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Des'gned for use as a textbook for procspective

vocational instructois or a hapdbook for practicing iostouctors, this
geide provides inforsation on the non- teaching responsibilities 3f
the vocational instrictor. Hundreds of hints, suggestions,
strategies, tecnniquas, and approaches for improving effectiveness,
and numerous illustrations and sample materials have been provided
for four broad categoties of these responsibilities: recrcuiting,
placesent, follow-up. and miscellaneous responsibilities. In the
first section users o? the book are taught how to insure waxioun
enrollments in their ciasses through educational recruiting. Three
units deal with establishing recruiting contacis, developing
recruiting software, and implementing recruiting activities. The
three units of secticn 2 are designed 1o help vocational instructors
teach their students hov to find, get, and keep a job after

graduation.

Section 3 (&« units} concerns both studesr folliow-up and

epployer follcw-up. The final section (2 units) covers such
miscellaneous responsibilities as (1) improving instruction through
inservice education, Qc‘upat%anal up-dating, and membership in
professional crganizatim s and (2) effective use of and working with
—=atdvisory conmittess, (YLE)
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simoly meant being a good teacher. Providing high qualit

instructicon in the classrcom, lab, or shop was all that wa

Fu

expected. Those time
demands of accountability to achieve optimum success and
proof of having doune sc, just being a good teacher is no

Erlaugh .

Optimum success in vocational education means maximum

enrollments, quality instruction, positive placement, and

comprehensive follow-up. It involves working with adviso

committees, antly up-dacing job skills, acade.

""" and scores of other out of the classroom responsibilities

In times past, being a successful vocational instructo

+

1

=re past. Due to the ever increasing

show

longer

registration and retention of students, curriculum planning,

The modern vocational instructor must be a recruiter of

students, a job placsament specialist, a manager, an analyst of

follow-up data, a lifelcng student of his or her trade, a

counsellor, a curriculum specialist, and, in many instances,

an administrator as well. The world of today is ¢ mplex.

The world »f tomorvow will be even more so. This situvation 1is

reflected in the increasingly complex non-teaching responsibilities

thrust upon vocational instructors.

Helping vocational instructors rise to the challeny:

Y
L

of

increasing re pan51b111tlg; and survive in an evolving profession

is the purpose @fvthis book. T w. de ned so that it could

o ' . 4&
ERIC “
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be used as a textbook for prospective vocatlonal instr
or a handbook for practicing instructors. The fcrmat chosen

The vocational

o senting material is simple .rnd practical.
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nstructor's most important non-teaching respor -ibilities

ot

been divided into four bread categories: recruiting,

follow-up, and miscellaneous responsibilities. Each
B, =

I
) .I\
y,.a
by

treated separately and comprehen:
Practicing ané prospective vocational instructors in every

ield--whether it is business, nical, industrial,

Hy
r—ﬂl
Cl
g
ng
m‘
e
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distributive--will find
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health, agriculture, home

the challenges

uM
r1'
H,__J

the information in this book helpful, for

of today and the future.

u

The author's underlying premise in writing this book we

programs

that vocational teacher education and certification

deal commendably and comprshensively with the instructional

ibilities. However,

]

aspects of a vocational teacher's respon
those responsibilities now jo well beyond the walls of the
The modern vocational instructor needs help in

classroom.

dealing with the non-teaching tasks thrust upon him daily.

book was designed to = ide ' < help.
Hundreds of hints, suggestions, strategies, techniques, and

approaches for improving effectivenss in the areas of enrollments,

placement, follow-up, and other respon nsibilities have been

presented in simple, dnwu 'o-aarth language. Numcoous Lllucs

t rations and samnle mat~y.als have been provided that ha..=

splications, ¢ . can serve as valuable samples for every

ERIC
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vocational area.

3 e

In the first sesction, users of the book learn how to insur

1]
Tl

[}

maximum enrollments in their classes through educational
recruiting. Separate units are provided dealing with the "how
to’'s" of establishing recruiting contacts, developing recruiting
>ftware, and implementing recruiting activities. |
Section two deals with what has evolved into one of the

vocational instructor's most critical responsibilities, placement

of graduates. Public insistance on accountability made placement
the absolute "bottom line" in vocational educaticn. The premise
undergirding this section is that most vocational graduates know
how to do a job, but many do not know how to get a job. To solve
this dilemma, section two contains three units designed to help

vocational instructors teach their udents how to find, get, and

keep a job after graduation. ,
Follow-up is the process through which vocational instructors

are able to determine how effective the tralnlnc they have provided

has been. Section three deals with both student follow-up and

el - LowWw=up.

The final section deals with several miscellaneocus resronsi-

bilities incumbent upon practicir « —ocational instructor: . dow
o ke~p th_ir occupatio.a. :kills up-to-date, joining professional

Lganiza.ic ., and working with advisory committees are among the

F‘

topics covered.
A high quality, successful vocational program cannot be

achieved without the applied talents of a vocational ~itrucuo:



to the challenge.

The Author
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Vocational programs, as a ruls, enroll volunteer
Because of this, vocaticnal instructors must reacn out tc the
community and interest people in taking their classes if thev
are to be sure of sufficient enrollments.

High enrollments in vocational programs are very lmportant
for several reasons. Most obvious is that in order to teach,
an instructor must first have students. This sounds simple
enough, but it must be remembered that the § cational instructo
does not have a built in group of students who are reqguired to

on is that due te the

M

take his or her classes. The next rea

tools, egquipment, and machines required to support instruction,

voca.:icnal education is expensive. 1In order co justify the

cost of offering vaﬁstlaﬁ 1 programs, there must be sufficient

nrollments.

The final reason has emérged over the past decade as the
mést important--funding. In every state and district, fun nding
for vocational programs is tied either directly or indirectly to
enrollments. High enrollments mean continued or increased funding,

while low enrollments mean less or even discontinued funding.
This emphasis on enrollments has introduced a new term into the
language of vocational education, "RECRUITING."

Long associated with the military, college athletics, and
professional sports, recruiting is a fairly recent addition to
rwmast gubllr educatlanal institutions. Recent as it is, however,
recruiting has emerged as one of the vocational instructor

most important responsibilities.

F

Q .
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Unit 1 - nirng Crntaoos

have made a point of nurturing relationships
3 E

personnel will find them very helpful in identifying and

wm‘

recommending potential students for thelr programs. Develowing

positive working relationships

is well worth it on both accounts.
.. Establishing contacts involves more than stopping by and

High school personnel must be shown that

making introductions.
the vocational ins*ructor has a credibl
counted on for positive resu
1ctor who runs 1t.

believe in the vocational program and the instru

Gaining the CDﬂflﬁ&ﬂEé of potential contacts 1is a two step

Frrg
W

ERIC 3
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-pracessi' Keeping their cénfidEﬁée is an on-gocing, continucus
précess, The first and most critical step in gaining the
confidence of potentizl contacts is to make sure that you have
a qualiﬁy Pféqzam{, If this is not taken care of prior to
mgking céntacts, then all future rec ting efforts will be to
=nc‘availiu'A véca£i@nal instructor should not attempt to sell

his or her program to high Séhaal personnel, »r anyone else,

Qntil it has been developed into a high quality program that
offers :easanéhle assurances of tangible rgsulﬁsi Various
strategies for accomplishing this preréquisite are presented
threnghaut thé‘b@@%- Only tﬁase relating specifically to

reacrui tlng are includéﬂ in Section 1.

The second s tep in the gracass is tg sell the program and
the Lnst;uctar tc p@tentlal h;gh schaa] gﬂntacta. A "softsell"

_appf@ach based on .a génuine concern for helping studentsg
isuppgrta& by demanstgatéd sﬁccéss at having done so, or in the

" case of a new program, reali 1: patentlal for ﬂalﬂg so, is best-
-Vécatlgnal instructors attempt;ng to sell the;r §rggrams to. hlgh

schcal cﬁntacts w111 flnd it helpful to d;sglay their own

credent1a1§ explaxn the;r currlculum, conduct tours of their

faCLll;y, and most 1mpcrtant, dlsplay fDllGW up data on graduates

g:xthe;: progra A‘

InQaddiEién to these?egétgzal other strategies can be helpful

in further developing a positive relationship with high school

personnel: .
t (2 h )

1~

<~ J
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1. Make sure patEntlal high schaal contacts have a constant
. generous -supply of p;lnted materials about the vocational
program. The wise recruiter will always supply his contacts
with the materials potential students ask for when investi-
gating a partlculaz vccatlgnal program.

2. Offer to be-a guest speaker in high school classes or on
high school sponsored career days.

3. Offer the vocational program as a field trip source for
high school teachers.

4, Provide high. schagl yearbooks, newspapers, and personnel
.with information about graduates of their school wha have

anrelled in the vocational program.

5. Sal;elt the in-put of hlgh school contacts when making
decisions about the vocational program that will affect
their students. :

6. Keep high school contacts informed of any changes in
tuition costs, class schedules, entrance requirements,; and
any other changes that will have an effect on their students.

Vccatlénal Réhabllltat;cn folce

Most cities have a local branch 'of a state operated office
of vocational rehahilitatiani Many alsa have private- vocational

rehabilitation centers. The goal of these agencies is the total

'“?,_ rehabllitat;an of people who hava become physically disabled due

'Ftaf;njuzy, 1;1néS$; or accident. Since the ultimate extention

. of this goal is to help individuals return to work in an employment

situation that is campatible with théirfbhysical disability, -

>r%habi1itati§n ge ies can be excellent recruiting sources for

vocational instructors.

' Persons who have experienced some type of physicel trauma

S
*;resultlng in a ﬂlsabll;ty often requ;ze tralnlng or re-training

'1n-a new career field. This nead affords vccatlanal 1n:truétars

i
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a great opportunity for helgigg;mambers of the é@ﬁmunity, but
to do so they mqst first establish contacts in the rehabilitation
office. Before ﬁéking contact ﬁith rehabilitation personnel,
instructors sh@uid examine their %ccupatignal areas and détermine
what physical :apabil;t;es are absolutely required to praﬁtlce
the trade. Quallfled pezsannel in the rehabilitation office in
_consultation with the instructor can use' this information in
éétérmining if an individﬁal has a reasonable chance of succeeding
in a particular vocational area. -
Contacts in the vocational rehabilitation office are established
in the same manner as they are anywhere else. Instructéts meet ‘
with réhabllitat;gn Persannell gain their canfiienée,vané énééurage

- a rélat;gnshlp in which thé patient, turned student, is the ultimate

beneficiary.

CETA Egrs nel

In 1973 Canéress passed the Qgﬁérehensive Employment and
Training Act (CETA). The-priﬁary goal of this legislaﬁi@n was
to deerease unemployment by putting people to work. One @f.its
main objectives waérté praviﬂebvacatianal skills training for
persons unable to afford it without fede:al assistance.

The underlying premlsé of CETA 1eglslatlcn was that those
persons nearest the pIDblém of uﬂémplcyment should have a hand
in devising solutions for it. To facilitate this plan, state,
county, and-lccal'"éfime sponsors" were named. Thesé local

agencies were provided funding grants and charged with the

responsibility for develaéing, implementing, and managing local
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CETA programs.

One of the mcét impaftént responsibilities of "prime
sponsors” is.to-provide training and employment services.
This commitment to training, coupled with the fact that
CETA agencies do not ﬁfavidé training themselves, makes the
lécalACETA office the naturalﬁally of vocational instructors.

Since CETA pérsannel must look to local educational institutions

to provide training, they can be valuable recruiting contacts.

77  The same methods used for establishing contacts in other

recruiting sources can be used with CETA personnel. However,

-in th;s case, placement gatent;al should be heav1ly emphasized

because "prime spansgrs are held ac:cuntable for achieving

?ésitiva pla:ements and must be able to show tanglble evidence

of doing so.

Military Installations S S "

. Those vocational instructors emplgyed in an institution

located near a military installation are very fortunate. Most

+

military_bases have an education office. that encourages active

ﬂuty persannel to take advantage of éducatiénal opportunities
S
in the community. Not énly do they encgurage Service‘men and

women to participate in educat;anal programs, in man% cases they

\ l
offer financial assistance to help thex do so. i
Lna ! : g /

Vocational instructors establishing recruiting pi@grams
aboard military installations should first famiiiarize them-

selves with the government assistance programs available to help

¢
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military personnel pay for off duty education. The two most
Bill" and the "tuition assigtaﬁ:é"_pf@graﬁg The "GI Bill"
consists of a monthly pay allctmént. the amount of which
correlates with the number of cﬁursés or hours of schooling
being attgmptéé; Though available to active duty personnel,
‘most servicemen and women save their "GI Bill" benefits and

use them after leaving the military. The more commonly used

rt

henefit for active Auty personnel is the "tuition assistance”
program.

"Tuitiaﬁ assistaﬁcé“ is a method by“which the government
will paf 75% of the cost of an active duty military person’s
school tuition and fees. The remaining 25% and the cost of
b@;ks ia»béid:b§ the Studént; Many.ﬁilitary pe:saﬁnél are not

aware QEAthE‘“tuiﬁiQE assistanée” grggréﬁi ‘Wise vocational
iﬁstrugtaré willitake‘timé to eg@léiﬁ the pr:gtamfta'military

personnel as part of their recruiting efforts.

. Prison and Correctional Facilities

) 5 * = 3”"— B i - 5 - 5
Vocational instructors should not overlook correctional

most productive

o

facilities as possible recruiting sources. Th
are those housing minimum security offenders serving time.for
non-violent crimes.

Sociologists are able to draw convincing parallels between
high unemployment and high crime.rates’. Many crimes can be

linked to acts of desperation bf@ught'abaut by extended unemployment.
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Uni.

in these cases, parcle boards are likely to look favorably upon
an éffendgr:wha is making an effort to obtain job skills through
vocational tzaiﬁiﬁg. |

The chief administrative officer of the correctional facility
is the person to be dealt wi%h in opening initial lines of
cammunicaticn; 1f this pevrson can be convinced by an instructor
that a particular vocational program is capable of ?r@ducing
regults,’lagistical and security problems encountered in getting
prisoners to and from school can be worked'out.
\\Cafrectisnal facilities are not usually sources of large
numggxé of studentsg’buﬁ they can ha an integral part of an

=

instructor's vverall recruiting et’ost. Beyond providing students
for vocational programs, correctional facilities also offer
instructors oxcellent opportunjties to help individuals become

positive, contribating members of society. .

Eﬁaté:Emglpgyentiggfigg
Stats éfalﬁyméﬂtﬂéffices are in the business of matching
unempioyed nevple wifh»j@bs For whiéh ﬁhey afe‘suited? not
' réc@mmenﬂiug !daé fgrfvugrhianai'traininq_ ngever; if prépérly
’agpraachéd. SLpleyeaat nifiog af{;ziéls can be”valuablé’reergiting
%i ~contacts. Most Pé::ung g o 2uployment through state emplcymen@

tvaivs -hat hinder their chances of actually

23
]
,
-
[§]
)
ol
T
=
L
i
b
.
2
L

‘job skill and lack of experience.
\\' : Employment cffice officials find themselves daily in the
\R\} uncomfortable position of tryin¢ to match persons without job
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.skills with jobs requiring skills. This dilemma opens the
~door for vacat;anél instructors interested Ln establishing
empléyment office officials as recruiting contacts. By meeting
these peegla and galnlng thélr confidence, instructors can
enhance their £EC£u1tln§ éffgrts substantially. Employment
cffiéaicfficial;iwhg believe in a particular vocational pf@gram
and the instrugé&r running it can recommend it to unemployed
people as a first step in solving their unemployment dilemmai
Then after the person receives the necessary training, emngy—
ment office officials will be better able tﬂ assxst them £n

their job search, provided they still need assistance.

'1\

'gfent

A recruiting program that does not seek to include parents
as cantacﬁs is not complete. 1In fact, parents are probably the
single most impbrtaﬂt caﬁtactsatg be ﬂevelapéd- Countless

l

saclclcglcal and psychclag;cal studies have been canducted to
determine the Eﬁtent to whlch parents 1nfluence the career CthEéS
of théif childrén. The results in every case shaw that parents

-1have a pfaféund effect on the caregr, both directly thraugh

enccufagem&nt and indirectly: thrcug sac1al status and educational

level. The :ule in recruiting studevts f@r vaaatianal prcgrams

is, 1ntérest the parents and yau will interest thELr chlldren.

The parents that should be targeted a:e thDSe w;th chlldren

are junlaz high schaél age or older. Most students begln ta

'\

who

manlfest an interest in career explcratlan durlng the jun;ar

Cowimgdes
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high school years. This is the ideal time for vocational

instructafs to be nurturing relationships with their parents.
Parents zéﬂ be reached in a number of ways. An effective

method of :eacﬁiﬂg a 1arge‘number of parents at one time is

to befriend the presidents of the PTa groups for local junior

gnd senior high schools. PEIEnﬁé that become invelved in the

PTA are gerf interested in the education and career plans of

their sons and daughters. By meeting with parents and convincing

them of the viability of a vocational edu:aéian, instructors

can develop a built-in clientel of students matriculatiﬁg yéaflyil

Civic, Church, ard Social Groups

Civic, church, and social groups in the community afford
. vocational instructors opportunities to make contact with two
’ imp@rtant'grcups of people; community leaders and parents. The

‘vocational instructor who vins '~ confidence of the community's

¥

leaders and its parents will find recruiting to £ill classes

increasingly unnecessary.
Civic, church, and social groups that are common to most
communities include: Rotary' Club, American Legion, Lion's Club,

a1

‘Kiwaﬁis'élubj Veterans of F@féign Wars, Disabled Ame ican. Veterans,

iGa;den Club, HistgricaliS@ciety, Civitan Club, Masons, Jaycees,

agd“many others. Organized groups, though they vary from community

-0 community, are indigenous to almost all communities.

local Chamber of Commerce in most communities maintains

h

=

a comprehensive list of all civic, church, and social groups in
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their area. These groups meet on a regularly scheduled basis
and are frequentlf in need of guest speakers. Their.meetings
nffar instructors unsurpasséd opportunities for selling their
vocational programs to ccﬁmunity leaders who also double as

parents.

S
s
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Unit 2 - Developing Recruiting Software

Recruiting Posters

High visibility is-impcrtant in recruiting. The military
has long understood this and used posters as one of its primary
récruiting tools. Sleek, streamlined jets risiﬁg into a
brilliant blue sky, handsome young men and attractive young
women in smart dress uniforms, and ships pulling into exotic
ports af call beckon passérs-by to enter military recruiting
offices and inquire about enlisting. Theatré owners also make
use of the eye catching capabilities of posters to lure
customers. Commercial poster design is a big business.involving
art, graphics, and even Fsychélagy! =

Posters can also be an important ;egruiting tool for
_vacatianal instructérs_ The educational recruiter need nct
-be an_artistg gréphics technician, or psychologist in order -
Eta create attractive, eye catcbiﬁg posters, but'tﬁéré are
severaluthings he can do to insure that posters do the job -
théywafe supéasea_tg do: |

1. Posters should be eye catching. There are numerous
- ' ways to accomplish this using catchy phrases, bright
colors, or bold print. _ : o

"~ 2. Posters should be strategically located to have the
oreatest impact. Places frequented by people who'
m.ght be unemployed, considering’a career change,
or making initial career plans are best. These

" includa state employment offices, high schools,
junior high schools, laundromats, shopping malls,
barbershops and hair styling salons, restaurants,
and other public places that offer nigh visibility.

3.. Posters should alwafssincluﬂe complete information
about who to contact for further assistance.
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4. Posters should provide enough information about a
-~ vocational program to plant a seed of interest,
b ‘ but not so much that the interested person does
not have to visit the school to get more information.

Posters . that have been well designed and strategically

located can be effective recruiting tools.

Brochures

Letter size brochures (8% x 11) can be effective recruiting
faals Br :hu:es may be folded and mailed to prSpEétlve
students, placed on counters in highly trafficed areas, stapled
tDibulletln boards, or S;mply handed out. They may be typed up

3 "and mimeographed, which is.the least expensive method, or typeset
and runoff on a printing press. 1In either case, 1aycqt; appearances
and content are important. : f ‘ .

Like re:ruiting pésters, brochures should be'eyezcatching -
and attractive looking. ' However, the content éf a brochure is
much ﬁ@re éet%?led than that of a poster. Information commonly

ned in bfcchﬁ:éé includes: a 2ral description of th2

[ene

dLQ
B ‘m

. vgsatlsnal pragram, a cémpleti list of courses required for a

ifi », 'a'br rief Summary of each course, cost

iy
\M\

degree or
inf@;maﬁicﬂ,rscheduling information, and the person to contact

for adéiti@nal assistance.




Cassette Taped Interviews

Recruiting gfférts gain credibility when someone other than
the recruiter speaks highly of the program. This can be
accomplished Eg devélgpiné cassette taped interviews with
successfully placed gﬁaduates,bcurréﬂtly énfélledrstudeﬁts,
émplﬁyers of placed students, parénts Qf graduates, and anyone
else whc_ﬁas a géc& word to say about a particular program.

Cassette tape players are small, portable, and convenient
to use in almost anylsituatiang Interviews can be gléyeﬂ for
a large group or f@r ;naiviaualsi An effective strategy is to
put several different intérviews on one tape so that listeners
heé: cpinicnsvvciced by parents, studaﬁtse graduates, and

employers.

=

y;ieé Taped and Slide ?resentgtiggé

When making a formal presentéticn ta a group of parents,
community leaders, Q:‘Praspectivé stuaénts,;the vocational
instructér will want to use mc7é than just caséetté taped.
interviéws; In these si;uatigﬁs, it is particularly effective

. ftg use either video taped.c:/slide presentati@ﬁs. |

*%aferiaeqitapeﬂ»ar slideprééentatians have the advantage'of
making,ﬁég=bf color visualé_t& grasp the viewer's attention and
musig‘té unéerscaré theyaudig script. Recommended content

“includes: canaia_shctsgcf students being counselled by the

instructor, classroom activities, the facility and campus, and

£
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graduates working on the job. Interviews with parents, students,
graduatésp and employers are also effective in creating interest

as part of video taped or slide presentations.

Scrapbooks

One of the easiest to develop and most effective recruiting
tools is the vocational program Scrapbcak;_ Photographs taken

~ each term and mounted on poster bcard with captions written |
unde# each picture can be bound at one side or simpl§ stacked
unbound to make a large, interesting scrapbook.

A scrapbook should contain pictures of students at work,
students taking breaks, copies of awards won by students and
the instructcr;'gietures of special events such_gs’fiald trips
or skills contests, newspaper clippings about thé‘pr@grami and

| anything else of interest that relates to the program.
- ~— "By keeping the scrapbook in a convenient, highly visible

location, instructors can @ake it work f@f»thém in recruitingf

Prospective students wanﬁ to know who is in-the program and

what they aéqu:ing class. When pcténtialbstudents sée someone

in the scrapbook they know or pictures of an activity or field
.7 trip that interests them, they begin to identify with the

‘program.

- Placement Record Display Boards

The single.mast_effective‘recrﬁiting tool, provided the
program has a good placement record, -is the placement record

display board. This tool is a sheet of stiff posterboard with
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' horizontal and vertical, ruled lines. On it are listed the
names of all program graduates, graduation dates for ca't,

and whera each person is working. Any person who 1is

g

looking for work or is unemployed has a blank next t«= h:i.
her name in the employment column.
If the majority of graduates are securing positions

employment, placement boards will grasp the

m.
»"“1
i
-

potential students better than any other recruiting tool
VQcatiaﬁal students 1is§Aréspansible, rewarding employr
'as ane‘@f their highest priorities and the primary reasor
» ‘ entérlng fﬁcatlcnal prggramm. If they are able to see, LV
';ggfﬂ v1ew1ng a placément board, that a vocational program 1.
pro d cing résults, they will be positively inclined towar @ =&
program. . Figure 1 in the appendix contains an example of 2

plac ement recaré dlsplay board.

" Want Ad D;splags

Most people are familiar with and terested in wan+t=ai:s

=
=

'faunaaiﬂ the newspaper. This is especially true of prospooc e

voc tlcnal students who exprgss a strong interest in securina
a job. The wise instructor will take advantage of this s:rtuat:on

- ko assist him in furthering his recruiting efforts.
2

%% collecting want-ads from various newspapers advertising
: il . =

\ru

ons in their occupational areas and pasting them to
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-students of séeing all of those want-ads together at one time
for a‘paztieular occupational area is profound.
Wantﬁaégﬂi5§1ays are-used in the same manner as posters
ana'bzgéhurggg They may be affixed to bulletin bhoards 'in
gtraﬁégic‘lacatigns; mailed to prospective students, handed
cut, or left in highly trafflﬁéd locatinns. No matter how
they are distributed to the public they should contain a krief

explanation of who to contact for Luztner information.

Public Sg;?lce Announcements
, Radio stations, newspapers, and television stations often

have provisions tor making public service announcements.
Vocational instructors should have a standard announcement of

sss about their programs that can be used by the

‘m‘

100 words o¥ 1
mass media whenever the opportunity arises. The announcement
should not be a hardsell "pitch” o get people enrolled in a

given program. Rather, it should be of a general nature and

Doy Publl service announcements should be composed of four components:

who, what, when, and where. The most important component is

’ who to ccntact for further information. Figure 2 in the appendix
,contains an example of a well worded public service announcement.

,EMC'-/’ R .




Unit 3 - Implementing Recruiting Activities

Eig@jS;hgal ?isi@atiaﬁs

Once an instructor has developed ~oatacts in high schcols

11i]

as well as the necessary softw.re, he 1is
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activities and timing are
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recruiting activities. The types o

important. There are two basic types of activities that can

be effectiwve in high school situations: active and pas sive.

Active efforts involve physc ally going to high schools
and ?erféfming such recruiting activities as talks to Industrial
- Arts classes or presentations to various groups of students.
Passive efforts include such things as sending recruiting
brochures to high schuol counsellors for display and distribution
to stéients, placing posters on high school bulletin boards,
editorials in high school newspapers, ané.sa forth.

Active efforts are most effective when they take place during
the second half of the school year. Most high school students do
not begin thinking seriously about a post-secondary education
until they are-well into their senior ve.r: Timing recruiting
efforts to coincide with this normal pattern of student interest
will have a positive effect on results. One strategy that has
proven effective involves high school visitations @uringvthe
‘mld dle of the school year followed by a repeat performance
toward the end of the year.

!7Eéssive efforts should be carried out on a continuous basis.
A goad sugply of printed material strategically placed and main-

_ta;ned on a cantlnuaus basis will often be the c~talyst that

OS
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recruiting effort if handled properly. There are two types
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of guest speaking engagements available to vocs

The first type involves talks given to specific groups of
potential students such as high school classes, high school
seniors wishing to make a career decision, or a group of
unemployed people brought together by some assistance agency.

The second type involves speaking to 'civic, church, social,

L]

educational groups composed of members

H

business, industrial, o

who are probably not potential students Ehemselves but who can
be valuable emissaries for spreading the word throughout the
community. %

When speaking to groups of potential students you are trying
to sell them on your program. To do so it is helpful to make
optimum use of attractive, eye catching visual aids. DPosters,

slides, video tapes, and charts displaying pertinent facts

about your program can be effective. Data on course requirements

n._.l\

placement information, cost factors, and time figures should al
be included in the presentation to potential students. The theme
of any presentation to potential students should be "you can

benefit from this vocational program and this is why." It should

then proceed to show the potential students,in descriptive terms,

using hard facts,why and how they can benefit.

i
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When speaking to civic, church, social, business, industrial,
to sell yourself. Since the typical member of these groups will
not be a potential student, a é@mgietely different apprcach is
required. These types of groups meet periodically and are usually
in the market for a guest speaker to entertain, educate, or
enlighten the group. They look for speakers who can discuss

"trendy," newsworthy, or educaticnal topics.

'he goal in spea‘V'g té these groups is to sell them on the

\H‘

idea th t you are the person to contact if a question or interest
arises éancern;ng vocational education. They will then bécamé 
your personal emissaries iﬁ'the ;@mmunity. To accomplish this
the vocational educator must first develop one or two talks on
topics of interest that relate either directly or indirectly to
vocational education. Once developed, the same?ﬁalk can be
presented to each of the various groups. |

An example of how the guest speaking strategy can be initiated
follows: A "trendy" or newsworthy tgﬁi; séch as metrication in
America is selected. After doing a little research, a brief
talk is developed. It begins with a general discussion of
metrication in America, evolves into a discourse on how it is
affecting business and industry, and cgncluﬂes with an explanation

of how vocational prggrams are incorporating metric instruction

into th ir éurriéulums. A brief abstract of the talk and a

personal vita are mailed to the presidents of the ious clubs

along with an offer to attend one of their meetings as a guest
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speaker. Although this strategy represents an indirect
approach to recruiting, it can be effective., Each guest
talk will sow se~ds that can blossom into valuable support

from community leaders.

Conferences With Personnel From Selected Agencies

As was discussed in Unit ‘1, there are numerous agencies
available to help people with various aspects of their lives.
Many times the problems confrontec are of a career or employ-
ment nature. Personnel in agencies such as the state employment
office, Gﬁrréét,,ﬁ,l facilities, military installations, the
CETA office, and offices of vocational rehabilitation all have
a vested interest in the employment of their clients.

By selling yourself and your program to these people you
can nurture a mutually beaeflglal situation in which the student

becomes the ultimate benefactar_ Winning the confidence of

contact persons in these various agencies can be accomplished
by arranging to meet with them and discuss your program. They
will want to know specifics concerning how your program can

help their clients and they will expect documentation of all

"U
ot

cla

m

An effective and helpful tool in con nferences with agency
personnel is a one page typed summary of the pertinent facts
abeut your program. These facts should include course require-
ments, cost data, expected employment and salary potential
after graduation, and placement statistics. Each agency will

want to know how you and your program can help them and them

34
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alone. This should be kept in mind when preparing for a
conference.

Gnéevan agency contact's confidence has been won, it
will be maintained only by producing the promised results.
Another strategy that will insure the continuation of a
positive, mutually beneficial relationship with agency
contacts is to give them periodic reports of the progress
being made by clients they have placed in yvour program.
Follow-up data on clients who graduate will also add to the

relatianship.!

Strategic Placement of Recruiting Posters

The vocational educator cannot be in all places all of
the time. This is unforturate because one never knows when
‘a potential student may develop an-interest in a vocational

education. The problem can be partially resolved with the

assistance of recruiting posters. Recruiting posters
strategically placed throughout the community can both spark
' an interest in potential students and respond to an interest
ithat has ariéén. By presenting pertinenﬁ data about a
.vocational program and specifics about who ﬁc call for further
infarmatian, recruiting posters can be the vocational instructor's
proxy representative in the community.
Since few vocational programs will have a budget sufficient
to inundate a community with posters, the key to success is

stratzgic positioning of posters. This means placing them in

1

l\)‘ ‘ ’ Fy .- ‘ -
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locations where they can achieve optimum results. Some of

these places include: high school bu 1lletin boards (if the
seniocrs have a bulletin board especially designated as theirs,
make sure that this is where the poster is placed), the state
émplﬂyméﬁt foice; shopping mall bulletin boards, store windows,

laundromats, and fast food restaurants.

Personal Letters

One of the most effective recruiting tools available is
the personal letter. No recruiting strategy can compare to
one addresgéd specifically to an individual. Being singled
éut for personal attention is enjoyed by almost everyone and
nothing does this better than a letter.

‘Gathering names of indiviauals to contact by letter is the
only problem with this method, but this obstacle can be easily
Fvefccmei Because of state and federal legislation concerning
privacy,)high schools cannot provide vocational instructors )
with mailing lists of seniors each year. However, by adding
one task to guest speaking engagements for high school groups
the names can be obtained. |

Before concludi ing his or her presentation, the wise
vocational instructor will ask, "is there anyone who would
1ike to receive additional information through the mail about
a vocational training program." Those who are interested

leave their names- and mailing addresses Contacts developed

~+ in high schools, agencies, and throughout the community can
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‘also provide names of people who would like to receive
correspondence about a vocational program. Figure 3 in
the Appendix is a sample personal letter that might be sent

to a potential student.

Public Service Announcements

[

Most radio Statigns will provide free public service
announcements if the topic is non-commercially orienteu and

of general interest to the community. Each station will have
guidelines for public service announcements in terms of format,
- 1limits are common, So the vocational instructor planning to
use public servicé'annéunceménts for recruiting purposes must

learn to be concise.

Raﬂia_statiaﬁs develop formats designed to appeal to certain

to older

L]
Q

groups. Some appeal to high school students and

-

=

age groups. The key to successful use of public service annource-

oy

ments for recruiting purposes is to" select the station(s) that

appeal to the group you are trying to reach.

Newspaper Stories and Letters To The Editor

. Newspaper advertising can be very effective, unfortunately,

it can also be very expensive. However, if properly handled,

R - | - i X = =
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newspaper cover

are usually open to covering stories of human and community
interest. In order to take advantage of this, the vocational

educator must first create or be attentive to gituations or

Mos
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have your
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ccasions that may be newsworthy. The idea is

e

m

program in the newspaper and, in turn, the public eye 2as
much as possible.

Ta\accamplish this, a number of things can be done.
Vocational skills contests in which formal awards presentations
are made will attract the news media. Vignettes of human
interest about graduaﬁes who have done éazticulafly well in
the work world, about mother-daughter or father-son enrollments
in the same program, about women in traditionally male programs
and vicé—vgrsa, and about student projects worthy of special
note will usually find their way into the newspaper. Placing

a ‘'vocational program before the public for any pos itive reason

Letters to the editor can also serve a recruiting purpose.
fhaugh hard sell recruiting is ﬁ@t allowed, letters expounding
on the numerous benefits of a vocational education are. Well
written letters to the editor giving readers hard facts in

support of vocational training programs will be surprisingly

effective in stimulating student interest.

Shopping Mall Displays and County Fair Booths

Shopping malls and county fairs offer vocational instructors

excellent opportunities for recruiting. It should be remembered

‘that one of the primary principles o of recruiting is visibility.

By concentrating large numbers of people from the community in

malls and county fairs offer vccatisnal

wy

one location, shoppin

instructors a chance for maximum visibility. Displays can range



from simple,with one table containing handout material,
to complex with a complete display booth containing

handout material, audio visual presentations, and evye
catching visual aids displayed on a backdrop.

are the most productive time for setting up mall or fair
displays because more people attend on weekends than at any
other time.

Lacatiaﬁ is also important. Visibility can be further
enhanced by securing a booth location that is in the natural
traffic flow. It will serve no purpose to plan a ﬁ;s?lay on

.we kend and thé" select a location that is away from the
traffic flow.

When developing a display booth for use in malls and fairs,
the vacétisnaf instfuctar should keep three things in mind:

1. The display must be interesting enough to catch the

i

iic's eye and cause people tc¢ stop for a closer
look. Brightly colored signs with cétchy phrases
or slogans displayved on a backdrop serve this purpose
well.

2. The display must be designed to hold a person's
interest long enough to allow the vocational instructor
attending it to initiate a conversation. Slide and

sette or video tape pr ations serve this purpose

very well. Candid "action shots" taken during class
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i

and shop activities make an interesting presentation.
The narration for any audio visual demonstration is
very important and should, if possible, be done by a

pr @f'ss' al.

3. There must be printed material about the vocational
program available for people to take with them for

further consideration.

Am%giganrV@cagécna;”gducatianfwégg

Each year the American Vocational Asso iation designa

M

one week in February as "American Vocational Educaticn Week."
a greét deal éf nationwide publicity is generated by the AVA
during this week, afrgrdlng local vocational 1nst:uctars an
excellent Dppcrtuﬁ;ty for recruiti ng. Each year a new theme
such as, “Vccatianal Education Builds The Skills of Ame ca"
is adapﬁaa_
~The AVA makes promotional material (buttcnsg brochures,
papers) available to local institutions wishing to participa
These materials can be obtained by contacting the AVA at:
- American Vocational Association
2020 N 1l4th Street
Arlington, Virginia 22201
Because American Vocational Education Week is a nationwide

roject, newspaper. cove age of local efforts in

\IU‘

it can usualiy be obtained with little .. no trouble. Chances

e

for radio and television coverage are also good if the local

efforts to promote vocational educ ation and bring it before the




public's eye are interesting and innovative. Special career

fairs, open houses, and vocational skills contests will

generally insure broad coverage.

V@“atlﬂﬁal Ski. §7C§ﬁte sts

Vocational skills contests are an effective way to gain

broad expoiure for a vocational program through media crverage.
Media coverage will be atcsured if the vocational instructor is
’particularly attentive to certain considerations that fall into
five general areas: pre-contest publicity, thé contest itself,
judging the contest, the awards presentations, and post-contest
publicity. s

Pre-contest publicity falls within the realm of the newspaper.
A story providing a brief explanation about the contest, listing
the contestants and judées; and telling something about the prizes
that will be awarded should be put together and given to the editor
of the local and school newspapers. It should be timed so that thé
story runs before the contest begins but not so gaan that a long

lapse of time occurs before the contest.

The contest itself should involve as many students as possible.

m

i

An effective tactic is to invite area high school and junior high
school mechanical drawing classes to participate. Judging of the
contest is also important. A panel of experts chosen from local

industry is the best approach. This will increase the credibility

of the contest while,at the same t;me,;nsuring more community

involvement in the effort.
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The awards ceremony, from a recruiting perspective, is the

ost important ingredient. Invitations should be sent to parents

=

and famlllés of all contestants, judges, and participants of any

kind. Invitations should also go to leaders in all facets of

e
ELITY

community life from politics to the church zo pusiness and industry.
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An effective tactic is to invite the school director or presid

"o " +o make the awards presentations.

and several local "celebrities

e chances of receiving radio,

=t

N»

This will increase iderably
televisian, and newspaper coverage.
A follow-up story in the school and local newspaper announcing

the winners of the contest and subsequent stories following up the

i

winners will add to the recruiting mileage achieved by the skills

contest.

Open House and Career Falrs

An ideal way to combine recruiting and career counselling is

to organize an open house Or a career fair. In either case, it

is most effective to make it a school wide effort. Opening
vocational facilities to the public and inviting them to come

in and see live skills demonstrations, receive career counselling,

n

and take home printed career materials is an excellent way to gain

. broad public exposure while meetiﬁg the community's need for

assistance with care ‘decisions.

By asking all viéit@rs to open house or career fairsto leave
their names and mailing addresses, the vocational instructor can
expand his or her mailing list. Follow-up correspondence after

a career fair or an open house is a very effective recruiting tool.

2".l:_w - ) i ‘ : S i?;j



SECTTOAN 7 - PLACEMENT In VOCATICNAL EDUCATION

The singlemost important inaredient in evaluating the succes-

placement record. Accrediting

[y

of a vocational program is it
state Jdepartments of education, and school administrators

are always internsted in a vocational program's placement reco wd.
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In short, a successful vo-sational orogram has a success
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Placement is the process through which graduates and substd
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completers of vecaticnal programs bec
The vocational instructor's responsibility concerning placement .-
involves both teaching students how to place themselves and helping

them secure employment after leaving & vocational program.

lents how to find

‘Ch

eals with teaching stu
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Unit 4 in this sectio
a job. The strategies set forth in this unit will allow a student
to seiect any city in the United States and analyze it for job

) of the student's efforts would be a comprehensive list of every
potential emplover in that city. .

Unit 5 deals with teaching students how to get a job. Onece they
have identified and listed their potential employers, students must
then know how to approach them and request a position. This involves
learning such job getting skills as resume writing, interviewing,
gg@pléting applications, making telephone inquiries, and several
cheré_

Unit 6 covers teaching students how to keep a job and advance
in it once it hasﬂbeen secured. Employability skills, learning

tréatment in this unlti

Q . ,

ERIC S . ERY,

oo v EAEI -



Section 2 will help vocational instructors develop a
: comprehensive system of placing students that will insure
.. a' successful placement effort and, in turn, a more effective

vocational program.

L1



Unit 4 - Teaching Students How To Find A Job

Rules of the Wise Job Seeker

Students completing a vocational program and attempting
to enter the world of work for the first time will probably
encounter the "experienced only" barrier. The employer will

say, "we are looking for someone with experienze." The student

will think, "how can I get experience if you won't ﬁire\@g?“
After encountering this ironic situation several times,rﬁhe
student mzy become frustrated and doubt may begin to set in,
lessening even further his or her chances of securing that all
_important first job.

' Iastructors can help students beat the "experienced only"
Bairigr‘bfrteaching them five rules of the wise job seeker:

1. DO-NOT BE AFRAID TO RELOCATE FOR A JOB. It is
not uncommon for the community surrounding a
vocational school to have more skilled workers
than it needs. When this is the case, the logical
alternative is relocation. Hundreds of jobs are
available to the vocational student who is willing

" to go to where the jobs are.

2. LEARN TO MARKET YOUR SKILLS. It is almost as important
to be a skilled job seeker as it is to be a skilled
worker.

3. DO NOT BE RELUCTANT TO START AT THE BOTTOM. Because
of the "experienced only" barrier, many vocational
students will be required to begin their careers at
the bottom of the position and pay scale. This is
only natural and can be quickly turned around through
diligence and hard work.

4. BF POSITIVE AND ASSERTIVE IN YOUR JOB SEARCH. Learn

to overcome.timidity and the appearance of being unsure
of ycurselEZin job interviews. You have trained in a
certain occupation and you have developed job entry
level skills in that occupation. 1In interviews, do

’ not be afraid to say, "I would like to work for this
company and I know I can do the job if you will give
me the ocpportunity.”
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5. DO NOT ALLOW YOURSELF TO BECOME FRUSTRATED.
Frustration will only lessen your chances of
getting a job. Stay positive and enter every
interview as if it is the one that will come
through for you.

Chamber of Commerce Manufacturer's Directories

_The state chamber of commerce for every state publishes

ia directory of all manufacturers in the state. The manufacturing
industry is a primary employer of vocationally trained workers.
Local chambers also publish directories sgecificaliy fér their
geographical érga- These directories provide valuable, useful
information for job seeking vocational students. State directories
provide an alphabétical iﬁdex to all manufacturers in the state
broken down by county. Each entry lists the company name, address,
telephone number, products, and number of people emgl@geé.'

All local chamber foicgé have a directory containing the
addresses for éantécting stéte'chambers and local chambers for
‘specific tcwnS,I;Stuaents wishing to ralecate to a specific city
. may want to order the manufacturer's directory for that city.

Prices vary according to the size of the city or state.

The Yellow Pages

Another valuable source of glacaﬁent assistance,éar students
planning to relacéte for employment is the telephcne'éiréctary
for the town in which Ehey are interested. The jellcw pages in
anf telephone directory will provide an alphabetical index to

hundreds of patential,emplayers of auto mechanics, auto body

4 za,i‘
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Telephone directories for specific cities can be obtained
g /;

. P /
a number of different ways. The best sources are college and
university libraries, public libraries, libraries on military

installations, and the 1éc§; office of the telphone company.

Directories for a given gi%y can also bé obtained by writing

relatives or friends wgé already live in that city.

2
£

#

4
Want ads appearing in the Sunday newspaper for a given city

can be of valuable a f:'lstance to students seeking employment in

that city. College, universitg;;public, and military libraries
usually carry the sunaay'newspaper from assorted cities. Students

1nterestnd in relacat;ng to a certaln city should check these

Another way of tha;n;ng the Sunday want ads for a given ‘city
is to purchase a one month's subscription to the Sunday edition
of the paper. Suﬁday's want ads are the most comprehensive

because that is when most employers advertise positions.

One month subscriptions to the Sunday edition are not expensive.

Cost and subscription data can be obtained from the reference

librarian in most libraries.

Public Employment Agencies

Most cities have a local branch of the state employment office.
The purpose of these agencies is to match unemployed people with

jgbs for which they are qualified. Public employment agencies

.aré the natural ally of vecatlgnal students Seeklng employment.

4 o8
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However, there are some potential problems that stuﬂents Sh@uldl
be aware of. |
Many é;pisyers,wha advertise through a public employment
agency do so becagsé.thay do not have time:tc screen applicants
themselves. When thié is the case, they Pfcviée the employment
agéncy with a general job description, rate of pay, and qualifi-
‘cations required. The employment agency willrusually interpret

thexqualificaticﬁa section to the letter. Most employers will

ask for a gumbér of months of experience. =~ This is where many
vocational graduates énc@unter problems.

| The unexperienced vocational graduate need not be dissuaded,
thaugh_ Emﬁlcyers'aré not looking for people with any given
amount of experience ﬁer‘say! They are looking for someone that
can do . the job. Exéérie%ce is siﬁply anﬂindicat@r tnat someone
_shcgla be able to do fhe\j@?; Before being turned away, the
?@catianal student sheuld\egéléén his or her skills to the ei“loy=-

ment agency counsellor and have them recorded. The counsellor

the students skills over the phone, and ask if the company would
be interééted in setting up an interview. If the company declines,
after hearing of the students skills, then nothing more can be done.

However, as is often the case, the company may grant an interview.

Private Employment Agencies

*  In most cases, private employment agencies charge a fee to

locate a job for a person.  The fee must be paid whether the job
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works .out to the app%;éant's";iking or not. For this rea%7ﬂi
private employment ééeneiesahave.devélcged a poor reputation

- in séﬁe Gircleé; However, the wise job seeker will not rule
them out. -

Several emp%?fment agencies are national, have a good
reputatlcn, and have many "fee paid" Jabs in their files. A
 fEe pald ij is one in which the employer pays all or part of

t the. emplaymEnt agency's fee.

A highly sklllaﬁ ‘'vocational graduate is well advised to
'ccmplete an application with one of these naticnal empl@yment
agencies and indicate on the form that he or she is anly |
interested ‘in fee gaidAcr partial fee paid positions. It should
‘be gémemﬁe:ed that private employment agencies do nét make any

money until they find someone a job, so they are apt to try

héréer.i

U.S. Civilisefviég;

The U.S. Civil Service emﬁlgys civilian personnel in a
number éf\cecupaticnal fields aboard military installations
and in gcvefnment positions. Each state has a main branch
office and several local offices 1écated throughout the state.

fhese local offices maintaig a listing of GiVilZSEfVicé
p@siti@ns_évailablé across the state. Their lists are up-
dated twice monthly.

The main branch office and all of the local offices for

! )aﬁy state can be located by wrltlng or calling the national
headquazters. H

i
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. U.S. Civil Service Commission
i ) 1900 "E" Street, N.W.
/ Washington, D.C. 20415
‘ - {202) “737-9616 ]

' City, County, and State Government Positions

Most :ities,.gaunties,'and states have. a wide range of
pésitiens thaé mﬁSt be filled with qualified people in numerous
occupational areas. The teléphcﬁé directory for a given city
will cangain ajlisting for the city and county personnel offices
for tﬁat city and one for the state personnel if there is one in
that_particular’city. Some cities mainta%ﬁzan intergovernmental
job office that has information on all city, county, st;té,'ana
federal 9§sitianséavailable in a given month. These foiges are
listed in the yéllaﬁ pages of the telephone directory under

"Employment. "

v

i
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Unit 5 - Teaching Students How To Get A Job

Knowing How To Ask ,

Unit 4 covered 1ea:nin§ how to identify and list potential
emglsyérs; Once a voéational student has compiled a list of
passible employers, he or she must then knc# how to go abhout
contacting them-aﬁd‘asking_f@r a jabi There:are several
different ways in which this can be done. The best method to
use depends g?an a number of variables: Is the potential job
local or aut:éfvt@wn? Was the potential job announced or is
ﬁheﬁStudént making a "blind inquiry?" .Will the student be

acting a personnel officer D:‘the person who actually does

the hlr%ng?“

Lccal 9951t13ns can be requested via telephone, mail, or in
pa:scgg Out of town §351t;ans are usually requested by mail.
Ihebsﬁudént should be familiar with the proper use of all three

methods of inquiry.
-

Telephcﬂe or In-Person_ Inquiries

Lacal Emplcye;s, especlally those that have advertised an
=gpen1hg, can be cantactea by telephane or in person. In either
case, the studant's attltude should be positive and canf;dent
as if there is ﬁeflnltély a job avallable and he or she is
qualified for it,

If inquiring by phone for -a job that has been ad?ertised,
=‘the student should ask to ‘speak to the contact listed in the ad,
iexplaln that he or she ls a skilled wcrker quallfled for the

announced position, and that an interview would be appreciated.
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This is the Rey because the purpose of any type of inquiry is
to arrange an interview.

If inquiring by phone for a position with a company that

v . . ) - ) 7 ;
has not advertised an opening, the student must alter his or

her methods. The first step is to determine the name of the
person who is the head of the department in question. : For

~ instance, a welder would call the company's receptionist and

ask for the name of the head of the welding shop. With this
Eempletéa utﬁé'student'then plécéé a rcall to the proper person,
Etates his or her quallflcatlens, and requests an interview.
If told that there are no openings, the student should still
request an inﬁerview in case a position opens up in the future.
In-person inquiries are handled in much the same manner as
telephone 1nqu1r;es with a few exceptions. When inquiring in
persgn. the student should aress for the occasion and, if
ggssible, bring along work samples. Work samplés and preparing *
for an interview are covered later in this unit.

.,\

kY

The Letter éf&int;c@uctéqg

Out of town positions are usually requested by mail. The
student lists the‘ébmpaniesithat are géténtial employers in a.

given city énd»sevgg them each a complete em?laymént package.

' The package contains a letter of introduction from- the student,

a letter of :éGémmendatien frem the inétructar, a well written
resume, and work samples when applicable.

The letter of introduction is the first contact a potential

-
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‘employer has with the vocational student. Being that first

iﬁpreséians are lasting, a concise, well written leﬁter is
vital. The letter of introduction contains four basic
camganeﬁts: the intréducticn, the 5@5 request, a brief
sta;ement of qualifications, and the ciqs,ng-
The introduction briefly tells who the 5tudent is (i.e.
"I am an architectural drafter with‘specializ,d training in
residential and caﬁmercial design and drawing"). The job

request explains what the student wants--a job (i.e. "I plan

‘to relocate to your area as soon as I am able to secure a

fespansib;e pcsitign in my field. I have examined the job

market and find I would like to work for yeurvcampany“).; The

statement of qualifications brieflg'lists thé student's pertinent
" job skills, and the closing tells emglayé;s that a resume is

enclosed, references will be provided upon request, and that

; “ ! =
an interview would bé appreciated. The letter of introduction =
should also state when the student can be available for an

interview arbemgléyméntﬁ Figure 4 in the Appendix contains a

sample of a well written letter of introduction.

Resume ' ‘ ,

A resume is a brief incapsulization of a student's career
goals, eiucatian, gxge;ienee,’hgbbies, and other pertiner.’ data
relative to éiplaymenti An abundance of literature exists
extoling ﬁhe viréues af huna:eés of different resume formats.

In vocational education the key to success in resume preparation
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can be sﬁmmed up in two words:  brevity and depth. A short
one or two page resume is best for vocational séudentsi

A well written resume should include the following
components: Personal data, a well stated chupatiéna;

- objective, an explanation of partineﬁﬁ education aﬁd experience,
a list of thé;studEBt‘s hobbies, and any spec.i. . awards tnhat
the student has been conferred.

Personal information on the resume should contain only his
or her complete ﬁame, address, .and telephone number. Such
things as age, sex, marital statgs,)and children need not and
éhéuld ﬁgtvbe included. The occupational obje~tive shc:ld be
a well written statement of the Student‘é carecr goal. It
,shguld be brﬁad enough that it does not 1 ni but 1. ‘ro .ugh
to shaw that the student has deflnAte plans. A well written

!'aceupatlaral abgeatlve for a araftlng student might read:
"To begin work at a praductlve level in a
drafting position that. will allow me to

apply my knowiedgs, skills, and training
and advance at a rate in acccrdance with

- my perfcrmance on the job."
The édusatisn section should list all education that pertains
| to the job in question fi;sti It should be givén a more detailed

treatmentrthan other entries in this category. The degreé or
eer;ificaté ebtainéd should be listed along with a brief explanation
of all specialized tréiﬁiﬁga"ather eaucatiaﬁ entries should be
listed in reverse :hrgncleglcal arder,

The experience category shculd begin with those jobs, if any,
that relate directly to the one in question. Others should then

‘be listed in reverse chronological order. A vocational student

J;BJK;T;;,?aI ¥i 3 ’<.,. ¥ l ,A. - o fgi;
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-shculd attempt to list something under the experience category
even if it dceé not relate directly to his or her field of
endeavor. For example,’ent:ies that show the student worked
his or her way through school can make a difference, regardless
of the type of work performed.

The final two categories, awards and hobbies, are given
simply as a means of appealing to the interests of the éatential
interviewer. Employers are human too. A hobby or an award
might arouse enough interest in a Pateﬁtial employer to convince
him or hér to grant an interview, and securing an interview is

,Zthe purpose of the resume and the letter of introduction.

"Figures 5 and:é:'in the Appendix are samples of well written

 resumes for vocational students without related experience aﬁd

i

with related experience respectively.

Work Samples

Most employers will want to see tangible!eviQEpce that an
épglicant-gan do the jgbg In some occupations, this means a
pre-employment test and in others it means work samples. Though

‘ ! ang student should be prepared tavta£é a test when applying for
a pasitian};in most iﬁtELViE?E‘?Dng representative wcrk samples
will suffice. |
7 . A.azafte: should take prints of his or her best drawings to
an inte:viéw, Secretaries should ﬁaké samplé letters,; memgrahdums,
- and farms_ Graphics and printing technicians can show sample

layout and production projects, welders might bring along difficult

. g
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can show photographs of revitalized automobiles on a beforw: and

after basis, and so on.

.+ Letters of Recemmeﬁﬂati;g

' Letters of recommendation can be the most important component

‘of a student's émplcymént package. A letter from an instructor

explaining a;enl§ and honestly a student's strong points, weak

”pgintsg skills, and potential can make the difference in getting

and not getting a job.

An even more effective letter is one that esmés from a past
empi@ye:. especially if the employer is a colleague in the field.
However, even if-the employer’s letter of recémménéatian>is for
work performed fp a totally unrelated field, it can still show
that the studentrpas éértain employability skills such as

punctuality and depen&ability that are important in any job. -

The Interview . R

Everything up to this point has been for the purpose of

.securing an interview. A well trained vocational student who

gets»an‘appaftunity to display his or her skills in a job
interview stands a good chance of gettingithé job. The iﬁteréiew
is wheré%tha stuéent-?ants to "shine."

In order to do so, it is necessary tcithcreughly prepare.
Before éénaﬁcting an interview with any company, the vacaéicnal

student should complete several preparatién steps:

V\Q

oy

G
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o

1. Ccnduct an investigation to lear:. as much about the company
_and its products as possible.
2. Try to determiée how employees of the company that work in
the section where you will work, dress, what time they
arrive at work, and what time they leave.

3. Try to determine what the prevailing wage scale is for new
employees in' the given occupation.

4. Compile a list of questions that might bé asked during an
interview and practice your answers to them until they
become natural and spontaneous.

The chamber of commerce or the company's own director of
public rélaﬁicns can help a stuﬂeﬁt learn abou% the campany,

its backgrcuné; and 'its products. Observing a shift change in

the morning or afternoon will reveal how smployeas dress, what

time they begin work and what time they cuit. Wage scales for
certain occupations mzy or may not be available from the company,

‘iﬁfarmatiqn to put them in the ballpark in terms of wage
eigeatati@ﬁs.

Practicing answers to probable interview -questions will
bolster the student's ecnfiﬂencé and poise during the interview.
Figure 7 in the Appendix contains a list of questions that the
vocational student might expect to beasked during a job iﬁterviéwi
;Hints as to what the:emplayer is trying to determine in asking

the questions are also provided.

The Application
. R o ! T o
Mast{c@mganies will ask potential employees to complete an

:}gg\
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application while waiting for their interview. The interviever

will then refer to the application during the interview.

Applicati@ns usuallv ask . :r such things as chronological
listings éf_schcél% att: - ard jobs held. Most people finrd
it difficult to re: .ber (lic exact dates required in these
categories.

Vocational students are well advised to prepare 3 x 5 cards
containing application information and to have them available
when asked to complete a job application. This will insure
accurate information, cut down on the time required to'complete
the épg;icati@ﬂ, and allow the student to concentrate pﬁ printing

all information in the most legible handwriting possible.




Unit 6 - Teaching Students How To Keep A Job

Employability Skills

1 Empleovability skills are those general skills that “ranscend
all occupational areas. They include such things as-punctuélit},
.dependabiiity, lovalty, etc. These things fall into the affective
domain ¢f learniny and cannot be taught in the same manner as
skills andiknawléigei The most effective wayv to teach employability
skills is by example and discussion. The best way to help students
form positive employability skills is by habit.

‘The vocational instrvctor th=t expects his or her students to
benave, relate, perform, and dress in class as they will have to
on the job is helping them develop proper work habits. By setting
a good example, the instructor reinforces their learning even
further. Discussions of emplcyability;skills help students under -
stand the reasons for their importance.

What follcws is a list.éf employability skilis that vocational
students should develop as habtits prior to entering the world @?
work. Each is accompanied by a brief explanation that could be
developed further through class discussion.

BEZ DEPENDABLE. Arrive at work on time and work while

you are there. Employers must be able to count on

employees to be thzre on time and to complete all
projects in a timely manner with high quality results.
BE A LEARNER. No person leaves a vocational program
with a fixed body of knowlédge and skills that will
never change. Rather, vocational students are provided
a basic sét of skills and kiowledge that will allow

them to ~ontinue to learn and grow in their occupation
on a lifelong hasis.

BE A WORKER. Avoid joining the water cooler clique,
coffee pot gang, or the lounge set. Everyone needs a
break and you will too, but make sure that you are not

the person the boss bumps into every time he passes the
coffee pot.

i

Su
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BE SELF-SUFFICIENT. There is nothing wrong with asking
questions, i: ract it is to be encouraged. Howaver,
never ask a Jue st;on on the job "..til you have made a
persistént effort tD find the answer for yourself.

m‘ ‘M\

CONSTANTILY IMPRC ™. Couple the practice that you get

by performing your daily tasks with a concerted effort

to ;mp*cve. vou should make it a hahit to try to improve
on your knowledge and skills daily.

BE PERSONABLE. Get along with your fellow employees.
A harmonious work environment will add to employee
effectiveness.

Learning On The Job

Vocational students must be lifelong learners. ‘“his means

that in addition to the knowledge ané skills that ghey learn in

1
-le chool, they must also learn o continue to learn and to enjoy

learning. There is no occupation in which practices, procedures
and technology are static. New equipment, new practices, new
procedures, ani new knowledge come about almost on a daily basis.
In ?fﬂér to keep up, the vocational student must learn to be a
life;éng 1éarna:g ﬁ
Learning gn the jgb can be the most effective learning possible

because of the immediacy of application of learning. Teaching
students how to continue their learning on a .ifelong basis can
be accorplished in the classyoom.

Constantly presenting the students with new and different
projects or probleme that will cause them to think and perform

beyond the realm of their normal, averyﬂay\;ea:ning assignments
\\’

o
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an effevtive method. For example: After helping the students

i

Ly

in a vocational class develiop a certain amount of knowledge and
some basic ékills; present them with a problem that has not yet
been covered. Their assignment is to use any reference sources,
have discussions am@ng'themsglves, and come up with a proposed
solution. This type of activity will not only prepare them for
what thay can expect to confront on the job, it will help them

become independent problem solvers, and lifelong learners.

Alvancement On The Job

Every occupation has a normal flow of advancement up the
ladder. As a vocational student's knowledge and skills grow,

so-will his or her responsibilities and salary. A common upward

mobility situation for most vocational graduates begins with entry
level employee right out of school, then apprentice level, jouruey-

man level, master of supervisory level, and finally, in some cases,

- administration or management.

a lifetime for some and a short time for others depending on the
employee's performance on the job and numerous other variables.

Vocational students should be made aware of the normal steps
;thrgugh which they might advanc tue types of espans;b;ll ies
inherent in each step, and the amount of time that could be
expected to be spent at each level of an Dc:agatian so that they
can set goals for themselves.. They should also be helped to
realize how their employability skills and their willingness to

continually learn can affect advancement in their field.

\E_w'":h



SECTION 3 = FOLLOW=-U? IN VOCATIONAL EDUCATION

Follow-up is the process of staying in touch with graduates
of a vocational program and their employers, This serves several
Furposes:

1. The instructor is able to Jetermine if and where
his cr her graduates are employed.

2. The instructor is able to determine how his or her
students are performing on the job.

3. The instructor is able to determine }ow the eﬁpléyérs
- feel about the abilities of his or her grzduates.

4. Thériﬁstru:taf is able tc determine from both the
student and the employer if there are additions.
deletions, or revisions that need to be made in
the curriculum. '

5. The instructor is able to identify unemployed students
who may be in need of placement assistance or
underemployed students who would like a better job.

From the purposes listed above, it can be seen that follow-

up is an important responsibility. 1In short, it is the process
by which vocational instructor's answer the quet<icns, "How am
I doing?" This question becomes increasingly more critical

everyday. -

The citizenry that finances publicly supported vocational

education wants to know that its money is being used eificiently
and effectively. Vocational educators must not only produce
results, they must be able to show tangible evidence of having
done so. The federal government also demands accountability.

As such federally supported programs as CETA become more and

more intertwined with vocational education, proof of results

beccmes increasingly important.



Follow-up is the process by which the evidence of results
is obtained. Being able to show this evidence may mean the
vocational programs. Section 3 deals with the "how to's"

of beoth student and employe: follow-up.



Unit 7 - Student Follow-Up

G;gégati@nﬁ%pplig@ﬁiqps or Exit Foims

The instructor who takes the time to develop a follow-up
system wiil find that follow-up is actually a veTy simpla2
process. The first step in a follow-up system is the exit form
or graduation application. Both forms serve the same purpose.

upon

‘he graduation form is for students who leave the program up

]

\k‘n’j

-

graduation, while the exit form is for non-completers who leave
the program.

During' a student'’s last s&ﬁéal:térm the vocational instructor
| has the student complete the appropriate form. The form acks for
such»infermatién as complete name, mailing address, and telephone
number; a permanent mailiﬁg address; reason for leaving the
progran; and his or her plans upon leaving the . program. The
form has extra space to accommodate follow-up information that
w;ll be entered at a later date.

Completed forms are then filed according to the agprcpriate'
school year under the headings, "Graduates" or "Non-Graduates."
' Students that plan to seek employment are c.unselled to notify
_the instructor i.. person, by telephcne, or by mail once they
have secured a job. At this point the instructor makes a follow-
up entry on the student's exit form. Each entry lists the date

of the entry, the place of employm

and the address and telephone number. The student's home address

Iy

and telephorie number is also updated each time an entry is. made

if necessary. Once a student is employed or has transferred for
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continued education, he or she need only be followed up once
every six months for a period of three years.

Follow-up on graduates and non-completers who are not working
should take place monthly until they begin work or transfer for
continued educration. This continucus contact will allow the
instructor to offer the unemployed student placement assisﬁanéeg

By counselliag studernts to maintain contact by mail for at
least three years, the instructor can lessen the amount of time
he or she must put int@'féllaw—up! Each time a post card or
1éttér is received from a graduate or non-completer who has
left the program, the instructor pulls the stuaentis exit form,
makes the appropriate entry in the follow-up section, and up-dates
anything else on the form that might have changed. Figure 8§ in
the Appendix contains a sample form that can be used for graduates

and non-comple ters leaving a vocational program.

FglléﬁfUp:cards

Another method- of recording and maintaining follow-up data
is -on fcllaﬁ—up cards. They serve the same purpose as the follow-
up section on the exit form, but they are eaéier to file and
requi:evlgss space. Instructors planning to use follow-up cards
may wish to use 5 3 8 cards (3 x 5 cards are too small to hold
allréf the information that will accumulate over a period of time).

The follow-up card is set up by copying the student's name,
address, and telphone number from the exit form. The only other

entries on the card are follow-up entries that accumulate over a

o
AN
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period of time. Cards have the advantage of being able to be
stored in a small container that can be ieft on the instructor's
desk so that follow-up cards and information are always right

at his or her finger tips. Figure 9 in the Appendix contains

an example of a rfollow-up card with several follow-up entries.

Tollow-Up Methods

There are three methods of follow-up: In-person, Ey telephone,
and by mail. ‘The first.two are usually the ,ost effective. The
sz:cessigf a mail follow-up can be impréved by providing a self-
addreésea, stamped envelope for iespcnding. Regardless »f tne
method or methods chosen, the information that is needed is:
the student's current address and telephone number at home and
work, whether or not ﬁéé student is emplﬁyad in his or her field,

. where the student is employed, hcﬁ the student is progressing, -
what could the instructor have done better or differently in
pregaring-thé student for his or her present ﬁcb, and does the
student need assistance inhfinﬂing a jabgﬂr in sei.uring a better
job?

If students are empl@yed locally, an in-person or %telepnone
follow=up will be the most effective method. By actually talking
to students instructors can get a better understanding of their

\ responses to follow-up questions. Regardless oi the mé;had useé,
instructors should always complete a f@lléw—up form farlda:umentatién
‘purposes. Figure {0 in the Appendix contains a sample student

follow=-up form.

™




Unit B8 = Employer Follow-Up

Follow-Up Methods

Student follow-up is only half of the system. If the

1]
i3]

follow-up process is o accomplish its purposes, employer
must also be followed up. The same three methods that apply
to student follow-up apply to émpl@yg: follow-up. However,
if students are employed locally, an in-person follow-up is
definitely indicated.
Busy employers have a tendency to resent extra paéerwgfk
so employer follow-up by mail will be the least successful
‘method. A telephone call “= better, but ingpfrscn'is by far
the best method because it allows the instructor to actually
meet the employer and visit the work setting.
than that acquired thréugh student follow-up. Instructors are
interested in finding out how employers feel abaut their student's
-
technical knewie?ge, technical skills, work habits, and work
attitpaes; Regardless of the follow-up methséd used, employer
 fal1awsup should be documented. Figure j} in the Appendix

contains a sample employer follow-up form.

validating In-Put

végati?nal programs prepare students with entry level skills
that are_genéralizabie to business and industry. They do not
prepare stuéents to work at a particular company within business
"aﬁd industry. For that reason, students must learn on the job

any kﬁawledgé, skill, process, or practice that is indigenous




only to a particular company.

| Employers have a need for employees who are productive the
moment they begin a job. O0ften, a non-experienced vocational
student, although highly trained and skilled, will require time
to learn *+he specific policies and practices of his or her new
employer. For this reason, the employer might be prone to rate

the student lower then is actually the case. This is yet another

reason for following up in person or by telephcne.

Follow-up data must be validated before it is acted on. An

employer that rates a student low in a skill that is peculiar

" to his or her company should be given an explanation of vocational

education's mission. The instructor who visits or talks to an
employer during follow-up is more likely to receive valid

information upon which to act.

Acting On Employer Feedback
The main purpose in soliciting employer f=edback in follow-up

studies is to determine if there are areas in which the vocational

'pfcgram can be improved. It was stated akove that employer feed-

back cannot be acted on without first analyzing and synthesizing
it. An effective méthgd is to record all employer feedback in a

positive or a negative column.

Negative feedback should be analyzed to detgrmine its
implications. Submitting negative feedback to an advisory
committee made up of a representacive cross section of people

employed in the field will help the instructor determine its

o
Ca
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validity. What do the adviscry committee members think of the

feedback? I

1))

it specific to the empleoyer's company or would it
alsc apply to theirs?

Negative feedback that kecomes validated should be acted
on immediately #nd the employer should be notified of any
corrective action that has been taken. Negative feedback that
oes not appecr to be valid should also be explained to the

employer who submitted it, preferably in person.

&6



SECTION 4 - MISCELLANEOUS RESPCNSIBILITIES IN VOCA™TONAL EDUCATION

It can be sesn from the material presentied in the first
three sections, that the mcdern vocational instructor has
many responsibilities that go well beyond the reach of class-
room instruction. Insuring maximum enrollments through
recrniting, continuance through placement, and qua® 'ty through
follow-up have already been covered. However, the vocational
instructor's non=-teaching dutiés.da not stop here.

The modern vocational instructor must cénstanﬁly seek to
up-date and improve instruction in his or her program. This
involves understanding the basic principles of learning, in-
service education for sharpening teaching skills, acéupatianél
up-dating for keeping technical skills current, and membership
in professional orcanizations for keeping up in the profession
as well as having a voice in policy and decision making. These
responsibilities are covered in Unit 9.

The final unit, Unit 10, covers effective interaction with
adviécry committees. Advisory committees for vocational programs
are mandated in most states and should be used whether mancated
or not. Héwever, many vocational educators, though they agree
in thécry with advisory committees, find many problems with them
on a practical level,

Solving the practical problems associa’ed with advisory
cammittées is not aiffiéult if approached from the proper
perspective., Unit 10 was designed to assist vecatiqnal instructozs
in understanding the purposes of an advisory committee, the

functions a committee should perform, how to organize a committee

£
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so as to cet the mast benefit from it, and how to hande committee

meetings in a way that will insure participation znd attendance.

o
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Unit 9 - Improving  Instruétion

T

In order to make instruction effective, vacatlgnal 1

.G ;
|

teachers must understand the principles by which students

learn.

Vocational instructors should consider each of the

following Principlés‘ané evaluate his or her teaching methods

according to them_"

N 1-

Students learn best when they want to learn.

The challenge is to motivate students so that

they will want to learn. 'In a vocational setting
this can be accomplished by showing students the
relevance of what they are studying in terms of
the work world.

The sooner students use what they have learned

and the more frequently, the better they will

be able to perform and remember it. This means
immediacy and frequency of application in the
vocational classroom or shop. Practical application

activities should follow immediately after shop talks

or. demonstrations and theyvshguld pe repeated frequently

-thereafter.

what they are learning. In vcgat;anal prcgrams, it

is not difficult to help students realize the utility
of their efforts. By relating the job skills they are
learning to those that are actually used on the job,
instructors can accomplish this goal.

Learning must progress step by step. Vocational
instructors can facilitate better learning in their
programs by planning organized, properly sequenced,
learning activities that are completed step by step.
Each successive learning activity should build on the
learnirg that took place in the step preceding it.

Learning takes place by doing. This is especially
true in vocational education. Lectures, demonstrations,
shép talks, and class discussions can all help students
learn. However, no real learning takes place until the
student actually applies what is being learned.
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In-Service Education

A vocational instructor must be both a master teacher
and a master craftsman. Occupational skills are kept current
through ngupatianal up-dating activities. Teaching skills

. ' . . / . ] . . . p
m— and knowledge can be up-dated through in-service education.

I

ence

;za;nﬁservice education is any type of educational exper
designed to up-grade the teacher's professional skills and
kncwledge.égging-his or her service as an instructor. Its
opposite is pre-service éégéaticn ﬁﬁich ma5t cgmmén1g is
;callegg work toward a degree or certification. |

Hundreds of c¢p*’ons are available to practicing instructors

for in-service education.. Workshops, seminars, shé?tiéaufses,
c@rresgcndehcexcaurses; agd visits to business anﬁéﬁdﬁstry are
only a few of *he vehicles through which vccatianél instructors
can eéntinue_their.lifelang 1earning.grawth. /

| The most important ingredient in terms of iﬁiservice educatior
is ﬁhé ﬁécaticnél instructor's acceptance of the need for it.
Opportunities abound for keeping téa;ﬁing sk%lls and knowiedge
current after beginning a full-time career aé a vocational

T ,. instructor. jEﬁféctive vocational instructors realize that
learning.and growth do not stop after they have attained their
_teaching certification or degree, but continue on a lifelong

basis.

- Occupational Up-Dating

) . . S , - i .
As was mentioned above, vocational instructors must keep their

{




Unit 9 Page

teaching skills and their occupational skills up to date.
Gccupéticnal skills may be up-dated a number of different
ways. One of the most effective is to périédiéally return

to the world of work for several months. The summer months

offer the best opportunities for vocational instructors wishing

‘to use this approach. Another method is to accept part-time

- n P .
or freelance contract work in the field. College courses,

correspondence course§, and industrial or business sponsored
seminars also offer the vocational instructor opportunities

for upﬁdatiﬁg'théir occupational skills and knowledge.
i Y 7 7 _
Some activities that vacaﬁianal iﬁSthEtGIS in various

flelds have used for keeglng their occupational skills curzent

fallcw.

1. A drafting instructor formed his own drafting
service and contracted with local architects,
engineers, and manufacturers to assist with

~drafting on projects that were runnlng 'behind
schedule.

2. An air conditioning and heating instructor
takes the summer term off each year and works
one month each for three of his a§v1scry
cammlftee members.’

3. An electronics instructar attended several
" industry sponsored seminars on new concepts
and equipment in the electronics field.

4., A graphics and printing instructor at one
school keeps his occupational skills up to date
by doubling as the school's graphics and printing
technician.

5. A computer pfagrammlng 'instructor keeps hér skills
up to dace by assisting in her 1n5t;tut;an s
computer center. :

6. A commerci:l foods services instructor keeps his
skills up to date by serving as a consultant to
several local restaurants.

F-t; -
‘4
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The list above contains actual activities Eerfcrmedﬁby
vocational instructors in an effort to keep their as:ﬁ?atiéﬁal
skills up to date. They, their students, pragramg,;S:hcéls,

'and communities benefit from their efforts.

Member SE;E In Professional @rganizat;ﬁns

/

Pr@féssicﬁal organizations in ygcatlanar éﬂucati@n such

as the Amer;can Vacatlcnal Association, 1ts numerous affiliat
_f'r-;

—

i g
organizations, and,lts state branch associations cffer 1ﬁ5tfﬁ'ﬁé'5

anather opportunity for keeping their teacﬁiﬁg and occupational
skills up to date. In addition to publishing journals of current,

" relevant information of interest to instructors in all vocational
fields, these organizations also sponsor periodic workshops and

eminars for fac;l;Latlng prafesslﬂnal growth, more effective

W

S~

1nstrucflan, and sharpening of Qccupat;@nal skills.

One of the most important banefits to bé\deriveﬂ fram member-
ship in a é;gf25313nal organization is the sharina gf ideas amang
éélléaguésg Vacatlcnal instructors from all across the country,
through these organizations, are able to interact with fe;law

instructors and thereby derive the benefit of different ideas,

ns practices, and methods. j

Hm

opin

e

-, J
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Effective Use of Advisory Committees
“rpose of the Committee

Advisarf-c@mmittees can play a vital role in helping
vocational instfuct@rs in the operation of their programs.
The géheral'pgrpase'ef an advisory committee is to assist
'eaﬁcaticnal-instituticns in the planning and development of

new vocational programs and the evaluation and up-dating of
current programs.

The rationale behind advisory committees is simple. As
technology continues to bring about changes in business and
!

industry, those changes must be reflected in vocational
programs

if they are to adequately prepare students

for
employment. _Prcviding information about chanyes in skill
requirements, equigmeﬁt, facilities, economic patterns,
placement possibilitiesg and follow-up are all responsibilities
of the aﬂvisg§§icammitt%e. They can also assist vocational

programs in recruiting by recommending the program and
referring students to the institution.

Each individual vocational program in an institution
should have its own advisory committee.

The committee should
understand its purpose and hé/willing

e

o fulfill the obligations
of an advisafy committee. Gné way to insﬁrg this is to éxplaiﬁ
the puréﬁsé of ad advisary committee to potential members before
inviting thém to participate.

That way they will know what is.

Q%J
o
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Functions of the Committee

Spééific functionz of the advisory committee should also
be explained to pgﬁgntial members. The functions vary according
to whether the topic is new proposed courses or existing courses.
The advisory committee's functisns‘whén dealing with proposed
new courses are:

'l. To assist the institution in determining
or verlfylng the need for the course.

2. To assist the vocational ;nstructgr in
determ;nlng what skllls and knewledge

what ﬂrder. '

To assist vocational instructors in
developing the content of new courses.

s
» .

assist vocational instructorsin the
ection of the necessary equipment,
1ining aids, and suppl;es to support
truction. :

1o
=] =3
E

‘H‘ ‘ﬁl" M\ H‘
M W \Iv-"

Aévisé:y comaittees also play a major role in helping
vagatiéﬁal instruﬁtérs keep their existing courses in line
with the latest practices and technology. in business and
industry. Their functiéﬁs in terms of existing courses are:

1

1. Periodic evaluatlcn of the course, cantent,
gcals, and abgect;vas.

2. Periodic evaluation of training aids, equipment,
and facilities used in support of instruction.

3. Assist in decisions concerning the c@ntiguance
or replacement of courses in. the curriculum.

\

1

¥
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In addition to the curriculum functions listed above,
a&visary'cammittEés'alsa serve a number of other valuable
functions. Some of these miscellaneous functions are:

1. Assist vocational instructors in writing )
entry level job descriptions for their
occupational areas. ' o

t institutions in obtaining specialized
f

3. Assist vocational instructors in placing
their gradu:z es.

4. | Assist vocatioral instructors in gg—aaéing
their occupational skills by providing part-
time, freelanc=2, and summer employment.

their programs.

6. MAésist vocational instructors in recruiting
/by serving as emissaries in the community.

7
4

-/
Organizing the Committee

\ _
The key to success in working with advisory committees

& \ E] L ] L] & L 3 &
comes in the organization of the committee. In organizing
a committea, the vocational instructor must be cognizant of
several things that will have a bearing on the committee's
effectiveness:

1. To be effective the committee will have to
be composed of people who have both the
interest and the time to participate.
2. To be effective the committee should be
comprised of a representative cross section
‘of skilled workers, supervisors,and management
personnel from the occupational area.
3.. To be effective the,éammittée must be run by
an elected member of the committee rather than
the vocational instructor. ' e
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Intéresteﬂ-péﬂPlé in tﬁe busineés-and industrial ccﬁmunity
who hgve time ta-servé}can be identified thfcug&-inipersan
- telephone, Dfimail’inquiriés made by the vccatiénal instructors.
Regardless of the method ehcsen,fgcténtial committee members -
should be informed of the purpose of an advisory committee,
the contributions an advisory committee member makes, the
amount of time invelveﬂ, the committee's functions, and how
his or her company can benefit fr@mlhaving a representatiye
on a ééﬁmitteeg
A@visary committees are usualiy é@nprised of from five to—
- ten pégple_ Largez:graup5'may prove cumbeisome. It is important
in forming committees to ingludexrepresenﬁatifes from skilled
labor, supervisiGﬁ, and management. People in each of these
categories will be able to make tlieir own unique contribution
in operating the éammitgée.
mhe wise vocational instructor will ask the committee to o
elect its own officers to manage and govern cqmmittee‘activities!:
This will évgid putting the inst;ustér or any gthér‘member of
- the educati

A
with tardy or inactive members.

onal institution in the difficult position of dealing

\
Committee Meetings

VAtténdancé:at committee meetings is the most difficult advisory
committee problem to deal with. Advisory committee members are

non-paid. people who  contribute their own time and energy. For

this reason, scheduling of advisory committee meetings is important.

Con
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The vocational instructor should have a definite input in
the scheduling of maetings; but the éémmittee officers should

-actually dg the scheéullng. Some other scheduling tips to

Y
i

keep in mind are:

\ 1. Never schedule a meeting just to have a
meeting. Schedule all meetings f@: a

ﬂEflnltE purpase-‘

N 2. Schedule meetings at a, time and place
that is most convenient for the most
members of the committee. :

3. On matters that concern certain members
- of the committee but not others, have a
- telephone meeting with the concerned -
' members. When this is done, minutes of
the telephoine meeting should be kept ‘and
. distributed to all members so as to keep-
them informed.

4. 'Provide all members with an agenda and at
o least one week's notice for all meetings.

S. Before scheduling a meeting conduct an
'informal telephone survey of all members
to determine if the tentatively scheduled A
date is acceptable to most cf the members.: N h

6. Always take comprehenslve mlnutes of all
meetings and distribute thém to committee

members .

Figure 12 in Appendix contains an .xample of advisory committee

minutes.
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PLACEMENT BOARD

EMPLOYMENT STATUS
Mechanical Drafter
Pensacola, Florida

 Sam Andrews'

. : Mechanical Drafter
Pat Ramond Fort Walton Beach, Florida
‘ Arehite;tu:él Drafter
Darrell Coryell Tampa, Florida’
) . Electronic Drafter
John Essex _ Niceville, Florida
, Structural Drafter
Susan Singletary . Denver, Colorado
‘ , Civil Drafter
Bruce Stomly Orlando, Florida
o : Architectural Drafter
Andy Corlyll . Miami, Florida
Mechanical Drafter
Gary Poschell Mobile, Alabama
7 Mechanical Drafter
Alice Smith Atlanta, Georgia
- - Architectural Drafter
Tim Layman ‘Tallahassee, Florida
| Electronic Drafter
‘Jerry Stumfield Clearwater, Florida
_ Electronic Drafter
Sandi Buron West Palm, Florida -
. _ Structural Drafter
David Frazier Jacksonville, Florida
) ' Architectural Drafter
Mike Desmond Destin, Florida
S , Electronic Drafter
Lynn Williams -} St. Petersburg, Florida
o Architectiural Drafter
Barbara Bloomberg Houston, Texas
{ o Structrual Drafter o
-Scott Winfield Fort Worth, Florida \

Architectural D:aftef
Crestview, Florida

Deb Griffith .




Figure 2

SAMPLE PUBLIC SERVICE ANNOUNCEMENT

Al

McDonald Community College is now accepting
reservations for seats in its day and evening
Air Conditioning, Heating, and Refrigeration
Programs. Reservations will be taken on a first
come first served basis from 8:00am to 6:30pm
Monday through Friday, October lst through
November lst. Registracion for the Winter
term will be November 1lst through 5th. You
must reserve a seat in order to register.

For further information contact the Office of-
. Registration and Records at 678- 404C Ext 376.
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SAMPLE PERSONAL LETTER

John Andrews
291 Hudscn Lane

Dear John:

‘I enjoyed talklng with you during my recent visit to
your shgp class. Because of your questiohs about a
career in welding, ‘I have enclosed a brqﬁhure that
provides a general explanation of the :urrlculum,c@st
and length of our welding prggram at Okaloosa-Walton
- Junior-College. 7

1

Shauld you have any further questlcns, I will be happy

" to discuss them with you. My telephone number is

'678~-4040 Ext 376. You are welcome to visit our welding
program at anytime that is convenien% for you. Please
.feel free to bring along your parents ox friends if
ycu wish. '

Thank you very much. I look forward to seeing you
again. :

Sincerely, ]

Sam McBride
Welding Instructor

Enclosure: Brochure

. ‘mj‘
ot
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SAMPLE LETTER OF INTRODUCTION

Mr. Phillip McKim

Chief Drafter -

West Side Precast Concrete, Inc.

Niceville, FL 32548
Dear'Mr,fHeKimf

I am a Structural drafter with an Associate Degree in
Drafiing, and specialized training in precast corncrete.
My skills include preparation of complete framing pilans,
sections, connection details, fabrication details, and
bills of material. .

I have examined the local job market and find I would

~1ike to work for your company. Enclosed you will find

a resume and a letter of recommendation from my ‘drafting
instructor.

I will be happy to provide references and samples of my

work upon request. Thank you very much. I look forward
to hearing from you.

Sincerely,

Donald A. Houy

- gstructural Drafter -

Enclosures: Resume )
' Letter of Recommendation

(r
LA
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SAMPLE RESUME FOR STUDENT WITHOUT RELATED EXPERIENCE

L]
k!
RGBERT GLENN
211 Hudson Avenue
Crestview, Florida 32536
Telephone: (904) 682-9499
CARL ™ ;ﬁéLz
To begln my career as a heatlng, ventilation, and
air conditioning drafter and advance to a position
of HVAC designer at a rate commensurate with my
_performance on the job.
EDUCATION :

" OKALODSA-WALTON JUNIOR COLLEGE. Completed all of
the drafting and design courses required f£or an
Associate of Science Degree. Lack twelve hours of
general education. My drafting courses covered
.several areas with an in-depth specialized study
of HVAC drafting.

CRESTVIEW HIGH SCHOOL GRADUATE. Crestview, Florida.
EXPERI BNCE :
SALESMAN: Clark Shoe Store, Fort Walton Beach, Fl.
Two years. I used this job to work my way through
school. = :
AWARDS
DRAFTING CONTEST WINNER. (kaloosa-Waltoa Junior
College Annual Drafting Contest for 1977.
HOBRIES :
Canoeing and water sSports.
Q - )=
g




Figure 6
" "MyLE RESUME FOR STUDENT WITH EELATED EXPERIENCE

‘DOUG SMITH
- 417 Davenport Avenue
Valparaiso, Florida 32580

Telephones: (904) 678-5279 (Home)
(904) 476-6120 (Work)

4

OCCUPATIONA = OBJECTIVE:

B To continue my career in structural drafting and advance
first to a position of checker then to chief drafter.

EDUCATION: A.S5. DEGREE = OKALOOSA-WALTON JUNIOR CULLEGE,
' o 1980. '

My training at OWJC covered five drafting
fields with specialized, in-depth study in
structural drafting. Engineering and shop
" drawings in the areas of precast/prestressed
- steel, poured=-in-place cancréte, and wood
vere emph351zed.

EXPERIENCE: (Three Years)

Janvary 1980 - Southern Prestressed Concrete Company,
to Pensacola, Florida.
Present :
Prepare shop drawings that includ+~ framing
. plans, sections, connection detal! ., fabri-
) cat;eﬁ detalls, and bills Df mate:i:’ for

January 1979- - Tri-City Design, Niceville, Florida.

1980
Prepared architectural and structural plans
for residential and light ~ommercial buildings.
Left for better pay and increased responsibility.
January 1978- Diversified Technical Services, Niceville,
1979 Florida.
Pregaied architectural and structural plans

: . ' for residential and light commercial buildings.
Left fgr better pay and 1ncre sed respensibility.

HOBBIES: Water skiing
| | ' » ‘ i ,
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Figure 7
QUESTIONS OFTEN ASKED DURING _NTERVIEWS

Why 7o you think you would like to work for us?

How do yo2u spend your spare time? What are your
hobbies?

 What type of position are you most interested in?

Are you eager to learn?

Wﬁat do pe@pie criticize you for?

What wgulé you say are your best qualities?

Why do you think you would be good at this job?

What is the most difficult thing you have ever . ;/
tackled? And the most satisfying? _ /sf
1 )

What subjects did you like in school? } /
‘ /

What college or school activities did you participate
in?

What scrt of progress in our company wculd seem
normal to you?

How does this compare with othe* vyou have'appligd
for?
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EXIT OR GRADUATION FORM

Name: , L , - _

Graduation Date:

7 Permanent Mailing Address:

Ehené No.: Work -,

Home . . —_—

1. What type of degree or diploma will you receive at graduation?
(Chicck one)

Associate of Science

______Associate of Applied Science )
Certificate
2. Upon graduation, do you plan to: . (Check one)
_Transfar‘f§:rmcfe cclleggﬁ%réiﬂiﬁg
_Seek employmant
____Apply your training to your own personal use
____Undecided
3. If you plan to transfer for mcre education, what will you
major in? 4

"4. If you plan to transfer for more education, what school
will you attend?




If you plan to seek employment, =i what field within
your trade would you prefer o work?

-,

If you plan to seek employment, have you completed a

placement counselling session with the Industrial Education
Department Chairman?

Yes

Would you like to be contuacted in the event that employment
for which you are qualified becomes available?

O
T
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5 x 8 FOLLOW=UP CARD WITH ENTRIES

7 John Crebbs Occupational Certificate
201 College Blvd. #1 Welding 12/79
Niceville, TFlorida 32548

Phone: 678-4142 !

1/80 - Unemployed - Actively se:king a job.

4/80 - Employed as Welder. Niceville Shipyard.
Supervisor: James Moss - 678-=5960
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STUDENT FOLLOW-UP FORM

STUDENT NAME : ] - _

1. What is your employment status?
e Em?lgijéé

Full-time military service

Unemployed - actively seeking a job

no+ seeking a job

" Unemg. _oyed

Unemployed - continuing educatic i

2. 1If employed, how does your job relate to your training?
____—wirectly or closely related

. Does not relate

3. 1f employed in a field directly related to your training,
complete- the following:

Company/Firm Name ___ -

Street Addres: I . ~ . .

City/State/Zip Code — e —

Supervisor’s Name _ , N -

Your Job Title o ,' e

Your Job Description = - e

Your Salarxry ~ per hour . o 40 Lour week

4. How do you rate the training you recwived?
_____ Excellent i
___ Gooda
_______ Average

~ Poor

S.. Comments




Figure 11

SAMPLE EMPLOYER FOLLOW-UP FORM

NAME _ S —

PROGRAM TITLE

]
H
W
il
L

Please rate the abcve named individual in the following

-

Very Good Good WNeutral Poox Very Poor

a. Technical knowledge , ] . .

b. Work attitude _ L . - —

c. Work quality o 7”W - - _

2. What is your cverall rating of this individual.

3. As a result of this person's vocatienal training, how would you
his or her—grepa:at;gn in relation to other employees in
or her work group whko did nat receive such training?

’ No basis fo: comparison
Individual is better. prepared

_______ Both are about the s;ﬁe

_ Individual is less preparad
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SAMPLE ADVISORY COMMITTEE MINUTES

Auto Mechanics Advisory Commnittee Minutes
January 14, 1980

7:00 P.M. :

Office of "Big Five" Auto Repair Service

Members Present:

John Jcnes = Chair
Andrew Colemen

Lee Kirk

James Ford

Brian McCloud

Members Absent:

Francis Belmont

Meeting called to order by Mr. Jones 3t 7:00 P.M.

Minutes of last reeting were read and approved with no
changaz.

0ld Business:

No

New Businasgs: : )

Mr. Kirk moved that his shop be the site for the nex: meeting.
Mr. Ford seconded. Passed unanimously.

Mr. McCloud submitted a new course in automotive diesel
reair for the rommittea's consideration. The committee
wi.i offer feedback at tie nrxt meeting.

es scheduled the next mesting on February 12, 1980

I"jr! g5 5 .
P.M. in Mr. Kirk's shop

n
at 7:420

Meeting adjourned a: 8:00 P.M.
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VOCATIONAL EDUCATOR’S SELF HELP CHECKLIST

F .t i - Recruiting

{
RECRUITING CONTACTS
Have you esizblished an on-going working relationskip
with the following? YES
I. Al highschoolcounsellorsinyourarca ... oot —_—
2. Al highschool Industrial Aris ingiructors in j*:mr Ared. ... .uuaa, —_—
3. Allhigh school occupational specialistsinycurarea . ...... ...... ____
4. Director of th2 local office of Vocational Kehabilitation .......... ___
5. Dirsctoroftheloce. CETAoOMice .ot
6. Education officer for local military basc(s), e
7. Education officer for local carrectional facility . ... ... ... ...,
8. Director of local oifice of the state employment service .. ......... ___
9. Director of the local youth servicesoffice . ...................... -—
I0. Localeifetit judge(S) ... ...ttt ie e s
11. Localprobationofficers . ........... ... iiiiiin s, —_—
12. President iocal chapter of stplaczd Hamemakers Assac:aucn e e
RECRUITING SOFTWARE
Have you developed the follewing items of recruiting software? YES
1.  Bulletin board size recruiting posters. . ............cove i .
2. Letter size recruiting brochures formailing ......cvvviinvinnnes o
3. Cassette taped interviews of succussfully placed graduates ., R
! 4 Shdepr:scntauanai‘ynurprcgram.,”;........i.,...“.“.,‘g —_—
5. Scrapbook of photoghraphsof yourprogram ................... ____
6. Placementrecorddisplayboards ..........ccviii i, —
7. *“Want Ad’"displays showing j~b Dppﬂrtumtles ................. -
8. Radio public servicespot announcements. .............ovneen.
“ RECRUITING ACTIVITIES
Lio you perform the following recruiting activities each year? YES
- 1. Visit each nigh school in your area twiceyearly . .......... e e
2. Guestspeakin highschoolclasses ... ........ oo —
3. Speak to selected groups of military pgrscnnei et
4. Speak toselected groups of prisonpersonnel ................. ... __
5. Speak to job seekers at the state employment office .............. ___
6. Speak to parent’s groups about their childrens’ future .. _......... ___
7. Speak to church, social, and civic groups about your program ..... ___
8. Place recruiting posters strategically in thecommunity .. .......... ___
9. Send personal letters to high school seniors and the' parents ...... '
10, Make public service spot announcements on theradio™............ —__
1i. Provide local newspapers human interest stories of your program ..
12.  Write letters to the editor favoring vocational careers . ............
13. Set up recruiting booths in shopping mallsonweekends . . . ........ __
14.  Set up information tables during county and statefairs ........... —
. 15. Loan taped interviews of gradug s of your program to judges, pre
- bation officers, counséllors, :eachtrsg principals, €le ............. ___.

16. Display slide/tape pres~—tatians of your program in public places .. ____
17. Maintain high **visibility"* Juring American Vocational Education

L

W:ekeachFcbruary R R R PP Erpp—
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JAruitoxt provided by ERic

(YOCATIONAL EDUCATOR'S SELF HELP CH ZCKLIST CONTINUED)

18.
19.
20.
z1.

Appear as pdnei guest on lgcsl teic‘ ision l,.;!k shcmi e,
Organize vocational skills contests in your field .

Jrganize vocational student awards banquets afu;l invite zhe medla .

Seel out emplayed people in niced of retraining in your field . ... ..
Offer career counselling to employcd persons dissatisfied with thei:

present job .
Inwtememberscf ';ecommumtym“(jsen chse

Sponser “Career Fuirs" iayourarea ............coiivnrinsn.

Part 2z - Instruction

IN SHOP ACTIVITIES

During all classroom and shop activities Jo you?

i.

10.

I
I
"

12.
13.

14.

15.

16.
17.
18,

19.

20.

showmg rtudents how to to sgmethmg e
CDﬁSld:f that studems learﬁ bcst when they are fr:::zdy to lzarn and

Cons:der that studems learn I w 1.:farmauon and skﬂls easier wh*‘n

Ccnsnder that l:arnmg must be accumphsﬁed step by Step e
Consider that successful learning stimulates more learning and keep
your lessons brief enough to allow forsuccess ...................
Consider that students learn a skill throt-<h habit formation .......
Insure that your demonstrations are ¢l and accurate since a stu-
dent’s first impression is lasting ... ....
Consider that the sooner a studem auempt; a sk after a
demﬂnstratmn the easier 1t w1ll b: for him to perform it properly

insure 1hat the ﬁrst nm: a sklll is anempted by a student thst n is

practiced correctly .. ... i i iaas
Consider that the more oiten g skill is gracn-‘i"i pruperly lhe sooner

itwillbecomeafixedhabit ........... ... . ... ... .. ...
Stress that practice coupled with = -*Dncerted e."fczrt to !mpmve is

essential for developing skill proficiency........................
Prcmde cﬁmprehenswe course outlines containing s*udent crlcnted

Subdmdv: earh studem cnemed l:ssnn plan into tlllc statem:m ﬁf
purpose, performam:e ObjEi.'tWES !earmng activities, and evalua-

argamzancn. f.s\nﬂ:varatmn11 pres?mauuﬁ apphcatmn, and evsluai

Elgﬂ ks s as=sassas sz atarassrisrassszsassiiTErE A s AT A
Introduce lessons by asking interest arousing questions ...........

Stimulate discussion among studems i aseecereresaceanresesas
Tlse visual zids such as mnd:ls mock-ups, charts. shd“s and
transparencies to enharice demonstrations and discussions ........
Discribe your own personal experiences involving the topics you are
presenting ...............
Provide :.,.;mcd:at: fg:dback after 1023111 1200

.4{/ =
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YES
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OUT OF SHOP ACTIVITES

Do you ¢ :sizrtly up-date vour occupational knowledge and skills by:

N

Lv.1

W oo ) O

10.

11
12.

13

14.

I3,

Auend;ng at lea,sz iwo techmcal wcrkshopa eath AL

Wmmg:hapléxsmteﬂbaaksm your Feld.. e
Writing texibooksinyourfield ........................ ... ..
Reading the technical publicationsinyourfield .. ................
Taking advanced level technical courses from a college, community
college, oruniversity ......... ... ....... ....

Taking correspondence courses from a unnzrsny or pnva[e
EEthmca!s«:haol

Sohcm . in- put fmrn p!aced graduattss of your pregram ..........
Atiending produ-ts exhibits of manufacturers in your field .

Visiting other institutions offering programs in your field .........
Maintaining on-going coniaci with advisory commitice mem ers. ..

VOCATIONAL EDUCATOQR'S SELF HELP CHECKLIST

Part 3 - Placement

Do you enf ance your students’ chances of securing positive placement
apon leaving your program?:

I

2.

jU’I\

10.
I,

17.

12.
13..
14,

-15.
16.

Providing copies of the chamber of commerce Manufacturer’s
Directories for major employment areas in your geographical region
Providing telephone directories for major metmpolitan areas in and
around yQLr geographlcal = <

pﬂvaze :mplﬂyment agencles in yDur F-1 £t S

Providing the mailing addresses and telephone numbers for all cl[y,
county, state, and federal government personnel offices in your

1031 =3+
Teaching them how to pmpgrly prepar: aresume . ............

Teaching them how to properly make a telephone inquiry about a
) AU
Teaching them hm\r to properly mak: an in- persan mqulry abgut a
= 2
Teaching thr:m ht:\w to propgrly mquxrc abouta Jab by I:uer s
Teaching them positive interviewing techniques. . ................
Teaching them now to dress foraninterview ........ ........ ...
Teaching them how to fill out an application ..................%.
Teaching them how to *“sell titzmselves’ .......................
Teaching them how to accepta joboffer .. ....................
Teaching them how to rejecta joboffer ........ feaeas ceeesseas
Teaching them how to follow up an lflCOm:ll.lSi\vE mtrrvnew s

ELF H™™ 2 CHECKLIST CONTINUED)

YES

—

NO

|

| |

|

ERRRRRRN



(VOCATIONAL EDUCATOR'S SELF HELP CHECKLIST CONTINUED)

18. Helping thzm develop = sample package of theirwork . ........... _____ S
19. Stressing placementinzllcourse osuteach.............. ..+.... . -
20. Encouraginz the— to leav: the nest and relocate to where the JGbS
. R
21.  Teaching th:m not to bs«:ame d;:caur._,ggd b\ the f'-t,.stwu:; i5 of thﬁ- .
obsearch ... L - —_
2. Tsachmg them to "lng to start at thz bmmm and wor k up..... - o
23.  Teach:ngthenite w _ gsitive and assertive in their jobsearch . ..... ___ _—
24. Teaching them strategies for breaking through the *‘experience on-
ly barrier’ ..... . ... - -

23, Mamlammg ceniact wit!

25. Frcvmg }DUT Df’cupatmm; campciim‘; m ptj enilal employers in the
localarea. ... e —_—
27. Developing i;mﬁdence in )uurself your amgram and ycmr

studenis by vmumeermg to take on work projects in the community _____ -
28.  Constantly ser’ing out new placement sourees .................. - —_
29. Nurturing your relationship with emplovers whD have "nfed

graduates of YoUr program . ... ... .ot ini i S
30. Recruiling students whe will serious!~ seek emplovment upon leav-

IME YOUT PIOBIAIT ... vttt et et e e et ae e e e —

VDCATIDNAL EDU. ' ATOR’S SELF HEL.P CHECKLIST
Part 4 - Follow-Up

Have you established a comprehensive system of follow-up
that includes the following?

1. Alist of all graduates of your program currentdaily . ............. —__ ——
2. Follow-up cards for each graduate showing name, current mailing

addru: s, current telephone number, and current employment siatus. ____ —_
3. Follow-up boards listing ail graduates and their current employment

status posted on the wall or bulletin board of yourroom .......... __ —_—
4. Records of employer follow-up interviews up-dated at least once
eachschool Year ... ... . i i e e . —_—
5. Recorded interviews with placed graduates. .. .., ................ —_
6. Cortinuously un-dated list of recommerdations for improving your
program offered by placed graduaies ................c..cevn.- I _
7.  Stucent progress records for ezch graduate shcwmg the:r pgrfcr-
imance in each course they took inyourprogram . ...........cccn.. — —
9. Ccnfxdzntxal salary records broken down accor.:ing to geegraphizal
- 1. — -
10. A list of imprever.2nts that have besn made oo wgram bas:d
. on in-put received from placed graduates .. .. e —_
1i. Records of substantial completers of your pre . : who ssz:urcd a
pasitiv~ of employment without completing your program ........ —_
12. Records of substantial completzrs of your prograni who dropped
" out without securing a position of emplovment in your field . ..... R —_—
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