence to and from the community liaison.
4. Correspondence to and from parents.
5. Correspondence to and from school administration. .
6. Correspondence to and from RBS technical representatives . PR

7. Program staff evaluation materials and correspondence:

L]

These files should be established on a yearly basis and procedures determined for
maintaining and updating them. :
It is also recommended that resource coordinators establish separate files for the
. cluster course areas for which they are responsible and for community resource sites
_ participating in Career Specialization. These files should contain the following: N

1. All correspondence to and from each community resource site.

2. Student Progress Report forms.
Correspondence sent to and received from the program manager or
component manager.

4. . Agendas, minutes and discussions held and commited to writing held durmg
cluster meetings.

5. Student Assessment Questionnaire and Composite Response Forms.
Documentation of the lcarmng activities that each commumtv fesource site

will provide, including subsequent revisions. .
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IMPLEMENTING THE CAREER DEVELOPMENT COMPONENT:
1 A SCHEDULE _
f . P -—w ' . \
The nnplcmcntatlon of the C AREER DEVELOPMENT component 1nvolves five
basic phases which may ofsen occur in a very compressed time frame:,
1. %tamng and Planning - mcludmg some definition of the ingended scope of
the program, the selection and initial training of staff; and d’lc development
‘ of specific implementation plans, as well as initial budgeting,
policy delimitations, and hearings. ST
2. Participant Recruitment - involving the establishment of a pool of
’ interested community resources, ,
AN

J . 3. Program Development -- including the definition of individual and, cluster
program activities, the establishment of constraints and prerequisites, and
the training of resource staff.

4. Stadent Selection and Scheduling - including the orientation of students,
the development of initial program materials, and the assessment of student
/ interests for Specialization recruitment.

. ~.

5. Operations and Continuing Development.

Some threshold level from the first three phases should be achieved before beginning
student recruitment™or selection. Materials should be dcvclopcd as” quickly as

- possible. The implementation of the program might well proceed as follows, over a
ten-month period:

\
November. Local adminisgators discuss the program with staff, including
department chairmen, instructors, existing ¢o-op or work/study coordinators,
guidance counselors, and interested potential ccéﬁ(munity participants. Research for

w Better Schools can arrange for observation visits to the pilot site as well as for
- consultant visits to the schools to discuss the program. These discussipns should
determine the scale on which the program is to be implemented, as well as any
staffing, scheduling, or budget constraints. Some assessment should also be made as
to whether the school or'seme community agency or gréup will initiate contacts
with potential participants. This process must be carried out by someone with
credibility among both school people and potential participants. The recruitment’
process should begin immediately. -

-

. December. If possible, school staff to be responsible for the program should be

identified and oriented, as well as trained to assist in the recruitment of participants X
and the development of student programs. The staff should begin to work with the

designated site coordinators within each community resource to develop the

"Explaration programs; if necessary, with technical assistance from RBS consultants.
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January. The recruitment dyd development of program activities ‘should be

“chntinuing, Where sufficient participants are recruited to® complete a cluster,
participants should meet with staffto organize. the cluster course as a whole. -Staff

should be careful to document programs as-soon as they are completed, -and to

discuss emerging programs with ARC ‘staff where the entire fhodel is being
implemented. Work should also begin on the development of student orientation
materials for existing programs. ' 3

February. Recruitment and development of program activities will be continuing,
The implications of the number of recruited activities for the number'of students to
be recruited should be assessed, as well as peobable scheduling constraints.

March. Recruitment and dc.ve'lopment of program activities will be continuing
Develop materials for student recruitment and orientation, and consult with
administrators and guidance personnel regarding the distribution of materials and
the availability of time for student recruitment sessions.

A

April.  Begin the identification and recruitment of students. ‘Complete the
development of materials for program orientation and initial student scheduling,
including any available ctuster program guides. b

May. Select, orient, and schedule students. Students should have the opportunity
to speak with community participdnts as well ‘as with program staff. Student
interests for specializations should also he assessed at this time. '

L

June. Cluster meetings and Exploration activities development will be continuing,

The identification and recruitment of potential specialization resources to satisfy
students’ interests should begin.

July. Develop materials to orient individual participants at resource sites about
the program and the student$ (e.g., a first edition of an instructor newspape
Complete Exploration program forms and, if possible, a program catalog. Contin?
to recruit and develop Specialization opportunities for students.

August. Arrange for student Specialization interviews. Send otit final programv
schedules and student information for opening day. Hold a conference of
community participants to prepare for opening day. Staff should meet with ARC
staff to finalize information flow where the program is being implefhented as part of
the entire model. ' '

September. Specializations should be fimalized, documented, und scheduled. .
Initial sessions of Exploration courses should be monitored and studengs assisted
with traveling problems. Staff should meet with school staff to d'cuss the
operations and continuing development of the program, particularly with respect to
the use of community resources for field experiences or projects in their subject
‘areas.’ Onssite cdnsultations should be scheduled to deal with problems in the initial
implementation of the program as well as to discuss its further development and
extension. Staff should be especially accessible to students and community

* * 3
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participants during this period, and visit or call all "B'xlplonti'on instructors. The

identification and recruitment of community resources needs for the remainder of‘ .
the year should begin. Staff should provide students with a catalgg of and

information on available Sp,tialiution opportunities, as ‘well as available paying jobs
or people in the community who are willing to talk with students about different
fields. Some portion of the initial Bxploration sessions should be devoted to
re-orienting students to the paperwork and logistics of the program. Staff should
continue to work with students for whom Specializations have not yet been
successfully organized. Documentatioy’ of all operating programs should b&

and a master schedule of student locations provided to the administration.

" If the program has been implemented along with the other components of RBS
CAREER EDUCATION, staff should work with ARC personnel to'develop English
and Mathematics objectives into Spccmllzatlon programs. They should also plan for
the administration of peno??c questionnaires used in the continuing evaluation of
the model. If the program’s continuing evaluation design is being used, students
should also be pre-tested using the Career Maturity Inventory and the Assessment of

Student Attitudes Toward Learming Environments. Staff should also arrange with
community participants for procedures and possible times for visitor observation of

their programs. K

35 37

on file

S




1 -
. Checklist of Component Implementation Task:. =/
| 1. Community liaison and advisory group recruited
2. Resource coordinators selected
3. Staff orientation sessions held .
4. Goals of the Iocal program détermined '
5. Local operating procedures outlined )
& Duration of Exploration and Specialization
programs - \_'___:__..
‘Scheduling
Credits for programs activities
Grading procedures and timelines
Attendance procedures
~ Travel constraints and arrangements
Insurance provisions where necessary

TR om0 a0 o

Progrim ‘monitoring and assessment/evaluation
procedures

i.  Student recruitment o,
6. Staff Training sessions held
7. Program management organization determined
a. Central files and filing procedures established
b. Reporting procedures.defined
8. Resource sites identified and rccruitcd
9. Student recruitment and pre-testing begun
10. Resource-site coordinators named
11, Resource-site analyses performed .
12. Cluster program development begun
13. Resource-site coordinator training session held
14. Exploration courses developed and documented /
15. Specialization recruitment bcgun (optio’nal as a part
of the initial proggam)
a. - Student infcrests.survcycd
b. Student learning contracts negotiated

16, Information for resource-site coordinators concern-
ing start of Exploration program sent out

17. Program operations begun

18. Program monitoring and® assessment procedures
_implemented .. P

19. Program revisions begun
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-CAREER DBVBLOPMBNT GOMPONBNT
STAFF TRAINING SESSION BVALUATION

ORIENTATION SESSION -

On this form, evaluage the orisntation sessions that you have cﬁmpletod You ..

responses will help identify specific issues or concerns that need more attention. -

Please complete the form and give it to:

NAME: ‘ _ . DATE:

1. How would you describe your understahding of RBS Career Education? Check
one: ' : : . ,
. / . >
Excellent ' .
Good

Fair
Inadequate

. How would you describe your understmdmg of thc goal of the Career
Development Gomponent ? Check one:

Excellent
Good

Fair
lnadequate

. How would you describe your understanding of the goal and objectives for Career
Exploration? Check one:

Excellent
Good

Fair_ N v
Inadequate : e -

4

. How would you describe your understanding of the goal for Career Speciali-
zation? Check one: :

- Excellent ..

. Good
'Fair
Inadequate

. Describe any additional information sbout RBS Career Education and the Career .
Development Component that you need in order to have # better understanding
of your rale. -




i y

'NAME; - I ___ DATR:

CAREER nagomnmi COMPONENT - -
STAFF TRAINING. SESSION EVALUATION
TRAINING SESSION NUMBER ONE

this session; you have received training in the p‘oceduret that you wlll use -

to ndcm'}) and recruit coimunity resources,.and to organize community resources
* for Carcer Exploration. Your responses to the following questions will enable us to
© determine the effectiveness of the training session and will allow us to focus
" attention during the next session on problems identiﬂed by you. Pleass’ complete the
.form and turn it in to the session leader. },

-

1. How would yoﬁ' describe your understanding of the overview of the Career
Development Component and. the procedures for implementation of the
Component in the School? Check one:

Excellent
Good

Fair — . 3
Inadequate :

2. How would you describe Your understanding of the procesm, ptocedures and the
-use of materials in identifying and recruiting community resources? Check one:

1

Excellent
Good _

Fair
Inadequate

3. How would you describe your understanding of the processey, procedures and
materials in formulating a clustering plan for Career Exploration? Check: one:

- Excellent :
Good ¢ . N
Fair \
Inadequate : '

4. How' would you describe your understanding of the sequence in which each of
these products is used? Check one:

Excellent

Good : | -

Fair .
Inadequate __.__ /




‘ .
8. How would you rate this training session? Check onet . e
Bxcelle!;t ? (
Good . . |
Fair ’

Inadequate .

6. Please describe any specific issues or concerns that you mtght hnve which you
think should have. boen peesented but were not.




" CAREER DEVELOPMENT COMPONENT =~

STAFF TRAINING SESSION EVALUTION
TRAINING SESSION NUMBER TWO

During this aeulon, you received tralning in’ the proceduru you ‘will useto

perform resourcesite analysis and develop instructional programs for Career
Exploration and Specialization. Your responses to the following quutﬁm

enable us to determine the effectiveness of the training sesslon and to provide
additional information as needed. Please complete the form and turn it in to the -

session leader

1. How would you describe your understmding of the purpona. proceuu..

procedures and materials for performing resource site analysis? Check one:

Excellent : - S :

Good____ | ‘
Fair
Inadequate

2. How would you describe your understanding of the processes, procedures and

materials for developing instructional programs for Career Exploration? ‘Chedk

- one: ' . L

Excellent
Good__ .
Fair s

Inadequate

3. How would you describe 'you.r» undre-rstn'ndi'ng of th'c"pro"ceuc:, préécdurc: and

materialy for developing instructional programs for Career Specialization? Check
one:

Excellent
Good

Fair
-lnadequatc

4. Hpw would you 1 describe your understandmg of the sequence in which each of
these products are to be used? Check one: ,

Excellent . , N
Good I |

Fair
Inadequate ~




5. How would you rate this training session? Check oner
Excollent___
Good i
Fair__ - .
Insdequate..... \ | oo

1

6. Plesse desaibc any qpeciﬁc lavues o concerns that you mi'ht have which you
think d\ould have been pteoentod but were not.’

. W
‘ - -
S
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CARRBR DEVELOPMENT oouroum
STAFF TRAINING SESSION WALUATION
‘ TRAINING SESSION NUMBER THREER

During this oeuﬁn, you received’ tralning in’ ptooedurco you will use to’ min
resource-site staff and discussed procedures for monitoring learfing activities and
establishing the information flow._Your responses to: the following questions will
. enable us to determine the effectiveness of the session and provkh sdditional

assistance where neceuary Please complete the form and turn it in to the session
leader. : .

)

-

'NAME: - e DATE:_

1. How would you describe your understanding of the processes, pmcodurel and
materials for training resource site staff? Check one:

Excellent
Good_~>_ .

Fair '
Inadequate

2. How would you describe your understanding of the processes and procedures for
" managing and monitoring student learning activities? Check one:

Excc“cnt
Good

Fair
Inadequate

3. How would you describe your m\dcrstguimg of the processes and procedures
that are involved in formulating an information flow? Check one:

Excellent " ' N
Good

Fair
Inadequate

4. How would you describe your overall understanding of these training seasions?
Check one: . )
Excellent
Good
Fair ' S
Inadequate.

a
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Aruitoxt provided by Eric

- STUDENT ASSESSMENT QUESTIONNAIRE
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& 1. PURPOSE OF THE STUDENT ASSESSMENT QUESTIONMAIRE - -
The Student Asseasment Questionnaire has been designed for the following
purposes:- ' '
‘& To provide each participating resource site with relevant student feedback -

concerning its instructional programa in Career Exploration and Career
Specialization.

b. To provide student input into decisions Affecting revisions, modiﬂcatiom,
- and/or continuance of employer programs.

¢. To provide a means by which atudent acquisition of world-of-wor?knowledge
" can be determined, |

d. To provide a means by which student responses can be utilized by resource
“w&Gordinators in assemsing the progress of students.
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1L ADM!NISTRAT!ON OF THR - QUEBSTIONNAIRE- -

Resource coordinators are responsible for adminhtering the Student Assessment
Questionnaire (SAQ). The following procedures have been formulated to facilitace
the administration of the SAQ. They are: _

a. Career Exploration
1. Resource coordinators should adminilter the SAQ during the last half-hour
of the last day that students attend each resource site p.rticlpating in each
‘cluster. Administration of the SAQ should be done at the resouirce site.
2¢ Resource coordinators should insure that the student’s name, name of the
. site, resource coordinator’s nae, and the date that the SAQ was completed -
appear on the form. y |
3. After students have completed the SAQ, the resource coordinator :hould
collect them and follow the procedures as outlmed in section 111,

"b. Career Specialization
1. Resource coordinators should administer the SAQ within three days after
cach student has completed or has been withdrawn from a Career
Specialization.
2. After each student has completed the SAQ, resource coordinators should
follow the procedures as outlined in Section 11I. "

. .
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IH.“PROCESSING STUDENT. ASSB’SSMBNT QUBSTIONNAIRBS
FOR DISSEMINATION

Resource coordinators are relpomible for processing and disseminating studeht .
responses to the SAQ to each resource site coordinator in each cluster course that. .
they are responsible for.

a. Career Exploration

1.

Attached is a Composite Response Form (CRF). Thin form necessitates the
transfer of student responses from the SAQ ta the CRF in a summary form.
Questions on the Composite Response Form parallel those on the SAQ.

. In order to transfer student responses from the SAQ to the CRF, resource

coordinators should look at each student response to each qudltion in the
SAQ. o :

. Collcctlvcly, the resporises. to each question should be summarized as

succinctly as possible, keeping in mind that the ‘summarized statement
reflects a total student viewpoint.

.‘Aftcr each question in the CRF has been completcd file each student's
SAQin his/her appeopriate folder.

. Resource coordinators should arrange a meeting with each rcspectivc

resource-site coordinator to review the summary of responses contained in
the CRF. '

. Finally, a ccipy of the CRF should be placed in thc school administrations

files.

b. Career Specialization

1.

Resource coordinators should prepare a cover letter to each resource site,
participating in Career Specialization who appeared on an SAQ. A copy of
the’ SAQ should be attached. The lcttcr should explain the purpose and
intent of the SAQ.

. A copy of the SAQ should be kept in the resource coordinators’ ﬁlcs and

one copy should be put in the student’s appropriate folder.

. »




- STUDENT ASSESSMENT QUESTIONNAIRE -

Yourl Name _

4

‘ Name of Resource Site - — | . o R
. : : 7" . ) s . . - .

Resource Coordinator's Name __

~ Date Completed __.__ ‘ _ I A\

As a result of youf sxperience at (Ns site, the s'ltdcoordihatd‘r Nl/hor s'taff and
" your resource-coordinator are interssted in obtaining your assessment of the lurn-_
- ing activities that were provided for you.

Please answer briefly the followinq quostiom with oompleto sentences. After you
have completod the questions, your.resource coordinator will oollect them

1. a. Describe as best as you can how this program was organized.

A

b. Did you get to do things as well as listen? If not, how, in your opinion,
might more activities have been worked into this program? :




i
::‘u\ .-
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. - - . ’

o 2. & Dascribe as best u_you_omtho_malor}obim«tﬁntv_ou_llo_l_mﬂd sbout.

< \
.

b. Did any\of these job areas really interest yod? How would you have to
prepare yaurself for that job? ’ ' '

-

3.}/Did you feel that the staff who presented the program were aware of your noéds
and interests? :

R ]

4. What suggestions do you have for making this a better program?

<y
o




FOR YOUR INFORMATION




. FOR YOUR INFORMATION.

.~ . '
CAREBR EXPLORATI ON -

“As a student in the Career Dcvelopment Program, you will be expected to

participate in one Career Exploration each quarter. It is important for you to
understand what a Career Exploration is, what you will learn in it, and what your
respons:blhtles will be toward it.

" What Is A Carccr Explor:mon?

-~

A “Career Exploration is a_course which you wnll attcnd one full day cach weck
away from school. Before the start of each new quarter you will be asked to select a
cluster. This cluster is made up of a number of businesses o rganizations provndmg
similar sorts of jobs and careers. For example, you mxgh t the Art Cluster.- In
this cluster you would spend time in learning experiences aces where people afe
commercial artists, designers and photographers. The: course which is constructed
around these learning experiences is called a Carcer Exploranon Your Career
Exploration will last one quarter and will be taught by people who are employed by
the business or organization that you will be attendmg._

What Wl” You Learn In A Carccr Exploratlon"’

Carcer Explorations have been designed to provide you with information about
careers which arevavailable to you in each occupanonal cluster. lncluded in what you
will learn in your Career Exploratlon are:

1. What you will need i in terms ofeducatlon .md skllls to begm a caroer in that
field; » ‘ _

2. What ski“s you will have to dcvélop to progress in that career:

3. What nghts and respoxxslbdltlcs you “would lmve in Jobs related to that
career; and ’

4. What financial awards and'Bcncflts that career can prov1de

~ At cach business or organization you v1sxt you will receive as much “‘hands on”
experietice as possible. You will 'be encouragcd to ask questions which concern y ou

about a career in that field. As a result of taking a Career Exploratlon you shquld be

able to decide whether or not a career in that field interests you or*‘turns you of f.* |

What Will Your Rcspohsib'ilities Be Témrd Career ék‘ploration?' - |
Your responsnbllltxes mward your Career Exploration are similar to your
‘respofisibilities in any. course you take. YOU WILL BE EXPECTED TQ ATTEND

REGULARLY AND ON TIME. The fact that your Career. Exploration is not at your
school and can be almost anywhere in the area means that.you will hawe an increased

1



LN . N O

- _res?onslbﬂity in the areas of attendance md prompmeu, You will be learning in.a ___
" .place of business or in a public institution. This'means that you will be expectedto
‘behave tn an_appropriate manner and present an appearance which you feel is

suitable to the place where you will be learning. Of course, you will bc respomible

- for all clnlwork and aulghments required by your instructors: Sy oo

' CAREER SPBC]ALIZAT[ON
‘What Is The Next Step?

As you go through the activities of one or more Carecr Explorations, you will

-~ have gained much broad knowledge of the world of work in terms of what it is, what
it can do for you, and what responsibilities you have to assume to become a part of

it. As a result of Career Exploration, or perhaps through long—standmg interedts, you
may want to investigate a specific occupational area. The Career Specialiuuon
program will give you the opportunity to do just that,

_ What Is A Career Specmlnzatlon?

A Carcer Specialization is an acthIt)’ that will provnde you with a focused
hands-on experience, within a community resource site to test specxﬁc job interests:

and work cowards real-life goals. The entire activity is build upon your interest and

what you feel.you need to test-out this interest. Bach specialization is different. The

scarch for & community resource site and the design of the activity bcgms when you
show you are ready for the experience. The kinds of things you do and the amount
of time you spend in Career Specialization vary from one person to another. Each
Career Specialization lasts at least one quarter, but may be extended beyond this
time, if desired. The instructors for this activity will be your co-workers at the
community resource site. ¥

What Will You Learn In Career Speéinlization’

Career bpecmhzatlons are designed to give specific information about a job area
through doing that job in an employer’s site. You will work next to a regular worker
and talk over the good and bad features of the job. You will learn how the workers
feel about the job as well as how they do it. For the time that you spend on the
employer site, you will be trcated as one of the job force. You will not be paid for
your work. What you do in your Career Specialization will be designed to give you

specific information about the Job area to help your decision making and not to

-

profit the employer.

What Will Your R'espohsibilities Be Toward Career Speéia!ization?

The same kind of responsibilities and obligations that are expected of

participants in Carcer Explorations apply to Career Specializations. YOU WILL BE.

EXPECTED TO ATTEND RBGULARLY AND ON TIME. <You will be at a




s

- community resource site, and. your safety rcquires strict ‘adherence to rules md

regulations. However, in Career Specialization you have two added relpomibﬂithl.
One, you muat participate in designing the experience. Two, you must produce an
end- product that relates to yout lpecialiution experience._

What Is An -ProHuctf

An end-product is an idea or a presentation that you will produce that reflects
the period of time that you have spent in your specialization experience.and relates
to the job area or career that you have been exposed to.. The end-produst can take
the form of a written report, an oral presentation; a new creatlon, a series of

_photographs, a new design, of a suggestion that might improve the quality of one’s

life or improve upon the product or things that the community resource site
produces.

Whatever you decide to produce, talk it over thh the resource site coordinator
and your resource coordinator. Both of these individuals can provide you with good
suggestions and ideas. Remember, your resource coordinator and resource site
coordinator stand ready to help and guide you throughout your specialization
experience. '

Before you begin your Career Specialization experience, a “contract will be
written between you and the community resource site. Thls contract will include the
following information

® rights and responsibilities of you and the community resource site

® what kinds of things you are going to do

® the amount of time you will spend on site

® how your performance will be judged

® what kind of end-product you will produce

. o ~
A Career Specialization can be very exciting and informative. If you desire

‘additional information concerning how you might get involved in a specialization,

see a resource coordinator.
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RESEARCH' FOR nemn SCHOOLS, INCORPORATED (RBS), is a private,

non-profit eduentional regearch laboratory located in Philadelphia, Pennsylvania.

IDENTIFICATION AND RECRUITMENT OF COMMUNITY RESOURCES i part

of a series-of curriculum and procedural materials dmloped by. the RBS CAREER |
EDUCATION PROGRAM (Louis M. Maguire, Director) for. pilot project in -
experience-based career education (EBCEY. Additional materlals in this series

include:

CAREER DEVE LOPMENT COMPONENT: GENERAL lNFORMATlON
- HANDBOOK :

ORGANIZING INFORMATION ABOUT (’OMMUNITY RBS()URCES
RESQURCE SITE ANALYSIS

ORGANIZING COMMUNITY RESOURCES FOR CAREER EXPLORATION:
CLUSTERING \ e

DEVELOPING INSTRUCTIONAL PROGRAMS
FOR CAREER EXPLORAT!()N

| I)EVELOPIN(; INSTRUCTIONAL PROGRAMS
FOR CAREER SPECIALIZATION

- TRAINING COMMUNITY RESOURCE SITE STAFF
IDENTIFICATION AND RECRUITMENT OF COMMUNITY RES()UR(,F§ was

prepared by Bruce G. Baron and Robert L. Holden.
© Rescarch for Better Schools, Incorporated, May 1975,
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lN’I‘RODUCTlON R

RBS CAREER EDUCATION h a program for high schoel. studems and a

~ program’ to help schools organize for continuing . career ‘education dcvélopment
efforts. The program involves the introduction’ of three inatrugtional components

into the . htgh school curriculum: CARBBR DBVBLOPMENT CAREERR
GUIDANCE, nnd thc ACADEMIC RESOURCB CENTER {ARC). 'I‘he program also

~involves the establish ment of a cooperative relationship between the.school and the

community to implement develop, and expand opportunitien for, students to learn
through experiences outside the. school.

The goal of the CAREER DBVBLOPMENT component is to increase student e

understanding of, preparation for, and access to the career opportunltles available to
them, as well as community participatidn in and understanding of the educational
process. The component is designed to provide the schools and community
participants’ with procedures to organize a network of out-of-school resources for
two kinds of activities for students: Exploration and ?pccialuarlon These learning
activities are developed by school staff in cooperation with interested people in the
community. The activities are conducted by these community resources, using their
own facilities, under the supervision of school staff..

Thls guide discusses the identification and recruitment of community resources
(i.e., individuals, agencies, businesses, colleges, and unions) by the school to
participate i the ongoing development and operations of the CAREER DEVELOP-
MENT component. The identification and recruitment of commiunity resouscoy is
the first assignment for the staff of the CAREER DEVELOPMENT component (the
resource coordinators) after the completion of thelr training. This guide is designed
to assist both them and the school administration with this step in the
implementation process. While the focus of the guide is on the initial organization of
those resources required to implement the program, the identification and
recruitment of community resources will be a continuous activity as the program
sceks to extend its services for students and the community.*

*Sce: CareenDevelopment Component: Genefal Information Handbook for an averview of the
staff roles and processes involved in mmponcnt implementation, and as background for this

guide. j ’

-

62

3



lDBNTlFICATION AND RBCRUITMBNT IN \
| RBS CARBBR BDUCATION

- One of the basic auumptiom of RBS CARBBR EDUCATlON is thlt the

cominu“ing developmcnt and extension. of experlence-bued “caroer education

peograms can be sustained only thrdugh the cooperative efforts of the school and .
the community. The identification-and recruitment of community resources is a

cruclal step In the implementation ‘of both ‘the ‘CAREER - DEVELOPMENT
component and the program as a whole. Without community purtt;ip.tion. neither
the operation of the first nor the continuing dcvelopmcm of the second is possible.
In the RBS program, community resources are -sought for & number of
unvitles .
1. to advise the schools on the continuing development and operagion of the
program (e.g., a3 part of commur\ity advilqry group) i
2. to assist the schools with the devclopmem of program content und/or the
establishment of needed support (e.g., as a community liaison or & sponsor
of a clearinghouse service to inform and/or place participants).

3. to participate in&he development and dperation of Exploration programs.

4. to participate in the development and operation of Specialization programs.

5. to participate in the development and opcranon of programs extending
experience-based learning opportunities throughout the school curriculum.

6. to participate in the development and operation of new programs to
articulate uses of available resources to meet individual student needs and
interests.

7. to assist the schools and the community in the identification and advocacy
of organizational and legal reforms necessary to promotc effective

utilization of community resources for the educational prowss
’

Community participation has been limjted in thc past by dlfflcultl(“i in
cooperative relations. While the central isspg causing “such difficulties is the
genuineness of the relationship itself, a number of variables have come into play as
well: . | .

1. Schodls are frequently unrcahsuﬁ in their cxputatlons of the’ Commumty
2. School and community participants are often unwilling to compromise
organizational constraings to promote program goals.

3. Community porhcnpants arc often fearful of students and of their abilities
to work with students.

4. School and community participants are sometimes ignorant of each other’s
work and suspicious of each other’s competencies.

’
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5.. Community pnrticipation is urely recognlzed by tt |choo|| or luppcrtgd
~ in seaff time, financing, and policy. .

6. Programs within and across districts are increasingly compoting for av ublc
community resoprces, without any -coordination smong ~therfiifand

pressuring known - participants - rather than - seeking more equiuble------»-----—------':--'--'-‘:‘-',.

distribution of respomibility throughout the commun(ty

The RBS program hap been designed to provide both an ugendu for actlon and
the kinds of organizational support and direction which will promote participation
toward the program's goals for' students. The establishment of the resource
_coordinator team and the essential roles given to participants in both the
development ‘and operation of the program are important steps: for assuring
community resources of a responsive,and supportive relationship with the schools.
The initial implementation objectives (e.g., Explotation program development), as
well as the longer term program objectives (e.g., more effective use of available
resources) are likewise priorities shared by potential participants.

No set of procedures, however, can displace the basic 'r;Quiremcnt for school
and community to communicaté and understand the issues. No program dealgn can
overcome the need for local commitment to cooperative attion.

In determining the feasibility of the program, the school adminhtratldn must
assess the capacity and commitment of the school and the community for the
continuing effort RBS CAREER EDUCATION involves. Such deliberations should
involve potential participants and their representatives as well as school personpel,
both to promote communication and understanding of the issues and to start/the
cffort with the very cooperative action it seeks to promote. .

In RBS CAREER EDUCATION, the “identification and recruitment of
community resources is a process of communicatioy and coggerative action. It is a
step in the organization of the school-community rclntlonsw The success of the
identification and recruitment process must be measured not simply in terms of the
achievement of some threshold level of participants with which to implement
program operations, but in terms of the cmnmit_mcn‘t of participants to work toward
the realization of the potential of that community for the continuing improvement
of the educational process. The schools will obtain participants for operational
concerns in any event, as a result of interests in helping students, in being involved,
in escaping bad public or professional opinion, and in having somcthing new and
dxffcrent to do. The basis of the RBS approach, however, is that to sustain
community involvement apd, indeed. to realize its potential, the school-community
relationship must move éyond operational services to the community concern of
~ improving the schools, ' |

=y



PROCEDURES R

" The identification and- recruitment of ‘community -resources i the first
‘assignment for the staff of the CAREER DEVELOPMENT component (the resource
coordinators) after the completion of their training. The identification and
recruitment process has three basic objectives: L L &

1. to publicire the program and the issues it involves throughout tl{;ﬁ

community;

2. -to survey community opinions about the educational process, the
effectiveness of the schools, the needs of students, and the potential of
community participation; ‘ L

3. to obtain a threshold level of potential community participants to u;isfi'
the numbers and interests of the potential student population and to meet
the requirements of program goals (e.g., the breadth of learning

opportunities desired for Exploration activities).

The identification and recruitment process is esentially the first real test ofthe
program’s practicability in the community. The school administration’s assessments
of program feasibility can only be sustained by success in recruitment. This step in
the implementation process discloses the real commitment af the community and
the school to the program. .

The identification and recruitmenwprocess involves eight steps which follow on
the feasibility -determination activities of the school administration:

1. Definition of Operational Policics.‘

Determination of Recruitment Policies and Targets.

Initial Contacts and Advocacy. : /

Group Meetings and Presentations to Potential Participants.
Follow-up Mectings and Presentations.

Recordkeeping and Initial Organization.

~N N e W N

Supplemental Recruitment.
8. Continuing Activities.

These steps will involve the resource v_coordi"mtors. the school administration, and
any individuals or agencies in the community willing and able to assist the school
with the process, Once this cooperative action has scceeded in promoting -
community participation with respect to both '.‘Bp.crations" and continuing -
development, the coordination and expansion of community participation locally
and regionally should become the responsibility of a distinct school-community.

agency, ™

*At the pilot site, the schools and the .régional chamber of commerce are developing a
computer-based clearinghouse to identify available resources and coordinate requests for use by
schools throughout the region. The results of this effort should.be available by 1977. The
development and operation of such clearinghouses require extensive preparation by school and
community pasticipants. ' '




Deﬂnltlon of Opontlonul Policles

ln determining the feuibﬂity of the RBS peogram, school sdminilmton.
usually in cooperation with community reprossntatives. and RBS Technical

Assistance staff, will be cvduat}n& the various characteristics of the program in terms .

6f the interests and limitations of their local sommunities.: The inithl oomidemiom

underlined by the program’s information materials must be tnmlatod into some

operational framework that scems workable locally for the program to be feasible.
There must be some sense of sufficient staff add funds and time'and flexibllity and.
community interest. There must also be sqfaense of how the available resources of
the school and the community can be combined in the implementation of thq._
program, >
~ RBS Career Education: Implcmcntation Planning Guide outlines J\h proceu of

tranalation from the RBS program to a new site, and emphasizes the importance of
local adaptations for the continuing development of the program. The pilot program
is indeed only a model and a s@ of experiences against which to measure local
approaches. Bach site must adopt or adapt practices of the pilot program consistent
with lacal conditions and overall progtam goals. -

The operational framéwork developed at each site ia essentially a statement of
the policies and conditions which the school administration has come to believe best
govern the implementation and continuing development of the program in that
“community. It reflects the school administration's evaluation of resources within the
school -and throughout the community.~ it delincates the parameters which the
implementation of the program will follow: e.g.,- tbc_sch_ools will assign three staff
members to a resource coordinator team; the program will be initially limited to one
hundred students; students will be permitted to. participate in career development
activitles outside the school for credit up to ten hours per week; only Exploration
activities will be implemented the first year; or, community partlc:pants will be
responsible for all grading and attendance reports.

The school must have a clear definition of these operational policxcs before
tnitiating any zdentxﬁcatlon and recruitment of community resources. While
potential participants will welcome the opportunity to be involved in the initial

- feasibility determination process, once a decision has been made to adopt the

- program they will expect and demand a clear statement of what the program is,
what it is trying to accompllsh, and what is being asked of them. Resource
coordinators must be able to answer practlcal questions about program operations if
they are to build a confident, cooperative relationship with community resources.
The policies may change, and should change, as a result of participant suggestions
~during the implementation process and as a result of operational experience.
Nevertheless; & the schools have not done their homework by preparing for program
impleméntation, community resources will usually be slow to agrec to partlcnpatc in-
the program.



- The operational policies control[ing program. implementation and continulng

~ development should be a major topic -in ¢&aff training. The community-resources -

who helped the school administration develop the policies should be involved in the

training sessions to discuss the reasons for and the implications of the policlea from -
‘the perspective of potential community participants.. One objective of these

~ discussions is to provide some foundation for the development of the resource
coordinators’ presentations to potential community participants. Another s to

impress on the school staff the importance of both schoal and community needs in

the development of operational policies and practices and in their revision,

The definition of operational policies provides the resource coordinators with a
blueprint. The success of the program will depend on their ability toread into that
blucprint the school administration’s intent and to adapt it to meet special
condmom in the community.

’ .



Determination of Recrukment Policles and ‘f‘ﬁjeh’

The first ltep in the identification and reé_ruimiéﬁt_' procendcﬂnelthe

parametets of the program for which resources are sought. The second step is
concerned with the determination of policies and targets for the recruitment effort
itself. This step involves the development of a strategy to inform wnd recruit

potential participants, further assessment of community resourcés, and the
assignment an?nchedujihg of staff. o

The development of the recruitment strategy is, in the RBS apptoach, &
cooperative activity involving the school administration, the resource coordinators,
and the community- liaison. The community liaison is an individual or an agency
with sufficient credibllity. and contacts in the community, as well as interest in the -
program, to assist the school in the identification and recruitment of community -
resources. _

Each community has its special requirements and style for the initiation of
school-community projects. The steps outlined in ths guide are representative of the
pilot site, and their applicability must be evaluated in terms of local practice. The
community liaison is a local expert on the community and expands the school's
capability to understand and act within these requirements. The primary function of
the community liaison is to bring the school and the community together; although -
this role may also include providing a detached sounding board fob school and
community participants toward continuing program development and organizing the
development of a formal clearinghouse for school-community projects. |

At the pilot site, the program was implemented for a limited number of
students, initially focused on Exploration program development, and recruited
community resources within the region with particular emphasis on larger agencies
and companies. The regionél chamber of commerce acted as the community liaison,
providing the organization and contacts for initial meetings and presentations, with

follow-up done by schaol staff with the cooperation of school board and chamber

personnel. Materials and forms were developed for these presentations, althoﬁéh the
program maintained a fairly low profile.

The initial targets of the recruitment process were community resource sites.
The program sought to obtain a policy commitment from an entire enterprise before
personal commitments from interested individuals. The program thus worked.
through the structure of the enterprise to identify and train individual participants
and to organize and develop activitics at thgg site. Only when recruitment for
Specialization activities was begun were individal targets identified. The advantage
of this approach is in the abillty and authority of policy makers to conmit a wide
range of resources to program development and operations, as well as in the
continuity it warrants for these activities as individual participants change.

The pilot program assumed that by implementing the program on & limited basis
it could test operational practices and capabilitics while developing local capacity
“and interest¥o expand the program. The community lialson provided initial opinion.
leadership to recruit the threshold level of community participation, and the

r
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~ experience and advotacy of the puticipc\hvrovidn tho bam for furthor oxpumion o

of the program. The RBS model was théreby used as the ‘basls for program
installatjon, while the basis for coptinuing: development and expansion of the

“ program is the partncxpants adapt on of the model comhtem with locnl o

. conditiom‘ '

At the pilot site, the staff could recruit from i lwge popuhtlon of resources

those with the best potential of fulfilling the program’s operational and
developmenital goals. The more usual problem is to identify and recruit from a small
population a sufficient number of resources to operate the program on sdme scale
while searching for partners for larger, regional activities in the future shh would be
true even where different schools initially organize a multi-district program),
‘s The resources which are available locally or regionally affect both the definition
of opcratmnal policies and the recruitment process, most particululy with respect to
the 1mp]cmcntatlon of Exploration activities. The organiution of Exploration into &',
series of misi-courses representing the range of career opportunities assumes a
sufficient number of resources to provide such a series of courses (uaunlly for small
groups of students). * |
While the series of courses suggested in the model (ie., its c&:stering schema) is
well suited for community-based programs, the resources available for particular
course areas may be Jimited in many commiunities because of the concentration of
_resources at a'single site, or.the distances' among sites, or, slmply, the lack of such a:
- resource. Some assessment of local conditions hmiting Exploration should have been
fiade by the school administration in determining program feasibility and defining

~operational policies. This assessment must initially’ guide the recruitment procexs.a- :
This assessment, nevertheless, must . be ~constantly  re-examined as’ the

implementation of the program procceds, in “an effort to' obtain the ‘most
tepresentative series oflcarmng opportunities possible in the community.

The foregoing discussion implies thrce bastca pomta about the dcterminatlon of-.;'

rc'crmtniym pohclcs and tar}cts R

1.. that the schools need the assistance ofa commumty liaison in planning for

. Arecruitmer\t, o

2. that recrmtment plans should reflect both short tcrm ~and 1ong term
program ob_}ectwes and '

s

3. that recruitment is a step if program déizclopment in . which the

implications of community characteristics further define ncccy% )

adaptations in the ‘instrucsional and administrative organization. of
program - _ . ¥

~ -

»

*The experience of the pilot site aug?cats ; that community resources are unwﬂlmg to partlcipate"in
bxplorat{on unless courses enroll at least ten (10) students each.
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.Six points, duling more with the procodural issues of recruitment are ulso luggested_
by the experience of the pilot site: .~ 7 - :

: Recruitment must be a deliberate,_organized activlty. both to avoid

duplication of effort and to demongptrate the commitment and. credibllity "

~

of the school and the effort, .

2. Recruiters should include represchtht&es of the school and the community,
working often in teams, again to demonstrate commitment and cfedibility
'+ and, indeed, to provide some social pressure to participate.

3. School staff must have the resp6nsib for finally recruiting a site, with
the resource coordinator doing the recruiting assigded the future liaison
fesponsibilities between that site and the school, ib order to develop the
personal commitment of staff to individual sites and the professional
relations between school and community staff.

4. Recruiters must have some materials for potential participants'a.nd for
public presentations which reflect both the national character and
credibility of the enterprise and the local commitment to and direction for
the program, and therefore w1ll havlc to develop and producc some
handouts.*

5. Priority targets for. recruitmgnt. are those resources whirh can provide

needed content for the instructional goals of the program and/or the

~ commitment and leadership requtred to sustain the continuing;, dcvelopment
of the program. : SN . o

6. Recruiters must take care to'\t'ouch bases with non-priority tar\g’ets toward

future participation objectives and avoid the ndentiﬁcat:on of the program

with any smgic group of resources.

~ -

The recruitment process providcs' further opportumty fof the school to'

demonstrate its commitment to develop a more effective  and cooperative

relatiohship with the community. Tl pohcxes governing this effort and all of the

school’s contacts with the community must be.responsive to past failures and future

needs. The process must reprcsent a posmve changc A
One partlcularly sensitive area, for both school and community partlc1pahts will

. be the relationship of " this program implementation * effort to existing

school-community activities. Most schools will be operating a number of
school-community programs, in whlch a number of community resources will have
longstanding and definite interests. "The extent to which the adoption of this

N |
. R

*In addition to the materals in the RBS CAREER EDUCATION LIBRARY, i number of
publlutlons on Career Education are available from national organizations and governmeéntal.
agencies, including many cited in program materiala: e.g., The Community is the Teacher (from
the National Institute of Education); EBCE: A Design for Career Education (from the Ngtional
Association of Secondary School Principals): and Career Education (from the Chamber. of
Commerce of the United States). -\
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program affects the operations of thoae programs h . bnic iuue of school
administrative policy. However, the existence of such programs must affect and, to
.~ somo extogt, limit the recruitment effort here. This program should neither coimpete
with existing aftivities for participants, nor seek to add this effort. to those alreld)r

competently “undertaken by community ' resources: - Certdnly ‘some - peesent

participants, particularly if they are involved in the adoption process, will want to
include this program in their activities with the school. Community resources with
experience with several different programs are especially able to advise the schooly
on the revision and coordination of these different efforts to best realize progfam
goals and the potential of available resources. However, if one policy consideration
stands out from the experience of the pilot site with community participants it is
that the central conimunity concem is not what more can be done for the schools,
buf what cqn be done to make the schools better. - :

Two additional issues affecting recruitment policies and targets, which must be
decided early on, are the role of sehoal staff in the process (including the number of
staff) and the time lines for various stages in the process. In the RBS approach, the
participation of both school and community personnel in the organization and
recrujtment of pamclpants is emphasized, with the community represéntatives
taking the lead in program ppbltcxty and initial contacts, and the school staff taking .
the lead in the follow-up presentations and actual commitment of resources. The
time required for recruitment will vary with the size of the implementation and the’
community, but will usually be no less than three months.

In determining the role of school staff in the recruitment process, some
differentiation must be made between the role of the school adminisfration and that
of the resource coordinators. School administrators (superintendents and principals)
must participate in the recruitment process to lend it some authonty as ‘a
demonstration of school commitment to :a new pollcy of relations with the
community. The school must involve staff at the same. ]evels of uuthority as
community participants involved in recruitrhent negonations, while taking care to
use such personnel sparingly so as not to dilute their impact. In the RBS program,
the administration role in recruitment comes at the carly stages of the process, in
organizing community participation in the decisions to adopt the program and begin
the- implemenggtion pricess. The administrators: remain the - ‘schdol personnel to
whom opinion leaders and community administrators will relate and dlrect their
inquiries. | | : .

The role of the resource coordinators in recruitment is to assist school
administtation in winning the support .of- the community and, particularly, is
pursuing interests in* participation toward a formal commltmcnt to participate and
the assxgnmcnt of community personnel to initiate program development activities.
In the early stages of the process, the resource coordinators will be involved in
preparations for group meetings and follow-up:- drafting prcscntat\on materials and
handouts, learning more about the characteristics of the community. Once the
fornal contacts with “potential participants begin, however. the resource
coordinators become symbols of the support and commitment of the school for the

L]
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overall program development effort.- Their -participation in- all. further contacts s "
essential both to further demonstrate this commitment and to'develop the perwml
rclationships between school and community needed to sustain any long-term
“development effort. The resource coordinator involved in the recruitment of a site
becomes the resource coordinator working with that sitc on program development
and all future gperational and continuing development concerns. - :
~ The school must allocate sufficient staff and sufficient time for follow- -up
sessions and for the development of school-community staff relations, There must
be enough resource coordinators to handle both the number of follow-up sessions
and, eventually, the number of community participants in the program. The
experience of the pilot program suggests that a single resource coordinator can
handle the recruitment and continuing liaison of. no more than nine (9) par-
ticipating resources, the number comprising three¢ (3) Exploration: mini-course
programs. The time required to recruit community participants will vary
considerably. The most time consuming activity will be scheduling appointments for
meetings. The experience of the pilot program suggests that at least one month will |
be required for informal organization and planning activities, one month for formal
contacts and group meetings, and one month for follow-up and commitment. The
more time invested in community participation in initial feasibility and opcratlonal
policy questions, the less time will be required for participant recruitment. -

The recruitment of community resources for Exploration activities should bc
completed in time to provide interested students with information about prOJcctcd
activities and in time to'/permlt school and community staff to devclop such”
activties and informatian materigls about them for sgudents. The dne lines required
~will vary with the numbers of students and activities involved; however, the
experience of the pilot site suggests that no less than three months of cooperative
development will be required from'the completion of recruitment a;twmes to thc
initiation of program operations.

‘&.
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Initial Contacts and Q,dvocucy

From the time the school admmi:trntion bcgim comidering the adoptioh of the
program, community rcprésentative: should be involved. Wfllle the school staff and

the board of education can be advocsses for the program in the community, active - -

participation in the decision to take on she implementation of the program s by far
the best way to Initlate local interest in recruitment and continuinggdevelopment.
Participating representatives will develop some identification with the program and
provide the school with some contacts and social leverage for recruitment meetings
and presentations. Once the decision to adopt the program has been made, the
school and any community representatiyes participating in the decision should begin
to contact potential participants and to present the case for the new program.

The need and methods for such initial contacts and advocacy is largely a matter
of the characteristics and style of individual communities. The school will often have
an open relationship with the community eliminating the need for any intermediate
steps between adoption and the public recruitment sessions. In many cases, however,
the available resources may be distant, both physically and personally, from' the
schools, requiring some intermediate to induce them to listen. In still other cases,
the community may have certain opinion leaders whose support for the effort is a
political necessity or”of great value in captying the support of others.

The school board itself will often Z:c sufﬂcicnt authority and credibility in the
community to provide the program with a needed to prepare potential
participants ' for the recruitment effort. The commumty liaison will more ‘often
perform this msk, and the pilot site expgrienc 88 ets that such an external agent
is more cffc(tiic A community advisorywoup presenting school and community
participants, parents, and students is also an effective fesource for this task.

The canstituencies of these groups overlap and the groups will be doing pr
much the same things in support of the program: talking to people, trymg to '
persuade them about the effort, referring them to other suppdrters in the
community, using: personal levérage to. get them listening and involved. The three
groups togegher represent the public, social, and private interests of the commumty,
and, to the'extent their efforts are unified by some shared policies and some good
organization, the recruitment process will be less concerned witl the sufficiency of
community interest in the program.

The implementation of the program will require continuing advocacy..The
recruitment of participants for the CAREER DEVELOPMENT component is only
one part of that effort: contacts must beestablished with the home and within the
school itself as much as with potential participants.

The experience of the pilot site suggests gne particular danger in both this initial
contact phase and throughout the recruitment process: that those contacted will not
in turn begin to tonsult “the other individuals at their sitc who may eventually be
involved in the program. To a great cxtent this danger may be avoided if the
program advocate asks the person contacted to discuss the program with others #hd
to bring other site representatives to meetings. It may also be avoided by initially
contacting individuals who will probably have operational responsibilities and have

’ . ‘ ¢
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wfficient internal leverage to commit the site to the program. ‘However, the

tendency of internal staff seems to be to avoid such rupomlbtlitiu and the

executive mandate appears to be, the best if not a perfect routs to recruitment.
Resource coordinators Will thus often be confronted by people assigned to the.

ogr;m for the development activities by interested eméeutives. Consequently, these
act parricipant; will have to be recruited in m]l mother cyde of lctivitiel. v

J .
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Group Mectings and Presentations to Potenthl Particip.ntl

Once the school administrntmn h uthﬂed through informal conaultation and
congacts that there is sufficient community interest in the program, formal contacts

may begin, directéd toward actual commitments to puticipate The first of these

formal activities is, in the RBS approach, a series of meetings with groups of people

controlling resource participation (e.g., agency heads, executives, and union leaders).

The purpose of these group meetings is to again inform potential participants

and further demonstrate the school's commitment to the program and to more
cooperative relations with the community. The meetings are also directed at
idénti¥ying those individuals at each site with whom the school staff will finally
negotiate - the site’s participation. The group meeting format has two major
advantages: (1) economy of time, and (2) social or professional pressure tq
participate. The group meeting format will have no disadvantages where the school
administration has properly prepared the audience through involvement in the
previous steps. There should be no big surprises for the audience.

The sessions should be scheduled at times which suggestions from potcntial
participants in the previous steps suggest are convenient. The sessions should be held
at the school or-some other public meeting place. The audience which should be
invited to these sessions are those policy makers with the authority to commit
community resources to participation in the program, accompanied, where possible
and where the person is not the policy maker, by the individual to whom
operational responsibilities would be assigned were the site to partiCipation in
program implementation: e.g.. public relations or personnel officers. The specific fist
of people to invite should be based on the results of initial contacts and the advice
of the community liaison; however, resources who have indicatéd an interest in the
program but a disability to participate initially should also be invited, both to
sustain their interest in and contacts with the program and to avoid embarrassing
them in any way. ‘

The agenda for these group meetings consists of four basic items:

1.  An introddction and ad)'&.lcy of the program by the community liaison
and other community re presentatives:

2. A discussion by school administrators and program staff of the program,
the implementation activities, and projected operations and continuing

development:

\

3. Audience participation: qucstions and answers:

4. Summary of the discussion by the community laison, with a request for
the audience to fill out Community Interest Forms before they leave,

7 -

{
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The Community Interest Form is the first concrete expression of participant

commitment, as well as a gauge of the offectiveness of the recruitment offort. The

form simply asks for a formal indication of site interest, particularly with respact to
Exploration and Specialization activities, and for the name of the person who will

handle any further negotiations. A copy of this form is conuimd in the Appendix. ;

of thir guide. A ‘sufficient supply of these forma should be on hand for these
sessions. The school staff should d,so prepare some handouts or brochures nbout the
local project, including a summary of operational policies. The RBS program’s

administrative guides (particularly RBS Career Education) may be useful for -

potential participants wanting more in-depth information about the prognm,
however, they are not intended for use in these sessions. .
The audience discussion at these group meetings “is quite imporunt for the

continuing development of the program. The discussion provides the program aaff

with a greater awareness of the priorities and issues affecting community
participation and of the support they will have to provide if the program b to
succeed. The discussion also provides the participants themselves an opportunity to
discover shared interests with respect to school-community relations toward the
development ‘of the inter-resource relatiémhipt necessary for the expansion and
refinement of program activities. The meeting is thereby a demonstration of
potential support for the effort not only from the school but from other
participants as well. ' ‘

The responses to the meeting, on the Community Interest Form, should be

followed up initially by.the community liaison. The community lisison should call
interested participants to schedule meetings betwgen the site negotiator and program
staff. The community liaison should call uninterested participants to discuss their
anxietics about the program, and should report any implications of such opinions to
thc school ad ministration toward necessary program revisions. _

18
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_ Follow-up Meetings and Presentations / | : .

T

This step in the recruitment process is the first field activity for the resource
coordinators. The objectives of this step are the formal commitment of site

participation, the designation of the site’s continuing laison with the program (the = .

resource-site coordinator), and the initiation of the development of Exploration
activities at the site. Progress toward these objectives is documented on the

Community Interest Follousup Form (see Appendix).

.

The number of follow-up sessions required andithe agenda for each session

depend on the contact person designated at the group meeting. In many cases, the -

contact person will be the policy maker, wishing additional or more concrete
information about site participation before commiting resources. In some cases, the

. contact person will be an intermediate policy maker who will be rcsponsiblc for the

sitc’s participation in the program but not operationally involved. In a few cases, the
contact person will be the eventual resource-site coordinator. The community
liaison’s telaphone follow-up on the group meetings should suggest the need for the
presence of the eventual resourcessite coordinator at these -follow-up sessions.
However, resource coordinators should be prepared to make & aseries of follow-up
presentutions to people at different levels of responsibility and interest at each site.

The resource coordinator should confirm by phone the appointment made by
the community liaison. If the -contact person is the original policy maker, the
resource coordinator and the community liaison may attend the session, depending
on local styles and the assessment of the community liaison after the follow-up calls.

‘Each follow-up session will involve some repetition of the group meeting
presentation, particularly where new, people are called in, The policy maker may
indeed use these individual follow-up sessions as a medium for igvolving personnel in
decision-making about the site’s partitjpation. All follow- -up presentatians must seek

to put the doncept of the program into some concrete operational perspectives,”

cspcually where people with potential operational concerns are present. The
presentations must be realistic about the demands on personnel for program
development as well as for program operations, both honestly inform potential
participants and to underline the need far internal incentives and support for

- participating personnel from management. The presentations must also be realistic

about the responsibilities of the resource coordinator in providing support for the
community participants. The sessions should outline the steps in the implementation
process, the schedule for completing these steps, the characteristics of the probable
student population, and operational policies affecting community resources.

The follow-up sessions with the designated resource-site coordinator are .

particularly important for the continuing development of the program. The
relationship between the resource coordinator and the resoygee- site coordinator is
the, primary basis for all program development activities. The resource coordinator
must be supportive of the resourcessite coordinator and schedule sufficient time to
deal with initial questions and prpblcms While training sessions will be provided for

19
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the réxouwc‘aite coor(ﬁ'uton as part of the‘danlopmune proceaI. the inhial connc’; e
between these representatives of the school and,the cofimunity resdurce must be -

cqnstructive. The resource-site coordinator is the single most powbrful person at any

site to help the program to succeed or to destroy the site’s Iinterest and confidence in
the program, The success of the program depends to no small degrees on the ability-
of resource coordinators to achigve the conﬂdence and potential of the resourcg—sitc.

C()ordim(or : . _ E
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ERIC

Aruitoxt provided by Eic:

Recordkeeping and Initial Organization

The recruitment process is a major source of information about the community,
potentia] participants; and limitations on program operations. It s also a process for
which the school staff must have the best information available in order to work in a
credible way with potential participants:

Three kinds of recordkeepiify activities are parcicularly hclpful in capturmg
information' from the recruitment process and organizing information for the
recruitment procegg and for subsequent steps in the implementagion of the program:

1. Individual files on community resources.
2. Recruitment schedules and contact logs.

3. Worksheets analy zing recruitment needs and ph)grzun,smtusw

Individual Files on Community Resources

In the dctctrminmion of the program’s feasibility and the recruitment policies
and targets, the school administration, with the assistance of cpmmunity repre-
sentatives, will have conducteéd some initial surveys and analyses of community
resources capable of sustaining the program. Some assessment of the kinds of
resources availablé in the community is also a prerequisite for the definition of the
operations policies guiding the recruitment effort. These investigations of commun-
ity potential will involve the personal knowledge of the people involved as much as
the use of published materials (e.g., federal or state labor reports); indeed. outside
sources will often be completely unavailable with the possible exception of the
Yellow Pages.*

The information dcvclopcd through these investigations is the starting point for
the resource coordinators’ dcwlopnwm of the knowledge base about the commun-
ity which is to guide the continuing development of the program. The school'must
organize and updat(‘ this lnfbrmatlon for the various needs of the resource
coordinators in the supervision and conrinuing development of the program, indexed
and cross.indexed according to those categories defining .sdmoL,c_(m_mmnlty rela-

“tionships and pmgl am ochcnves.‘ . ¢

One approac h to ‘organizing the information is to establish a file far cach
community resource (individual or sm‘) as they are identified, with all activitics with
that resource reported in that ﬁlc and the ﬁlc,clthcr referencing or accompanying

*At the pilot site one of the valuex of working with the regional chamber of commerce as
community liaison was their continuing work in surveying community resources. and existing
analyses of potential participants. S

**1f possible, school staff should prepare an iffflex or Yellow Pages of community resources based
on their investigations. Such an index would be useful as a quick reference for recruiters as well
as for the development of any clearinghouse activity later on. The Career l:‘xplo’tr'o'n Catalog
{sec the Appendix of Career Guidance Component: General Information Handbook) is ance kind
of index. The Job Index approach used in the Catalog can be used Yo deseribe non- participating

“as well as participating resources, or adapted to index resources according to location, student
interests. or any other category scheme. The Catalog also provides some good illustrations of
recruitment targets for specific clusters.

=)




those of other resources involved ln the ‘same ecttvlthe. At the pllot ette. ﬁlee on .
community resources were organized by the Explomation clusters 1n which they

participated, with a separate annotated file of Spécialisation participanfa.

The eltebliehme nt of such files providﬂ the resource coordinato end everyone
elae invojved in'the recruitment process with a central clearinghouse of information
~ about potential participants, including information about previous contacts of .the
program with them and, hopefully,” about previous or existing contacts they ,heve
had with the school and other prograims. The flles are the program’s collective

memory: its list of the names of personnel at a site, its imprespions of meetings, its -

recommendations about strategy; its telephone | book, its rema ng targets, its future
objectives. The upkeep of such files will often be difficult; nevertheless, the
existence of such files is the only guarantee & progrant has that the investment in
developing the abilities and knowledge of any resource coordinator will not be
completely lost if the person should leave.

Recruitment Schedules and Contact Logs

The primary function of the filing system is to have a record of what has been
done to guide further action, The primary function of recruitmept schedules and
contact logs is to have a record of what is being done to guide further action.

Schedules are quite helpful for staff allocation and planning and to avoid
overlapping contacts with potential participants. Scheduling meetings or presenta-
tions must be a centralized activity, and schedules for all staff must be available to
all staff so that apy staff member contacted in person or by phone by a potential
participant can be responsive to requests for meeting times.

A simple contact log (see Appendix) provides a summary of results for a given
period. The summary can be used by the school administration, the community
liaison, or the resource coordinators to assess the effectiveness of the recruitment

process and particular follow-up’eeds.
: )

Resource Recruitment Worksheets

The primary function of resource recruitment worksheets is to provide some

indication of the sufficiency and implications of the recruitment effort for program.
operations: j.e., to provide some record of what has to be done. The worksheets in

the Appendix were used in the recruitment of community resources for Explaration
activities }Xthc pilpt site. They are structured to illustrate which Exploration
clusters or mlinj-courses have recruited participants, which have not, and which have
potentially sufficient participants to enable the development of several mini-courses
in an area, each with a somewhat different emphasis. As participants are recruited,
the school staff can .update these sheets and determine in which areas recruitment is
still needed and which courses may not be operational. A similar series of
worksheets can be censtructed for Specialization recruitment, with areas of student
interests or'pmjcvcts‘providing the categories. .
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Supplemental Recruitment

The emphasis of this guide is on the effort of school staff and the community
linison to recruit aufficient participants to operate Exploration activities, This effort
also benefits the recruitment of resources for Specialization and the other areas of
participation for which the program seeks community resources, but these
additional objectives may require some supplemental recruitment effort, and even
the assignment of certain staff to deal solely with them. .

The recruitment of Specialization participants  particularly may require &
separate approach from Exploration recruitment. Specialization emphasizes a more
one-to-one relationship, and recruitment for Specialization will focus more on
individuals than on sites. Yet, in many ways, the process of setruiting Specialization
purticipants follows the same pattern as Ek;)l()ration recruitment, although the
agencies assisting the school staff may vary: e.g., volunteer agencies ins%nd of
chambers of commerce. The school will still have to find some way of reaching
potential participants, discussing the program with them, following-up on interest,
and keeping track of people who have been recruited in files and catalogs and
indexes for eventual use in working with students. A number of Specialization
participants will become involved shrough Exploration recruitment or as a result of
involvement with Exploration activities: indeed, part of the responsibility of the
resource coordinator, in sceking to expand the participation of a particular site, is
the development of Specialization activities there. Many community resources, for
reasons of size or personal prefergnce, will be limited to dealing with small numbers
of students or simply with individw students interested in their activities, however,
and will never become involved in Exploration. .

in the pilot program, Spectalizition recruitment was not initiated until after
Exploration operations had begun, because of the lack of information about student
interests in Specialization activities and the lack of sufficient information from
community resources about the kinds of Specialization-experiences which might
best promote program goals. While the program is suppd®¥ive of experience-based
include some career development

learning in and of itself, Spm mlxzanon must’
1alizagjon participdnts is to find someone
ork with the student to dcvclop a project -

dimension. The problem in recrumng S
both willing and knowing enough to
which meets the student’s pcr'mnal and catesr: dpvélopmcntgoals

_ The Ex ploratlon and Specialization recrultmcnf" activities discussed above
constitute the mainstream recruitment ¢ffort to be followed. Nevertheless, in many
- cases, some investment in cold canvassing is-alsa desirable. Cold canvassing is a slow,
highly inefficient methr\d of recruiting participants, but in some cases it can spell the
difference between havmg A mini- co\.\rsc or a project and not having it. Cold
canvassing can be done by calling pcoplc in the telephone book or walking down a

strecet. (\
N
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oy .
-
- R , ) o 23 o
A s * .A » o w om M LT




A substantial source of manpower to aid any rccrultment effort, howov’gr,

‘utudents and their parents. Tapping this resource on a continuing basis is often quite |
difficult; nevertheless, students can and will be very effective in winning the .
participation of people in the community. where school and community personnel -

have failed, and the success only serves to intensify the student’s interest and
commitment for the activity. Parents can not only be instrumental in providing
contacts and obtaining participants for the program, they can also become an
informal information network on their own, providing students with someone to

k with about specific career areas if not someone to work with on a specific
project. Resource coordinators should not hesitate to work with students to utilize
their own informal networks to obtain program participants, while taking care that
such activities do not overlap or endanger established contacts with participants. The
involvement of students and their families in the recruitment effort will further
publicize program goals and activities throughout the community, and may well

result in further public support and pressure for community participation in the-

effort,,
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“participant ‘interest gnd expcnu)ce in the: program to r}\cru;t addmona] resodrces - ‘

.
. ' L~
.

Continuing./\ctivitics -

Thc ldentlﬁcanon and recruitment of commumty resources is a contmumg o
process. It does-not come to an end when program operations begin. Thc program
may require additional resources to ¢xpand the number of students it can serve. The
program may seek other ways of mvolvmg participants. The program may need new
participants toxreplace those who are no longer zt:: to participate or can only
participate periodicdlly. Recruitment for Specializatibn activities must begin afresh,
to some extent, with each student and each project. T

The?focus of the resource- coordinator’s role ance program operations have
begun is the maintenance, dwelopment, and expansion of partncxpant capacity and
opportunities for - students. &} the' school-community relationship,” the resource
coordmamr 5 mccssanlv involved in -the . identification and . recruntment of
additional résources c}e,.partlmpdnt sites and as a result of suggestions by site
participants, usually wih Jespect to %pec’}hzat\on vpportunities. Nevertheless; thls
relationship s also the basis thmugh which the program seeks to encourage.,
community participaflon in the identification and development of rew proﬂam' ,
ideas -and needed orgamutmnal reforms, as well as to make vs¢: of the,powst of

-»
\

through presentations At Brofp&suowl mcetmgs and through mformll dlscuwmw //" \
with non- parmmpants M e oo NN S e :
While the Jesourke: coordinator is' conccmcd w;th ex,pandlﬁg commumty

involvement in the progmm tho ‘;chobl dmlmstranon and ma[rgparbmpants wjl . i
‘also be concerned with the rcspmm ﬂltles of C()mmumty

ources to other- =
programs and to other’ communitiey and with the devclopmcnt of practices tu ‘

aclncve the mostPeffective and equmblc dlstnbutlon The dcvelopment of rcglonal ;

cooperatipn in'_ﬂze ldcntlﬁcatmn, recruitrient, and utilization of partlcgpant
resources will mvol\'c many of the samgasteps outhcd in thls“guxdé with- reg)onal

_cdmahom] agcnuc& and regional liaisons also playing.a major role. The development

of comrhunity cooperation in theidentification, recruitment, and_utilization of
community resources will require GantMWuing afalysis dnd devglopment by the
school and the comn)umtk with tespect to curticulum reforms and the articulation

-« ~ A |
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Aruitoxt provided by Eic:
v

Name of Representative o

Posirion

4

N

()rgunimtinn

Address

Telephone

My bisiness,
program

My business,
;u‘(iviti(‘s

~

My business,

acyvities

RS

agency, organization or industry would like

Yes . - No

agency, orgaunization or industry would like
. :
Yeos No

.
N
AN

.

agency, organization or industry would like
geney hdug
A}

Yes e N()‘

\
to participate

-

to p;nrtiéipatc

to participate

My business, agengey, organization or industry cannot participate tn the
presently, but would like to m-the tuture

»

Yeos No

—_———

I would hike to serve on an ;\JViS(ﬂ'}' lm;u‘dikor the carcer

' A
prngram :

Yes No

————— e g

in the carcer education

in Carcer Exploration

in Career Spccializatim\q

carcgg education program

' ’

cducation program

(

’

Please contact the following individual concerning our igvolvement in the career education

Name N
. N . * i
Ad(h(% . ra .
-~ 1
el ‘ '
Felephone : !
. ' : -
' Y < :
Position * ‘e -
> :
o e
S . -
K -
w7 .
A~ -
‘/& . Y
. * .
M »

L



, COMMUNITY INTEREST FOLLOW-UP FORM

~

Name of Resource Site

Address

Name of Person Contacted at Resdurce Site

Position >

'l‘clcph'onc Number

Date Contacted

Resource Site Will Participate Yes

Name of Resource Site Coordinator

No:

“,,'
Position

Telephone Number -

T

. *

Date of Ftrst Meeting with Resource-Site Coordinator

v
» s, , Al

.
* *
.

~

alization Program

¢

Date
' > g : N ~ . v
Name ot Resource-Site Coordinator N
1
Resource-Site (?uordinutor;‘f}greos to Participate in Career Exploration Program
¢ . \ I
. Yes No
Rescurce-Sive Coordinator Agrees to Participate in Carcer Spec
Yes No
Py [ .
Resource-Site Coordinator Would Like to Pagticipate in Advisory Group{(ctivities
. ’ . - ’ .
Yes No
PO : -t ) T
L Y . B
Comnrents, . g "\ o
¥ _“i .’_ . i v
- .- ) “t ’
- g v ;
. I > —t
.' . A

2

I 4 .
| i .i . . " ’
O ‘ - - ". .
ERIC - o
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RESOURCE RECRUITMENT WORKSHEET

A

Services | . Business . W{Ohnoloqy Outdoans
’ Contact ’

Cluster 1 . Cluster 4 . Cluster | | | Cluster | R

p . X .
Potential Resoyrce —— . | Potential Rescurca — . | Potential Resource —»_ | Potdntial Resource

U AD |1, tAD | _AD]| 1. AD

2 . AD | 2 . ADr| 2. ‘ _AD|2 ~___AD
e R L o - .
% | ¥ -
[ —— Y - AD|3 ~A&\t AD.
. . e . . ( = : .
. 3
4 — % e AD |4 .. AD |4 ‘ —AD|4 ___ AD
. ) . . o \ ‘

b e AD B AD LS. AD]| S . _AD

~,

. - : . .
Chaster W > | Cluster W\ Clusa'r‘rll . Cluster |l

) ' \

-

Potential Resource 'Pomminlh()urm e | Potential Resource ._---.___ Potential Respurce
1. AD | 1. AD| 12 BRI AD| 1 __ A D

»

2 AT 2 oy AD]|2 o AD| 2 . AD

3 .. ___Ap|a S _AD|3 A .AD| 3 A D.

& e AD [ d_ e AD ’4.,*%_%,%“‘»_;;\ D| 4. 4 AD

Cluster 1l . Cluster II‘FL ' Cluster (1
‘ R t ¢ T i . a

\ .
Cluster HL..._-«.?._N_

P()tmtfiil Resoure. 1 Potential Resouree™__ . | Potential Resource __ Potential Resour@( 5"
-2 .\ : . ‘
' AD v s _AD| L — AD| 1 _ : A D

-

4

sy - —

A ), _N_-_.,_h:_.;__A D2 w "4 _AD|2 AD| 2 . S AD

———— e e e e g [ O R U UV U

3 ~ e W AD [ Bo o AD] 3A - AD[3 2 ____AD




RESOURCE RECRUITMENT WORKSHEET

Scienoe.,

Beneral
Culture

Arts and
Entertainmént

Cluster |

e —

Potontial Resource ... . —
‘.'._,._‘4. e e A A D

e AD

f—”— .. B B ‘ N
e AD

Cluster | -

¥ -y

Cluster | _ - ——

Potential Resoutce _
__._.AD

Ve

B o e s e e
... AD

2

U OB

3 e A

° 4

e AD

~AD

Potential Resource

1 . - AD 2

e - :

2 i 2 AD | )
Si 3 ' ap |

Cluster M2

“
Potential Resoutce ..

'Y

g —

C?(Jster Ny

r

Potential Resource _,%

Ve A D

\ “ -~y ¢

S YO VPO R «

Glastey 11

TN

Cluster ¥ . ...
.

L Potential Rasource . .

1 _AD

-

Qluster 1.0

Pot8ntial Resource - .

—

e . AD

Potentjal Resource ___._>

' e AD

3

» N e
e AD )
- - _‘»‘.. - - hd
3 e AD e
J N L
R TS _—
a. . . kD e

5.

Cluster 111 N

/7 \ -

g e

Potential Resource ...

| P

———— = -t as ey e e m o — - B - —_ —_— ~—‘—»—— —— ﬁ -— ¥ N et ———
Qb AD | 2 —_AD|2 gt AD ]

e e e e «,',A. ™ U - ¥ P S

3 . AD /’B e AD B o AD |
S S "\ . .




\(,

F l{llC) V

Aruitoxt provided by Eic:

“Occupations dcmandmg special skills in tho creative arts and in the ﬁcld of entertainment, m the field of entertainment, including

1R}

creators nnd Pt‘l’f()l’l“(‘l’\

. "
movement.

Potential Community Resources:

RESOURCE RECRUITMENT WORKSHEETS

POTENTIAL RESOURCES FOR CLUSTER

d.

SUB-CLASSIFICATIONS

ARTS AND ENTERTAINMENT

4

- Performing Arts - “&ccupations involved in providing entertainment and/or making artistic statemeénts via vocalization and/or

b.

¢,

N

. . . . . . ¥ . . [ N
Visual Arts -~ “Occupations inyolved in creating artifacts in two and three dimensions.”

D

Potential Community Resources: a4 b.
. d. e
(‘ . N

Language Arts - “QOccupations involved in creating. prose and poetry.”

Potential Community Resources: a. b.
- o ~ .
. d. e
(ther

Potential Comnmunity Resources: a. b.

e N d. c.
e L)
Other
e ,

Potential Coffmungty Resources: a. b.
¢, - d. c.

L

91
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RESOURCE RECRUITMENT WORKSHEETS S t o
POTENTIAL RESOURCES.FOR CLUSTER TR B
: SUB-CLASSIFICATIONS o - -

-

'BUSINESS CONTACT . I S

e

s

“Occupations primarily voncerned with the face-to-face sale of commoditic‘s;i‘hvéstmcnu. real estate, and services, including
demonstrator, auctioneer, and other kinds of agents where personal persuasion and the person-to-person relationship is important.”

Retail — “occupations involved in selling of goods to ultimate consumers for personal on household consumption.”

“

Potential Community Resources: a. » b.

. ’ 4
C. d‘ : rs e
Wholesale — “‘occupations involving the sale of commodities in quantity, usually for resale.” i
Potential Community Resources: a. - b, |
c. ~d " - e.

Brokerage - “occupations involved in the buying and selling for principals without holdi"ﬁg fifle to the pi)pcrt);."

.

. . . . ~

Potentigl Community Resources: o & b.
; L L
c. : odoe s e. - .
- . . \ /s
< v & ~ . -

~ Other - . ‘ S

: { . - . s
Potential Community Resources: a. ) : b. : .

. - ‘
C. “ d. : e.
. N
Other ' Coon
-
A
Potential Community Resources: a. , b.
C (L \ e °
“ 1]
- “ - . r




RESOURCE RECRUITMENT WORKSHEETS

POTENTIAL RESOURCES FOR CLUSTER ,
SuU LASSlFlCATlBNS ' . ”\

GE 'LCULTURB ,

“Ouuranons involved in the presentation and transmission of the general cultural hentage, moludmg occupations in education,
journalism, law, the ministry and linguistics.” /

’ ) ’ . B . ’ . .

. A
Education - “Occupations involved in providing instruction to people, individually or in groups.”

¢

Potential Community Resources: T . . b. .

c. ' d. o e

v v [ . . v ] . ) ’ . ' .' v ’ ) 1 . )
_/Co%nml‘mlcatlons/Journallsm ~ “Occupations involved in the dissemination of news, entertainment and opinion.”
- N

Potential Community Resources: a. ' J .y N b.
i .

v . ' - . LN - - )
(t_ - . , . . . . ~ ' . el B ° 4
. . & X : * R aman

\ .
Law - “‘Occupations involved in the aéWtration of crit ndPeivil justice excluding those involved in protective services.”

‘

Other
I . 2
Potential Community Resources: ¢ A . P b. ' , L
) 9 :_
¢ -d. \ e.
}
Other _ — N X "
. .‘ 4 . -
L]
» . ' .
Potential Community Rdsources: a. : b. .
o d. ¢ )
’ L
/ ) o ’
: , ,
» F ‘ - ¢
’ \

- | V4 ' | Ll - '
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' . / . RESOURCE RECRUITMENT WORKSHEETS : .
. POTENTIAL RESOURCES FOR CLUSTER a - - o

- SUB-CLASSIFICATIONS

. g - OUTDOORS
' . ~ .

.
.

- “Agriculture, fishing, forestry, mi\rﬁhg and related occupations primarily concerned with (}he cultivation and preservation of crops,
marine and inland water resources, mineral resources, forest products and animal husban ry.” Q : v
. A ' ,

Agriculture - “Occlpations involved in the cultivation and preparation for use of crops.”
AY

v Potential Community Resources: ‘ a. S ’ b.

. C. 4 ’ d. e.

H
. * < ] .
Animal Resources — HOccupations inv})lycd in care, production and use of animals.”

Y

Potcntial..(?ommunity Resourcgs: a. L b.
. a ! . i . e \
<. r ' N “ d. . . . ". .
B - A 3 »
- - . R [ .
- . M . oo \ . . -
. Ecology - “‘Occupgtions involved in the conservation dnd preservation of the living and inanimate environmene.” A
Potential Community™Resoupces: . a. o ' b. ! ( .
Y . \ ' _
o 0 . . el . \ e
. - ) R gl N r
()t}lcr . - S > 3

+
l
L\ .

Other . . " : ' ' v v gl“ '




’

' b . ‘., : . . @ ) . . * ) . . ) ‘ . .
\ o R e RESOURGE.RECRUITMEN® WORKSHEETS * N \
' ' \ . POTENTIAL RESOURCES #OR CLUSTER ‘ b)
o T - | SUBCLASSlFICATlONS SN o SN
‘ S - . SCIENCE ,,+\ . - '
“Occupations conebrngd pﬁmarily with scientific theory and its application o"(l)lr than technology.” - -
Flealth - “()uhpam\s mml/[(‘\\n all aspects of the relxe of hwnan ailments, 1mludmg-the allxed hcalth ptofessions.” "
: f
Porential (()mmumt)‘ Rc\murceq L a. . ' ) b. _ . )
. g N - R " }

Social Science —~ “Wecupations involved i the sciences thag (lcal with the Nistitutions and functioning of human socicty and with

.thc interpersonal relationships of members of society.” \ N ,
N ’ - . AN ' ' ' ~ )
) . - . . K‘e - > . . { . L
[mvntlal Community Resources: / & N : b _- N
. ;“ s ’ il 1 .. .
. e d. Ly - e. : / )
\\\. . ' g T \ - . ‘ . b
: N ‘ T : . . . Cod : Yol : w oot : )
Physical Science — ‘()cchbatmns myo]vcd M scieces that deal th?: non-living maerials. . )-%
oy - I} A L ’ — ' Yo
Potential Community Resources: . a ' - b, - .
) . . v M
\ ot - ‘ k . '{' . -
¢ t - -4 ) : J/ URE
N r.r K] »
. o ) R . : l. ' . (NN , ; ) . \
Other ] .« - : SR P N
a ’ . [ i
) Y 4 A \ 2 - & o
‘ v
~ R : . . . . \
Potential Community Respurces: cL A N ' b. . N -
B . X . - v x4
) R \ . . : ‘ ] ‘
C. | o d. c.
" ¥ »
] d T- . . . \ \ xi
. . , ]
Other . - Lo _ ‘ ! o : i
» r . 13
N R T . . \‘,/‘
. S o i
Potential Community Resources: : Ca. . b.
g ' - :
¢ d ’ \ e (
i M [ § .
~ .- » v \) "



- . . . \ : - : : . N *
. e . - ° . : .
. o . . . ) L g ) R -

. L]
A i . . ™ ’ »
) RESOURCE RECRUITMENT WORKSHEETS -
- ' POTENTIAL RESOURCES FOR CLUSTER : e,
‘ . SUB(‘LASSlFICATIONS , L ) .
. K .
Lo T SERVICES - o J . N
: ) ‘ _ , . .
“()uup.mons sgrving .md ..ut-cndmg to th{ personal tastes, nccdg. .md welfaee. of uther persons, mcludmg guidarice, socia} work,
and domestic and, protective services.” . . . .
N ) . \ ) Ve R . @ \ . .
Prptective Services: ‘occupations involved in thc pmtcnmﬂ of individuals .md/or society vagainst natural dmastc (ﬁrc (rm\
. domvsm/u\d fnrelgn t‘hrcat! ete.” . . .
. X “
=% : . . /
" . Potential Community Régources: a. : . b. X s 2
' - .
.(' . — »* d" ‘ o e. L
) T 4 Y DS - —. = ”
w . Persoual Services ™ Moccupatipns attending to the personal tastes of indiv'\d\uals within the society.” Y
. 4 \ ' \ . v
Potential Community . Resources: N N S b. TR , ' ~-
S ~ »
- ] 3 ‘ e. ) N
, ¢ -t 2y - v R ~r—r
Social Services ¢ “ogcupations attendjdg t>> the weltare of individuals and groups withincthe society.”
Y = / ' ’
" Potentidl Community Resoures: / a. , : e b. . .
. YA- N .J \ :
\ A : :
N . g \ -~ . _7 ’ Lo " - - . L4
Other . ,
A4 . ~. * -
. ‘ Y . \ ) . ’
| ( . \ ! .
) ) ] . . ‘o
- . * . . B vl N ©
. ' Potential-Cinmunity Resources: a. N : b. ‘ .
R SN : Ny . 4 R
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. N | . ' N . L e \
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. ~ * RESOURCE RECRUITMENT ORKSHEETS
. . “POTENTIAL RESOURCES FOR CLUSTER '@ - |
o . S SUB)CLASSIFICATIONS - | . -
t . . " . "TECHNOLOGY . | |

“Occupations concerned wnth the producnon, maintenance, and transportation of- commodmcs and utllmcs, mcludmg en

rafts (including repair work) and the machine trades; as well as transportation and communications.’
. ) .

ﬁﬁring, .

ilicies ,_wocéupatim;‘ involved in the supply of necessary commodities such as electricity, water and natural gas to the public.”

PQtential Community Resources: a. : B. - ' T )
) . . ] . q . e
X X - d. . - e.. ' N
Transportauon ¥ 'occupations mvolvcd in movmg pcoplc and/or goo{ frzam one placc to anbther.” »
» i \ . ' K . ; \
Potential C ommumtv Resources: - a. . K N b. L .
— . . ' ! / . -
¢ d, e. —
. —
N . ’ t ) :
Trades — “occupations involved in work.wh}gh requires manual or mechanical skill.’
3 - ) . .
Potential Community Regources: a. - L b, _
C . | \ d. ¢ "
» * v
1] a 14 . \
ay ’ ' . N ' ¢
Other - oy - : . , / _ . oo .
v v v ‘f - .
‘ v
| ] .
- 7
_ .l , ' . - c . ’
Potential Communigy Resources:’ Ja. : . Y S b.
¢ d. e
. -~ ! ’
Other : I : N
. i N
Potential Community Resources: . a. ’ b. '
. ‘ N .T
(& d ) ¢ -
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The publication of IDENTIFICATION {\ND RECRUITMENT OF COMMUNH'Y
RESOURCES has:-been funded h‘aart by the Vocattbnal Education Act (P.L. 8910,

]

CTicle TV) as amehded in 1968, in cooperation with ghe Nationa lﬂixlxte of
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RESEARCH FOR ISIE'/[‘F,R SCHOOLS, INCORPORATED (RBS), s a privuux
non profit yglgeational tescarch daboratory located o I’hil;ldclphhn‘. Rennsylvania.
ORGANIZINE *INFORMATION ABOUT  COMMUNITY ~ RESOWRCES: RE.

g()l_'ll{('f_l'{ SITE ANALYSIS iy pln'( of ascries of currlculum\d prbccdurul miaterials

Cdeveloped by the RBS CAREER EDUCATION PROGRAM (Louis M. Maguir,

Director)  for a pilot projeet in o experience baged career education (EBCE).
Additional matertals i this series include: ' g \ .
CAREER DEVELOPMENT (fUMI’UN!"ﬁN'?‘: i(?[iNl’,RA‘l, INFORMATION
HANDBOOK _ ' L
CAIDENTIFICATION AND RECRUITMENT OFF COMMUNITY RESOURCES
()I{(i/\NI'/,INél COMMUNITY RESOURCES FOR }AIU-‘.ER M PLORATION:
CLUSTERING . | .
. N : -
DEVELOPING INSTRUCTIONAL PROGRAMS
FOR CAREER EXPLORATFION®
I)!.iVFAIA()Vf’lN(; INSTRUCTIONAT PROGRAMS
IFOR (f/\Rl’.!’,Il{ SI’IZ("|A|,|7,/\'I‘I()N.

FTOAINING COMMUNITY ResOURKCE SITE STARE

.-

ORGANIZING  INFORMATION  ABOLUT COMMUNITY RESOURCES: RE.
SOURCE SITE ANALYSIS was py'vp;n'vd l)y Robert L. Holden and Richard 1. -
Sp.mic?. . . ’ :
@ Rescarch for Better Schools, lh('m‘pur.ucd. May 1975, _ N

N
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Aruitoxt provided by Eic:

resources throughout (hokmnmulnly- to proyldc cfﬂct :
students. - The potential mmmumty participants in this xpcncndc based program
uuIudv'mdwuhmls\ agencies and ‘public service organjzations, labor unions, colleges
and umvcrsnn{s. and.. business and industry. The .lc.trmng xpcrlcnws available
through thesere SOurees are quite varied and quite extensive. Resourcessite gnalysis

progrim in their mmmumtv and‘scss the potcntml of thcw u)mmumty resoutces

I. INTRQDUCTION

to pmvndv lc‘nmnh dktIVltl(‘\ for studcn:s

Resanrce site mmlvw is a basic step i the mlpl('lmnt.m(m of the €
Development unnpuncnt- The anulbvsis process provides ghe unnponcnt statt, with

the kinds of

things that might be possible to do there) and with an initial m\h\(umn of the kinds

information on.the extended resources of cach participating site (e,

ofactivities that are most probmbly goihg to be available to students. Resourcesite
analysis s a process of collecting a wide rangd of_mfnr_rmnml about ¢aeh site and of
beginning to_apply that information to the development of sgudent programs.
chart below indicates the range of information sources which maybe involved in this
pmuws The information collected in the resource-site analysis and summarized on
(ln process forfms is mmlll\ wsed in the dcvdopmcm of the Carcer Exploration

progru 1.,

Exploration rpmgr;nn and in the development of Specialization projects,

LI

RBS Careér Edfcation \nvoivcs the identification and dvvclo;uncnt ufavmlablc
¢ learning activities for

INVENTORY OF RESOURCE-SITE CAREER INFORMATION SOURCES

Chas been de signed Lto help the schools inventory thc\}mwurws available for the

It later becomes the basic reference file for continuing revision of the

Carcer

The

MATERIALS :
: PROCESS?&\ TRAINING
N PEOPLE written audio-visual AN
——— -
MANAGEMENT Directors or super | flow cherts management -
visors 0t unm training program
PUBLIC OR director or sesis brochures . deecriptive and humen relations
COMMUNITY tant director nevwsrelsases promo fitme and seminer for
_RELATIONS specialists clippings file §] stiad shows _ smployees
writers articios documentaries of ‘
tracd penodicals community servioes
) How charts
- PERSONNEL difector or asis job descriptions orientation films, interview formats orientation
taght directog ~ application forms slides, graphics selection prooodurq Programe
resume forms performance re-
sample tests - view mechanisms
’ personnel folders
manual of policy
descriptions of N
salaries
Aanefits
RESEARCH AND | directors research current studies training programs
DEVELOPMENT asgistants firishaxd reports in
OR EDUCATION specialized libr's data processing
. clecioal skillg
. training manuals
LA UUUR b — SR S, -
THER (central librarians general collection | displayt topical shows
libraries artisty museums .
dispiays graphics
collections
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The resource site ;m;ll_vsl.\‘ process s nlsn domeans tor tl)c dcvc]()Pmcnt ()( thc'

FeSOMPCE mordin vtor's understanding of the people and the sesowrces at a purticulur
site. which is NCCessary to pmh ssionally provide the Imwn between students and

the communuy  participants  so central to the success of the pms,mm This

understanding s essential not only to the proper functioning &f the resource

cootdinator with rvspvd to the OoRerations of the Carcer Dcvclnpmcnt companent,
but also to any - further incorporation of experientigl learning activities into the
scheol corriculun,

The process deseribed herein was (h wlnlu 'd for use inalagge urban u)mmunltv
lts use mess complex settings may seem cumbersome. Career Exploration programs
can be dcvvlupul without guing tllmllgl\ formal rv.\'our:'v-siu‘ ;m;lly,\'is. The process
should nevertheless beused i all cases. as-much to educate staff and provide a
context tor the development ot the liason relationship,as to aid in the development
and further extension of student programs. -

Y Resouree site analvsis i.§ performed by the resource coordinator as soon as
possible atter recruitment ot cach vesource site, Information needed for completion

of analvsis forms will be provided by the resource site coordinator who represents

the siter Tt estimated that 15 man hours will be required for the completion of

resource site analvsis for cach p;n'!iyip;iting resoOuree site.

There sivosgeps and associated forms in the resource site ailysis process:

L. the specification of the general goals and <>u“ml1|(mn.a! structure of the
participating resource site  Resorce-Site General Irzlmmmrmn Form!

. 2. the gvm‘ml chassification nf_ FESOUPCCC SITC QCtVINICS T gl SCTVICE, sClence,

arts and entertimment (Classifiedrion ()7"()u*u‘;w!{mm/ Yetivitios fform !

3o cthe specitication of the jobs within cach classification that are available tor
(\PIHI wiow at the site Joby A m’/u/)/ for Bivploration Forpy

4 the determination of thelevels of re sponsibility and e umn}, inherent in
cach ot the jobs aviailable for exploration ar the site, Job Area Training aid
\(\1}("'\{M’1!\ ornY '

the deserption of discrete tasks involved m pvrﬂn‘nmnu‘_nf cach of the _i“l’-\'

Pl

. ’ . . . . . . .
available for exploration at the site Job Task Deseription Frorm
6. the determination of possible kinds BF stygent participation e cach
activity e, observation, hands on CXPOeTIenee Dotential Learning Activt:

TN RTINS

Each of these p:'muhn‘cx iv discussed mothe next section,

Yo
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1. PROCEDURES

- . ’ . \ - . . ’ . Y . .
Resouree-site analysis involves the resource coordinator and the resource-site

coordinator in completion of a serics pf analysis forms for each of the six procedures
';\ the process. This section of the document describes the forms and explains the

CC(‘lUl'C.\'.
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Speciﬁ(‘?aﬁon of the Goals and ()r"gani'z:‘ t;rZI Structure of the 'Rim'cipai’irig
Resource-Site. ' ‘ . a SR S

Resource-site analysis ;bLQins with the completion of, the Resource-Site General
I formdtion: l}'orm ‘which provides data usc:ful'- for orggniiiné part jpating resource
sig/s into instructional groups: (clusters) and allows for initial “classification of
organizations. Ta complete this form, r'csour'_c'c coordinators shoul@: '

1. Fill in the ndme of the resource-site, and the address, telephone number,”

and name of the resource-site coordinator. .
Ask the regource-site coordinator the following questions and record the

2
responses in the appropriate places on the form.

“a. Describe the purpose of your business, indlistry, agency, or organiza-
tion. How does this business, industry, agency, or organization achieve
its purpose? _

b. s v resource-site organized by departments, sections, districes, units, '
or groups? List them. Describe the funétion of gach.
4
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R RESOURCE SITE GENERAL INFORMATION FORM  ~ . .~ | /f"
o ' : : ‘ ¢ :
. . ‘- . A \ ' . .
Name of Resource Site — g ' ‘ R
% e
Address and Telephone
2 Y »
\Name of Resource-Site Coordinator — _u
-
)
. DESCRIPTION OF RESOURCE SITE o
{)
- S ﬁ,__~,~~¢_w,_;_’:T‘ﬁ < r
. ' ORGANIZATIONAL STRUCTURE
(List the departﬁnts and subdivisions)
) e \
— } L o
S 5 e - .
t a " “ t
. . : ‘ ]
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The Gene ml C !mclfq;tmn of Revuurcv-'m( AC ﬁvmcw o

l‘lm prmcdurc involves thc K!cntiﬁcutmn of the prlmury focus ofa resource
©site's activities so that the site en later be assigned to an appropriate instructional

group. This description of the’ primary BTy requires a stundard  system of
classification. Procedures for developing a standard dassification system age describe
in ()rqmmmq Community  Resources for Career lixplovations Clustering. The

chassification system used becomes the basis for 4 (‘lum'/i'mthm of Occupational -

Vetivity Form, on which the primary focus for cach site'is recorded 4,T6 u)mdotc

the furm the resource coordinator should:

1. Ask the resource site coordinator to read thc lmcrmtmm at the tdp of this
form, _

2. Ask the resoureessite coordinator to place a check mark in the appropriate
boxes that bes describe those actlvmm that wurkcrs are engaged inac the
site. ? _ . '

3. 1t the resourcessite coordinator checks more-than one box, ask him to rank
order on the right hand side of the form cach box checked. Rankings
should indicate the relative proportion of workers engaged in the checked

vactivities at his site, For cxamplc,llf the \gsource-site coordinator checked
six_boxes, he should rank order all six boxas on a scale of 1 to 6, with a
runkmg of 1 assigned to the box that involves the highest numbor of

¢ .
workers and a ranking of 6 to the box that has the smallest number of
W()I‘k(‘l‘s.
. . . c-\
oe
\
i .
» 1
\
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“The Classification of Occupation Activities Form ptesented in the text is based on the Roc
dlassification scheme. which was used in the pilot project. 1f a different classification scheme s
used in Cclustering,™ the form must be adapted to match the dassifications actually cmployed.
& A Roc. The Peye hu[ngv of Oceupations (New York: Wiley, 1956). . -
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e{x " CLASSIFICATION OF OCCUPATIONAL ACTIVITIBS -

Listed below are cight categaries o'focc,upaﬁ'onnl activities. Please indicate those
activities that best describe your businéss, industry, agency, or okganization by
placing a check mark.in the appropriate ﬁ\x or boxes! I you have checked more

than one box, rank order each occupational agtivity that you *checked. The number

of rankings will be determine by the number of boxes checked. For cxamplc\ if you

checked six boxes, you will have six rmﬂ(mgq Give a ranking of | to the activity
which inyolves the greatest number of workers and the lowest ranking to the activity

whldﬂwolvcs the smallest number of workers.

]
. . Ve ' -~ . ] » .
Name of Resource Site s N \
3 ’ ’ N

Scrvice: - ‘ _ )

[} Occupations serving and attending to the personal tastes, needs, and
wcHarc of other persons, including gmd.uuo social work, and domestic
and portective services. "

Business Contact: . .

. : .

1 Occupations 'primurily concerned with the facé-taeface sale of com-
moditices, investments, real estate, and services, im‘luding demonstrator,
auctioncer, and other kinds ot agency where personal persuasion and the
person -to-person relationship is important. '

¢ ~

Organization:

{7 Occupations consisting of .umn]\g‘riul and white collar jobs in business, _
industry, and governnmeft primarily concerned with the organization and
efficjient functioning of commercial enterprises and gmrcrmnom activi-
ties. ' ) N

Technology«

(1 Oceupations concerned with the production. maintenance, and trans-
portation of commodities and utilities, inclmjng engincering, crafts
{including ropuk work) and the nx ulnnc trades, As well as transportation
and communications. ' . ; -

\

Outdoors: .

[J Agriculture. fishing, forestry, mining, and kindred occupations pritmarily
concerned withs the cultivation and preservation of crops, marine and
inland water resources. mineral resources, forest products and animal
husbandry .. . . Ry
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‘Science: S— - ' e
0 ()ccupations\conccrnqd with scxcnttﬂc thcory and its appllution other e
than technology. '
.
General Culture: . ‘ '

[} Occupations involved in the presentation and transmission of the gerieral
cultural heritage, including occupations in education, \]ournahsm law,
-the ministry, and hngutstlcs. '

Arts and Entertainment;

[1 Occupations demanding special skills in the field of entertainment,
including creators and performers.

g
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Spec 1/!( ation wf I()b\ " rthm uu‘h Clas \l{u‘amm rhat are walublr for I xpl‘uratlon at

the \n(' : . N womame

Once the focal ouupatumal arcas of the resougge site have been identiffed, the
resourcessite coordinator is asked to list the jobs in edth category which the resource

~

k,.

site will make available for exploration programs. This information i8 recoryded on
the Jobs Availuble for Exploration Form, “ 7
’
EXAMPLES ey
‘ " RESOURCE SITE:
Creckside Mental Health C lmu '
OCCUPATIONAL ACTIVITY CATEGORY;
, Scrvuc
JOBS AVAILABLE I()R [ XPLORATION:
Social Worker
Occupational ]hcnpn;t
| Psy chiatrist
(Jtrk/ll(((|ﬂiolﬂst
Aide
OR ) B
RESOURCE SI'TE: . .
fchubert Community Theater -
g OCCURATIONAL /\(”V”Y(A]F( ()RY: ' e
Arts and Entertainment : -
JOBS AVALLABLE F()I'{ EXPLORATION:
Actor
Prop M;in;xgcr _ .

Ihrector

Scamstress
cat s(.n.ss(

Scrapt Person

er——— eSSt ' )
. »

This procedure mav require spectal consideration by the resource site coordina:

tor. (Will the person oceupying the position be interestéd n participating in the
program?  Can time be arranged in the person’s sche dulc?) Therefore, sevemal days
should be allowed forf completion of the procedure.

.

————
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R JOBS AVAILABLE FOR EXPLORATION ~ . . .

Resourée Site

1

bccﬁpational Acﬁvity . . Jobs Availsble
Category ‘ _ For Exploration

/
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. Lo . . - 41 0] g e '
Ihe DeterminaNon of Levels of Responsibility and. Training I¥herent in each of the
Jobs Available for Lxploration at the Site. _ -
: , * 13 PR y ) . [3 Il ‘ . . M . .
Levels of training and responsibility are now described in terms of six categories
. ot e
(again, following Roe).* The category system can be found on the Job Area Training
and Responsibility Form. In completing this fory, the resource coordinator should:

1. Ask the resousce-site coordinator to review the levels of training and
responsibility listedon the Job Area Training and Responsibility Form.
Have the resource-site coordinator classify the' jobs listed on the Jobs
Availuble for Exploration Form' in the appropriate training ande@sponsi-
bility levels on the Job Area Training and Responsibility Form..

o

L

-

.

*A. Roce, “Early Determinants of Vocational Choice,™ in Jourmal of (,'mm,\‘('l'in‘é Psychology, 5.3
19571, pp. 218 219,

1 .
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“ < JOB AREA TRAINING AND RESPONSIBILITY = * -
Resource site ' e T .
, Listed below are six levels of occupational responsjbility and training. Please
 review this classiﬂ"ati(nQync carefully. Space is pr<?§_flcd under each category for
+ listing jubs appropriate the category ffiicase refer to your completed Jobs . .
Availuble for Fxploration Form and list #\job identified on this form under the '

appropriate trainingand responsibility level on this form.

, —— _ —
‘ Professional and managerial positions which demand independent
: FS’H : responsibility. Here are the top managers and administrators.- They

make policy. When education is relevant, it is at the doctoral level or

its equgalent.

1
[

~
N )

The distinction between this level and Jevel 1 is primarily, one of
degree. Independence is necessary but with narrow or less significant
LEVEL 2 | responsibilities for boel self and others. The work is less important
and has less variety of tasks. Eduthion is at or above the bachelor

fevel, but below the doctorate or its equivalent.

e

» Semi-professional or small business. Theye is low-level responsibility

- for others. 1t calls for the application of policv and the determina- .
LEVEL 3 . . o . : . . . -

tion for self only (as in managing & small business). Education is at

the Associate-in-Arts level or its cquivulvm.

O \ 1 4 . . \ . N
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LEVEL 4

U

Y

LY
-
. v

Skillcd‘_occupations requiring apprenticeship or other special training
or experiences. - .

LEVEL S

.

Semi-skilled occupations. The difference between this level and Level
4 is one of degree of training and/or experience.

<

LEVEL 6

14

\
Unskilled occupations requiring no entry level skills or ex pcricncc.’Tn
most instances, on~thc-iob«truining is pmvidcd. Education is @t or

below the high school diploma or its equivalent.

-

16 10
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L S Description o ' Discrete Tasks bvolved in the Performance of Each of the Jobs
Available Yor \*ploratum at the Site. '

,

This pmudurc 1% b.m‘d on the theoretical construct 0( funttional job- .mal) wn
Functional |nl) (m.dy\ls 13 dcﬁnvd as mcth()d of d(‘\(rlbmg W!th greater, auur.uy
and precision what workers do on their JUbSr major process in functional job
analysis iwfhe preparation of task statements, o

The following sequence of deseriptions ds required to writeca complete. task
statement: ‘

L. whatis the job or occupation; »

3 2. who pvrfurms what actions;
3. toaccomplish what immediate resule;
4. with what tools. equipment, or work aids, .md

5. upon what instructions { presceribed or dmutmn.m !

The prescribed content of a job includes those elements about which the worker
has no authorized choice. The preseribed elements are determined by the u']\l'iprm-nt
avatlable, the physical limits op the job situation, dfe routines and general policies
governing the nature of the workind the methods to be used i pursuing results.

_ Fhe preseribed clements are of two Xinds: (1 dhe results o xpected and (27 the limits
-C, seton the means by which the work can be done. The results of ajob are nearly
alwavs preseribed indhe sense that the nl)‘jvc(i\'c of a person’s wm‘Vis s:‘iby the

' manager and/or supervisor and not by himselt/herselt, BEE
1 The digeretionary content of a job s defined as all of those (‘lcmvnts‘m which
. choice of what should be done and how it sheuld be done is left to tth)cr SOD dmn;\
it Here a worker is authorized and (\pu(cd to use discretion and judgment as
o heshe proceeds with the work, to overvome obstacles by picking the best of the

alternative courses available, and to pursue the chosen course of action.

' e is important to note that tasks themselves do not have absolute prvscrilu'd or
diseretionary content. A an example, the task of sweeping a floor with a broom

mayv have been pns(nbu tor one \\mkc and may be the result of discretionary

7 action for another, One other aspect that should be made cleag about these t‘«
different tvpes of content iy that discretionary clements are llSllélvd‘;' not immediately
/ apparent. - .
' Therjob tasks that workers pertorm may also be related to data tinformation or
; ideas): people teustomers, co-workers), or things (equipment: machinery, cee i The
division of task statements among data, people, and things is a W;‘l‘\' t\r turther
. deseribe specific tasks that workers perfarm within community resource spes.
The Job Task l)('\‘m'ipu'(m torm his been dvx‘ibncd tor tse in the fdpetional job
Toam alvsis process. A separate- from must be pu‘pnrcd or cgeh job a ay fm
i . cxploratiag at the resource site as note ‘d on the /ub\ Yeailable for 1 \plomrmu form,
s ' L
. i X
‘ *S. Fine, “Functional job Anulv.\is." in Personnel and Guidance JTournal, Spring | 972, pp.
142 143, - ® A :
T i ‘) » .
" N
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Ideally, ghe iitformation needed to complete these forms would be obtained
through interviews with the workers performing the jobs at the resource ite. Such .
interviews could be conducted by either the resource coordinator or the resource- _
site’ coordinator. In the event that intetviews with wprkcrs'ca_nnot-bc used; it is- S
suggested that the resource-site coordindtor be given responsibility for completing '
the forms. The resourcesite coordinator can use any or all of the following
procedures to obtdin_the necessary information and complete the forms: (1) ask
individual supervisors to describe the tasks that thelr workers perform; (2) obtain
the ‘information from the personnel office, and (3) use personal judgment and
understanding of what workers do. ' ' /
In perfotming functional job analysis, the resource-site coordinator should:

1. Prepare aJob Task Description form for each job available for exploration
at the resource site. :
2. Write the job title. ' ’ ‘ /4

3. Describe the job in terms of:

a. tasks performed | \

b. toachieve what immediate resules

c. upon whose instructions )
4. For cach task, indicate the related data, Pcoplc. and things. i '
5. For cach task, indicate whether it is discretionary or prescribed. ® : \

Before the final phase of the analvsis process can begin, the compléted Job Fask
Description forms must be reviewed by the. resoufce coordinator. Each task
described on these forms will be used as a basis for determining the potential of the

e

resource site to provide effective lcarning activities-for students.




JOB TASK DESCRIPTION

On this form, describe as complotoly as rﬁmibh each task that the workor ‘porforms ln db\ocribing uoh talk plmmmd comsiger the Mm
1. What kinds of information or instruction must the workar receive to perform sach task?

2. Does the worker interact with co-workers or customers in porforming the tuk? ; _
~ 3. What 1o0ls, matanals or equipment does the worker use in porformlng nch tusk? ' . : '

&' After each’task has been described, indicate whether the content of th task is either phscribod ordluntlomrv (Pmcribod comtent of o task
N is defined as those elements of the task in which the worker has no choice in performing. Discretionary. content of a teek is defined a8 those

glements of the task in which choice of how to do the-tatk is left up to the worker doing it.) Piteo the tetter 'P"* tor ‘Presoribed or thye Mtnr
“D" tor discretionary along side of each task. .

[y v . -

Rgsoufée Site

Job Tigle _____. Training and Responsibility Level - - -
| ‘ Prescribed/
Description Of-Each Task B - ' S » _Discretionarv'
I' . . A ! - . , . . - /
1. l . . * \
' \
2. o\ .
IR \
3- » [, G \ *
4, . -
5- - - /'l e e -
i. — ‘)A e s
N - = _ .
Ty
8L S . i -
- . ‘
/ A
2 . }_ ',) ‘
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Determination of the Nature of Smdem Parﬁcfpation posslblc in aach Resour(% SitQ
Activity. .

N
The Potential Learning Activities form is completed for each task listed on the

Job Task Description forms. In complctmg the forms, resource coordmators should:

I. Prepare a form for each task listed on the Job Task Desc ription forms.

a. - Write the title of the job on the appropriate line. |

b.  Describe briefly the task for which this form is bcmg prepared.

Ask the resource-site.coordinator the followmg\q\msnom to determine the

nature and extent of potential student participation:

a. ls it possible for students to get actual hands-on experience in the task?

. Or, will students be able to observe an employee in performance of this
task, or watch démonstration, ‘or partlupatc in a discussfon?

o

Record the response in the appropriate space on the Potential Learning
\ Activities form. pthcr kinds of activities should be nared only when
handson oxpcncncc is not possible. The resource coordinator should
stress that actual hands-on experience is the most valuable form of

participation and that .whenever passnble. this type of experience
should be provided. |
b.  Are there any constraints that might be imposed on student pam/upa
tion? Examples of several types of constraints appear on the bottom of
, the form. : oo
s - ¢. “Are there any limitations to student pamcnpatxon in terms of thc
“number of students who can participate in the performance -of the
task? If there are, record the appropriate response.
‘When a Potential Learning Activities Form has Yeen completed for each task,
the resource-site analysis process has been cbl)\;‘)letcd. Resdurce coordinators should
file the entire set of analysis forms with any materials collected from the site in a
folder which identifies the resource site. The extensive survey of resources contained
in these files will be ased both in the initial development of instructional programs
for Career Exploration and as the basis for continubig revision and extension of the
activities at each site. The information is also used in the preparation of a catalog of
' Carcer Exploration courses for dissemination to students and communify partici-
pants.*
. - \ )
"
¥ \ ) .
e / )
*For a.discussion om the preparation of such catalogs, see thc appendix of the Career Guidance
Component: General Information Handbook. .
- \ B
| .22 .
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POTENTIAL LEARNING ACT.IVITI.ES DESCRIPTION FORM

Title of Job or Occupation Hands—On‘ Experience Observation
Yes No : Yes No —
Description of Task: Constraints: Constraints:
’ ) '
A\
\ 3
L]
. Remarks: Remarks:
- ]
Other Kinds of Student Pa_iticipation
Discussion: Bemonstration:

Examples of Constraints:

Site Safety

Site Security )
Labor Union Restrictions
Physical Restrictions =
Use of Tools or Equipment
Availability of Facilities

125
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RESEARCH FOR BETTER scno’&, INCORPORATED (RBS), is a peivate,

non-profit educational research laboratory located in Philadelphia, Pennsylvania.

ORGANIZING COMMUNITY RESOURCES FOR CAREER EXPLORA.-
TION: CLUSTERING is part of a series, of curriculum and procedural materials
developed by the RBS CAREER EDUCATION PROGRAM (Louis M. Maguire,
Director) for a pilot project in experience-based career education (BBCE)
Additional materials in this scries include:
GAREER DEVELOPMENT COMPONENT: GENERAL lNFORMATlON
HANDBOOK ' : . N
IDENTIFICATION AND RECRUITMENT OF COMMUNITY RESOURCES

ORGANIZING INFORMATION ABOUT COMMUNITY RESOURCES:
#  RESOURCE JITE ANALYSIS b,

DEVELOPING INSTRUCTIONAL PROGRAMS 3
FOR CAREER EXPLORATION

DEVELOPING INSTRUCTIONAL PROGRAMS
FOR CAREER SPECIALIZATION

TRAINING COMMUNITY RESOURCE SITE STAFF

ORGANIZING COMMUNITY RESOURCES FOR CAREER EXPLORA-

TION: CLUSTERING was prepared by Richard L. Spanier.
© Research for Better Schools, Incorporated, May 197 5.
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primary focus of activities conducted

INTRODUCTION “
. N '

« The carcer exploration activities engaged in within the CAREER DEVELOP-
MENT component® afford students the opportunity to participatg”in instructional
program; conducted at local businesses and agencies. Once the Aecision has been
made to implement the carcer exploration program, the next series of steps involve
organizing the |ocal.community to provide a-number of discrete courses through
which students may acquire work-related information and experiences in specific
occupational areas. This organization has been accomplished in the pilot site fo’r.
RBS CAREER EDUCATION through the application of the *clustering” concept.
Simply stated, clustering involves determining, the availability of community

resources (businesses, agehcies, unions, cte.) gpd grouping them according to the

JGroupings (clusters) used in the pilot

clusters was represented by a number of community resources. For example, the
Law and Justice cluster involved the participation of the District_Attorw‘s Office,
alocal law firm, the police department and a correctional institution. '

Ideally, a clustering system should be inclusive, encompassing most existing

jobs. 1t should also serve as a means of introducing students to a great variety of
carcers within a format that is easily understood. In a program of experiénce-based
carcer education (EBCE) the clustering system adopted must also be flexible ¢nough

l : s . -
*See the General formation Hamdbook for a complete descri

MENT component.

ion of the CAREER DEVELOP-

.site program have included Communications, Conswmer Services, Ingineering and
Technology, Law and Justice, Natural Resources and 'l'ra\:sportatxk)n. Each of these .

\
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to allow for the local conditions of ‘each implementing site, especially with respect
to the number and types of available community resources. Large urban centers,
such as Philadelphia, have anfenormous pool of community resources; 3o large in .
fact, that nearly any clustering system would, function’ adequately.  Smaller
communities will have fewer available resources, a%y Jclusteri»ng system designed
for use in such a setting must take those limited regowrces into account jn planning
for the career exploration program. A satisfactorf clustering system will represent a
sampling of cireer opportunities available to students in their own community and
surrounding areas. o N

Many olustering ‘schemes have been suggested for use h career education

programs.. Experience-based carcer educatjon places unique dd’mnda on clustering

systems that traditional, school-bound programs do not. In the traditional program,
media are used to present the ‘‘world-of-work” to students. Films, cassettes,
programmed instructional materials, etc. are used to convey career information to a
wide variety of students. These media programs can be designed around any
comprehensive clustering system (e.g., those of the United States Office of
Education and the State of Oregon). EBCE programs, however, must attompt to
provide students with career exploration activities through the use of clustering
systems which utilize available community resources. Many EBCE 1mplcmcntors will
not have the community resources available to use some of these qomprehcnstvc .
clustering systems.

Implementors or RBS CAREER EDUCATION should decide whether to
adopt/adapt a clustering system similar to the one used in the pilot program or to
use a different clustering system. Whatever system is used for organizing community
resources for capeer exploration, it should offer students as wide and representative a
range of career opportunities (and work styles) as possible.
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- THE PILOT SITR CLUSTERING SYSTEM |
The clustering system used in the\pilot peogram is an adaptation of a schema C e
proposed by Roe.* Roe contends that nearly all occupations can be classified )
according to the primary focus of performed activities and has formulated the = 7

following groupings: SO . :
» . .
-1, Service: Occupations serving and attending to the personal tastes, needs, |
and welfare of other persons, including gu)dance. social work and domestic K

and protective services. _ . ' : : L

2. Business Contact: Occupations pnmsu‘ concerned with the face-to-face
\ sale of commodities, invgstments, r estate, and services, including
demonstrator, ‘auctioneer, and other kinds of agents where personal

persuasion and the person-to-person relationship is important.

3. Organization: Managerial and white collar jobs’in business, mdustry, and
government primarily concerned with the organization and efficient '
functioning of commercial enterprises and govesnment activities: -

g erp go .

3 4. Technology: Occupations cc;yccrne'd with the productiop, maintenance,
" and transportation of comfmodities and utilities, including engineering,
crafts (including repair work), and the machine trades, as well as A
transportation and commumcatnons e
. 5. Burdoors: Agriculture, fishing, forestry, mmmg, and related occupations
S primarily concerned with the cultivation and preservation of crops, marine
and inland water resources, mineral resources, forest products, and animal
- A ' husbandry. .
6. Science: Occupations concerned primarily w1th scientific theary and its
apphcatlon other than technology. ’
. . $ . . . : .
7. General Culture: Occupations involved in the presentation and transmission
of the general Lulturgl hcntage, including occupanons in education,
. ~
journalism, law, the ministry, and linguistics. / v :
8. Arts and Entertainment: Occupations demanding special skills in the
creative arts and in the field of entertainment, including creators and
performers. ' .
' -
. - .
\ |
‘.
«
-

*A. Roe, The Psychology of Occupations (New York: Wiley, 1966) pp. 143 --152.
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These groupings, while broad; provide a flexible framework for organizing potential -
community participants into manageable and cohérent instructional units. Most
importantly, they provide & foundation for the regruitment of a wide range of
resources representing the local community's economdc structure. 4

. Implementing a dbstering system similar to the one used in the pilot site
p;ogram involves a serles of information-gathering exercises. First, the Roe groupings
are used in the identification and recruitment of community resources for the career.
- exploration.program. This process is described in the CAREER DEVELOPMENT
component handbook titled The Identification and Recruitment of Community
Resources. 1t should be noted that'the pilot site clustering system did not estabfba
separate Organization clustér because it was possible to provide students with
exposure to mankgement-level jobs in most of the other clusters. )

After rccruitment, the available community resources are grouped into a
tentative cluster systemy This is accomplished by reviewing the Classification of
- Occupational Activities Forms used in the resource-site analysis process.* Resource-
site coordinators will have indicated the occupational activities that best describe
their organizations using the Roe Schema. This information should be used to form
tentative clusters under each major occupational group. The following clusters have
been used at the pilot site and are offered as a guide. Program implementors are
urged to be creative in their efforts to formuldte their own cluster systems. The
major groups (from Roe’s classification scheme) that these clusters were organized
under are indicated in parentheses.

ALLIED HEALTH (SCIENCE)
ANIMAL RESOURCES (SCIENCE)
CHEMISTRY (TECHNOLOGY)
CLERICAL AND ADMINISTRATIVE (SERVICE)
COMMUNICATIONS TARTS AND ENTERTAINMENT)
CONSTRUCTION (TECHNOLOGY) |
CONSUMER SERVICES (SERVICES)
CONTINUING EDUCATION (GENERAL CULTURE)
ENGINEERING AND TECHNOLOGY (TECHNOLOGY)
LAW AND JUSTICE (GENERAL CULTURE)
NATURAL RESOURCES (OUTDOORS)
RETAILING (BUSINESS CONTACT) - b
SOCIAL SERVICE (SERVICE)
TRADES (TECHNOLOGY)

_ TRANSPORTATION (TECHNOLOGY)

*The site-analysis procem is described in Organizing' Information About Community Resources:
Resource-Site Analysis. ’
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The next step in the cluqtcrmg pmccss involves Nﬁmng the system ,sascd,upon
additional input from the site: -anabysis process. Refinement of e cluster spstem
involves filling in “holes™ in the system by using organizational sub-units of other
community resources whete they are available. For example, it would be possible-to
serengthen a “weak’ Transportation cluster using the Shipping Depattment of a
local deparement store participating in the Retailing cluster. The availability of
organizational sub-units to satisfy this need will have been documented on the
Resource-Site General Information Form used in the resource site analysis process.
A sample of this form may be found inthe Carcer Development Camponent
handbook titled Organizing Information About Community Resources: Resource-,
Site lnulym In refining the clustering system, important points to ¢onsider include
the length of the exploration cycle (how much time will students spend at” each
resource site in the cluster?)t the depth of experience each resource site can, provide
(will students have enough time to explore the site, too much time?); and the
intgrrefatedness of cluster participants (do the resource sites really belong in the
same cluster?), '

Two planning worksheets are provided for use in implementing a clustering
system similar to that used in the pilot program. The Tentative Cluster System
Worksheet may be used atter the identification and recruitment and site analysis of
community resources has been complorcd. Under each of the Roe groupings. spaces
have been provided to list the tentative clusters you have formulated along with the
resources that you have identified as potential cluster participants using the
C lassification of Occupational Activities Form as.a gunde The Final Cluster System
Worksheet may be used to refine the tentative lster system as disoussed above:
Spaces have been provided to indicate where organizational sub-units.of community
resources have been used to complete a cluster. Organizational sub-units should only
be specified in those cases where a community resource site is to be used inmore

than one cluster. -
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WHAT SHOULD A FUNCTIONAL CLUSTERING SYSTEM LOOK LIKE?!
Based upon_ pilot site experiznces, the'félIQWiﬁg recommendations should be
considered in implementing the clustermg system: .. . ... .. ——-/

Number of Clusters — it is recommended that at leau 6 clusters be formed
for every 100 students participating in the career explormon program.

Types of Clusters - this will depend on the particular program, its location

and the available resotrce pool. Certain types of clusters may be formed in”
most communities, e.g., Law and Justice, Health, Retail and Cpmmuni.

cations. A system that is heavily weighted toward only one or twg types of
occupations will 'rgqmre continuous identification and recruitment of new
resources to prov students yith a wide range of career exposures.

Number of Resources in Each Cluster — in the pilot site, three resources
typically made up a cluster. In certain cases, where a large organization
with many related sub-units was available, it constituted a cluster in itself.

Altemate Resources — it is advisable to maintain a number of resource sites
as alternates in the likely event that resource sites will drop, er be dropped,
from the program. \

v

. When the cluster system has been finalized, program staff will be able to
procced to the next step in lmplcmcntmg the career exploranmogram
developing an instructional program  for each cluster. Instructional program
development for carcer exploration clusters is described in Developing Instructional

Programs for Career Exploration,

e

/
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RESEARCH FOR BETTER SCHOOLS, INCORPORATED (RBS), is a pnvate, -
non-profit educational research laboratory located“in Philadelphia, Pennsylvania,
DEVELOPING |NSTRUCTIONAL PROGRAMS FOR CAREER EXPLORATION is
part of a series of cumriculum and procedural materials developed by the RBS
CAREER EDUCATION PROGRAM (Louis M. Maguire, Diréctor) for a pilot project
in cxpcnencc-bascd career education (EBCE). AddinonaNmterhla in this series

include:
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RESOURCE 3ITE ANALYSIS R
ORGANIZING COMMUNITY RESOURCES FOR CARRER EXPLORATION:
CLUSTERING '
DEVELOPING, INMFRUCTIONAL PROGRAMS
FOR #EER SPECIALIZATION

TR AINITNG COMMUNITY RESOURCE SITE STAFF

DEVELOPING INSTRUCTIONAL PROGRAMS FOR CAREER EXPLORATION
* was prepared by Robert L. Holden and- Jerry Spam. L
‘® Research for Better Schools, lncorporatcd May 1975.
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The purpose of this guide is to describe the procedures that must be performed
by the staff of the CAREER DEVELOPMENT component (ie., the resource
coonl(éators) and community participants in developing and designing Carcer
Exploration courses. This guide describes the role of Career Exploration in RBS
CAREER EDUCATION, indicates the antecedent conditions for designing and o
developing learning activities, and provides some practical guidelines for developing = R
learning activities. . ‘ o | 2

h.




+

THE ROLE OF CAREER EXPLORATION IN RBS CAREER EDUCATION -

Carger’ Exploration is one of two instructional ptognma in the CARBBR

DEVELOPMBNT ‘component. It is designed to serve students who do not have clear

goals or career aspirations, as well as students who have formulated a set of -career
goals or who have established a definite career choice for their future. .
The goal for Career Exploration is to provide each student with a means to
acquire the general knowledge and skills needed to improve his/her interaction with
the economic sector through a seri f structured explorattons of the world of wark
conducted at community rcsourcms. The student learmng ob)ccnvca for Career -
Exploration are:  * )

1. To be able to ldan{f% the gcncral rights and rcspomlbdmcs ‘of workers.
2. To be able to identify the financial and psychological rewards of careers.

3. To be able to deal with the concepts, tools,.and practices of business
which have an impact on the individual as a worker, consumer, and
citizen,

4. To be able to ldennfy and demonstrate-common work-related academlc
skills, basic job acquisition skills, and basic job maintenance skllls

5. To be able to match one’s self to career areas for more in-depth analysm. ‘

The cluster is the basic orgamzational unit of -thc program. In the RBS
approach, the cluster is a grouping of related occupational organizations engaged in
similar activities. Clustering is used to dividc the wotld of work into discrete
occupational arcas. These discrete areas are used to define the scope of individual
Career Exploration programs. '

There are many ways to arrange the world of work in clusters. In the RBS
approach, the schemg devised by Anne Roe is used to provide the initial cluster
categories.* These categories are used for recruiting community resources. After
each community resources has been recruited, component staff members perform
redosrce-site analysis. Based upon the analysis of the data, each resource site is
assigned to a specific Career Exploration cluster. The number of resource sites
assxgned to a cluster will vary according to the avallalﬂxty of, and in some mst&nces
the size of eagh resource 901

)

. | 5 i
_*A: Roe, The Psychology of Occupations. (New York: Wiley, 1956). pp. 143--152.

.

. o T . ’
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ANTECEDENT CONDITIONS FOR DEVELOPING EXPLORATION PROGRAMS -

Before: Carcer Exploration courses can be designed and chcloped_. several
events must occur:

1.

10.

11,

An overall program goai must havc been formu]ated for the CAREER
DEVELOPMENT componont in general and for Career Explontion in
particular, .

A set of student learning ob)cctlves must havc bccn formulated for Career
Ex ploration. '

A tentative clustering plan must'have been designated as the startmg point
for the development of learning activities for Career Exploration.

.. Resource coordinators must have been asslgncd to recruit co’\munity

resources as potential participants.

Chief executives or similar officials of businesses, agencies, industries, and

. . A < .
labor organizations must have been contacted and provided with an
overview of the program.

Each community resource site must have designated a knowledgeable
person in tl‘c site to act as resource-site goordinator.

Resource coordinators must have provided each designated resource-site
¢oordinator with an in- dcptf\ orientation to the program and outlined the
steps to be followed in the development of learting activities.

Resource coordinators must have, conducted a resource-site analysis of
cach site recruited for Career Exploration.

Resource coordmators must have finalized the placement of resource sncs
into specific clusters.

Resource coordinators must have advised each resource-site cqordinator in
their cluster(s) that an initial cluster meeting will be held for the purposes
of defining a set of cluster objectives, determining the scope and sequence
of the cluster course, and detcrmmmg specific rgsource rSl[C responsibilities
in terms of the course content. ‘

Resource c<>ord1natorq must arrange a date, time, and place for the initial
cluster meeting(s) and notify each resource-site coordinator assigned to
their cluster(s). - '




PROCEDURES

A Note on Aims

Career education is a 'relativglynncont-rbveriﬁl area of curriculum irnovation.
The social and economic results 8f its absence are widely felt by parents, cducatora
employers, students and funding agencies.

In fact, so much energy and attention has be¢n focused on the issue that there is
licele clmﬁcanon of the specific conditions that give rise to the wide concensus of
concern’ Yet those conditions are the determinates of the instructional go:ls for
Exploration, Just exactly which problems are really being addressed?

The vast majority of secondary students, irrespective of family background or
academic achicvement, haye had few experiential means of assessing their interests,
temperaments, or abilities"rZ:tivc to the demands and satisfactions of real work.
They tend to define themselyes in the terms of the highschool yearbook, peer and
- parental behavioral norms, without any real understanding of how these notions of
self might be expanded and meaningfully Applied both in the specialized context to
of the workmg place and in the commugfity in general. Although the decisions they
make will shape their lifestyles and identities in profound ways, more often than
not, they will “clect” or fallNgto a carcer without any useful understanding of the
political, social, and, professiona\gealities of the world of work, or of the various”
opportunities available to them in developing their work as well as their avocational
interests. ‘ .

Beyond these understandable limitations of self-definition and career knowledge
is & largely empty or misguided vision of the nature and range of valuable career
options. Students have heard, probably in passing, what their mothers and fathers do
to pay the bills; they see in a lmntcd way what their teachers do in the classroom;
and they hear, from time to time, a promotional job sell, usually fmm vcsted
interests of one sort or another. .

The immense number. of other career possibilities do not exist in their
imaginations or their experience except as presented by the mass media:
glamourous, amorous doctors and nurses hurrying down corridors to triumph over
~the next medical or marital catastrophe; rookie policemen proving themselves in
endless shoot-outs; peivate detectives, D.A.’s, and defense attorneys wmnmg again
for the good guys; a smattering of heroic sports figures, secretaries to the
high-and-mighty, theatrical broadcasters, and visible journalists. Students’ carcer
“plans” most often include one or twe refrains from parental or promotional
sing-song, the median job title of the immediate apd extended family, and an
assorted cast of characters from T.V. Guide and-its counterparts in the current
cinema they rarely have a broad or factual basis for choice.

The concern for effective career education is really addressing very specific’
student ncc.ds for: . ' ‘

1. sharper and broader definition of individual interests, skills, abilities, and
‘témperamental inclinations;




/77 2. a much more extensive and accurate pitture -of the rqnge of career options: - -

and the demands and satisfactions relative to each;

3. the capacity to process both new self-awareness and career gxposure townrd

an occupational choice and the purposeful action that choicc will rcqulrc._

actomplishment of these goals is a long, developmental process which, under
the best of circumstances, takes yoars and years, many courses of actidn, repction,
and counsel of numberless models and experiments. :

A sound Exploration program can make a modest but very signiﬂcant and dlrect
contribution to the second of these goals, in particular: the need for a much-more
extensive aid accurate picture of the range of career options and the démands and
satisfactions relative to each. To a more limited extent, it can also serve the other

goals, which are primarily the provinces of counseling and teaching staff
associated with the career education program.

Some Target Areas for Lesson Plans

Having set forth the larger aims of career education and isolated the particular
business of Exploration, we can begin to focus on the specific content argas of the
individual program. A successful program invariably deals throughly with four target
arcas. These areas need not, and usually should not, be isolated for independent
treatment, but all gust be included in the scope of the exposure. A learning activity
of any kind shoitd serve one or more to justify its existence and expense in terms of
time and personnel. Stated from the students’ point of view, the four major content
goals are:

1. Undersmndmg the C ontext of the Employer Setting; - PN

o

Ex pcrlcncmg the‘k\ok/thmk/fccl of Several Specific (areers§ .

Learning and Remembering-Practical Facts about. Successful Employ

o

Making Memorable Sense and Use of Exploration Facts, Obsetvatiofs, and
Experiences.

Each of these suggests its own range of topics which must be attacked by the
program’s activities. Consider these four from an instrictional point of view.

ry

&

Context '

With the possible exception of highly subjective and private pursuits such as
creative writing and the graphic and performing arts, most careers are defined and,
to a large extent, controlled by the goals, values, and management structure of an
organization. The complex of political, social, and occupational influences generated
by the organization create a context (or environment) which a worker needs to
understand, use, and relate to successfully. Identifying and explaining the nature and
influence of the career context is an extremely important Exploration lesson. In
addition to the very direct career relevance of the otganizational context, is a
teaching truism: Students learn better and feel more comfortable on new ground if

10 = Y
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rhey have a sense of the big picture. A worlsing knowledge of the organizational big

picture will provide them with a frame of refererice which will help them to

integrate isolated facts, oblervatiom. and experiences.
. How shall we identify the organization?

*

| "
2. What are its product and service goals?

b. How is it organized to accomplish these goals?

What resources does it need and how does it’get and process them?'

What problems does it deal with?
e. What body of technical, social or philosophical knowledge does ft depend

on?
. _’)’

f.  What is the character of thl_mahugcmcnt style.-ita biases, priorities, and
v expectations?
]

Careers : \ ' _ ’

Far and away the most important content arca of any program is direct
exposure to individual caréers in action. Students must observe, hear, and personally
experience to the greatest possible extent the operational character of individual
careers. The following statement of this most important goal suggests some of its
most significant concerns related to each iob chosen for exposure:

How shall we ddfinc the charactcnstms of the worker and the scope of this
work? ’

What are_the major tasks and outcomes of the work?

a
b.  What abilities, temperament, and skills does it require?

o

What special tools, equipment, and environment are needed?

d. What are the outstanding satisfactions and potcntial‘ drawbacks of the
' work?

e. How is the job related to the goals of the whole organization?

f.  How does the worker seem to feel about both his job and his context?

Prac ttca” ployment Information : i

There is a large and crucial body of employment information that may -pot be
readily evident to students as they focus on the organizational context ahd the
-2 N . . .
pcrformancc of a career in its setting: /

1

/

¢

“A. Job- Spcciﬁc Information

1. Requirements of. training and ex pertcncc abillty lcvcls
2. Salary-ranges and fringe benefits and prerequisites

3. Ladders ofad\vanccmcnt and promotion criteria
4

Applicability of careers to other work settings .

11




5, -Current employment outlook- for individual jobs - ‘ ’f__'
t v 6. Recommendations relative to available training prwa and opportunftie&
for apprenticeship or preparation_ |
B. General Matcridla"Pra_cticea: 7
1. Application forms and proced.urcs
2. Entrance lcvel-tcstiﬁg and evalugtion
3. Interview formats and cm.plo' er ex pectations ‘ -
4.  Job performance evaluation %riteria and f)racticeu -
lC\ “Iﬁvisiblc Forces and Unspoken Laws” _ o
1. The notable “don’ts” of job acquisition'and maintenance
" 2. Empldyer expectations with respect to pcrsonal style and prcscntation, ’
. employers and applicants

3. Management attitudes regarding the hiring of women and visible minority
N _ groups
| 4. Union organization and influence

5. The character and effects of the dominant management stylc

Processing Site Information and K rpc rience

The first three content arcas (Context, Careers, and I’radlml Implovment
Information) have focused on the learning potential inherent in the “site's
composition and resources. The fourth and final priority for program planning is the
students, both as people and as responders to the community setting. Students will
need and appreciate the active assistance of community. participants and the
resource coordinator in order to interact successfully with a new environment and to
rocess the barrange of new experiences andiinformation they will encounter there.
areful logistical planning brings students to the site, and careful program planning

will bring the best of the site within reach of the students. Making the critical
connection between the students and the learning potentials of the site activities is
the central focus of I:‘k;)l(ﬁdti()ﬂ. The fourth content area itemizes the kind of
circumstances and teaching intervention which will facilitate student integration and
use of these experiential learning opportunities. ’
Students arrive at a site with an unexplored complex of apprchcnsmns
expectations, interests, and outlooks. Their initial frames of reference need to be
drawn out and understood so that they feel like real communicators zd participants
in the events to take place. Understanding where they are at the outset will allow
resource-site coordinators to correct misinformation and better tailor activities to
meet student learning néeds and orientations. As students move through a strange
and apparently complicated physical environment, they will have a good many
» questions and comments which will remain undefined or unarticulated unless
participating ;Staff create a congenial and effective forum for questions and answers.

12
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They will also need help in organizing and integrating the enormous amount of aw

information, awareness, and experience which program activities generate. Fipally,
they must be aided in applying the lessons of the site to their career interests and

future plans: old career outlooks must be defined md then redefined in terma of the

new awareneas provided by the program.. ' \/""*\

A. Establishing w Climate for Student - Community Participant Cooperation and -

(‘ommunicatlon .

1. Appropriating a physical space conducive’ to relaxed and congenlal
discussion throughout the program.

2. Conducting a thomugh Orientation which:
a.  Personally introduces the Resource-Site Coordinutor to the Student

b. Personully introduces the Student to the Commumty Participants in
terms of -

(1), carcer interests
2) career background and experience

| (] pameufa/rsktlls and abilities g

(4) program expectations
(5) apprchensions and other opening feclings

c. Laysthe ground.rul‘és for student participation at the site
_d. Defines outstanding student learning needs and interests
e. Outlines prospective program activities
B.  Monitoring Student Response to Program Activities
1. Testing and Strengthening students' intellectual grasp of facts and concepts.
2. Eliciting personal i nnprcssmns and reactions. |

3. Encouraging questions and responding nppropnatcly

C. Ho]pmg Students Integrate Learning
‘1. Reviewing critical facts and concepts.
2. Hluminating connections and relationships between experiences and ideas.
3

Applying new carcer awareness to old goals and plans.

D. Putting the Exploration to Use
1. Defining new career directions.
‘2. Suggesting avenues of future exploration and action.

3. E.lié‘fting student evaluation of program activities. -
- . \

Exploring carcers in the cmployer setting is an enormously concrete and
complicatcd lcarning experience. The fmégoing outlines of content areas are mcrcly
pbints of reference from which to choose and order learning activities; guidelines or
criteria against which possible activity selections and revisions may be tested for

N .
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inclusion or exclumon. An effective program. addrenc: itaelf to then comideutiom,

but no program should simply imitate the outlinés in either content or form. Half
an "hour’s activity at & community bank may. fiad atudente making a contexteal

insight (1), practicing the simplest tasks of a computer programmet (1), who asks
students to describe their career interests (IV) ‘and then  discusses” the trainifg
program which qualified him for his job (111). A knowledge of content goals will

hopefully inform the activny, but the activity must have a life and shapc of its-own.

0 . . .
. «

On-Site Activities; 2 continuum

Your initial forays into employer scttings may leave | you ‘with_the ‘disturbing.

impression that each site will demand a totally unique in e effort in the search
for un appropriate lesson plan. Certainly, the remarkable ty of jobs and services

~available from site to site will present vastly different coritgnt options. Beyond these

differences in suchct matter are the more subtle mtcrnal divcrsities in sites’ size.
organization, and “operational styles, which will create a changing pattern of
limitations and opportunitites. In the face of these different resources, it is
worthwhile to remember that sound general teaching principles and strategies are
useful in virtually every learning context, whether it be a school classroom, the data
processing center of a community bank, or the accounting office of a small retail
()peratl()n

Your past ¥ducational experience and your imagination and knowlcdgc of

" particular student needs and interests will inevitably be the most valuable guides in

devising exploration programs. The activity descriptions and model formats which
follow provide some examples from successful exploration progréms. Taken
together, they may be seen as a repertoire of methods and strategies which may
enlarge or confirni your own ideas or act as catalysts for further innovation.

All of these activity types and their associated varjations have significant value
as instructional methods. Each will fulfill a_diven content goal more effectively and
economically than another, but cach h’;f}tﬁmi(c limitations which must be
recognized. The challenge of program planning lies in clearly |de|mfymg the learmng
goal of the moment and in selecting- the most appropriate method for i
accomplishment. If goal and method are well-suited, desired learning outcomes
follow naturally. If, on the other hand¢an important learning goal is only vaguely
defined or intrusted to an inadequate method, student borcdom and confusion

P

mevua‘bly result. ) _
The activity types represent same reliable structures. Guidelines for selecting

and ordermg these many alsernatives will now be presented. They have been drawn
from ¢ content goals and organitational strategies which have bccn usc ful with the

pilot site students and well-suited to the resources and strictures of the community.-

The critical content arcas and principles of program design should #lso be helpful
with program development decisions.

b s
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Types ofOn-Sitc Acﬁviﬁu -

Bach of the following eight deacriptive categoriu mggom 2 partlcular tuehing |

“'method, its anticipated learning outcomes, and a number of examplu which indicate

the variety and complexity of pomible activities. Taken together, the categories

represent & continuum of methods and outcomes ranging from- the sbatract '

information . deltvery characteristic of the conventional, teacher-centered’ lect\m
presentation to the more concrete, affective learning gains served by student-
centered, hands-on work experience. Before comidering each category in detad, a

‘ close examination of the whole continuum is essential since its constructs and

examples will be major points of reference in subsequent diacuuiom.

.

LECTURE PRESMATIONS OF FACTS, CONCEPTS, AND PRINCIPLES

(UNAIDED) ,
Optimum Use: . ~ -

To deliver a body of basic factual information which will assist studcnts in’

understanding and integrating their obsérvations and experienges at the

employer site.

Probable Stagfngi : )
In a class or conference room setting (1) durmg initial orientatioem,
segments (2) as preparation for active participation (3) as a summary_
exercise aimed at integrating what students have seen, heard and done-in
activities.

W

Examples:

1. Simple definitions of an organization's goals, processes, and products:
“An insurance company provides x services by performing y
processes and procedures. ’

. 2. Complex overviews of organizational structures and processes: -
“The community bank is divided mto six major dep,artments which
have distinctly different functions:. . '

»

Topical explanasions focuhng on major work-related ifues and

concerns:
“safety inspections practices,” “‘drug enforcement techniques,”” “‘the

training requirements and benefits of jobx ory"

4. A panel presentation featuring worker representatwcs of several
different jobs in a single aareer area: o
A social worker, psychologist, and aide discuss mterrelated social
services proyided in their community agency: )

) . . A




- AUDIO- VISUAL PRBSBNTATIONS WITH LECTURER’S mMMBNTS AND

ANNOTATIONS o | T
Optimum Use: : : o
| To deliver necessary. facts. concepts, _and princlplen uaing media whlch e
lend both a concrete ‘context and immediacy to informatianal abstrac-
/Hon&
Probablc Staging: : |
In a class or conference room setting (1) during®nitial orientation
segments (2) as preparation for active participation (3) as a summary . .
exercise aimed at integrating what students have ls_cen.}ca‘rd, and donein
activities. o
" Examples:
_ . o
1. T}?C_ confent goals of l-(l.-4.),. featuring maps, charts, graphs or .
) ' simple descriptive literature.
2. The content goals of 1 (1.-4), featuring slide shows, tapes,
photo-exhibits, ete. B .
- 3. The content gbals of 1 (1.-4.) featuring short film¢ and documentaries
relevant to the site’s organizativn, chief concerns, or activitics, ctc.
" DIRECT STUDFNT OBSERVATION ()F REAL OR “MULATED SLICES OF
()(‘(‘UPATIONAL LIF!:
Optimum Use:
To move students bcy()nd the abstractions of factual information into the ’ .
- physical ¢nvirment of work; to provide them with high impact
demonstrations of job duties, equipment, and processes. .
Probable Staging: . -
In appropriate work settings and/or a class robm area suited to simulation
or supplementary lecture or discussion segments: '
Examples: \
1. Qe “walk and gawk, once-over-lightly ™ tour of the whole operation:
Stiylents move rather qm(kly through the six dtpurrmenr\ of the
community bank dafter a bm’/ lecture-orientation.
f ' . ® 2. The “uy it, you 1 like it” intensive tour of a few major arcis, with
sclected, planned stop-over for: A ‘
a.  equipment examination and handling '
b.  personnel feature spots
n : C6
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6.

¢, casual student- worker discussion - -~ - G e e
d.  simple task trials by each student. "

"Structured teaching demonstrations pteunted by workers showing
thelr actual eccupagional - setting, equlpmem. and rmjor work"---

activities:
An x-ray technician takes, develops, and* rcad: a chest x- my qug
interpretive unnotanons during the process.

“Students ub»crvc cmployer plytmning clnssea md puticipate where

p()'mH('
Student observe an introductory class for trainee correcﬁons “officers

and participate in the discussion perfods at the (nvitation of the

instructor.

Employees enact a mock, round-table decision-making proceu which
is central to their work:

Social workers review a fictional lient folder und demde on an’

apprapriate course of action, with student input.

Students observe scloctcd real occupational drama and pamcipatc in
a follgw-up discussion:”

a criminal or civil trml-ni:-progress, a veterinary examination, a sur
gicabprocedure, the taping of a 1.V, or radio show. '

TWO-WAY VERBAL EXCHANGES BETWEEN EMPLOYEE INSTRUCTORS

AND STUDENTS.

Optimum Use: .
To give students an opportunity to shape, umculatc and actlvcly mtegrate
significant mformatmn and experiences.

Probu.blc Staging: . ;

In a class or conference :to_m setting before an¥jor after “action

segments’” such as intensive thurs, feature films, simulations, *‘hands-on”

participation, ctc. - A o
Examples: .

1. Casual exchanges of facts, opinions, expectations:

Instructor asks each student to comment on his present career

interests,
\

- ?trllcturcd qucmon and answer SCSSI()I\S gearcd to cstabliahmg or

rcvtewmg critical facts, concepts, or principles:
“Name the three jobs you have examined today and mention the
major responsibilities of each.”




.\ ‘e

.3, Guided exuminatlom of student reaction to oblervmom and.
experiences gained in'thé course'of the progran: | R
“Would yau le to bc a banh tcllcr, d data proccuor”’(Why, Why
not ’) '{ ) . .

4, Syncmatlc dhcumon to assess, summarize, and lntegnte lmprec- I
siotis, information, and expérlences: - o
“Think for a few minutes about dll the jobs you havc seen hem and
then tell us which of them best suit your interests and abilities.”

5. Oral presentations by stddents featuring their asseumenta of work
related problems or experiences: -
Students are asked to prepure g two minute pmsmtation evaluatmg

the effectwmesc of the program activities.

-5

' BASIC SKILLS DEVELOPMENT PROJECTS USING SITE RESOURCES
AND CONCERNS f
Optimoum Use: ' '
To teach specific basic skills and demonstrate their reledinee to the
requirements of real work. ’ | . o ‘
Probablc Stagmg ’ ' : .
In the environment of work, as homcwork to be discussed O site, or ina
school setting (‘slgn.itcd to follow up oxploratmn activities:

F,xamplcs: -

1. Stadents work with equipment and pcrsonncl to solve math

problems: :
*Caleulate the quantity of sulphur Hy-products you /(mmi in the

ann-pollum)n equipment.

2. Students use simple research methods to explore questions raised at
the site:
Resourcessite (()urdmator Iz('lpx stidents prepare a simple question-
naire to be administered to their peers and analyzed during a
subsequent program day

3. A social studies teacher ar gmdancc counselor. assists students in \
reading and writing up their findings on a site-related topic:
“How has the union movement influenced percmmol practices in the
skilled tmd('c’ i '



ROWRPLAYING AND monum SOLVING cmas mnmo;ncrs

) Optimum Use:
To allow students to pu,ticipcte in highly imnginltive and personalized
explgrations of worker tofes and major organizational lssues, such a
human relations, budgetlng, raanagement mateglea. etc. -

r Probablc Staging:
| A seminar or class room setting following imtructional Inputs in the form

.. ) of lectures, discussions, or demonstrations.
- e
s E)_(amp cs: .
' 1. Students adopt and play out a typical personnel problem or potential A
conflict which has been stated hy pothetically:
Union spokesmen, management representatives and arbiter negotiate
| the terms of a new contract.
d 2. Students act as a group to draft a personnel policy which is to
establish fair ¢riteria for promotion in a specific job category.

3. Students draw up a hypothetical budget governing the site and then
check their guesses against actual fact.

4. Each student crcates a simple product which might be used to
advertize an aspect of the site which they have found particularly
striking: :

With the help o] a spublic relations spemallst each student writes a
X - ~ news release describing his favorite zoo animal. .

N

“AS-IF," FULL-SCALE SIMULATIONS OF REAL WORKER ACTIVITIES

()ptlmu m Use: .
To allow students to apply information and experiences to tasks which
approximate the challenges and satisfactions of real work.

. Probable Stagmg
After information and obscrvatmn inputs, using minimal props in a staged
-or real work setting. _
| _ : o

Examples:

'l
_ | / o
‘ 1. Students take turns performing one slmplc task with minimal
" equipment: ' '

“Now wuse the geiger counter to /md two radqation sources which we

have hldden in the cupply r00m




2. Students pcrform a logical sequence ¢ of tasks which repreunta scvenl o

major duties of a given job:

Using a small conference reom supplied wuh a selection of food "

samples, a microscope, and one reference text, an F.D.A. entomolo-

gist supervises as students prepare slides, tmrativeiy fd«nrify confam-~ -~

inants, and chech their hypoﬂwscs. "

3. Students propare and enact a significant piece of occupational drama

~ which involves an imaginative wastery “of ncvcral interrelated joba or
procedures:

a.  Using the records of detual case histories, studmts script, cast

and perform a mock criminal trial (to be vtdﬂrtapad and-

critiqued by an attorney or a paralegal spect‘alist)

b To gain concrete knowledgc of hiring procedures and job

requirements, students take a sample employment test, fill out a

real appllmrlon and help interview a “ﬂudent ﬁnalist " all with

the assistance of a personnel specialist.

4. Students participate in “interlocking’’ elmulatmns whlch rcﬂcct the -

-

roles of many jobs as thcy contribute to a firm's éntive production
process:

Students wse their own visit to a local newspdper ds materlal for a
feature 3tory which they write, edit, set and “help” publish.

PERFORMANCES OF REAL WORK TASKS WITH REAL WORK OUT-
COMES !

Optimum Use: .
To give students flrst hand knov‘\lcdgc of the demands, satisfactions, and
accountability of real work.

Probable Staging: .
After considerable orientation, observation, and supervised practice at real
work sites.

Examples: ,

1. Students provide assistance or. support functions in in observer/
apprentice relationship to an employee:
Typical dgties might include typing. filing, <lummq equipment,
recording data, and respording to phom' (aII\

~2, Students assume full responsipility for-handlmg one important duty
of an’employee:
A student takes over counter sales in a small retail firm,

e



- Students render a full range-of nwicu in clou prcximity 10 working' C

professionals:
A student with good rcadfng :hm: teaches ldngqu am toa cmll,..
group ofchﬂdrm in a local daycare center. -~ e

Students execute a complex work project in oevenl stages with '
periodic intervention and coaching by a supervising profeuiond

Student studies models, gathers mqterials, and designs a di:ﬂay
window for probable use in a clothing store’s. fall advcrtising

campuaign, : .



(\
Steps in the Design and Development of Exploration Programs
" The process for designing and developing learning lctlvitiec for Career

Exploration involves using. the information contained in the resource alte-mdym_ o
. forms. These were completod for each re;ource site particlpatlng in Career :
Explomtion o ¥ o -

The data contained in the résource-site analym forms provlde réaourée o
coordinators with an’ information base to be used in the develogmcnt of learning

\
. activities. Throughout the program development prticess, the collaborative efforts of
resource coordinators and resource-site coordinators are required. - I,
Before implementing Phase One of these guldelincs. resource. coordinatou o
should complete the followmg tasks: o e :
L 1. Review the contents of cach resource site's _lo‘b Area Training and
’ Responsibility Form, .

2. Develop a list of all jobs and occupations and their related levels of
training and ‘responsibility that the resource sites assigned to the cluster
are willing to make available for instructional purposes. These jobs and
occupations are listed under specific levels of training and responsibility
and are indicated by checkmarks that have been placed beside the title of
the jobs and occupations. In some instanc®, ope or more of the resource

- sites assigned to the cluster will have indicated the availability of the same
job or occupation. In these cases, only one job or occupation, slong with
the specific tevel of training and responsibility, need to be listed on a sheet
of paper.

Phase One

The following procedures have been formulated to €acilitate the development

and design of cach course in terms of: )

1. defining a goal for cach course,

2. formulating cluster course objectives which will achicve the goal
statements, -

3. defining the scope and seqyence of cach course's cm;tcnt, and .

4. determining the maximum and minimum number of students that each
course can accommodate.

Course goals are defined as broad statements which describe the purpose of cach
cluster. Course objectives are defined as specific statements which describe how the .
goal statement will be achieved and what students afe likely to be when they have
completed the course. Scope is defined as the range of jobs and occupations that
constitutes the course, Sequence is defined as the order in which the jobs and
occupations in a coursé are presented to students. To facilitate the development of
cach course, resource coordinators should complete the following steps: '

Step 1. Explain to the resource-site coordinators the coneept, goals and

objectives of Carcer Exploration that have been formulated.
_ oo .22
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Step2.  Ask the reoource—cito coordimtou to describe a goal for the course. .

v When formulating goal statements, resource coo:dimtou should koep in mind
that a goal statement should describe the overall purpose or intent of the course. ~
Another way of formulating a goal statement is to ask the question, “Why dosathe .
courss exist and what is i trying to accomplish?” Resource coordinators should
keep in mind that goal statements formulated for each course must parallel the goal \
formulated for Career Bxplontion..’l‘wo examples of goal statements follow: e

1 To ptovide scudents with » means of acquiring specific knowleche md
skills related to social service jobs and occupations.

2. To provide atudents with an undenunding of the nrv{ce provlded by
people in health careers.

Step 3.  Initiate a discussion among the resource-site coordinators concerning
the goal statements that have been prcsented This ducuuion n}\ould

center around:
a. clarifying the goal statement

b. - arri'vin& at a consensus on the goal statement

Step4. At the end of the discussion on the goal statement and when there
appears to be a consensus: among the resource-site coordinators,
describe the goal.statement on the Career Exploration Cluster Course
Form, and read the statement back to the resource-site coordinators /,
for their review. : : ' '

Step 5. Ask the resource-site comrdinators to describe how they think the
- goal of the course can be achieved in terms of speci‘ing a set of
course objt:ctlves _

When formulatmg course objectives, resource coordinators should keep in
mind that objectives are statements which describe how goal statements will be
achieved. Also, the objcctwes that are to be formulated must parallel the objectives
formulated for Career Exploratlon .

¢
. Step 6. Initiate a discussion among thc resource-site coordinators concerning
. the objcctwes that have been provided. This d:scumon should centes

/ ) -arouhd

{ clanfymg the objccnvcs prcscntcd '

b. - arriving at & consensus in terms of speciﬁc objectives that the
resource-site coordinators, as a group, can agree upon.

c.  insuring that the objcctt'& can be achieved by student learners.

ource coordinators will have a major role in dcciding if students can achlcve
the objectives based upon their knowledge of the student populanon

»




Step 7..

- Step 8.

Step 9.

Step 10.

Step 11,

Step 12,

Stc'p 13.

After ‘h discussion _has concluded md tho _appears to be a -
consensus among the resource-sity coordinatorh as to what the
objectives for the course should be, resqurce coordimton lhquld lht

~ the objccdvu on a sheet of- pnper‘ | ‘

} .

Read each objective back to the resource-site coordmuou. Alk the

coordinators the following quembm'

“a. Do the objectives that have been described represent your views

as to how thc goal of the clu:ter can-be achieved?

b. Are there any changes, dclenonl. or additlons thnt nhould bc.
\ made?

After the group has reached consensus on any changes, deletions or
additions, resource coordinators should record the objectives on the.
form.

Explain to the resource- sio(d;oordinators that the next decision that
they must make focuses on deciding the scope or content areas of
the course in terms of rclatcd jobs and occupations.

Explain to the resource-site coordinators that you have reviewed
each resource site’s Job Area Training and Responsibility Form, and
have created alist of all of the jobs and occupations, along with their
corresponding levels of training and responsibility, that each of the
resource sites assigned to the cluster are willing to make available for
instructional purposes. The jobs and ocgpations have been further
grouped under the following levels on a sheet of paper:

a.  Professional jobs and occupations .
b.  Semi-Professional jobs and occupations

c.  Skilled jobs and occupations

d.  Semiskilled jobs and occupations

¢.  Unskilled jobs and occupations

f.  Entry-level jobs and occupations

Read cach of the levels and their corresponding ]obs and occupations
to the resource-site coordinators,

Explain to the rciourcc-sitc coordinators that the jobs and occupa-
tions and their corresponding levels can represent the scope or
content areas of the course. However, it might be necessary to
delimit the number of jobs and occupations while maintaining some
continuity in terms of the various levels of training and respon-

sibility, :
o e
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Step 14,

7

Resource coordinators should allow sufficient time for a discussion on the question,
but press for consertaus ‘on jobs and occupations that will continu¢ the scope or

-

E‘
1

Initiate a. dhcuulon in terms. of the. scape or content areas of the
cluster course among the resource-site coordinators. Ask the .

coordinators to consider. the followingz

Will the jobl and occupations fhat are being considgrod -

facilitate the achievement of the goals and cbjectives formu-
lated for Career Bxploration. in general and for the duster
“course in particular? -

content areas of the course. After the resource-site coordimtou have mived at a
consensus, resource coordinators should completc the next section of the Career
E vcplomnon Cluster Course Form, .

Step 15.

Write the title of each Job and occupatlon and thé correipondmg
level of training and respagpibility on which the cluster will focus.

Resource coordinators and resource-site coordinators-are now ready to sequence the
course. Resource coordinators should complete the following steps:

Step 16.

Step 17.

Step 18.
24

Explain to the resource-site coordinators ghe importance of sequenc-
ing the content of the course in the following terms:

a.  The need to arrange the content in a logical fashion.

b. The need to provide for continuity in terms of the content

arcas.

Suggest to the resource-site coordinator that one way to organize the
content of the course is around the career ladder concept. Explain to
the resource-site coordinators that by arranging the cluster content in
terms of a career ladder, they will be tonveying to the students
relevant aspects of career and job mobility within occupational or
Job areas.

If the resource-site coordinators ask why the career ladder concept is
important, resource coordinators should respond with the following:

First, provic.lli"ng for career mobility means economy of learning
activities instead of thc re-introduction of cluster content to
which students have been efposed. Time may be devoted to the
ytilization of the course content at increasingly hlghcr levels.

Students can spend their time acquiring additional knowledgc..

and information that is built upon the formation of previous
learning activities.

.
)

After the resource-site coordinators have discussed the sequencing of the course

content, resource-coordinators should insure that the course content is arrangcd

logically in terms of how it will be presented to student learners. Resource

25-
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coordinators are now propared to facﬂimc the division of the course. content among
thc resource-site coordmators '

'Stcp 19. Ask 'thc resource-tite coordinators to consider how the course \
. content which has now been sequenced for the course can best be
" ~ divided among each of their respective sites. For example:”

a.  One resource site could focus on the . profcuional or semi-

professional_jobs .-
b, One resource site could focus on skillcd or semi-;killed Joba

c. .One resource sltc could focus on- entry. levels. or unskﬂled jobs -

Step 20. Advise the resource-site coordinators that two additional decisions
must be made by them concerning the course. They are:

a.  After the content areas have been divided, how will they be
sequenced?

b.  In what order will the cluster content be prcscntcd to stddent
learners? For example:

.- Entry level and unskillcd jobs first.

2. Professional or semi-professional jobs first.
[

Step 21. On the Career Exploration Cluster Course Form, describe the-specific
content arcas and sequence for which each resource-site coordinator
has assumed the responsibility.”

“ . . o . ‘ o L

Step 22. Ask. the resourcessite coordinators to decide the maximum afd
minimum number of students that the. course, as & whole, can
accommodate. Write these numbers in the Career Exploration Cluster

€Course l'orm.

The number of students to be permitted to enroll in cach cluster course must

be agreed upon by cach resource-site coordinator” .

Step 23. Inform the resource-site coordinators that a meeting will be arranged
with cach of the resourcessite coordinators for the purposes of -

. ) ’ . . . P t . 8 . (IS
devclopmg and designing individual resguree site lcarnmg activities.
4

Resource coordinators should sdwdulc one or more meetings with cach resource-site
coordinator in the order that sites will be cxplorﬂ This will allow both resource
coordinators and resource-site coordinators to design learning objectives and
activities within & framework consistent with the course objectives and the scope
and sequence of the cluster course. It also allows resource coordinators and
resource-site coordinators to build upon the initial learning activitics dc‘;lgnod by the

first resource site.
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The following procedure: have been deatgned to facllime the developmom of
the learning activities to be provided by each community resource site. The design
“and development of learning activitios consisty of both resource coordimton md
resource-sit coordinators formulating the following O : |

1.1 A set of roarnlng objectives.
2. Aset of learning activities which complement the learning abjectives. -

3

3. A management plan which will facilitate the implementltion of the
learning activities. : :

4. Alesson plan of the learning actwittcym% pruented to ltudents.

Implententation of these procedures rcqutres the use of data obtained through

. the resource-site analysis process. Specifically, each Potential Learning Activities

Description -Form for each of the content artas that theé resource site has assumed

the responsibility for will be used. ?&re learning objectives and activities can be

developed with each resource site, there are several tasks that resource coordinators
mu st pcrform‘

1. Rcvwwlng the content arcas asstgncd to cach resource site.

2. Reviewing the content of each resource site’s resource-site analysis forms,’
specifically each Potential Learning Activities Description Form.

3 Scparatmg out the Potential I,cammg Activities I)escnpmm Form that do
not contain occupatmns for which each resource sntc has assumcd the

rcsp(mstbxhty
4 [)wndmg those Potential Learning Activities Description Farms that do
contain the occupational areas which reflect the content arcas assumed by
cach resource site into three major categories:
. Participation possible for studénts.
'b. Observation possible for students.
¢.  Discussion or demonstration possible for students
" The process for designing and developing learning activities with resource-site
coordinators begins: with resource coordinators completing a final version of the
Potential Learning Activities Description Forms. -'V\c following steps should be
completed by resource coordmators
Step 1.  Review with the resource-site coordinator the specific content arcas
of the course and the sequence of the content for which his site has _
assumed the responsibility. '
| Stcpﬁl/" Inform the resdurce-site coordinator that you have. divided the
\ occupational areas and their work-related tasks wiich are contained
C— \\. in the Potential Learning Activities Description Form into three

, \ categories. Tell him the names of the categories.” |

S,

.\f
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Step 3. . Suggest to_the resourcesite. comdinatoﬁﬁfthe starting point fOt h VP

designing. learning agtivities should begin with selecting from the
three categories tho:hccupational areas and their work-related tasks

which conform to the content areas for ‘which [the mource-site

coordinator  has’ auumed ‘the Yespansibility,

Resource coordmators should keep in mind dUrmg the selection pro‘ccu that while it
is important to select work-related tasks which will provide for maximum hands-on
experiences for students, it is equally important to select work- related tasks which
.will achieve the overal] course objectives, and the goals and objectives for Career
Exploration. In some instances, selecting work’related tasks where only observations

“can occur may far better serve the needs and interests of students. This may also be
the case where only discussions can occur. There are other considerdtions that
resourge coordinators must keep in mind in terms of selecting work-related tasks.
These consiflerations include, but are not limited to: -

1. The availability of resource site staff.
2. T hc number of studcnts that the cours¢ asa whole cag accommodate.
3

The avallablhty of equipment and qupplics | *

F-N

- The nature of the work-related tasks in tenm of opportumtles for- thesc
students. '

7 5. Thc cohstramts [imposed by the resource site.
L ) . : ‘
Step 4. - Under “Title_}of Occupation,” on thé final version of the Potential
. . Leamning Activitios Description Form, write the title of the ogcupa-
" tion that will become part of the learning activities and read Jc task
statement that appcurs on the Potential Leatning. Activitics Descrip-
.+ tion Form_to the reqource site  coordinator. Ask the followmg
‘- questions and record the responses: g |

- a ‘If students were to either participate, observe a deimonstration
' or pamcnpatc in a discussion of the task being performcd how
would you describe the objective of this activity?

b, What do you think students will be able to do, or have an
undcrstandmg of, after being involved in this activity?

¢, Assummg that students will be able to do somcthmg%

9omethmg, or have an undcrstandmg of something, how w

~you organize this work-related task into a leagning activity?

[

The resourcessite coordmator s initial rcsponsos to StLp 4, sub-steps “‘a” and “b" are
basic components of a learning objective. His response to Step 4, sub -step ¢’ s
baqlcally the statement of a lcarmng activity. However, the responses given t(ithc
questions asked under Step 4 must be refined. Several examples are pmwdcd bctow
“to assist in refining and describing learning objectives: ‘



1.

\Q

‘Students will be able to gain a*working knowlodge of interviewing

Rnthuu. .
Stud§nts will have an undcrmmding of how metul phtel are preued md

stamped out. . ©
Students will be able to perform the filing fungtlom ofn clerk

Step 5. Dgacribe the learning objective for the occupati'omd ares and its

. work-related task on the correspo line &f the new Potential
Leaming Activities Description Forms. '

Learning activities need to be described as fully as pomble for each leammg
objective formulated. When the resource-site coosdinator answered Step 4, sub-step

ot 1]

, he provided a corresponding learning activity for the learning objective. Three

cxamplcs of how learning activities should be described follow: p

1.

During this session, students will assemble in small groups and will bg
assigned to personnel interviewers to learn about and participate in
interviewing sessions. ’ . '

During this session. students will be assigned to the sheet metal shop and

will be under the supervision of Mr. Jones for the purposes of obxrvmg

~how metal plates arc pressed and stamped out. .

Durmg this session, students will be divided into groups of two's and will
be assigned to clerical staff for the pur posos of lcarnmg how filing is doqe ,
by clerical staff members of this company.

Step 6. escribe the learnin actlvltv on the corresponding line of the
% g g
e . .

arnmg objcctlvc

Step 7. choat Steps 4 5 and 6 untll you havc Cx}\austcd cach Potvntml

Learning Activities I)evc nptz(m I orm

1

Step 8. Ask the- resource-site coordinator if additional learnin ob ectives and,
P )

activities can be - developcd which will integrate the goals and
objectives of Career Exploranon and the cluster course by doing thc

following: , _ ¥ 7

. B - [ -
a. .Designing lectures and discussion that center around specific
areas that are not covered in learning activities which will focus
. on achieving the goal and objectives formulated for Cageet
Ex plorabion. . : ‘, .

‘ . .
b. Holding a “rap session” with individual workers and super-
wvisors concerning ‘;pcclﬁc mformatlon about the worker and his

¥

work.

Step 9. Describe any additional leagrning objectives and activities that the
p y i agning obj

resource-site caordinator fecls are appropriate.
. . N ",

29 | )
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Step 10. Revicw the learning objectivel and activities with thc resourcesite .
s coordinator, Make necesssry changes or 9dditlom to the learning
/ ' _ ) objectives and activltiea as needed. .
1 ‘% ’ .
" Resource_coordinators and resource-site coordinatou lhould consider the foﬂowing
criteria and finalize the design and development of learning objectivea and activities:
1. Will students be able to determine the various levels of education andlor
o npntudca required to perform the work-related tasks in the occup(g\oml
area properly? -
2. Will students be able to understand the varioul tasks that workers in the
occupation perform?
S ~Will students be able to undcrstnnd the hours, salary, benefits and
mobility that the occupation provides?
4.  Will students be able to understand the environment in which the worker_
must perform the occupational tasks?
. 5. Will students be physlcnlly, as well as mentally, involved in the lcarning
activities? . ) '
6. Will students be ake to collaborate with one another und ange views
‘ and information relative to the various occupatlons and their work- related
tasks? '
7. Will students be able t()'guin new knowledge, skills, and astitudes?
8. Is. the relationship between the goals and objectives formulated for Career
Exploration, the cluster course, and the learning ob)cctlves and uctivities
clear?
After resource coordinators and resoyrce- sitg. coordinators have designed and
~developed learning objectives and activities, basic managcmcnt issues must be
resolved to allow for nnplcmcntatlon
) _ There arc three key issues that must be resolved with. cach resourcessite
' coordinator: (1) detcrmining when each learning activity will takg place in terms of
order and time, ( Hetermihing the location within the resource site where the
. learning activities wxll take place. and (3) determining who among the respurce staff
will be involved in supervising the learning activities. .

The following: guidelines have been formulated to facilitate the resolution of
these managcment issues. There may be issues that arise for which there are no
guidelines. In these' cases, resource. coordinators must r¢ly on their own insight and
judgment in attempting to resolve them.

1.  Determine which actlvmcs will occur on uch of the mstructlona] d‘yq

2. Determjne how,time will be allocated among learning kqlvmcs through-
out each of thé instructional davs.

D 3, I)ctcrmmc the locations within the resource qltc where the lcarnmg

activities will occur. .

. -

N

b
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4.

.

Detetgrine who amon; the resource aite seaff will be roupomlble for
supervising each learning activity. : :

Determine if any leunlng activity will occur outside the reoource site, and_

if s0, where will the learning actMty be located. .

Determine- appropriate time allocations for learning activity breaks and
lunch breakl

Determine if iny special requirements or provhioni relative to tools,
equipment or supplies are to be used. '

Determine whether or not there are any special rqqunrcments or provisiom
relative to student dress. :

Resolution of the management issues should satisfy these criteria:

Time allocations for learning activities must be realistic in terms of the
intensity and duration for students.

Scheduling of learning activities must satisfy the constraints 1mponed by
the resource site.

Movement of students from one lcarnmg activity to another must be

planned. O\

Supervision of all learning activities must be continuous.

After resource coordinators and resource-site coordinators have resolved the
management issues and the regalution to the issues satisfiey the criteria listed above,
the design and development of learning objectives and activities are completed. This

information should now be documented into a lesson plan. The lesson plan will serve

During the process of documenting each resource site's learning activities,

. a number of purposey; -~ '
<1, It will put the learning activities into perspective for resource-site
coordinators and student learners. .
2. Tt will serve asa guide for managing the learning activities.
s L .
. 3. It will provide a foundation for blending the learnipfg activities with other
Career Exploratlon*clustcr courses.
4. It will satisfy the basic information requiirements of both admmistrators
and evaluators. Yy .
5. It will indicate the various suchct arcas and academic credit that students
will receive for successfully compleving the learning activities.
6. Finally, it will . be used in formulating a program catalog of Career

Ex ploratlon mstructlonal programs

)

resource coordinators will find it necessary to refer to each resource site's
resource-site .malysxs folder for information. T}ns information- is vital to the
formulation of a lesson plan. . .

N
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For the purposes of: documenting the learning activities, resource co'ordi'naton“ BN
will use a series of Resource Site Program Forms. For the sake of clarity and
convenience, reference will be made to these forma as Form [, 11, 111, and IV."On
cach of these forms, rescurce coordinators are_asked to |pec1fy ccvin lnformatlon
relative to the resource site and the learning activitiet.

On I‘or;m 1, fhcrc e ten béxes. and each box is numbered from one through
ten. Specify the following infor‘mat\on,m each of the boxes:

: 1. ln Box one, write the fhame of thc resource me
2. ln Box two, write the address of the resource site.

3. In Box three, describe the speciﬁc location within the resource site to
which the students will report.

ha

In Box four, describe the forms of transportanon that can be used by
studeats to get to the resource site. '

In Box Yive, describe the sgarting and stopping times for each of the
instructional days that the g€source site will provide.

o

(o)

In Box six, describe the type of dress students will be expected to wear.

~

In Box seven, describe the apphcablhty of smokmg regulations in the
resource site.

) 8 In Box eight, describe the njure of any sccunty regulations. Will students
_ be required to sign in and out of the resource site? Must students wear
. 1dcnt1f1canon badges?

Rel

In Box nine, describe the nature of any special restrictions imposed by the

resource site.

10. In Box ten, indicate the location of luncheon facilities within or outside

the resource site.

‘On Form I, there afe five boxes, each box is numbered from one through five.
Spec 1fv the following information in each box:

1. In Box one, write the maxidwum and minimum number of students that
vthe resource site can accommodate. This number will be the same for each
resource site participating in the clustcr course.

2. In Box two, describe the scqucncc in which the resource site w1ll
implethent its segment of the cluster course. This description should
contain the actual starting and ending dates of the resource site’s learning

activities. *

" 3. In Box three, describe the subject area and the amount of academic credit
: that students will receive for this segment of the cluster course.




succemsfully completing Career Exploration cluster courees. Crediting is a
generally accepted practice which> is intended to provide a quantative
measure of experience. Credits are used to record the amount of time a
student was involved in an educational activity in'which he achieved at
least “the minimum level of performance required for the granting of
credit. Credits not only indicate the amount of time, but also describe the
nature of the educational activity as well. Awarding traditional subject
categories of credit for Career Exploration learning activities can be done

by analyzing the instructional activities, identifying traditional subject. , -

categories, and awarding traditional credits for that portion of the lmning
activities. A student may be awarded mathematics credit, social :tudies
credlt or other traditional credit for the learning activities. -

4. In Box four, write the name and telephone number of the resource site
coordinator. Include the names of the resource site staff members who
will be supervising the learning activities.

'S, In Box five, write the title of epch job or occupation for whlch the
students participate in lcarningmcth_vitica
A
! A i
On Form 111, there are two boxes and c"h is numbered Specify the followmg

information:
. H y s N \,“/ '
1. In Box one, describe thc purpose or. mission of thc resoutrce mc

2. In Box two, describe the orgamutlonal structure of the reaource site in
terms of its sections, units, dtvlspns or groups, and descrfbe the activity

that takes place within each where applicablc o
TN
On Form 1V, therc'are three boxes. and each boxl is.m.&nbcrcd. Mo{c than one
Form IV will be used to document the larning objectives\and activities of each
resource site. The number of forms required will be based upon the number of

sessions that cach resource site will provide in Career Exploration. Specify the

: fo”ow information:

1. ¢ In Box one, indicate the day in the learning activies sequence in which
- specific learning activites will occur (Day 1, Day 2, Day 3, Day 4).

L 4 .
2. In Box two, describe each learning objective.

3. InBox three, describe each learning activity corresponding to each learning
objective. Include the name of the learning supervisor and the location of
the lcarning activity. In some instances, where no learning supervisor is

designated, it is assumed that the resource-site coordinator will perform -
~ that function, Also, in cases where no location is designated, it is assumed

that the location is cssentially the location described in the previous
activity.

In RBS CAREER EDUCATION, ‘students recelve scadomlc oredit for i

P

[
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Resoutce cooidiriators ihould follow the same procedures stated above for each - -~ =
learning objective and activity planned for Day One. When breaks occur, indicate the o
wofd “break.” Complete these same procedures for each additional day of learning
activities with each resource site. R

Completion of the Resource Sits Program Forms concludes the documentation
process for each resource site learning activities. s

/e

Phase Three

The- following guidelines !:avq_beeh'fotmulatcd to facil_itl;e-.thc second in &
scries of cluster meetings with resource-site coordinators in each duster course. -
r Before convening this cluster meeting, resource coordinators should perform
. 4 the following tasks: R : ' ' '
1. Arrange a date, place, and time acceptable to:all participants for the
cluster méeting. _ ) S S

2. Notify each resource:site coordinator assigned to the cluster of the
meeting.

3. Send copics of each resource site's Resource Site Program Form IV to the
other resource-site -coordinator and ask them to review the learning
objectives and activities. '

In order to facilitate the cluster meeting, resource coordinators should complete
the fo"owing steps: ' ' '

Step 1. Ask the resource-site coordinators if they have any questions or
concerns regarding the learning obhctivcs and activities that they
AN :

‘.I;l‘ - .. 7 K . X . g 1 .
have reviewed. If there are, what are they? ,

Step 2. Ask the resource-site coordinators if there are any specific learning
 objectives or activities that should be changed or deleted.

Resource coordinators should be prepared to make whatever changes, deletions or
additions that the resource-site coordinators suggest. However, if there are
substantive changes, deletions, or additions that must be made, they should be done
with the individual resource-site coordinator at his site, or if it is agrecable with the
other resource-site coordinators, they can be made at this mecting, 4

Step 3. Reiterate the sequence of program implementation with the
p q prog P

N

resource-site coordinators.

Step4.  Advise the resourcessite coordinators that prior to program imple-
mentation, a mecting will be held so that they can receive training in
the management, Speration, coordination, supervision, and reporting
of their specific learigg activities. -

e

‘34 i
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Step 5. Advise the resource-site coordinators that during the course of the
school year, additional cluster meetings will be held to review and
revise the cluster course.

The cluster review meeting represents the conclusion of the development of

Career Bxploration course learning afivities. After the cluster review meeting,
resource coordinators are prepared to help develop and produce a career exploration
cluster catalog. The catalog represents the collection of each lesson plan that has
been documented for each of the courses. Specific guidelines for its development
and production are contained in Career Guidance Component: General Informatian
Handbook. |
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CAREER EXPLORATION CLUSTER COURSE FOﬁM
TITLES OF JOBS AND OCCUPATIONS THAT CLUSTER COURSE WILL FOCUS ON: LEVELS OF TRAINING AND RESPONS!BILIW_S'
9. Y
10.
1.
12 |
13. - ) X
3 % \
14, : _
5. _ .
SPECIFIC CONTENT AREAS BY SITE
RESOURCE SITE “A" . RESOURCE SITE "B" RESOURCE SITE "'C"
1.
2 A \
3 . Y
3. - : - .
4 ) ' ' -
5

MINIMUM NUMBER OF STUDENTS:

MAXIMUM NUMBER OF STUDENTS:

| 173




POTENTIAL LEARNING ACTIVITIES DESCRIPTION FORM

Title of Job or Occupation Hands-On Experience . Observation
Yes No | Yes Né
Description of Task: Constraints: Constraints:
" Remarks: Remarks:
/ ) s
¢ Other Kinds of Stud:mt Participation
Discussion: Demonstrqtion:

Examples of Constraints:

Site Safety

Site Security

Labor Union Restrictions
‘Physical Restrictions

“Use of Tools or Equipment
|- Avallability of Facilities *




RESOURCE SITE PROG;AM' \M

FORM |

1. EMPLOYER SITE:

6. DRESS CODE:

2. ADDRESS:

-7. SMOKING REGULATIONS:

3. DIRECTIONS:

Y

8. SECURITY REGULATIONS:

4. TRANSPORTATION DIRECTIONS:

9. SPECIAL RESTRICTIONS:

5. STARTING AND ENDING TIMES FOR

EACH DAYS LEARNING ACTIVITIES:

10. LUNCHEON FACILITIES:

\ ]

[y
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RESOURCE SITE PROGRAM
FORM Il

* MAXIMUM AND MINIMUM NUMBER OF STUDENTS - |
' /

\
DATES OF LEARNING ACTIVITIES -
ACADEMIC CREDIT TO BE RECEIVED
E )
‘ .
~ RESOURCE SITE COORDINATOR: o . PHONE:
< . " .
LEARNING SUPERVISOR: e
LEARNING SUPERVISOR:
o ) ) N o f.’\
LEARNING SUPERVISOR:
»
LEARNING SUPERVISOR:
! LEARNING SUPERVISOR:
ry

e

B o / T : . "

JOBS OR OCCUPATIONS THAT STUDENTS WILL BE EXPOSED TO:
L ‘

. ) %
(M _ i - {6)
WA
(2) l_; v (8)
3 (7)
. : (8)




-  RESOURCE SITE PROGRAM =~ ?
' " FORM I '

GENERAL DESCRIPTION OF RESOURCE SITE:

K | \ > j

4 .
é
—-/
-
/ DESCRIPTIONS OF SECTIONS, UNITS, GROUPS OR DIVISIONS:
2 " . T
N
A Y
i
e
e ~
| 77
.. ’ Lo
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RESEARCH FOR BETTER SCHOOLS, INCORPORATED (RBS);-is u private,
\\ non-profit educational rescarch laboratory located in Philadelphia, Pennsylvania. .
T DEVELOPING INSTRUCTIONAL PROGRAMS FOR CAREER SPECIALIZATION
. is part of a sertes of curriculum and procedural materials develdped by the RBS
CAREER EDUCATION PROGRAM (Louis M. Maguire, Director) for u pilot project

\ ©. in éxperience-based career éducation (EBCE). Additional materials in this series
N "include: ’ ' . .
C?‘\RBER DEVELOPMENT C()MP()N ENT: GENERAL INF’ORMATION
. HANDB()()K .
o S IDENTIFI(‘ATION AND RECRUITMENT OFC()MMUN[TY RESOUR ES : L
> ' OR(‘ ANIZING INFORMATION ABOUT COMMUNITY RESOURCFS )
S RES()URCF SITE ANALYSIS
()R(‘ ANIZING CGMMUNITY R[‘g()UR(‘E§ FOR CAREER EX»PL()RATI()N '
" CLUSTERING. . \ v |

DEVELOPING lN UCTIONAL PR RAMS
[“OR CAREER EXP ATION

TRAININ(, ( OMMUN Y RES()URCE SITE STAFF

T s

DEVELOWN(“ INGT RU(‘TI()NAL PROG RXMS f‘()R C ARFER SPFCIAI IZATI()N

. was prcparcd by Robert L. Holden.
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The purpose of this guide is to describe the proceduret for resource
. coordinators to design and develop Career Speciuliution activities as part of the
CAREER DEVELOPMENT component of RBS CAREER EDUCATION. The

INTRODUCTION 7

procedures are divided into six specific phases:

PHASE ONE

PHASE TWOQO

PHASE THREE

PHASE FOUR
. (‘

~ N

B
PHASE FIVE

PHASE SIX

dcscnbea, the proceduren for du\fying the . utudent s
interest.

describes the procedures for extendin_g the utilization of
community participants involved in Career Bxploration

programs and for developing an additional pool of -

community participants for Career Specialization.

describes the procedures for negotiating student

projects. A\

describes the procedures for identifying potential learn-
ing activities at community resource sites. !

describes the procedures for designing student pfojccts.

describes the procedures for documcntmg the lcarmng
activities thmrgh the use of a learning contract.

Information on possible training sessions whichi?prcc e participating in Carecey
Exploration activities may conduct to prepare in rested staff to work with students

on specialization projects can be found in the component gmde an - T'ra

iy
Community Resource Site Staff. 2 {
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Career Spcchliution ia de:igned to meet a wide ra ge of student interests. A
specialization is desighed to permit student reality-testing of tentative goals, as well
as to enable students to acquire some knowledge, skill, and experiences necessary to

achieve their career goal. While the learning objectives of each specialization may be
different, the a ed outconles of all specializations include:

1. Student deMhnition and development of a program of activitics, the
objectives of- thcipcualiutmd and the criteria for evaluatmg performance
(in conjunction with the participating staff of the ressyrce site and«the
resource cogrdinators). L

2. Student production of a specialization project which may be a written or
. other media report or evidence of successful completion ofan on- thc-)ob
experience consistent with the objectives defined for the specialization.

]

Student analysis of and reporting on the implications of the specialization
experience for personal career planning, including the idemification of
- academic and vocational roquir%:nts $or pflrsuit of the oecupation - -

invcstigatcd)‘ : . ‘

The learning activities in the program are based upon_a student-negotated
contract. While %pcunnatmns will initially focus on the development of specific
skills or learning mere about a certain octupatjon, they' may also emphasize an
academic interest. ‘m('i/(ﬁ' -a student’s public service interests. The possibility of these
different emphases gives specializations a leading role in the continuing development

N and expansion of experiential learning opportunities for studcnts throughout the
curriculum. The student is* responsible for dcﬂmng the learning activities in
- cooperation with the participdting mmmumty rcsourcc coordinator who is to ‘work
with the studcnt and supervise the activiues. The umtcnt of thc lcarnmg\aulvlty to o
be undcrt.lkcn is contained in the contract. 4 g ' '
. v The use of a Carcer Specialization learning- cantract” fosters certain bdmwors
consistent with the focus of Career Specialization: ‘

P
¥

l.- The gudent auppts resgonsibilicy  for ghe mnscqucnw\ of pcrsmml ‘K
conducs. ' +

2. The student .uqmrc&hc ability to be tentative and |udlc10us in planmng !

and dcuslon makmg . A _ ,* .

-~y .3 The qtudcnt .uqulrcs t'hc ability to«carry'put plans and &mnns rcqolutcly
" amd responsibly. | o . : N

N 4 R - .
'S ‘ X o U4, The student e;cql:%s the ability to evaluate himselfherself and become an.

. -
agent of change i _-

.

ursie of pcrsonal goals. v P

-

i . . . - . ) . . |
. k.l - \ . - \> . . “.
. ) . Sk - ~ : v

\ *This outcome may be achidved within the context of .ILSU dance program: e.g., Unit Three of the
A _ (ureer( Ianfnaﬁ(m ngm'fn ’

..
-, !_ . . . ~
N * » . - B
.
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. X
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The learning contract is'w negotiated agreement which formalizes the relation-
ship among the student, the instructor-supervisor, and the reiource coordinator. The

.. basic fesrures of the learning contract are:
The student, the instructor- -supervisor, and resource coordimtor collabora-

1.

i I

tively decide on thé learning activity to be lmplcmcnted the objedtivea to
be achieved, and the product to be produced. | :

The parties agree on the method of evaluation to be used to dctermina how
wall the contract has been fulfilled nq\erms of the lcarning objectives and

product to be produced. .
The parties agrcc»z/\\n start and complctlon dates for segments of the

contract or the copfract as a whole.

‘The student, mstn‘tor -supervisor, and resource Loordmator proceed to
fulfill (hc terms of the’ contract. The resource epordinator monitors and
asscsses thg ‘student’s progress through regularly scheduled visits to the -

resource site to gonfer with both the student and the instructor- superv&sor

At thc cnd of the contract pcrmd. cvaluanons are discussed by all partlcs

Af the student has not fylfilled the contrace, he/shc may be given addutlonal
time to do o at the discretion of the instructor-supervisor. “B\ciadsc the =«
initial terms of the contract are explicit, ityis readily apparent when the
contract is in dange,r of being brokeq, Awtlhiese timgs, & meeting is called
between all pumcs to Ll.«rlf‘v,dlffcr%m or restructure thc contract.

3
.

1 summaty, Gareer Speualuatmn is an instructional program “designed to

prowdc the individual student with a m¥as, for iy- -depth reality-testing of an ingerest
»

or career g&n] The basis of Career Spec ialization is thc‘lcarnmg contract. A learning

Ccontract formalizes the re latjonships mpong® the student, the instrictob-supervisor

and

collaboration amortg Ahe  studént,

the resource ¢ oor(ﬁ’natg)r.

The essence of the’ lcarmng’ contract - is the
the instructor-supervisor and the resource

coordinator in the design of the learning activities. AL - 3

s
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PHASE ONE

The process for developing learning -activities in Career Speclalintion begins
ith the Student Intemsts Forms. This is the first form that must be completed. It is
ested that resource coordinators complete this form in the following steps:

Stcp 1.

Step 2.

Step 3.

Step 4.

“ Step 5.

Stcpa

o

Step 7.

Ask the student to describe his/her particular interest in terms of a
goal or a carcer area that he/she would like to pursue.

Ask the stullent to describe his/her previous activities that relate to
his/her interests. ,

b

Examplcs:

a.  through Career Ex plora(ion cluster course experiences.

b, through a hobby or an outside interesg.

On the Student Interests Form, write the interests and activities

provided to you by the student.

Read the description of the interest back to the student and ask the
\itudcnt of the dcunptmn that you have written bost describes

lm/her interest.

Determine with the student if a specialjzation program is an
appropriate response to the student’s interest. In other words, can a
specialization program meet this particular interest more effectively
than a Carcer Exploration cluster course?

Advise the Student that his/her interest must be translated into a.

goal statement. The student should be asked to partlcnpatc and
congsider the following:

a.  determine by reviewing with the student the basic purpose and

& Jong range aims that the student desires to achieve.

~ b, determine the desires, aspirations and values that the student

has in terms of educational and occupational future.

Review: with the student the goal statement and ask the student if, in

his/her opinion, the goal statement rgﬂccts the specific interest’

ex pressed.




-

Step8.  Explain to the student that he/she will be responsible for producing a
product during the course of the Career Spechhution program.
Some cxamples of the products are:

a. A series of photographs photography specmliunon
b. A newsletter - journalism specialization . .

A design for a building or a house - architccturc specialization

a

A plan for assisting senior cntizcns to get health care - social
services spccialiution : ‘

Step 9. Ask the student to describe, 'tmcntgt‘ivcly. the kind of product that
~ he/she desires to produce and record the response.

Kesource coordinators should\bmphasizc that the product must be produced
during the time of the specialization program.
. |

Step 10. Advise the student that you will begin to search for a suitable
" resource site and that you will contact him/her as soon as one is
found. Also ask the student if he/she can suggest u specific resource
- ' site for the specialization program. If the student has a resource site
in mind, record the name of the site on the bottom of the Student

Interests Form,

o
i

»



- STUDENT INTERESTS FORM rr> g
1. Describe the student's interest as succinctly as possible Tn4he space below:

o

2. Describe the student's previous activities related to this.interest (including
participation in a Career Exploration or completion of the Career Clgrification

Program). ' .
o

T T T T st e e *-‘*-‘-*-—“-"'——*———'——‘—'——‘——vvv—"\"“ - Y LN

. . . .
R, RSP S| S .

3. Translate the interest description into a goal statement which describes, in an

ideal senss, the purpose of a program specifically suited to mest the interest
- expressed above, I

!
Possible resoyrce site _ 4 S et
Product to be produced

"y

e .




O

ERIC.

[Aruitoxt provided by exc [

‘.

~

/

PHASE TWO

The following procedures have been formulated for the purposes of extending
he use of community resource sites participating in Career Exploration courses.

Step 1.

Step 2.

Step 3.

Whe
the l([('?ttl'.

ndditiop‘ res

Step 4.

Review the Job Area Training and Responsibility l‘orm#ained‘in

all Resourcesite analysis folders. Search for specific jobs or

occupations undér cach level that match the student’s interests and -

goa!l statement.

1f you locate a specific job or occupation that matches the studently

il\te_rcsts'._-.‘?i"look for a check mark next to the job or occupation. 1t
there is a check mark, then the job or occupation has been analyzed.
Proceed to contact the appropriate resource-site coordinator to
arrange a meeting to gain a’commitment from the resource site to
participate f€areer Sp&cializatibq. Proceed to Step 5.

If, as a result -of the review of the Job Area Training and
Responsibilities Form, you cannot locate a suitable job or occupa-
tion that matches the student’s interests, you must identify .and
recruit a new community resource that can accommodate the

rd

student’s interests.

a

© new community resource sites are needed. the procedures outlined in
ccation and Recruitment and Site Analysis guides may be followed. In

irce coordinators should complete the following step.

Survey the participating resource-site coordinators. Ask them if they.
can suggest a possible resource site or a contact person who might be
willing to provide learning activities in Career Specialization.lf the
response is “yes,” ask the resourcessite coordinator to provide you
with the name, address and telaghone number of the potential

resourcee ;md PI‘O(‘CCd to SCCP 5.. .
~ 4

The remaining steps conchude the identification of community resource sites

for participation in Carcer Spccializurion.

Su‘p 5.

Stép 6,

~Contact and arrange a meceting with the appropriate potential

supvrvisor.

Explain the purpose ofe Career Specialization and  the specific
student’s interests and goal statement contained in the Student
Interest Form. In those instances where a job or ocgupation has been
identified at a participating community resource site, advise the
potvﬁtial supervisor that you have reviewed the site's resource-site
analysis file and that you have identificd a specific job or.occuy;ation
that matches the student’s needs and interests,

-

11
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Step 7. Ask the potentiai supervisor if spec iatibn program can be
arranged and- if he/she will wofk with the student to define a project.

If the response is ‘‘yes,” arrange a mecting ‘between the potentinl'

supervisor, the student and yourself. If the responseis “no,” go back
to Step 5, and renegotiate until you have exhausted all possihlc

channels.

[N

Step 8.  Make an appointment with the student who 'has expressed the
specialization interest for final verification and commitment. Explain
to the student that the following events will occur:

a.’

r

Both the resource coordinator and the student will meet with - °

the potential supervisor. { 1 !

_'The student will be asked to explain his/her ﬂeétﬁc irfterest and
goal.

v

_duct that he/she

The student will be ‘ d to explain
would like to produc®

The student and supervisor will then proceed to negotiate a
project that is mutually agreeable so both parties.

Resource coordinators should inforem the student to begin to think of how
much time he/she can put into the «;pcdahzatlon program and how 10né)the program

should last.

\

[
<

“) 'd
%
S ;
r LY
»
rd
N

12 ' ,

\

L)

»



v / - v ’
[ N o ) '
~ \of
. . PHASETHREE ,
/ : ~ The following guidelines deal with negotiating a student specialization project

and defining a product that the student will produce as part of the ypecialiration
project. The _n:{@tiatidna take place with people in the community who have agreed
to participate i Career Specialization. Resqurce coordinators should” complete the
following steps: | . P

Step 1. Introduce the student to the potential supgrvisor.
p ps

Step 2. Help the student describe his/her interests ‘and goal to the potential
supervisor. - - ' ‘ '

\

o ) o
Step 3. Ask the potential supervisor to respond to the statements in terms of
his/her view.of an experience that he/she' is willing or able to offer
the student. ‘

Step 4.  Ask the student to describe the product that hefshe would like to
complete dyging the Career Specialization program at the resource
site.

‘ ~N ; . .
Step 5. Ask the potential supervisor if the prodéict that the student desires to
produce is feasible within' the existing time frame and available

resources.

Step 6. Determine if a project ¢an be further defined. If it can, proceed to
Phase Four. If it can not, return to Phase Fwo of these guidelines

»
until a program can be deswd. ' ¢

Résource coordinators monitor and advise thraughout the negotiation process
while the sm\(bm\and the potential supervisor wofk'to shape_the student’s projcck.

y -
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PHASE mu',l;,_..

llu f“”“W“‘k pnmdmc\ have been h>rnm|.ltm| fm the purp\wcq of, sclc(tmg
~potential learning activities tor dovclnpmcnt into q;wnﬂc lvmnmg agtivities.

tmplementation-of these procedures requires theTuse of data obtained throughf‘
pesosreeite analysis for l‘u Potential Learning Activities Dese rupmm Form, Before
pnunn al learning objectives can be selected and mtlv|tlt‘h can be: chclop(‘d thcre
are several tasks th.n reSOUree mmdummm and studcnt\i must pcrform : :

1 -vawwmg the content of the Potential Learnitig Activities I)et( nptl(m
l()rm - : o S
2. l)tvldmg the information on the I'(m nrml Le ummq Activities I)('\onpmm S PRI

Form m(n,(hru nn|nr categories:

R J’.lrtmpmnn |x>\\|h|( for t,lu \tud(m

h. - Observation ;x)ss'blv for {hv student

. Ihscusston or (| Mt e
vd S A
The process tor \(lunn! potential Immmg activitics: with \the | \'tudcnt_;md N
potential supervisor beging wnh tlh resouree umrdln.nnr (nmp]vt‘h\g a Carcer VT
.\qmmh.urmn Activities Form,” 5 o _ _ U ’ o N
Step 1. /\dec the pot tnf supe ‘rvisor ‘md studcnt that the first step in th(‘_ '
prnu‘\\ of d()f{,,mmN learning activitigs is “the for)nul.\tmn of an .
- averall leggning ob;unvv This nh)utm should describe how the '
. - ~Lprofect will attempt tn\.uhl(vv (hv goal h)rmuht(d by the sxudcnt o
. for Career Spumllmtu)n. o - - B 0
. . B 3 P
Step 2., Desceribe the overall nbltm\“ on tlw Career \?('uuh-umm e nwrw . Ca
orm, ' ) o
U Step 30 Provide the potential supervisor wnh the i pfmmmun th.\t You and
the student d(ulnp( o fmm thv DPotential qumnq Activities
Dese nptum Vorm. . o .
Step 4. *Su U to potential superytsor ang s |rnt t th‘s i oint for . S
u| pgost t |uh ti I\\laql(t d stuidg wat the starting point, ,
duu‘nmk |L‘unmt, activitics should be the selection from the three |
categorics those workrelated  sasks that can best maximize thc
students chances of gining anin: d( pth experience in the oce uputmn
) ur ]ul) area, ‘ Co RS L A '
. é [ e .
\ : )
) N o
15 : °
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“During the selcation process, resource coordinitors whould keep inmind-thae— o S
while “it is important to’ select’ wmk-rol}\tcd activitics which will provide for | i
maxithum hunds-on experiences for student leariépenit is equally important to select . -
. work-related tagks which will ‘achiove the dverallinterest and goal of the student. In v -
some in’stdh'c"cé,"Seleé'tih'g"wgr'f%}re!a’tc’d activities where only observations can occur’ (-
‘may fac better serve the interests and goal of the student. This may alio be the case \' C

where only digcussions can occur. There are other considerations that resource’

» ; . . . L . . . : g B
coordinators must keep in mind in terms of selecting work-related activities. These o _
- considerations include, but are not li‘it’cd to: . ‘ ‘ oL CL
- ’ ' " ton
1. The availability of resource site staff. - | SRS o },‘
. Coe ‘ , e ' . X
2. The nature of the work-related activities in termof appropriatencss fd U
¥ the student. - :
“The availability u(cquilm\cnt and supplics. : S
4. The compatability of the work-related activities to the product that the l
<+ student will produce. , ‘ Lo .ot :
"5 The cotstrafnts imposed by the gesdurce site. ' 7 - .
L [N - .
) N ' \ \] ' ’ \
Step 5. ¢ Suggest to the potential supervisor and “student that the selection
_ ' e
, . process should focus on those work-related activities in- which the
‘ studens,_can fully derive knowledge and skills appropriate to his/her - '
N ' . . N \ Lo . . . *
e _interests and gouls. . o ot .
‘ . ; . . , N -:. ’ ) ' "‘ N . .‘ ’
1 Step 6.7 Describe cach worksrJated ‘activity. that has been sclected on the
:  Carcer Specialization Activities Horm. ' '
. i . . '
N L . . - ot
Step 7. Determine with the, potential superviyor and student if there ate
' other activities which the student can cither participate in, observe,
or discuss and which will reinforce the intcrests and goals of the
student. ’ ‘
Step 8. Describe other potential activities that the resource. site can provide
. ] s . _l . . v . ‘
: and which will reinforce the.interest and goal of scudent and the goal
] " of Carcer Specialization. T ' B A -
Step 9. Review the work-related activities that have been selected: witli,the
potential supervisor, T
L e ‘e L ’ ot \‘.: ;v . ‘\ . . .
_Step 10, Make any neeessary changes, deletions, or additipus’. *.'hy ., 70
. e R N oo
b : : ‘ N T
Ls N , i i e .( L
' N A
» ' “ '
, S AR
: L -\
T
"y » ] \ < IN
. S : :
. N ) ¢
. . . ..’ 4 \
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\ . ' PHASE FIVE." , ' R Y
o ~ The following. progedures have been desfgned to facilitate the S*.?Y‘!l.‘?.ﬂ[‘.‘?.’l‘é’?fi e '
. dosigin of leurning dctivities tobe provided by the resource vite for speclalis@ion- = o h g
.+ projects. The deaign and development of learning activities requires th'e_élbud,em‘thc . . it
SR pg:pntial_ supervisom and the resource’ coordinator to foruula@c (lf),q_ngt\?‘f'__lgarnlng‘ S e ,
“objectiyes and (2) a sequenced set of learning activities. This informution completes ', Y
the fater Specialization Activities [orm. Resource coordingto ‘,s)h'ould'fpdmplctc i /,.)"_ I
the folfowing steps: o v oo Sy
- _' .;". - N N . : ‘,‘-‘A_ . e . /",
\ St . . . i ’ Lo . . ’
. Step 1. Ask phe porential supervisor the following -yuestiops about each /
N - seleettd work-related activity: ‘ oA 4
EER a . How W(\)ul_Jd you describe the ob_|oct)wc of Eh)) activity? . s )
b, What.do you think the student could learhr by being involved in g
_ ' o - thiy activity? . o - :
o o ‘ ¢ Assuming that-the student will beable to do sometlyidy, gain’ ‘
S  something, br have an ‘understynding of something, hpw would o
' . B . you organize this work-relgted activity jinto a learning activity? - o
‘ o y g this clyre y nee : o
R T ,The potential supervisor’y” initial . respomses are basic\ statements f'léarni'n‘ - .
' . . Lo . . o . ‘ oe v, B o \ i
¢ - opjectives. However, the ‘responses givep .o the questions asked in Stey f must be
| Aefined. Scveral cxamplés arc pravided below %o assist in refiting an describing
. - Kearning objectives: " . ‘,/" . ' SRR , " |
1., The sgudent will be able to gain an in-depth wnderitanding of keypunch -\-
ez . Lo ) * 4 . .
. ¥ imachihe operiation, _ '
N * " ~ r‘ .: l.'b. - ‘1 Sy . ... .lj . 1 }'\ ’ i N o .
S 2. Thé student will be able to demonstrate how' computer programming is {75
S ddhe. R ! ' SR
S s . X 5 [y . . . R
S . - / , . n . : RS
P A 3. The student will be able to interpretelementary duta sheets obtam\cd from "o
. » the 1360 computér on inventory control, R e
N S : Lo | o
o ©Step 20 Deseribe the Tearning objective tor cach- work-related activity on the .o 2
fe / © Y Career Specialization Activities Form on the corresponding line of © . ’
oo -y Teach workerelated activity, ’
/ S . : T ' { . - s
! . C . o . v 1y . T
"5 Jearning activitics must be described as Yully as passible for cach learning 0
¢ objective fornulated. Three examples of how learning activities should be described .
'fg)ll,()w: ' o ' -

. . . . , ) K4 . i . , : N -

i ot During this specialization program. thg student will be assigned for the DR
BRRCIN S fist day with Mr. Smith for the purposes of learning clementary typing SR, _
. ;[ o o procedures. ' : g - \

s o0& L Foraperiod of two days, the student will be assighed to Mr. Smith and — :
i \ will be taught how (o program the 1360 computer -for stock inventory A
i ‘3 : ‘\ L . control, / _. . ./ o - S
A T \ . - : ,
v 3. cFor a peMod of two days, the student will be assigned to Ms. Paul and will
\ ' SN ba instructed in data interpretation from the 1360 computer, - ' '
\ _
[} . l 7 . .
' o [ .
: . ( | ot .
* . 1.\)3..-/ ) ! 4"_.' ~
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‘Step 5.

~Step 3.

‘e Step4. '}‘ Rg[;;g_t' Steps

' Hne uf thc |o.mnng objcctlv‘

and activi‘ie -
thc irftere and gonl

N

. to iescribe qddltioml luming objoctlvea‘ R _‘
reinforce the goal of Career Spochhution. - L

tho student, and the product that the nudent KR

\-

ave the’ potcntigl supervi
10arnmg activitics are to be o

v Ask (the potential’ supervisor orck the student
' ich the student’s performance’ arﬂprodqct will bc-cvaluated
‘end of the spéciglization programy For cxample'
a.  The potential supervisor will adininister .a twenty- ﬂw /ﬂcm s
2 | writeen test to;hc student. . . .

/.

/oo .ab Thc.potcntuﬂ supervisor and re:ourcé‘foorimntor will jomtly .
7% sk the student to rcspondmrutly to twenty, questions concern- e
- ‘v" . ing the ug and oppranon of the IBM 1360. com‘put(;r.
¢ I‘hq potcntlal/supcrwsg)r will admvinister a one hour key-punch

" typing test to the student. This- test will inyolve the student .
key-punching fifty 1BMecards-with sminimum of two errors on

K

¢ ucnced

“

)

!

: thasc uddmonaHvxniqg objectives and \q_ivlties on the -
e Spenah/atlon Naguunet Form. 7 -

an the student indicate how the . Co

v

»

L]

5

so’describe a pr 'ulby I .

'y v

\ B -

el

’ ‘ v -

e
e ¢

cach card. \ . . *
The resoutce coordnmtor. the potential supervxsor\and student should consider .
-
the following criteria and finalize the design and devclopmcnt oflcarnmg objectives
- (md activities, : .
’ S1 Wil the student be physxully as wall as nmntally, mvolvcd in the learnmg
' .lcthltlu? . -
] v N
2. Do the learning activitics parallel and rcmforce the product that the
\.tudcnt is responsible for pmducmg? :
3. Ard the learning activitics designed to prov1dc the student wtth a mqam
/ for acquiring focused, teality-based ex perfences which will enable him/her
’ . to tost emerging interests an oals? '
4. Arc the lc.nrnlng activities sequgnved? ‘ . A
: ' * : »
After the three parties have finalized the learning objectives anq activities, this
PN . \ - : . n . T : , N . ~
information must be documented in a Career Specialization Learning $lontract,
\ o~ . < t. . |
‘ h
-_.1.8 ‘ .o ‘\ -
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‘ The i)llownm proccdures dcsmbc the prepuration of & Career Specfalizahon | | .
| lmrm’ng ("onmut Rcsburcc coordinamrs should com?pletc the: Followinhteps‘ EA /
{ _ Stcp 1" Desoribe thc f‘ol!oWuxg in Part One of the LO“trRCt- | AN R
. § © " A Nume of ohe Student. o . . < IR
L ob Title Of‘th'c Spccializution._ o LI S . | \'
. Q. Nnmc of the potcntml sup& rvisor. g T ' \ ) . R e /
. e [ R . ‘
¢ “ ' d. Tltlc of the Resourte Sity, e - IV,
* ' B ¢ O Address of the Rowmu"%ltv ' o -
. . » .
! ' ' £, "The day, time and datey of thv qumllmrmn') - ' -
.o | g ddcml(. C Ndlt tq be rcccnvtd oL B A
. 'Y - N - ( v)'. e
- e . RBS CAREER EDUCATI()N mndcnts recgivg acagjcmlc credit for lucccsé - 7 -
’ “tully comglctmg Carcer Specializatibn pn 2qts. The following guidclmés have Yeen T
. suggested to assist resoufee coordimators i L&]LU] ing pegdetnic credit and for the AR
. awardmg of that crcdlt to traditiomml subjgct categorics. The sygtem dbvisg by -RBS Lo
) carr ‘be adopted or, a*gp&)ﬂ ta fit !odl‘sd}éul‘dmnct pohcn_eg ‘conderning the R

T awarding ()fdgd(ﬁmlk credt: o ¥ . " »(/\ L

R, N (;cdmng is a. gcncrally adeepted pmctlcc whick is’ intended to prov1de R |
) quantigative ‘mcasure of periences. tredlts arc - uded to' rccércf~ the N ‘
- ) amount, of tine a sttent was involved ivan éducatidnal acnvmy.nf thh C T
' he/she, achicved at least ther minimum lcﬁcl of pcyfmmanc/e required for D e
the granting of credit. NotNonly. do crodits indicate the amount of time,
-they deseribe the nature of the (‘dm xt)()nal .ututity as won e : .

A
2. C redit will be awarded for cach lmuf/ session of lmtructm&*w}nduled over
o ,1 ycar, Fnutmnal credits g\m also/b¥ used for shortcr time periods; where =~ . R
s ~ school pullw permits: e, / ' 1' credit for _edd\ 1‘2 15 hours of - y ) LR
istruction, : = : : .

- . |dent|fymg trldltluxm] bJoct ,,c.atcgoncs_of content, and- awardmg L
SR _ taditional eategorics ofcredit h):‘nr portion of the lcarmng\actwmcs. At

student may be l\w.micd nrathen s credit, socml studies credit, or other o ~
* tradition radit fm thc harnin agtavme R ' Lo
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Vo | Step 2, Describo the,fdlowing in Part Two of the contract: - S
Lo J . . . The overall objectives of the Gareer Spucialimation -learning -
N : ' ' v . ' I-.' e ’ . - ‘ N
5 U b.". The lga’i‘r.n_{qg objegtives for mulded. X .
PR ¢.” Thglourning ativitics designed. o
v d. .The proguCt(s) thut the student will produce. .
L] A v : )
" Step3.  Describeshe following in Part. Three of the contract: .
O . a. ¢ 'p.rocc's: tha will bc"usfa tdQ evaluate the wtudent’s
N /" achievement of the lcarning objectives and the prodact to be
produced. . b
L Revicw with the parties the content of the learning contract and
. v
make whatever c‘mngcs are decmied necessary. N
4 M * R ’
o in RBS CAREEQ- EDUCATION, the-learning contract is signed by
' : the student, the instructgr-supervisor, and the resource coordinator.
‘ T While. the signatures are non-binding in a-legal sensc, they do, in a
\ , \) o moral sense, commitapll partics to¥performing their responsibilities. 1f
SN PH \ - . signatures arc desired on the learning contract, A\qy should be -, )
SN . L secured. After they have been affixed to the contract, give'a copygo
SR ' - - the.student, a copy to'the petential supervisor, and file a copy in the™
\ . . + o ) L o . g ) 1 .. ’
. B - student's folder. The contract is put into effeat according to its
. . P - v . .
X ’ ) terms. p - o L el o ‘
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In sufmary, devclopmg learning program for Career Spechliution programs

involves the collaborative ¢fforts of the student, Tesource toordinator, and v}

community participants. While the focus-of specidimion in the pilot program has
been on career development, the procedut.os outlined in this guide may also be
applicd during later efforts to extend the use of community resources as part of

pro;gt activitics throughou£ the ach,ool S | O SRS
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. RESEARCH FOR Bm'r}k SCHOOLS, -INCORPORATED (us) is°a private,
* npn-profit educational research laboratory located in PhiladelphiPyPennsylvania, °
o TRAINING  COMMUNITY RESOURCE SITE, STAFF is part of>a weries of
‘ \_cumcul\xm and procedural materials developed by the RBS CARBER EDUCATION
PROGRAM (Louis M. Maguife, Director) for a pilot project in experience-based ,
. career education (EBCE). Additional matenalsm this serics mclude o~

L}

CAREER DEVELOPMENT CbMPONBNT GENERAL lNFORMATION C
HANDBOOK' . . e o
IDENTIFICATION AND RECRUITMENT OF COMMUNITY RESOURCES
. ORGANIZING INFORMATION ABOUT COMMUNILY ansounéﬁs .
 RESOURCE'SITE ANALYSIS . ‘
ORGANIZING COMMUNITY RESOURCES FOR CAREER BXPLORAT,)ON o
 CLUSTERING v ! o
. DEVELOPING INSTRUCTIONAL PROGRAMS
FOR CAREER EXPLORATION .

DEVELOPING lNSTRUCf{ONAL PROGRAMS
FOR CAREER SPECIALIZATION L . .

-

~

_.TRAINING COMMUNITY RESOURCE SITE S'I‘AFF was prcparcd by “Richard L.

N4
4

® Research for Better Schools, lncorporated May 1975

- Spanier. ) ] | ,,) :
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‘ | TO THE RESOURCE COORDINATOR - "7 oo v |

You have been sclectcd to perform ccrtam‘hsks associated with the Career - o ’
Development Component of the career education program. Among these tasks is the |
trainingnof those petsons who will be overseeing’ the instructional programs at

“ community resource sites, the resource site ¢o inators. The interastion between |
you and, the resource site coordmators is critical to of the program and is '
the cornerstone of the expenence -based career education ¢ S Working as a \}
| ~ team, you will both be responsible for developing istructional programs and - oL
_' ry orgamzmg the resource site to provide effective and efficient learning environments. /
T It is anticipated that the most frequently voiced concerps of -the resource site - ‘s
v \/ coordmators will centet around tReir ofvn, and their staffs unccrtamtle& concerning _ ‘
| the program, and ground loglstncal problemis associated with,establishing a smbothly
functioning program for ents. This handbook has been developed to, assist you -
in provxdxpg\gffectwc cou selmg to the .ource site coordinators you will be work-
ing with. < - :

- It is suggested that u conduct three training sessions with ‘resource site .
coordinators. The first two sessians will involve those resource site coordinators
conducting the group oriented career devclopmcnt activity, Career Explorataon The .
third session will be geared to those imvolved in the individualized career dcvclop-
ment activity, Career Spccmhzatlon.-ln some cases, resource gite coordinators will be
involved in both activities, in other cases there will be no. such overjap. It is impor- '
tant that eacR resource site coordinator be prepared to return to the resource site
and plan for the implementatfon of the program (using you as a source of assistance
and information when netessary). The relationship between yourself and the re-

- source site coordinator should be viewed as symbiotic, both of you possess knowl: .

~ edge and skills the other needs to gain"thé objective of creating the best instructional | | N
“*  progtam possible. Your training as’a resource coordinator has equipped you to assist  * :
the resource site coordinator in\undcrstindmg the aims of the progtam and his role '

: ~in it, in analyzing the site in terms of its potential leaming activities and in devel S :

ing those potential learning activities into an instructional program. The resource site
coordinator possesses knowledge of the resource site and the work that is performed

there. Additionally, the. resource site ¢oordinator, as an “insider”, is able to per- o
“sonally motivate the sw staff who will be working wntfl the students. - - o

. ’,

b9 | I




The’l‘nining Seniom l p o -

Arrangements for conducting the training wisions will be made &er by the

program manager or ‘the"Career Development. momponent manager, Tt s, important'f_':..""-' SR
that the first session be conducted after rexource’ vites have béen, idantlﬂed and -
recridted ‘(and resource site coordinators named) and priof to the formutaci,on of a

gLustermg system and the start of the sité analysis process. The secand sesgion should
e conducted after the duatering system has been finalized, and before program
development has begun\ The third session should be conducted after sites have been

identified and receuited to meet sfudents’ Carger Specialization interests and pnor to

the ncgotnanon of the students Career Speciallu‘tion Leafning Contsacts.

~ “ ) \

Frammg Sessicn I The first training session should serve twg functtops. Firat\

'rcsou;(eb site_coordinators should be provided with. an overview to the ‘Erogmm,
focusmg on the roles'they will play and the responsibilities they will have incureed.
Secand, shey should be prepured to participate in two, activities which precede the
development of instructional pmgrams-m Career Ex ploration! these aptlvxttes consist
of formyiatmg a clustering schnmc “and conducting site analyScs FRI

PV

e As important to you that resSurce site coordinateys untferstand theix roles and

responsnbllmcs because théy will be functioning as the admﬂustrators of instruc-.

_tional programs' for which vou are ultimately accoupuable. In your introductory
remarks tosthe wesoutce site coordingtors you- wdl probably wish to erfphasize the
f81!ow1ng responsnbtllfle R ‘

: z
L ,

- B}

. momtormg tht. daily opcratmns of the progrm, ) :

." . N
® insuring that schcduled acgﬂues take plwcc as sdwdulo , that staff have

“been ideuntified to assist stuflenfy in those actwmc in a planned way, and

.that staff have on hand alf nosessary materials in sufﬁumt quantity;’

. ° rcporting student progress and any mlshaps that- m,w occur an-site;

® . assuring that student maverment thmughout the site does not create soh-
fusion or interfére with normal work activities at the site; N

- ®  maintaining cl)mmumcatlons with tht staff and the student$:

o providing inpug to the cval,unthn of each student; and

'®  guggesting revisions in /tbc program based upon their experiences and those
of the staff andthe students. - _ ot

4 1 -
i
-

If thLm are add:tlonal responsxbnlltles you foresce for tho resourqe gite coordmators,
~ #you will probably want to introduce them during this sessmn o

Prlor to conductmg this trajning session. you w1ll have received instructiof in

“the processes of formulating a cluster system and conducting site an‘alyscs. Both of
‘thése processes have associated activities requiring the training and assistance of.

~ resoufce site coo}dmators o L /: _ _ v

}, | | | }30‘3 V ” IR
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: FOrmulaﬁngaCMm Sy:tcm S ;o ;\":
o The procesa of formulating a cluster system requir : that the mource site
<. . coordinators undpmamd the concept of clustering and the. spacific cduster gystem

. . used in the carter education: progrnm. In this tnining 3838
ST tion shauld be preaented

the follnwing inﬁorma-

. & cluster systems are used to orgmlze the world of work into units, &hat m
R _mmageablg in terms of providing instructional pnbgrams foritudcnta' )

focus of worker activigies s thé ¢riterion for a Fite's being placed within a

S _ might tonstitute; its mcmbershlp, @ county agepcy providing aid to the

s vﬂsually handicapped, a state agency involved in a drug abuse prévention

| ' . program, and a Federal agency admxmatering a program of r.elmfto indigent
“*Jenior cxtlzens,

. Q the ‘clugter systemi used in the pilot pmgmm consists of seven major

e - occupatxonal goups under which a number-of clusters may be formed *The

S " seven.groups ate Service, Business Contact, Technology, Outdocrs Sctcnce.
- General Culture and. Arts and Entertainment; :

RETRAN *  the cluster that a resource site is placed in tentatively may not bc the only

cluster it resides in ﬁnally,

.® final placement of: the resource site in a cluster il be determined by the

information obtained through she site analysxs procedure. Site analysis will

. % be used, in part, to determine whether orgnmzatxonal sub-units: of resource

L. sites can be used to fill gaps in other dustefs, For example, the shipping

' department of Jones’- Produce, a participint in the Agriculture cluster.
might bé used in the Transportation cluster as well;

,L ) | | . | .. \I . - ) ]
: : Site Analysis , ~

A )

P ' The site analysis process requires % heavy investment of time by the resource
site coordinators ag well as a clear understanding of its purposes.-In this training -

session -the resoutfe site coordinators should be famlllarlzed with the~process of site
$ * analysis and witl the forms-they will either assist in completmg or complete them-
selves. The following points should be emphasized:

v ® site analysis is a series of information-gathering procedures with associated
forms, and is used to determine ho® a resoyrce site will be utilized (which
cluster(s) it will be pirt of) and the sorts of potential learning activities that
_might be developed into an instructional program; -

o ® the site analysis process utlhzes six mformatlon -gathering forms (See
i Appendix A):

® resource site coordmators will play the major role in the process by
providing the information requited for them to c:ther agsist in completing
* forms, or-to complete forms themselves; - '

e ‘4 @ the cluster system used " the carger education _program uses the ptimuy'~l

N ; . specific ¢luster. For example, i & Social Service cluster three agencies

Se

M|
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] the Rcsou)'ce-sm General I‘formﬁon Pdrm il complmd by the ruouren' ol
- coordimtor with the assistance of the resource-site coordinator.’ This form o
.- documents the general purpose and organintioml structure of thc rncurcg-“-“ e
’ T site;
® the Classification of Occupational Activities Fom is comgletd by the
“resource-site coordinator. This form documents which of the duster areas, . ..
various organizational units of the resource site might reside fi;. o

® the Jobs Available for Exploration Form is completed by the reaourcc
coordinator Wwith the cooperationr of the resource-site coordinator. “This -
form lista the jobs at each site which students could potenxially explore; .

® the Job Area Training and Responsibility Form is compfeted by the ° .
resource coordinator~with the assistance of the resburce-dite coordinator..
This form documents the various jobs and occupations that reside within.
each resource site, and the levels of rcsponaibility and training involved in S
each; : ‘ - _ . B

® the Job Task Description Form is completed by the resource coordinator |

 with the assistance of the resource site coordinator. This form documents
the tasks, petformed by workers in each of the jobs specified on the job
Area Training and'Responsibility Form. A Job Task Description Form' must

- be completed for each job listed on the ]ob Area Training and Responsi- ..
bility Form; . -

® the Potential L.eammg Actzmt:es Form.is completed by the resource coordi- .

" nator with the, assistance of the resource site coordinator. This form
‘documents potential learning activitles associated with the tasks that have
been documented on the job Tasck Description Forms. A Potential Learning _.
Activities Form ‘must be completed for each task listed on the Job Task ‘
Description Forms; and

® the ultimate responsibility for the completion ‘and maintenance of the
S forms associated w1t:h the site analysis process is the resource coordmntor -

The purpose of this tmmmg session is simply to familiarize the resource site coordi-
nators with the progess of site analysis and the associated forms. Individual attention
will be provided t source site coordinators during the xmplcmentatmn of the-.
process at their sitq /. : |

To summarize, the Qb_]ectlves of the first training seaslon you will be conductmg
- with with resource site coordinators are: v

1. to familiarize them with the career edutation program, the rplcs the» will
be performing, and responsibilities they will be accountable for 43 resource
site coordinators; and

o

2. to prepare thet o partlcxpatmg in the processes of formulating a -cluSter~
" . system and conducting site analysxs



Tmining Session ‘11, The second training m:ion should take plncc aftes the ite

The Objcctivcs of this :isnion are to ‘prepare the resource site coordinators ta:
1. assist in thc deyelopmem of imcrucnoml peograms.for Co.reer B.z‘:‘ploration'
2. preparrthm: staff for participation in'the instryctional program: and,

3. plan for the logmncal problems posed by the instructionsl progeém.

The progess of dcvjclopmg instruétional programs must be made clear to the resourge

site. coofdinators’you will be working with. While it is important that the resoufce .

site coordinators understand the developmental framework, it is not necessary for
- them te bc able to apply that framework by themselves in develaping the instruc-
tional program, you will provide the developmental expertise, and the resource site

o ot coordmatou the substance of theprogram
\ _ *The followmg pothd’%i‘emphaaized in your discussions with the re-

T
source site coordmators relative to program developg\ent |
.

'+ the developmcntal effort is gteam effort. Resourte site coord_.ir.mtors supply
" the knowledge of their ‘ea and you will piovide the developmental
framework; . _

% ® instructional programs wnll be developed as cluster courses, thh each of the

»* ' sites within & cluster providing experiences that are typical of the work
.. $ [N .
SO engaged in at the site; B . o
-;‘ ® resourée site coordinators Wil be expected to attend two mesting$ con-
ducted by you and attend other resource site coordinators in the
cluster: , ' ' _ o
s+ .. & the objectives of the first cluster meeting are to define a cluster goal,

- " formulate cluster course objectives to achieve the cluster courae goal, define

s, ‘ the scope and sequence of cluster course content, and determine the
maximum and minimum numbers of students the cluster course can
accommodate; - . |

. ® the cluster tourse goal is defmed as a broad statcment deﬂnmg the purpose
S of the cluster; : | -
P Y . . . ‘ . o -
C ® the cluster course objectives are defined as specific statements describing
how the goal will be achieved and what students will gain from the
«  experienc; : |
® . scope is defined as the range of _]obs and occupations presented in the
cluster course;
® sequence is defined as the order in which the jobs and occupatxons are
prescnted in the cluster course; -~
N _ _
. ‘f) - - ¥
Q . P uv()‘ . ‘

analysis process has beeh completed”and the clubtering system has been ﬁhdﬁod.'

we
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. ® the developmental activitierassociated with the firat duster moettng willbe - - T
ot dosument 3115‘??""?".f‘GW“L?*P‘P?’*“"‘dWG"“" - Rormy” (3o
_ ‘@ at the conclusion of the first cluster meeting, concensus will have been o
, ‘ reached concernirig the-centent thas will.be preserited at each resource site; -
@& prior to the second Elt.:mer meeting, you will meet with each of the resoliros )
. site coordinators to develop learning activitied for their sites using the . LA
" information obtained from the site analysis previoudly conducted: o ‘ B

- ® the learning activities for each site will be documented. in a lesson plan -~
\ detailing daily activities and learning objectives. Theke losson plans will be -

circulated to all resource site coofdina_taa in the cluster; (Ses Appendix C).. @*‘

o after all Pires in the cluster have developed dnstructional activities, and ¢
. lesson plans have been reviewed, the final cluster méeting will be held; ¥

R . ® the objectives of the second cluster meﬁting is to finalize theie:non.pl&- . - .
' based on the mbitual 'r.eview that has occurred; and -

® . resouice site coordjnatars will be expected to attend another cluster -
' meeting near the ge@Yof the cycle to revise the cluster course using opera- ' B
tional experiences s guide. o |
After the resource site coordinators have assisted you in the development of their
site’s instructional program, there are a number of implementation tasks they will
have to plan for. . _ _ o,
‘Resource site coordinatorswill have to choose site personnel to wosk with the
7 students whoswill be on site, Pakticipation of site personnel will be determined by
‘ the specific jbs that have been gelected for present action in the site’s inatructional .
program; f.e., if a welder’s job'_ is to be studied by students, a welder should be .
involved in instructing the students. Selection’ of site petsonnel_to instruct students -
 is the responsibility 8f the resource site coordinaror and may require the approval of
( his superiors. When site personnel have been selected, the résbur?:y site coordinator
will have to plan for: ‘ '

’

) ® orienting the site personnel to'the overall program and their responsibilities
. ' to it. An information guide has been developed to aid in this orientation '
: and is attached to this.handbo_ok.the guide is titled, An Introduction to
" the Career Development Program: Why Are You Involved? What Will You
Have to Do? Copies of this guide will be available from Research for Better
\ ‘ Schools, Inc.; and S ' S
+ @ release of;}ijev,peradnnel for participation in instructional activities.
(. a Resource sit€ coordinator will have to make the necessary arrangements.”

After staff have been selected and oriented to the program, and their participation \ ‘
has been approved, the resource site coordinator will have to plan for the documeit |
" tation of the program with respect to the record keeping functions. These forms are
IR used to plan for the logistics involved }n the learning activities, assist in the evalua-

- . . .




‘tion of studcnn. ﬁmﬂhriu :hc au&' wieh thc lnmom of muhnu. und ptovklo S
input to the process of program revision. A number of forms have been’ developed X% 0
for this purpose and are contained' in thy Resoyrce Site Record Keeping Guide * '+ .
attached to-this handbook. Reaource site coor&imton ‘must mem cepin of the o goun
Resource Site Record Keeping Gul'dc during this training sassion, - ' S PR
o W*\en. the. resource site ‘coordinator has selected and oriemcd the site’s instruew - S
tional staff and has famﬂiuixed himnelf/harulf with the record keeplng tyltem, the - S
program will be ready for operation, - o
In summary, the objectives of the second. training. sesmsion were to prepm B
regource site coordinators to assiat in the devélopment of inatructional programs f*
Career Exploration, prepare their staff for participation in the inatructional program, e
and plan for the logmtical problems posed by the instrudttonal program. . Conl

Tra:m‘ng Session IT1. The third training session should be' conducted after sites. NG
‘have been recruited to meet students’ Specialuation interents. THe member of the o
resodrce site who will be directing the studcnt will be trained by the resource Ny
coordinator who has been ‘assigned the ® ponsibxhty df coordinating the Career S
Specialization Program. The pbjectives of the third  yaining session are to: A

1. . orient the resource site coordinator to the program focusing on Car‘f . 5
Spccml,xzauon and their responsxbihtlcs, iy e /4
2. prepare the resource lite coordinator to assist in thc sit’\nalysis proceu, '/ g . |
necessary; and Vi R A o
. 7
3, prepare the resource sxte}ordi tor to assist in prognm dcvelopment
activities including all recor kceping fuhctlons ' N S
AN | L
¢ - '. .
The origmation presentation that you have previously made to resource; sxte)
coordinator®h Training Session I can be repeated to the resource site coordinfators.
during this training session. In the event that the resource site’ coordinat hes |
already been oriented you need onlye& review the original presentation. However, | S
you must focus on the fact that Carest Specialization differs from Careér Explora- -
tigp in that it is an individualized activity requiring specialized attention to\ one
student; that instead of a group lesson plan the resource site coordinator will aysist
in the negotiation of individual learning contract between the student, himself and
you; and that the resource site coordinator wdl assist the studcnt in the develdpmc t
of an individual project. : : 0
If the resource site has not undergone site analysis prevmusly, as a tesult of \
“being in the Career Exploration program, the resource sit ootdinator will have to \
assist you in this activity. The procedures are the same as‘or Career Bxplorationas .
detailed in Training Session 1 with the following exception; site analysis has to be -
performed qnly for the specific job(s) that the student is interested in studying,
When the resource site coordinator has been oriented to the program and has -
been mstructed in the site analysis procedure, he or she may be trained to assist in.

program developmcnt Th;(followmg points should be Q*hasized - ‘5 ]

N L e

208



N » the dcwlopment cffort h . tum d'fm lnvoanln mum dh eoordi‘
4 naor, the student and yoursalfy .

- & the peogram. that is developed st be uﬁafyiqeo allpudnhwolud
¢ » “learning contract” must be mpthtod botween the tl\m pudu,md
loprning activities must be developed, using information from the. ite

analyais, that are consistent with the gml: of Career Spobhllutlon und the
itudent’i project. | .

it should be emphasized that the mnjor role of the rnburct site eoordinuqr b".'

* providing the information necessary to develop the program. You will be rbspomibio

for the actual development and documentation of the program.*
The record keeping functions related to Career Spechliution ate virtuany ths

- same as those in Career Exploration. The only exception i that only one studen

will be. participating in the activities. A sample learning contraes'is found in .

Appendix D. These contracta.ahould be produced by, the resource coordinator

during the negotiation session. - ,-
Finally, these training sessions will have ta be held whenever new resource site

coordinators become involved in the prograrg-in either €arcer Exploration and

Career Specialization. As you becoine more :gp(

awars.af the specific needs of your program, these training sessions will require less

of your time ‘and you will become more effecwive in the role of trainer.

11
)

in your presentation and more
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. '+ RESOURCESITE GENERAL INFORMATION

. Nameof Resource Site _______ o Eea et s ~cn A "'

»' - Address and Telephone

Name prmurCcSiﬁCoordinbtor ~ | ' - N e

DESCRIPTION OF RESOURCE SITE

g /

®

" ORGANIZATIONAL STRUCTURE
(List the departments and subdivisions)




CLASSi FICATION OF OCXIUPATK)NAL ACTIV mxs

L

Listed below are eight categories of occupuloml activities. Plam lndtuta den
activities that best describs your business, industry, @gency, or organization by

placing a  check mark in the appropriate box or boxes: If you have checked more -~

than one.box, rank order each occupational activity that you checked. The num
of rankings will be determine by the number of boxes checked. For example, if you
checked six boxes, you will have six rankings. Give a ranking of 1 to the activity
which involves the greatest number of. workers and the lowest rankirg to the acdvity
which involves the smiallest number of workgrs.

" Name 6f Resource Site

v

Service:

0 Occ.upat:ons serving and attending to the personal tastes, needs, and....._.......
welfare of other persons, including guidance, social work, and domestic
and portective services.

Business Corflct: _
. | .
O Occupations primarily concerned with the face-to-face sale of com-
] modmes, investments, real estate, and services, includjng demonstrator,
auctioneer, and other kinds of agency where personal persuasion and thc
person—to person relatlonshlp is important.

LS

¥

+

Organ ization:

[ ,Occupations consxstmg of managerial and white collar jobs in business,
1ndustry, and government primarily concerned with the organization and
efficient functioning of commercial ‘enterprises and government activi-
ties. -

Technology

O Occupations concerned with . the producnon, maintenance, and trans-______
portation of commodities and utilities, including engineering, crafts ‘
(including repair work) and the machme trades, as well as transportation

~and commumcations/ : | '

putdoors '
Mg Agnculturc, ﬁshmg, forestry, mimng, and kmdred occupations primarlly

concerned with the cultlvgtlon and preservation of crops, marine and
_inland water resourcés, mineral resources, forest products and ‘animal -

" husbandry. , . \

15 "> .



S(:imm: . A S ._.....__..,.._., - __.'.,.....,...__..... - .._.'-_._.____,_,._.. e e s ‘ =l e _,__.,_

D!Occupatiom concemed with kientiﬁc theéry and i upplicuion oth‘ir........._ :

than technology

Geneu] Cuhuu:

M=) Occupations involved in the pteaenutiun and mmmiulon Qf the pnm]
cultural heritage, including occupatiom in education, jou:mlhm, law,’
the minhtry, md linguhticn. o . /

,

Arts and Bntcrtainment.

0 Occupatiom demanding :pecial skills in the ﬁeld of entendnm&mt.____g. |

including creators and performers.
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JOB AREA TmeNdAND usp'o'ﬂsmnm
'Resource site S R o :

A)

</ ‘ | . - i
Listed below are sixlevels of occup;tioml relpondbmty and mlrﬂng e SR A

review this classificationacheme carefully. Space ipgrovided under each category for
listing jobs approp?'b?'l

appropriate training and reuponaibllity level on this form, .

Professional and mnmgerhl poaitlom which demand indepéndent
mpomibility Here are the top managers and administrators. They
make policy. When education is relevant it is at the doctorul level or
“its equivalent. '

LEVEL 1

The distinction between this level gnd Level 1 is primarily one of
: degree. Independence is necessary but with narrow ‘or less significant
*LEVEL 2 | responsibilities for both self and others. The work is less jmportant
“and has less variety of tasks. F‘ucatxon is at or above the bachelor
level, but below the doctorate or its equivalent.

~ « | Semi-professiohal or small business. There is low-level responsibility
for others. It calls for the application of policy and the determina-
tion for self only (as in managing a small busmess) Educatlon is-at.
* the Associate-in-Arts level or its equivalent.

LEVEL 3

to. the category. Please refer to your completed Jobs -
Available for Exploration Form and list each job identified on this. form urider the -




: ~— s m———

N

Skilled occupations roquiring apprenticeship ot othet spochl trdning

IfB '_E_ I‘_ 4 or experiencea. .
N
[ ] ) -
hl hﬂ ._v
. _/ .i ok
>* ; na
\ .
- B | Semi-skilled occupations. The difference between this level and Level
' LEVELS | 4isone of degree of training and/or experience.
{
»
Unskilled occupations requiring ho entry lcvcl skills or expérience. In
LEVEL § | most instances, on:the-job-training is provided. Bducmon is at or

L

below the high school diploma or its equivalent.

.

/ 4"1'6. 20




- o - s

. ‘ .
) £ 08 TASK ZESCRIPTION - o . '

“On this form, ducribo as completely s possible each task that the workcr performs. In describing sach tek porformod consider the followinq
. What kinds of information or instruction must the worker receive to perform each task?. :

A

1

2. Does the worker interact with co-workers or customers in porformlng the task? '
3. What tools, matorll}s, or squipment does the worker use in performing each task?
4

. After aach task has been described . indicate whether the oontent of the task is either presoribed or discretionary. {Presoribed odhtent of a M
. I8 defined a3 thots elements of the task in which the worker ha no cholos in performing. Discretionary content of a task is defined as those
slements of the task in which cholce of how to do the task is left up to the workcr dolng it.) Plaoe the letter “P'* for pmcrlbod or the Iomr
“D"” for ditcrctlonlrv along side of each task.

-

»

- \Y
Retource Site )
Job Title . Training and Rosponsibi!ity Lwel : :

. | | - - Prescribed/

Dmnption Of Each Task ’ ‘ Discretionary (
1 ' ! ) s \
2‘ 2
3. .
4! ‘\‘_‘ o~
5. | ;
6. . , .
7. . e v
8.
217 v




.~ POTENTIAL LEARNING ACTIVITIES DESCRIPTION FORM

Title of Job or Occupation Hands-On Experience = * Observation
_ Yes____ No____ 4 - Yes No
Description of Task: o Constraints: Constraints:
| ‘ Remarks: | | Remarks: /

Other Kinds of Student Par&cipation

Discussion: Demonstration:

Examples ot Constraints:

Site Safety

Site Security _

Labor Union Restrictions
Physical Restrictions ‘
.Use of Tools or Equipment .
Availability of Facilities ' '

918
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CAREER EXPLORATION CLUSTER COURBE FORM |

- TITLES OF JOBS AND OCC'UPAT.IONS THAT CLUSTERGOURSE WILL FOCUS ON:

)

(s

10.

[

LEVELS OF TRANAND RESPONSIBILITY: -

4

s

11,

12,

13, :

14,

b

16, .

\

RESOURCE SITE "A""

1
2.
3.
4
Br e . . .

MINIMUM NUMBER OF STUDENTS:

—

~

-

SPECIFIC CONTENT AREAS BY SITE

RESOURCE SITE "BY

kY

MAXIMUM NUMBER OF-STUDENTS:

220

RESOURCE SITE “C”

<]




O

ERiC

BRI A .ot Provided by ERIC

<

*

.




 RESOURCE SITE PROGRAM
" rORM |
A —
/ o . ‘ { — : Y
2. ADDRESS: 7. SMOKING REGULATIONS: |
T\\‘\
‘ . o . [
- _ _ N
: 3. DIRECTIONS: 8. SECURITY REGMLATIONS:
] )
/
¢ q ‘ -
' | , , .
4. TRANSPORTATION DIRECTIONS:  * 0. SPECRAL RESTRICTIONS:
] . L.
5. STARTING AND ENDING TIMES FOR 10. LUNCHEON FACILITIES: :
~ EACH DAYS LEARNING ACTIVITIES: L




" RESOURCE 8ITE PROGRAM -
FORM 11 |

‘ | ‘ Y . - | R \f, |

MAXIMUM AND MINIMUM NUMBER OF STUDENTS - I

“ ¢ . ) s . IR

| ¥ N o .
. ‘ o | DATES OF LEARNING ACTIVITIES - R
" ~ ACADEMIC CREDIT TO BE RECEIVED — o

N }t e ' . - ]

RESQURCE SITE COORDINATOR: : PHONE:

LEARNING SUPERVISOR:

. . . ’ N
' | LEARNING SUPEHRVISOR:

. LEARNING SUPERVISOR:

LEARNING SUPERVISOR:

‘ . LEARNING SUPERVISOR: _

J |

B ~ i

JOBS OR OCCUPATIONS THAT STUDENTS WILL BE EXPOSED TO:

\ ) : | ® __

| (2) ' 5 (6) ‘ : 2

« (7

- i ® ’ .
(4) ' - (8)

32




RESOURCESITEPROGRAM '
. FORMIN '

' GENERAL DESCRIPTION OF RESOURCE 8ITE:
| ' \ | | .
# - . ”
\
‘."- " .
DEZCRIPTIONS OF SECTIONS, UNITS, GROUPS OR DIVISIONS: N -
7 . : 1 B
.‘} -
- »
. ‘ ‘
\ N ‘

+

.
| " ]

33 |
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Student: __J;QHN SMITH \ e | | | :

"Spocl.nnuon'rmo‘._EhQIQ.QRAPHY R N

.Resouroe Site Coordinator (Suporvhor) —

Rnourco Site:

Cradit to ba Recsived: J__SQIENCE -l A\RT

OVERALL OBJECTIVES: To acquaint Mr. Smith with the oocupstion of professional
photographer. Mr, Smith will be engaged in activities that photographers engage in o artist;
scientists and salespeople. -

»

LEARNING ACTlVITIES

1. Darkroom mix chamigals, regulate bath tomporatum develop tilm enlerge photoqrapm
mount photogrlphl and maintain equipment. : . .

Field Activites: use differant types of cameras and photbgfaphic squipment in the tisid
and in the studio, ' s ' '

Sales Activities: s8!l finished products to private customaers and retail outlats.

LEARNING OBJECTIVES:

1. Be able to work from fiim to a finished product using the resources av'ai_lablo in the
darkroom. '

2. Be able to use a wide variety of ;‘uotographic squipment,
3. Understand the fundamentals of selling to the public.

PRODUCT (S): | - .
A photographic portfolio of the specialization activities. '

o

x= AREATT

EVALUATION PROCESS: Mr. Smith will be evaluated on the quality of his portfolio and on
a multiple choice examination. A subjective appraisal will be made of his aptitude for becoming
a professional photographer. Ail evaluations will be made by Mr, Williams and shared. with

Mr. Smith, .

Dateof Contract ... ... .~ " ~_ Resoyrce Site’ Coqrdim

\

‘Schodulod Day and Tlmc_\ém QA M: 4m\ SEPT 4 NﬂLLLB-L——

‘ Resource Coordinator
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“Why Are You Involved?
What Will You Have To Do?
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WHY ARE YOU INVOLVED?

You have been asked or told to get involved with the new Ccmr Development
Progmm for high school students at the place where you work. An executive of your -
"osganization has already decided that the peogram is an appropriate social responsi-
bility project, or that it has some direct benefits for students and the community as
" a whole, or that it is something you and other people where you work (the Resource
Site) will like to" do. You have the responsibility for following through on' this
commitment under the direction of the person who has been named’ to oversee the
project (the Resource Site Coordinator). - _ v

L}

This handbook has been prepared for you so that you will understand the
program. If you do not understand the program, and are not committed to it .
yourself, it will not succeed. This program would not be possible without your
participation. The courses and projects for students in the Career Development
" Program are developed by you (and other people, like yourself, throughout the
community), in coopcratron with school staff. The courses are taught by you and
your co- workers

Schools have a numbcr of reasons for wanting to involve you/in this program,
particularly in the development and ~operation of instructional programs for
students. They are concerned with two basic issues which have been emphasized in a
number of recent reports on how to improve high school education (e.g., by the
, Prcsrdent s Science Advisory Commission, the National Association of Secondary
School Principals, and the American Vocational Association).

The first of these' two issues involves the improvement of students’ under-

- standing of ‘and preparation- for - the@career -opportunities available to them. While- - .

vocationa!- education deals with this issue for many students, more and more
students are graduating from high school and college without any real job skills. A
sense of what they can or want to dg is similarly missing. Experience in getting or
preparing for the kind of work students think they want to do is generally

unavailable

M229
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Federal, Statq, and local agencfea, in cooperation with nationt\l and regional_
business, labor, and community groups, have been developing Career Bducation:

_programs to bring the working world more fully into the curriculum from pre-school |

through adult continuing - education, These programs-seck to- expand -student

awareness of careers, to develop general and specific job skﬂh, and to help studénts

develop and apply their academic skills in the process of prcparing for a carepr. Most

of these programs take place in'schools, taught by regular teachers, although they

often call on people in the community to come in to participate in individual classes.
/. .

The Career Development Program, however, takes the learning process out into
the working commvhity, and .involves people and facilities outside the school in the
development and operation of the program. "The community can offer sfudents
opportunities to sce and work with people and facilities not available in the school.
People in the working community are generally more quallﬁed to talk about current
trends in their work than most textbooks and teachers, and can provide students
with real-life examples and settings to demonstrate important concepts and issues.
The community is where work gets done, and the Career Development Program tries
to get students out where the action is.

_ .

‘The second issue behind the schools’ emphasis on getting the community in-
volved in the thstructional process has to do with improving students’ understanding
of and preparation for becomjng independent, responsible members of the adule
community. Most studerts have little opportunity for responsible action within the
community and have become somewhat isolated from people outside the school
itself. The school has to a large extent replaced the working world in the intellectual
and social dcvelopment of vouth without really providing ways for students to learn -
many of the things that are expected of adults. If students are to-become capable
adults, they must have opportunities to learn not only the academic and vocational

skills, but also the kinds of responsibility, discipline, cooperative ction, and inter-

dependence that are facts of adult life.

L3

The Career Development Program secks to bring students more in contact with
the community and to provide them with opportunities to-get involved in regpon-
sible action to-develop their own skills and to benefit the'community. The com-
munity is the classroom. It offers studeffts a realistic perspective\of the expectations

and responsibilities that exist outside the school, and with which they must deal-as
" ‘ . L . »

-
.

There are additional reasons why you might want to.get involved in thls

program. You may like to work with kids. You may find that the program makes

your job more satisfying by allowing you. to share what you've leatned with
someone else. You will learn more about high school students and, maybe, about the .
people who will be toming to work with vou in a few years, or who will become




; : i L e

your customers ot clients. You may want.to. hdp kida know.more abgut your. work .

because that's one way of getting people into your field who reat 1t to be there.
You may want to help kids learn what work is really like and what opportunities
really. exist, to talk about mistakes and to talk about real chances; This program may
“help cut down on'the costs of training new émployees by helping people know -
before they come to you for that first job that they really belong with you. It niay
also help you improve the tratning programs you have by secing just how well you
do with high school students and what kinds”of approaches really wor._k.

-
-

The Career-Development Program glvc you an opportunity to help make sure
that the schools are going to do a better J&) With your help, Bducation is golng to
work!

What Will You'Have To Do?

You have been selected to participate in the student learning actwmes that your
company, business, agency or organization has agreed to provide “for student
learners. By participating in the student learning activities you will have certain
responsibilities to fulfill.

These responsibilities will consist of: _
1. Planning in advance for the lcarmng activities that you are responsible for.

2. Presenting to the students as best as you possibly can, the content arcas
that have been assigned to you. | |

3. Assisting in cvaluating student and learning activities performance.

3

4. Providing information to the Resource Site Coordinator concerning the
conduct and performancc of the students.

5, Assisti
Coordina

in- cvnsmg the learmng aLtIVltlcs with the Resource Site
r.

Planning For The Learning Activities

Before meeting with the students at the resource  site, you are urged to plan in
advance the content areas for which you are responsible. This invelves preparing an
outline of what is to be presented, and insuring that any equipment, tools or
materials arc on hand and ready to be used by you and the students. After you have
planned for your presentation, discussion or demonstration, review with the
Resource Site Coordinator the phm that you have designed. ‘

43




Prennting The Learning ctivities E
Each-student will bring to the learning activities a dlfferent mix of exporience.

- scholarship, interest,. motivation, and aptitude. All, however, will bring

a human‘

susceptibility tosbe moved and stimulated. A certain amount of ﬂexibility in your
planning and presentation™ will allow you to meet the changing needs, and the
different personalities, of each student.

The followmg are suggestlons that you mxght ﬁnd useful in pre:enting the

learning act1vmes to students:

1.

The first time that you meet the students, introduce 'ybm'ge'lf! and allow .

the students to introduce themselves to you. Small social interactions build
a rapport which will help to create an “‘interest in doing on the part of the

students. o S

Where possible, let the students participate as fully as pouible in the 1earn~
ing activities. If you are explaining a “paperwork” procedure, give the
students a. sample to “do” with you. - ‘

_ A group project sometimes helps to bind together the various parts of the

learning activities. For example, you might have students devise a game for

younger children to show how they can use your business, organization,

agency or industry for their own benefit. - _
Provide a simulation of the learmng activities, if the real thing is impossible{
Avoid lectures. as much as possible; and watch your vocabulary. There is

* nothing wrong with big words, but if you can use a small word that means

exactly the same, more students will understgnd you.

~ Time consiclermom are essentiali. Chances are if you rush, students will riot
understand any of your pofnts. Whereas, if you take your time explaining a

few points, the'students will be able to obtain a fuller understanding.

Various methods of instruction which involve. studgngs can deﬁnitely help

to makc any session more relevant inteteating, and more meaningful

}
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Amating In Bvaluating Students

You will be asked by the Resource Site Coordinator to provide him/her with
information and perceptions concerning how the | program and the students you are
working with are progressing. In most cases, your perceptions will be instrumental in

. determining whether the participation of your business, agency or organ‘iution will

be continued. _
*

N,

Participating In The Revision Of Learnmg Activities

-

<

After each segment of the student learmng activities have been completed you
will be asked by the Resource Site Coordinator to participate in revising the student
learning activitips. Revision of the learning activities are important for several

reasons: !

1. It will provide‘\rcsourcc site staff with a means to motivate student learners.

5 2. It will provide resaurce site staff with a means to introduce new materials
*
anf content. -
[ 4
3. will provide students with_a means to fully partmpate in the learning
-activities, )
\.
Conq!usion o _ .

Throygh your participation in the student learmng activities, the studcnts will
have gained a sense of where they are, what they will wantto do with their future,
and finally, what steps they must take to get there. Any questions that you would
like answered should be addressed to the Resource Site Coordinator who is re?pon-

sible for the program where you work/ ;
O L o 45
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RBSOURCB SITB RBCORD KEBPING GUIDB

This guide has boen developed to asist you, the resourcé site coordimtot, with -
the record keeping procedures associated with the smooth operation of your site's

instructional program. Included are a numbcr of forma and instructions for their use.

These forms are: A S
1. a “Student Progress Report Form.” This form is used to help you artd the

resource coordinator you will be working with in. evamating each of the

students participating at your site. It is also used to record daily attendance
and incidences of student lateness. You will berespomible for making sure
that the form .is completed for each day that students are on site. If you
need additional forms be sure to tell your resource coordinator; ~

2. a “Student Profile Information Form.” This form will provide you and‘
your staff with information about the students who will be participating in

the instructional program at your site. qu will receive a copy of this form

prior to the start of the program from yolr resource coordinator;

3. a “Student Attitude Questionnaire” and & “Composite Response Form.”

You will not be required to complete these forms, but it is important that

‘ you arc aware of their purpose. Students will fill out the “Student Attitude
Questionnaire” as an evaluation of your instructional program. The

students’ responses will be sufnmarized on the ‘Composite Response

Form” and their assessments will provide input into the process of program

revision; and : _

4. a “Resource Site Personnel Planning Form.” This form will be used by you

and your staff in operating the program. It will be used to document the
Jocation of learning activities at the site,.the names of the staff who will be
~ conducting the program with the students, alternate instructors in case of
employee absence, and the materials that will be needed by each instructor
to work with the students. You will be responsible for seeing that a form is
filled out for each member of your instructional staff, and for insuringthat

P you have an adequate number of forms. vy
(2% . b

If you have any questions concerning these forms consult with your coordinntor
Each of the forms, and instructions for their use, follow. '

" ' : R
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ln order to. accurutely assens each |tudent ’ performance in your ptogtum. S

would appreciate your filling out: the Student Progress Report Form attached to this o

- guide. Your assigned resource coordinator will pick it'up en the eftomoon of :he SR
desigmted day 3) indicated beldw. ' o

.s.,,

Guidelint For Compieting The Student Progm Report Porm:

1. For resource site toordinators conducting instructional proguml with the
S following number of weeks, the report should be COmpleted and returned

to resource coordinators as follows:* A
., 12 week programs - end of every fourth week.
‘ 8 week programs - and of every fourth week.
6 week programs — end of every third week.
4 week pfograms — end of the fourth week.
- o 3 week prdgrams.~ end of the second week,

2 week programs — end of the}ecbnd week

The information should be obtained from the site personnel who are working with
v the individual students. oy

C 2. Next to each student’s name you will find the followmg major headmgs

' (1 Attendancc (2) Punctuality, (3 )Objectwe Mastery, (4) Skills Mastery,

and (5) Symiyhry Staternent? Each of the above with the exception of the

Sux\ary Statement is divided. into blocks desngnating the day of

in ction.

T - 3. This fofm must be completed for each day of instruetion. Be sure to
' Jnclude all students who are scheduled to attend the cluster course. Undeg
“attendance” place an “A” if the student is absent, otherwnse leave the
space blank. Under “punctuality” place an *‘L” if the student is late, other-
wise leave the space blank. Under “objective mastery” and *‘skills mastery”
place a 1" if the student has achjeved noneof the objectives, a “2” if the
student has achieved some of the objectives, and a “*3" if the student has

achieved all of the objectives.

4, The Summary Statement headmg refers to your overall mssessment of the
student’s performance at 'your site. Your comments will be used by your
,  resource coordinator in counseling each student.

-
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‘Name of Employer

STUDENT PROGRESS RE

Name of Cluster
Namo of Specialization

-’

¢

‘Name of Student.

|

Bay | Doy [




lnfomﬁqn pmdnlng to uch mndom who "hn: ulmod you
provided for you on the attached .Student Profile Infammom _
containg the fi lowing information on ach mxdont for your Ph“"""i u\i um =

1. Namd of each student, - K | ‘ |
-Addven and telephone numbe'r,- : : coT '. e
Datq of birth, | | |
Pmam gnda.
Previous Career Bxplomion.
Preyious Career Specialisation.

N

: Cu_'_eer intereat area. |
Reagon for taking this activity.
Pont high school plans. ' . A

You will want to shm; this information with the personnel who will be involved in
the instruction of the students. '

ooo\zo»a‘bun

A




" STUDENT PROFILE INFORMATION FORM

" Natw of Student

et & D | Presant
Address & Telephone No. of Birth | Grade |

Prwioul Caresr E
| and/or cnrnr lpochltmm

o

N\

[

o
-z
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STUDENT PROFILE INPORMATION FORM

~ Name of Student

*

Careet Interest Areas

‘Reasons For Taking

This Activity

 Post High Sohool Piap -

V

.




| ANDOOMPOSITB RBSPONSBMM ' .

- The. Studant Aueument Quutionmin hn bnn dnhmd for thc foﬂowina_..__i-_.._..'.

purposes:

goncerning its imtructioml programa imCaner Bxplontion and/or Carser
Specialization.

a To providc sach participating’ resource site with relewnt atudem fudback n

b. /To provide student input into deciobns uffocting uvillom, modiﬂat\om

and/or continuance of programa.
¢. To provide s means by which student lwning can be detcrminod

Resource coordinacors are respomiblo for tdminhtoring the Student Asseuament

Queationnaire (SAQ) in ea.cgof their assigned cluster courses. The resource coordi-

nator for Career Specializations is responsible for sdministering the SAQ.to all

Resource. coordinators are responsibjé for processing and diueminating ntudent
responses to the SAQ to each employer In each cluster course that they are respon-
sible for. The Cootdinator for Careey Specializations is respensible for processing

» students who were assigned to Career Spggliutiom.

and disseminating student responses to the SAQ for each Career Specialization* |

course.

Za 7
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Your Namw F—

| Nnh_o o% chdourbonsito

Res0Uce COORAINATOr'S NEM® o e oottt amiecbmnien &

-Dnﬁ‘nComphtod. L S

As a result of your exporlonco at this slto tho site ooordlmtor, his/her mﬂ tnd
your resource-coordinator are interested 'In obtalning your Mmont of the leern- -
ing octlvttm that were provided for you. ot :

Please answer briefly the following questions with oomploto nntonou After you
have compjeted the questions, your resource _ooord_lnator will collect: them,

4

1. a. Describe as best as you can how this program was organized.

Nl

¥

b Did you get to do thingt as well as listen? If not how, In your oplnlon
might more activities have been worked lntq this program?

™

56



, e )

2. a. Deacribe as Sest e you can the major job aress that you learmad'about,

\' \.:l'.

b. Did any of thees ]ob areas reatly interest. you? How wou!d you hm to -
prepare yourself for that ]ob? :

3. Did you fes! that the staff who pressnted the program were aware of your needs _
and interests? . (

4, What suggestions do you have for making this a béft"er program? . | :

«-Q/




Lt swozm mumm'r wmlonwnl (sAm L

. . » ' ] ‘ . . +

Name of Resource Site: e .. / - e S e
 Number of Students Completing the SAQ: .. A -

Date Completed:. . —

‘Name of Resource Coordinator:__________ S R

1. Studcnt'ducripﬁom of.how this program was ofoanizod.

-“ A

2. Student descriptions of how w. aetlvt_t_iu could have been worked into this
program. : .




Student descriptions of

major job .mn'.t

~e

’

t n'

. U X . .
Gtudent description of job areas that intarested them.
. :

Student descriptions of employer staff who were aware of their interests and

neeads.

.

\
o’
Student suggestions for improving this program.'_

r .

. 59 ‘3\ .
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'; Thia form wﬂl be. uaed to documcm the mmu uf the"‘:pmnnel::whow bc
involved in providing the instructional program "to-the students. The loeation of the -

~ actjvitias will be noted «s-will the materials and wppliu nesded by the. Muctlond
waff. An"alternate instructor |hould be listed ‘on this form'in the wvent tlut the .

" regularly scheduled instructor is unable to meet with uudenn. You w!ll be mpon--

iible for completing one of these forms for uch number of the inmuctionll anﬂ' at
your site. : . :




- RESOURCE SITE PERSONNEL BLANNING FORM
- Instructor _ '. —
Job Title .
Dates Invoived in Instruction !

Alternate Instructor =
Where on-site Will these activities take place? ’
.- .
-

. . . . . V,& '
What,_ sorts of. _mat_a('ials, equipment or supplies will be necessary to conduct these

activities? (safety equipment, toals, audio-visual equipment, manuals etc.)

S
* “ ‘L “
L}
Name of Resource Site ' "
Name of Resource SiteCoordinator . . .
- 61
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