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This is one of a set of five handbooks compiled by

the Northwest Regional Educational Laboratory which describes the.
Frocesses for planning and operating a total Experience-Based Career

Education‘ (EBCE)

program. Processes and material are those developed

by tke original EBCE model--Ccmmunity Experiences in Cereer Education
or (CE)Z2. .The area of operaticns to which this handbook is devoied is
recruiting, develicping, and using private and public sector sites to
support student lesrning and career development. Site KRecruitment,
the first ofi\three sections, details procedures for involving

enployers—and other community site personnel in the EBCE progranm.
Employer Instructor Develorment describes how participating site

rersonnel are prepared for EBCE responsibilities. It focuses on
planning and conducting develofpment sessions. Site Utilization deals
with the ucge ¢f employer and community volunteers and sites to
deliver student learning. Topics include learning site analysis, site
maintenance, and information exchange. Fach section has three basic
ts: (1) preview, including definition of the EBCE elemernt
discussed, purposes and underlying assumptions of that element, and
people involved in delivering it; (2) steps to follow; and (3)
narrative section explaining process behind each step. Extensive
appendixes contain supplementary materials; an index to all the
handbooks is also provided. (YLB)
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AN INTRODUCTION TO EBCE

Experience-Based Career Education (EBCE) is a fundamentally different
type of education for secondary students. While students in
traditional programs attend full-day classes at the high scheol,
EBCE students spend a major porticn of their time an learning
projects in the commmity. Activities in EBCE are tailored to
individual needs, abilities, learning styles and goals, and students
are guided in their learning through ongoing relaticnships with a
variety of working adults in the community.

Through real world interacticns with adults, EBCE students learn
about careers, about life, about other pecple, about themselves.

In additicm, students learn the basic skills of critical thinking,
sciencas, personal and social development, functiocnal citizenship
and creative development. They gain competence in the skills adults
need to function effactively in a technological society. They learn
to be responsible by helping design their own learning activities
and by following a set of accountability standards that parallel
the standards working adults are expected to maintain en the jeb.

. Perhaps most importantly, students in EBCE learn how to learn: how
to plan learning activities, how to find and use resources in tke
:ammiity and how to build on experience. Learning beccmes for them
— a lifelong process with its own rewards directly related to each
J;Ldividual's perscnal choices and goals.

THE (EE)E PROGRAM

Sinca the fall of 1972, a model EBCE program has been operating in
Tigard, Oregen, under the sponsorship and technical assistance of
the Northwest Regicnal Educaticnal Laboratory (NWREL) and with
funding from the National Institute of Education (NIE). The Tigard
varsion of EBCE--called Community Experiences for Career Education
or (CE)s--is a full-time educaticnal alternative for youth in ti1ei:
junior and ser‘ -r high ichc. years. The program serves about 1)
percent of the ..!igible student body at Tigard High School.

The majority of ident leaming takes place at sites in the southwest
- Portland metrop. tan area. When students are not pursuing learning
activities in the zommunity, their home base is the (CE) 5 learning
center. Staff at :he learning.center are not teachers in the
traditional sense, but facilitators of student learning, helping
students design and follow thelr own learning plans within a
prescribed curriculum and program completicn requirements. Volunteers
' at commmity sites serve major support roles in student learning.
. Policies for (CE), are datermined by a board of directors comp .3
of students, parents amployars, labor leaders and schooli distri.

:‘ i
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representatives. When students leave (CE), they receive a unique
porcfolic displaying their community experiences and accomplishments,
and upon completion of program regquirements they receive a standard
diploma from Tigard High School.
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THE EBCE HANDBOOKS

G
Hy

Eased’@ﬁ (CE),'s experiences, NWREL has ccmpiled a five-volume set
nanah@aks which detail how to set up and operate an EBCE program. These
‘handbooks represent three vears of development, revision and refinement
of the original EBCE model. As with any ongoing program, processes

and materials are continually being revisad, both at (CE)z and in
various school districts now implementing all or parts of the program.

Each of the handbocks is devoted to a particular area of operations:
Management & Dréan;*ét;an, Curriculum & Instruction, Emplover/Community

Resources, Student Services and Program Evaluatlgn. A program brochure
complements the handbooks and provides an introduction to EBCE. The
brochure contains general information about the EBCE curriculum. key
program elements and evaluation findings. Contents of the individual
handbooks are summarized below.

MANAGEMENT & ORGANIZATION

Management & Crganization treats overall operari .3l comsic.Lzation
for an EBCE program: how such a a program is orgarized, goverred,
staffad and made visible to the public and how everyday pregram
business .3 managed. The handbook is divided into four sections:

"Program Planning & Governance" outlines the steps for setting
up and operating an EBCE program, including community
involvement in program planning, suggestions for surveying
potential support, meeting legal and educational requirements,
securing program approval and providing an adequate base for

policymaking.

“"Personnel” describes the general staf. functions that are
needed to operate an EBCE program. It also sugges:s procedu-as
and considerations for recruiting and se)l ‘ting staZf,
Jetermining salaries and benefits, establishing working
conditions, orienting staff and providing staff development.

"Business Management" discusses such operational details as
budgeﬁs finan:ial faparts. affiﬁe prsee&urés, insurance,
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"Community Relations" suggests strategies for introducing EBCE
to the community and meeting the ongoing information needs of
various audiences, both internmal and external, including board
members, staff, students, parents, business and lakor, the
educational community and the community-at-large.

CURRICULUM & INSTRUCTION

Euff;:ulgm & Inst:u:t;an covars the _Qntent and Era:asses ag stu dent
s

ava;;abla t@ students, Ihéza are nine sect;@ns t@ th;s handb@akg

"Curriculum Outcomes" provides basic definitions of key

curriculum elements and describas what stuf~~=3 "rarn while in
the program; the sectien includes gene smz goals and
specific objectives to help staff presc for studen=

performance in three broad zreas: Life : _:.lls, Basic Skills
and Caresr Development.

"Learning Plan Negottiation" focuses on techni- :
individualizing student gcal setting and prgs::,b;ng learning
plans tailored to each stud..at's needs, interests, abhilities
and learning style. Topics in this section include program
requirements, accountability standards, assessment, learning
site analysis and negotiation of learning activities.

“Career Explorations” describes planning and implementation
taps for students' first experiences at workplaces in the
la:al commuenity.

"Projects” describe= planning and implosentation steps for
developing individualized learning contracts with each student
that ccmbine activities in Life Skills, Basic Skills and

Career Development.

"Learning & Skill Building Levels" describes planning ani
implementatic steps for more extensive student involvemen: in
projects and sxill development activities at workplaces in the
community.

“éﬂmpetensies“ das:ribés Planning and implémentati@n P?@:Edu:es

"student Journals" describes planning and implementation
procedures for encouraging student use of journals as a means
of reflecting on personal experiences and building trust
relationsaips with staff.

Q vi ii ' -
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"Employer Seminars" deseribes planning and implementation steos
Zor utilizing community representatives in large group student
séminars on important caredr davelorment topics and issues.

13

i it

"Learning Resources" describes ESCE's aporoach to using thke
commurity as a vast rasource for student learning and detsails
procedures for finding, accessing and using learning resources.

EMPLOYER/COMMUNITY RESOURCES

”‘é:s"i::f“ﬁlb“ asources treates the establishment, maintenance
i1se of the network of emplover and community sites at which
st student learning activities take olace. This handbook

consists of three sectizns:

551
el ]
W

M\

"Site Recruitment" details procedures for involving emplover
and other community site personnel in the EBCE program. Topic
include the relz and functions of the employer instructor,
estimating the EE%:ESEEIE' number and types of sites, inc¥ntives
for participating in EBCE, identifving and contict ting potential
learning sites and adiiﬁﬁ sites to the network.

"Employer Instructor Development" describes how participating
sita personnel are ;:egére& for EBCE responsibilitiss. The
section focuses on planning and conducting developmeat sessionsz
to give site personnel the informetion and training they need
to work effectively with students.

"Site Utilization”™ deals with the use of employer and cormunity
volunteers and sites to deliver student learning. Included

are procedures for assessing the educational potential of
individuali sites (learning site analysis), supporting employer
instructors as they work with students (site maintenance) and
exchanging information among staff and between staff and site
personnel, as well us staff responsibilities for working with
site personnel.

STUDENT SERVICES

Student Sérvises covers considerations and procedures for admitting
students to vhe program, keeping records of student work,
credentialing students when they leave the program and supporting
individual student g:g@m:h The handbook is dz_\ridéd into thres

sections:

ix
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"Program Entry/Exit" details alternatives far
in the EECE program and preparing them for a
education. Topics discussed in this section : rit
and timelines for student recruitment and 591&:;;5?1, Zecru’tment

presentations, eslection procedures, orientaticn sessions,
transfer into and ocut of the program and program completion.

"Student Records” covers procedurss and considerations for
collecting, recording, interpreting and repor=ing information
on stuﬂenﬁ Pragfess through Ehe ZECE praq*am Sam;le forms are
Ee;@aﬂent :egazﬁ af stuéegt Eerfgrmanie ccﬂs;stent w;th khe
individualized nature of EBCE. The saction also includes a
discussion of the confidentiality of student records.

"Guidance" concerns those services, processes and interacticns
that help students understand and benafit f=ezm their individual
experiences. This section includes discussion of program vear
a:ﬁi@n zanes. the studéﬁt a::auﬂtabili 24 sysham, ‘zone arag:ass

PROGRAM EVALUATION
o

The Program Evaluation handbook contains two sections:

An "Overview"” sets the background for understanding EBCE
evaluation and how it relates to other elements of the program.

A glossary of key evaluation and EBCE terms used in this handbeook
is provided.

g

"Steps to Follow” organizes the evaluation process into an easy-
to-follow sequence of steps. The checklist which begins this
section provides a useful guideline for the husy evaluator,
administrator or program staff member. Each step in the checklist
is keyed to a portion of the following nar*at;ve, whnich supplies
details ard discussion for each point.

Student Services and Program Evaluation alse include sections of

appropriate reproducible materials which school districts may duplicate
and use in their own EBCE programs.

ERIC
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HOW TO USE THE HANDBOOKS
The EBCE handbooks are designed for easy access to "how-to-do-it"
information. Each handbock section has three basic parts

1.

The PREVIEW (colored page at the L:-inning of each

1]

section) includes a definition of the element of EECE
discussed in the section, the purposes and underlying

assumptions of that program element and the peaple
involved in delivering that porticn of EBCE. The
f?evlew may also include a statemant of the

ip between that program element and other
EBCE.

colored page suggesting 2 step-
by-step sequence for planning and implementing the
programr element.

pracess ben;nd éa:h szap. Thls section ugually
contains background information based on (CE)3's
experiences and may suggest alternative courses of
action. CROSS=REFERENCES quide the reader to related
material located elsewhere in the handbocks.

Each handbook also has APPENDICES of materials to supplement the
information in the handbook, and an INDEX for all the handbooks
to help users locate information.

xi
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TIMELINE FOR

fonth ] . Activities

21.
22.
23.
24.

EBCE PLANNING

Aclivities

Attand EBCE awareness presentations

information mataerials

Beyin presentations to key groups
Sséu'ré initial employer commitmentsa
Designats Support systenm nesds

Prepare curriculum design

Design student fe:fuignnﬁ procuduras
Frepara svaluation dasign

Prepare overall managsment plan

Prepare final budget and stafting plan
Sacure planning group approval of total plan
Secure Schoul board appraval

Secure state agency approval

Establish formal advisory group
Selﬂétlstagf -

Select students

Selact EBCE faciliey

Orient new staff

Begin szignup for specific emplayer aitas
Occupy EBCE facility

-Attend training session’

Finalize curriculum dalivery aystem
Establish étudgnﬁ services aystem
Finalize managemant system
Obtain/print supplies, materials, forms

Begin program

This planning timeline lists Key aceivities in
prepaving té operate an EBCE program. Details
on activities can. be found in the EBCE
handbooks developed by NWREL, as refercnced on
the follewing page. Information about

“training sessiona is alao available from NWREL.

e
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TIHELIQE REFERENCES

Each EBCE handbook backs up the general planning timeline
with details and facilitating steps, as referenced below:

TIMELINE STEPS HAﬁDEQQK TITLE &.SECTION

Management & Organization,

“Program Planning & Governance"

"3, 5, 15-18

6, 13, 14, 28 Management & Organization,
’ "Program Planaing & Governance,”
"Personnel," "Business Management”

2,7 ' Management & Organization,
"Community Relations"

- 8, 23 o ggpléygrfcgmmgnity Resources,
. "Site Recruitment" 1
s |

; ' 9, 21, 29 Management & Organization,
. - "Business Management"

10, 26 ' Curriculum & Inst;ucti@n

11, 20, 27 Student Services
12 - Evaluation

19, 22 Management & Organization,
*..'rsonnel"

T

v

o
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® SITE RECRUITMENT

——— - = =

EHCE site recruitment is the process for identifying and
attracflng gites and site personnel to participate in
student lea:ning. Thraugh rearu;tment cf many Emglayér and

aducat;anal needs and lntarests of EECE students learning in
and from the community.

WHAT SITEfRECRUITMENT DOES
T " 1. formalizes the method éf‘ﬁaking available for studentlléa:ning

specifie employer and community sites that
a. reflect a range of occupations and community services

b. are sufficient in number and variety to allow student
seléétlﬂn of multiple learnlng experiences in related 4job
"f;elds, as well as among differing occupations

¢. are accessible to program-approved transportation’ options

d. include persong willing and able to work with and guide
students :

2.. secures from selected emgléygr and community sites specific
commitments of facilities, resources and pérsonnel for student
learning experiences

3. - stimulates community intsrest and awareness of potential’
.community services to and benefits from involvement in an EBCE
- program
4. creates an active, self-sustaining climate for continuing
employer and sammun%ty Lvolvement in the dévelcpmént'ana
‘operation of the program 4 '

ASSUMPTIONS ABOUT SITE RECRUITMENT NS
The community and its day-to-day activities can provide EBCE
students with a wealth of learning opportunities and learning
resources. : : /

Ly



EMPLOYER/COMMUNITY RESOURCES

Experience-based learning in the community can succeed through
careful recruitment of sites where students can learn by doing.

Each employer or community site can offer several occupations,

skill areas or interest areas for student learning; hence a

student ;%;;g;ggrs;;s can be an entire organization or one person's
job.

A well established set of procedures and a clear statement of what
is expected from site personnel is essential to efficient and
effective recruiting.

EBCE offers benefits to participating employers, just as it offers
benefits to students.

THE PEOPLE INVOLVED

The program administrator, staff and selected community
regresentatlvEs‘hay collaborate in designing the emplayer

recrui tment process. The Eﬂgloyer relat;ans spec;al;st conducts
employer recruitment activities and secures from site representatives

their agreement to participate in the program.

SITE RECRUITMENT AND THE EBCE PROGRAM 'l ;

Since EBCE is prlma:;ly a community-based program, all student and
staff activities interface with the community and, therefore, with
the preparation of sites and their personnel for student learning.
However, activities and proceédures in "Site Recruitment"--and

later in "Employer Instructor Development" and "Site Utilization"-- |
are.limited to those affecting student use of employer/community
sites for several prespecified career-related learning activities.

The slant f hesé handbook sections is toward preparihg and
si

supporting ez and personnel for student career explorations and

career-relate p:eject activities.

7

What stuéents actually aa to learn and haﬂ’staff glan f@r aﬁa

’ handbgak; whlﬁh treats éach 1earn;ng stratégy in degth.

Additional student uses of community resources and people for other
special interest investigations or skill development activities not.
directly of a career interest nature--such as Basic Skills tutoring,
independent research, attendance at community college or high school
classes, paft;clpat;cn in extracurricular activities~-are treated in
the "Learning Resources" section of ngr;:g;gg_g Instruction.

ERIC
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Steps to Follow

ESTABLISHING A SITE NETWCRK ~ page

- Identify program characteristics that will impact
site recruitment

"l

2 Agree on- use of employers as ir?st.rué;tars : 12

3 Desigrnate staff rolms for recruitment tasks 13

) T—f \\D&fggg gee;graph;«:al arua for site recruitment ) 16

5| Estimate numbers and typss of sites needed for 19
ZJ initial network ' '

Identify incentives for participation and agree on
J oW they might be used ‘n recruitment

23

Establish general contact procedures to be , 2%
followed with each site ' )

e [’]B. Agree on formal, content and tone of recruitment : 30
. interview - : )

L fsrmn;e,te ..\g;:,:az:t;griata .respanses ft::: re::ui_t_ngnt
intorsey

%
T 15 “rtakilsly ocrirevis for selecting sites and 41
idis - . ’
b BENIVEE IWeRXUITEnUY
AFsiisbae approuylate mat,erlals for use by 45
recruinnent persarmel o
‘ Set 1p systém for ;ecxsriing site information 47

Make program }mmm tc;x «:::mzmmlty through
presentat:.ans to lacal groups and key 1miiv1duals

n
-

Ic‘iantify first employer and :Dmmunlty sites tz: be o 52
contacted for ré;fuit_ﬁent o .

Conduct initial site fét}fﬂltﬂiéﬁt- -and selection 53

E MC .\?‘\\
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ADDING SITES TO THE NETWORK page

16| Determine need for site 54

17| Attempt to match FEE& with available sites _ 56

18 When necessary, identify possible new site(s) to 5
- be recruited. 57

=] Conduct recruitment interview with site decision
19 : | 58
—J maker \ .

>o] Invite site representatives to orientation -
session j

21| Begin student placement procedures 60

ADDING SITES TO THE NET. ORK

: 4

WHEN NECESIARY 'DENTIRY
POBSIBLE, NEW SrrE(s) To BE
RECRUITED

DETERMINE NEED ATEMPT .TO. MATCR NEXD -
v0R SiTE. WITH AVAILABLE SITES

. BESIN STUDENT
PLACEMENT
PRO CEDURES

IMJITE SAE -
REPRESENTATIVES
TO ORIENTATION SESSION

COMDUCT RECRVITMENT
IHTRERVIEW WITH 9t
DECIsioN MAKER,

N

135]




Site Recruitment (Item 1)

,. . Establishing a Site Network

— | 1Identify program characteristics that will impact site
1 recruitment

One of the earliest planning steps in designing an EBCE program is
determining spé:ifically the éammUﬂity s ralé iﬂ stuéent 1earning
the;r learn;ng gaals_ DECLS;DRE of th;s natu:g mugt be made baf@r&
program staff begin to involve community members in establishment
of an EECE program.

fh= .
In the EBCE curriculum, employer and community sites and personnel
are central to the delivery of most aspects of student parson '
growth and learning in Basic Skills, Life Skills and Career
Development. Conside:- 1 the "reality base" for student learning,
site experiences achieve the following results:

¥

.‘ ° environments, people and life roles so that they see the
relationships among them

1. bring students into contact with many different kinds af

2. let them test their own limits in the give-and-take of
daily community life--life they can experience "for real"
as they learn

3. eﬁ‘cr:u:age them to exercise their growing self-knowledge and
decision making skills by engaging in learning activities
that match their individual interests, needs and abilities

0 B
4. halp them galn meanlng fram and 1ntegrate th91r exper*fn es

| .

|\ To do this, EBCE asks men and women wsfking in the community to help
students learn by doing, learn to be responsible, learn about careers,

\ learn to learn, learn about life, learn about themselves and learn
about others.

,\\ HOW STUDENTS USE SITES FOR LEARNING - /,

Esgloyér and community sites formally recruited into the program
. are used by students in four main ways for EBCE learning.

e
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Career Exploration

The Career Exploration process organizes students' first
experiences at specific job sites of their choice and leads them
through a logical process of investigation and assessment  (using:
an Exploration Package) that may be applied to career planning at
any stage of their lives. '

Exploration sites also serve as resources for students as they
complete individualized project activities.

Learning Level

The learning leyel process glvas students the opportunity to learn
further on a site they have examined initially on an exXploration
level. It enables students to continue refining their career .
interests and options through lengthier and more extensive
experiences with skills, personal qualities and perspectives
needed in a given occupation.

Projects

Exploration: level and learning level sites are consistently used
for student work on projects--individualized, problem-centered
guides to help each student blend learning objectives from Basic
Skills, Life Skills and Career Development in activities garfarmgd
largely at community gsites of the stu&ent s choice.

7

kS

Optional Site Uses

Optional site uses called skill building and. Epecial placem&nt
activities are also 1ncgrgﬂrated into student 1earn1ng plans by
way »f project act;vit;as.

h@WEVEr, t is not ;equ;réd f@r all students, Th;s leva; may be
compared Mo preapprenticeship training: its purpose is to provide
the student with an indepth relationship to a specific job and to
allow development af entry-level jcob 'skills for those. wha desirs
then. .

A special placement occurs in the broad community and often runs
concurrently with other site utilizations. This:level uses »~
employer and community sites for other than the specific career
skill purposes of the other three levels~-notably for noncareer-
related project activities. s

i e
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~"ADDITIONAL COMMUNITY CONTACT

Distinct from the above strategies that make substantive use of
participating sites and their personnel, some EBCE learning
activities bring students into contact with community individuals
in other ways. o T

Competency Certification

' competency certification is the process whereby students demonstrat.

to selected community "experts" at their places of employment their,
proficiency in various survival tasks such as driving an
automobile, filling out tax forms and establishing a bank account.

Employer Seminars

Employer seminars are periodic-meetings with employers and other
community people at the learning center to discuss career
development topics. The seminars help students better perceive
‘issues and trends occurring nationally through frank discussion with
individuals from the local communiity who are impacted directly by
such issues as the changing work ethic and job discrimination.

Like projects and site usage levels, these learning strategies are
desigied to individualize student learning; combine experiences in
_Basic Skills, Life Skills and Career Development; and guarantee -
“satisfaction of program requirements:and curriculum goals. However,
‘they are most often performed in cooperation with individuals whose
places of business may o may not be "active" :.employer/community
learning sites utilized by students in one or more of the. four ways
summarized on page 8. 3 - '

THE ISSUE OF PRODUCTIVITY

_Within the context of overall EBCE program goals, a distinction is

made between what might be called learning productivity and
financial productivity. ' The former represents the totality of

EBCE godls and expectations that students learn through direct
involvement with adults in the community. The latter suggests that
students at a site might become productive so that the employer

_will receive some return for their effort.

other kinds of programs (for example, cooperative work experience)

- offer the second alternative and are set up to implement specific

10

indepth job-entry tkaining. EBCE does not do this because it is
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i
[
first and foremost a comprehensive program seeking to ‘educate the
total person. Job site experience is simply the means, rather
than the end, in the delivery of a wide range of educational
experiences.
EBCE students go to employer and cammuﬁity sites to learn, not to

earn--for themselves or for the employer. This distinction is an
important one in EBCE and must be clearly understood by students,

staff and people in the community who wish to become involved in

student onsite learning. -

1)

—_— CROS5-REFERENCES - — —_—

The handbook on Curriculum & Instruction offers indepth
discussion of EBCE curr

culum design, specifics of how community
sites undergird delivery of all student learning, and learning
strategies and stafi techniques for plannirng and monitoring
student learning. See pages 14216 of that handbook for
curriculum goals.

Procedures for using employer and community sites to support
student learning are described in the "Site Utilizatieon" pertion
of this handbook. :

For full treatment of policies regarding student productivity and
work for pay, see Appendix N. :

)
A ‘-i
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" Agree on use of employers as instructors

-  Employers fulfill many roles in EBCE--from policymakers to program
desgigners and evaluators--but none is so critical as the employer's
™~ role as instructor. ,

Simply stated, an employer instructor (EI) is an adult at a
participating employer or community site who, as a result of site

. recruitment, has agreed to work with individual students on
learning aétivities :elatéé to that éite. Emplayer 1n5truﬁtors
fa: sugga:tlng. msnita:ing and vazlfylng studentrgerfafmanee and
for participating ﬂireetly in student learning and growth.

In (CE)E. this has come to mean guiding the student through.

explorations, Prajects and skill building activities, sharing

opinions and experiences and personal counseling. To a (CE)

student, an EI at any one time may be& a teacher, counselor; role
‘ model and friend.

For each type of student site usage, the (CE) amployé: instructor
has several basic responsibilities to the Program and to the
;nélvldual stuaent. Spéciﬁlcs of Suﬂh EI ;nvelvement thh stuﬂgnts

gcals via lea:n;ng st:ateglas on s;tes. As a result. ystems DE
informatian sha:ing and prggram glanning/refinement shculd allow
pe:sannel in the :efinemgnt of the EI rolé.

H

5 R
" s

\

— — = CROS5-REFERENCES ——en

Employer instructor responsibilities during each type of student
onsite learning are listed in "Site Utilization," pages 159-163

-- and are woven into the discussion of éaéh type of site usage in
curriculum & Instruction.

ERIC
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I \ - Designate staff roles for recruitment tasks

THE (CE)2 MODEL

Program Administrator

Ultimate responsibility for the entlra process of site recruitment
and selgct;gn rests with the" pragram administrator.

During recruitment planning, administrator inveolvement is direct:
with membaxs of the community planning/advisory group or governing
body and ‘available. program staff, the administrator works to design
necessary procedures and prepare fcu: recruitment, Untll personnel
are hired to conduct recruitment, the administrator coordinates the
efforts of all persons involived and functions as "group leader."

Thereafter, the program adminlstratx:f reta;ns overall
responsibility and remains “a Partlc;pant. but relinquishes
coordinator functions tD-‘lﬂﬁ(CE) . case-~the emplaver ;elatlﬁns

9 specialist.

ll ¢/ Throughout recruitment planning and implementation, the program -
administrator is a vital resource by virtue of his or her
administrative background and/or acquaintance with local citizens.
The administrator's presentations to and/or membership in groups
such as the Chamber of Commerce, Kiwanis or Rotary Club, combined
with personal contacts in the community, can help generate support
for the new EBCE progran.

Employer Relations Specialist

- At (@)‘2, the person fulfilling the function of employer relations
specialist (ERS) assumes fEEPQnSlblllty for recruitment as goen as
possible after being hired. As recruitment planning activities

are completed and. actual recruitment beg:.ns, the role of the ERS
becomes increasingly prominent: he or she is now given
responsibility for supervising implementation of all that has been
planned--from the first contact with a site through actual
placement of a student there.

Consequently, before recruitment begins, it is essential that the
program administrator and ERS have a common understanding of the
. program, its goals and the role of the community in student
. learning.

i 1) ' 13
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There are many advantages to hiring a full~time ERS before seriou
planning for recruitment begins. As the person responsible for
coordinating sites for student learning activities and maintaining
mutually satisfactory relationships with site personnel once the
program is underway, the ERS should be involved in the recruitment
process frem the beginning asz an seXcellent orientation to the
community, its citizens and its resources. Knowing the wealth of
rescurces availabtle in #He site network is critical as student
placement begins, particularly at the begiiining of the program
yezr. A working familiarity gained during recruitment is hard to
pass along to soreone new,

Planning Group, Program Staff and Others \
During both planning and implementing recruitment, several
"important others" can serve as team members and resources f£ar the
program administrator and the employer relations specialist.

During (CE), start-up, for example, planning yroup members, who

were businessmen and members of the community, contributed many
suggestions.  They were instrumental in accompiishing many of the
planning tasks--including identifying incentives for site
participation, planning and using community resources and designing .
the recruitment interview. Most impogrtantly, they assisted the e
ERS in actually identifying and contacting key individuals for
ﬁ%}ruitment of their sites.

You can also tap planning Jroup members and other community
leaders to make initial contact with their friends and business
associates. 2

step in all staff members' familiarization with the community and
its resources and their ability to function as a team.

(CE)5 planners also found staff from the district's distributive
education and/or work axperience programs to be practical idea
resources during planning for community utilization and site
recruitment--particularly in view of their own experiences with
local employers and student onsite learning.

L

=t

_ ALTERNATIVES TO EARLY ERS HIRING

Admi ttedly, recruitment could be accomplished without the input of
a full-time employer relations specialist. The program
a



Site Recruitment (Item 3)

i

o administrator could collaborate with members of the planning group
and available program staff to design the process and establish a
site network. Assisvance from others, whether paid or volunteer,
could ke soughe if ne.:ded.

The following suggested alternatives may help accomplish
recruitment ‘in the absence of a permanent ERS:

1. Allocate responsibility to an administrator or existing
staff member in the program or district.

2. Hire or "borrow"” an executive from the business community-—-
perhaps a member of the advisory/planning group or the
Chamher of Commerce.

3. Retain a qualified consultant known to the business
community by reputation, if not personally.

One or all of these options might also be utilized if the ERS
begins full-time duties too late to shoulder the entire recritment
process alone. A combination of individuals, whether paid or

volunteer, could result in a team of temporary recruiters
appropriate in size to the time available to the task. Only the
emplcyer relations specialist need be retained after the program
year begins.

O However site recruitment is accomplished, make sure plenty of
information is written down (namss, telephone numbers, employer
reactions) so an employer relations specialist can easily pick up

the ball later.

— - — CROSS=REFERENCES =—— ———

Complete role descriptions of program administrator, employer
relacions specialist and other staff are displayed in "Personnel,"
Management & Organization, pages 48=57.

See "Program Planning & Governance," Management & Organization,
pages 13-23 for discussion of early program planning, including
roles of the coordinator of program planning and community planning
.group.

Site recruitment recordkeeping is treated ~urther on pages 47-50.

!')j’,
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— Define geographical area for site recruitment

4

defined by comparing site availability in the area with the range
and scheduling flexibility of available tiansportation options.

The geographical boundaries of the site network can be generally

ESTIMATING SITE AVAILABILITY IN THE AREA

conducted as part of early planning for the EBCE program. At that
time, information would have been compiled regarding site
availability and employer/community interest in-the EBCE concept.
If so, a simple review of that information will determine site

‘locations, particularly distances from each other and from the

learning center.

should be gathered now. Names and addresses of local businesses '
and orcganizations can be compiled quickly from q

1. the yellow pages of the telephone directory, where
businesses are grouped together by type

2. the city license bureau

assistance from a Chamber officer familiar with the
community, the Chamber business directory may satisfy all
site informaticn needs--including nature of a particular
business, size of the work force and various site and
personnel characteristics)

TRAHSPORTATION LIMITATIONS

Depending on the sequence of tasks performed during planning for
an EBCE program, trangportation modes available to EBCE students
will probably be known by now. They may not be as extensive as
those in (CE),'s transportation system, which combines student use
of public transit, school district buses, special EBCE program van,
student and staff autos, bicycles and walking. However, knowing
the options will allow you to project a comfortable geographic
size for the site network. '

o,
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"Site Racrultment (Item 4)

: e 7 To do this, certain basic questions must be answered regarding
time and money considerations:
1. How much staff and student "lzarning" time can be
allowed for travel to and from a site without
compromising learning goals?

2. Can longer student stays at distant sites be arranged to
~aduce the frequency of time-consuming trips?

3. Are transportation dollars available for student visits
to sites s long distance from the learning center?

4. Will the transportation system accommodate these
limitations on "per student/per site" expenditures?

In other words, how far geographically can staff go to recruit
sites without compromising time, money and transportation
limitations in getting students to those sites? For (C:E);, this
has been generally 10 to 15 miles from the learning center, with
some exceptions when certain student requests could not he filled
nearby. Location of the majority of ((E)2 s employer and community
sites is indicated on the following map.

. — CROSS5=REFERENCES e ) -

Treatment of the community survey made during planning for an
EBCE program is contained in "Program Planning & Governance,"
Management & Organization, pages 21-23.

See "Business Manageneni," Management & Organization, pages 129-135,
for a complete description of EBCE transportation considerations.

s i
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LOCATION OF (CZE)Z LEARNING SITES
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— Estimate numbers and types of sites needed for initial

5 network

itial recruitment should result in a network of sites matched
closely as possible to students' indicated or anticipated
preferences and sufficient in number to accomodats student onsits
lea for at least the first month of the program year.

e
X

Recruiting such a network before the year begins benefits all
three major participants in onsite learning:

1. students' first encounters with thé éaraer anvironment
will be related directly to their personal interests.

2. Employer ingtructors will meet their first student(s)
immediately after school starts--students they know have
chosen their places of business because they were
interaested in them.

o

ggg_gyar Ielatlons ;Qéﬂlallgts w;ll be freeé tampara:;ly

ta help;ng sﬁudents and em@l@yer 1nstructars sta:t qff
on the right foot.

A survey of potential community support of the EBCE concept will
have indicated availability of employer and community sites as a
bage for supporting student learning in the community (see

page 16). sStaff should now decide in general the types of
occupations to be represented in the network and set a reasonable
ratio of available learning sites to incoming students.

Please Note:

It is critical at this point that the distinction between
"employer/community site” and "learning site” be clearly understood:
at each employer or cormunity site (or place of business) there may
be any number of lmarning sites--occupations, interest areas or

jobs separate from one another but §ﬂmpcs;ng the total organization=-=
that students might explore. !

For example, at an employer/community site called "Smith Insurance
Company,” students cculd select from among several learning sites:
claims adjusting (including, perhaps, telephone adjusting and
drive-in claims adjusting), receptionist, general office,
switchboard/centrex, and bookkeeping. :

19
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Similarly, at "Neighborhood Pharmacy” available learning sites
could include pharmacist, bookkeeper, stock clerk and general
sales. '

Students may be interested either in these discreté occupational
areas and identifiable jobs or in an entirs business operation.
Therefore, in projecting the need for employer and community sites—-—
tﬁat iS; businesseg, Qrganizatiﬂns anﬁ agéPSiES&—géu must aétually

studgnts' lnd;:atgé ;nterestsg

iW0 CHOICES FOR DECIDING OCCUPATIONAL TYPES

Depending an the program's schedule for student selection into the
program and time available for site recruitment, projection of
occupational types needed in your network can be made in at least
two ways.

First Choice: Assessing Student Career Interest

In deciding the types of occupation to be represented in a site
network, it would be ideal to test incoming students at about the
same time staff are surveying employer and community interest.
Direct assessment of student interest would genaratexsgecific and
reliable information on which to base recruitment efforts, Sites
could be recruited to match each student's indicated job interests.

This pracedure would of course regquire that selection of students
to the EBCE program precede site recruitment. If incoming students
have been identified and selected by late spring and their initial
career interests can be assassed immeéiatély, gsite :e:fuitmént

the f;rst week of September,

Second Choice: Using (CE)E'S Experience

If early student assessment of occupational preferences is not
possible, staff will have to make some judgments about how to make
available to students a variety of occupations. On the basis of
first-year (CE), student preferences, a network should contain a
few sites representative of each major occupational category--
within whatever formal or de facto clustering sys@em uged--with
more sites in the service categories.

(CE)gfstudentg‘ initial selections were heavily weighted toward
the gervice occupations: of the 46 sites explored by the 25



Site Recruitment (Item 5)

first-year students during early weeks of the program, 39 sites
were service—oriented businesses. However, to allow for a range

of student choices and placements, the arts and humanities, medical
and legal professions and others should be.represented as well.
This anticipates students' initial tendency to request
"traditional" occupations such as teacher, counselor and auto
mechanie, while allowing for their gradually expanding career
interests to include a wide variety of occupational types.

HOW MANY TO RECRUIT

It is impossible to determine an exact number of sites--whether
"employer/community” or "learning"”--that should be recruited for
the initial network. However, the student/site ratio that works
for (EE)2 after a three-year shakedown period is 100 to 120 sites
(sometimes whole businesses, sometimes several jobs at one work
place) for 50 to 60 students--roughly twe learning sites per
student. (CE), has found this number more than adequate.

Avoid Qverrecruiting

(CE), began by recruiting 180 places of business for the original
25 students and learned that not all were necessary to meet the
needs of so few students. By the end of the first year, only 95
sites had been visited,. many only once. . |

Sites recruited but not selected by students began to question
their value to the program and, in fact, how "community-based"
EBCE really was. Over-recruitment presented the employer relations
specialists with the uncomfortable tasks of explaining sites!
apparent "unpopularity” and attempting to stimulate student
interest. The ERSs spent many hours repairing or clarifying
relations with site personnel--hours everyone felt could have been
better used helping students learn. P

This dilemma can be avolded through careful planning before
contacting sites for recruitment. However, in spite of the
advantages to all participants of recruiting sites to match

‘gtudent needs, no scientific formula for a perfect match can be

developed. Best initial efforts will have to be supplemented by
ongoing recruitment in response teo individual student requests as
the network is continually refined to match thestuadent population.

3
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POINTS TO REMEMBER

The handbooks discuss "clustering" of occupations or jobs and
(CE), encourages students to try to "locate" each of their
explorations within one or more of the United States Office of
Education's 15 clusters when completing their Exploration
Package and to understand similarities and differences among
occupation.. However, "types" of industries or "families" of
careers as such do not concern EBCE. There is little if any
relationship between the learning opportunities possible at a
site and its supposed "cluster." Every workplace offers a
surprising range of ecducationally rich experiences in which
students can participate.

o~
.Also, scme businesses and industries may be typlcal or peculiar to
a glven geographical location (for example, Oregon's statewids
wood products industry or Coos Bay's fishing and canning
enterprises). Recruiting sites representative of industry in the
local area has two advantages: these sites may be more readily
available than others and may be sufficient in size and number to
accept several students simultaneously, and the industry and site
may already be known to students and may be of intcrast to them
as future employment possibilities.

— ————— CROSS-REFERENCES — —

See "Career Explorations,” Cu:rlculum & Iﬁstrustlon, pages 145-150,
for discussion of career interest assessment.

Several examples of occupational clustering systems are contained
in Appendix A.

(CE)2's active employer sites and their respective learning
statians are listed in Appendix D.

More on recruiting in response to student requests may be found on
pages 54-60.




Site Recruitment (Item 6)

0 — ] Identify incentives for participation and agree on how
i they might be used in recruitment

People in the community have varied reasons--some they can
articulate, some they cannot--for deciding to join the EBCE program.
whatevar the factors contributing to individual decisions,

thought should be given to the issue of incentives during site
recruitment.

(CE}E'S KPPROACH TO [INCENTIVES

- Based on three years of experience, (CE)E employer relations
Epeclallsts dé-ei@hasg.ze the hard-sell use of incentives (that is,
how a businessman benefits from the prog.am) during recruitment.
They have found that the program, as an opportunity to help young
people learn about themseliwres and society, literally sells itself.
The EBCE concept and distinguishing features of the (CE), model
immediately strike responsive chords.

. As a result, presentation of the program during the recruitment
interview (detailed on pages 30-38) canslsts of a straightforward
discussion of several major topics:

i. general program gaals and basic EBCE concepts
2. the curriculum and student learning activities

3. interdependence of students, staff and employer
instructors for delivering student learning onsite

4. employer-gspecific considerations such as liability
insurance coverage and regular training activities

((:3)2 deliberately avoids looking at how an employer instructor
might "get something out of" the program in an economic or public
relations sense. Rather (CE); stresses what the person can
contribute to students: how he or she can an work with students
onsite, helping them learn and grow, guiding students in exploring
the commmity, always confronting them with opportunities and ideas.

What Appeals to Employers

4
The above approach results directly from (CE)2 employer instructor
reports since the program began that what they enjoy most about
. £3
2,
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their role and participation in the program is simply the
opportunicy to give of themselves on a person-co-person basis.
A:earding to (CE)E emplayér iﬂStrLEth ;Espanses tg quest;Dnﬁa;rES

aut ahead" th:@ugh thélf HEZk w1th EBCE students in any way athgr
than personal satisfaction and the knowledge that they and their
employees have made a worthwhile contribution to the lives of
sSome young people.

Consequently, as staff begin contacting and recruiting sites, they
should do so on the basis of what site personnel can contribute to
tire education of young people--in most people's minds its own best
reward.

"(CE),'s Experiences With Incentives

Since (CE), began, program staff have grappled with the incentives
question: should possible benefits to site personnel be treated
as incentives or prospective rewards during recruitment? It has
always been reccmized that there are many benefits in addition to
persenal satisfacuion:

1. Sites :e;ei%g free advertising through mention in program
publications, which increases their visibility in the
community (public image).

2. Liability insurance covering students on sites is
automatically enacted ;n their behalf when they agrea to
participate.

3. Personnel serving as employer instructors not anly
increage their understanding of their own jobs but also
are overtly "trained" by program staff for their EBCE
roles. Much of this training can in turn be applied to
their dealings with fellow employees and supervisors on
the job.

During eazly (CE), development of community involvement strateWies,
members of the planning group, themselves employers, parents and
members of the community-at-large, felt that sites wpuld (and
should) join the program fhot only because of but alsc to show
their general commitment to commuanity growth. The first public
relations/recruitment brochure (CE); designed listed several reasons
employers might want to join-~reasons that blended an appeal to
their interest in youth and a hint of possible improvements in
intracompany personneél relationships. Also stated in that early
brochure and reiterated during the recruitment interview was an
offer of reimbursement for program-related out-of-pocket expenses.
In sum, the approach was up-front use of incentives not directly
related to program features or lea:n;ng gaals.



o
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i e Recrultment (Item §)

. By the end of the first vear, it was apparent that cost
reimbursements and the original recruitment brochure were not
viable incentives to participation. Employer and communit. site
personnel had by then repeatedly indicated they had their own
reasons for participating--re=asons the ERSs hear again and again
evern now:

1. belief that the EBCE program as explained to them by
program representatives could provide exciting
opportunities to high scheel studants

2. dissatisfaction with their cwn traditional high school
education or that of their children: "I wish this
opportunity had been available when I was in school."

3. knowledge as a parent or interested adult of the
satisfaction of helping young people develop positive
attitudes toward and relationships with adults

These reasans are an unbeatable substitute for any incentives or
rewards an EBCE program could offer.,

—— " CROSS~REFERENCES = —

ivated by program
oyers are several:

The employer reimbursement offer was moit
recognition that potential costs to em
adninistrative costs, instructional tine, equipment, consumable
suppliss and actual space taken up by the student. Physical costs
to employers have been studied at some length; information en this
study may be obtained by contacting NWREL:

See Appendix B for employer responses to why they continue in the
program once they have joined (as compiled by the NWREL evaluation
team) .
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Establish general contact procedures to be followed with

7 each site

Preparatory to site contact, identification should be made of the
person with authority to decide whether an organization will
participate in EBCE. ' This person is usually the owner, president
or general manager. Identifying this individual allows the
employer relations specialist to shortcut explanation of the
program to several persons within the company "on the way up" to
the decision maker, thereby saving time.

ICENTIFYING CONTACT PERSON AT SITE

Identification of the decision maker ("contact person") may occur
when the site is suggested for recruitment. CDCuring early efforts
to make EBCE known in the community, many individuals will step
forward as a result of presentations to various business and
community groups. If not themselves the firm's contact persoen,
these individuals will recommend the appropriate person right away.
If a certain place of business is suggested by a resource, he or
she will probably suggest that you "give a call to JodSmith over
at the 4th and Main service station" rather than "call a service
station." Personal acquaintance with the owner sr manager is a
natural cue for thinking of a site as a possibility; it is
actually the likely "yes" from a key person that prompts an
acquaintance to suggest a site.

If the contact person has not been identified when the site is
selected for recruitment, you may find this person in several ways:

1. further questioning resource people familiar with the site
and its personnel

2. using business directories, such as that of the Chamber
of Commerce, listing officers within businesses

3. telephoning the site directly and asking the receptionist
or personnel department v

:_(, tj
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USING RESQURCES TO MAKE SITE CONTACTS

Once the contact person is identified, yvou can utilize your human
resources further by asking that they write an introductory letter
or make the first contaet with the potential participant.

The importance of a very active role for planning c¢roup members
and other community leaders in making initial recruitment contacts
cannot be overemphasized. They skould write or call their
recruiters. Not only is valuable #ime thus saved, but program
credibility is established by these person-to-person introductions.

concept, underline their support and mention that an employer
relations specialist would follow up by telephone within a week.
The ERS found this procedure saved time and created a receptive
climate for meeting with the contact person. The connection

recommending resource person had already been established in the
mind of the contact person before their first telephone i

A sample letter from a (CE), planning group member to a business
associate is displayed on the following page.

ARRANGING TIME AND PLACE FOR RECRUITMENT INTERVIEW

Because the ERS will be dealing with busy people, the contact
person should be askad what time and place are prefarred for the
recruitment interview. If the budget allows, a luncheon meeting
may be suggested; however, (CE); ERSs have found that talking over
a meal sometimes slows up information exchange and interferes with
the use of iliustrative materials.

Usually, the recruitment interview should be scheduled during
normal working hours, but perhaps in a gquiet spot away from the
telephone. Recruiting is often more productive, and the
atmospher= more relaxed, if the interview is held away from the
contact pcrson's office.

Above all, the ERS should take his or her own time Jeriously and

ask for the contact person's time accordingly. The E3CE recruitment
interview is important encugh to rate business time and business-
like treatment.

i f-j —;
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SAMPLE LETTER

Dear _(;1%17%}:7 oz

* our community is planning a unique program called
‘Experience-Based Career Education (EBCE), an excellent

alternative to traditional secondary education.
students have been selected from adpproximgtely _(number)
who volunteered to become part of the program that will

" begin in _ (menth) . The enclosed brochure de:cribes

briefly the concept of this program.
=

Key to the success of this program will be the suppert of

- employers and community representatives like ourselves who

open our doors to these select high school students.

I amwarklng with ‘a small local planning group to help

.structure the program, and I feel your company has the

potential of being a learming site for a studert. I have

asked an EBCE staff member, (name) _+ to give you a call

.in a few days. With your permission, __ (he/she) _ will

call an you at your conveniencz and déséripe how your company

+~might become a part of EBCE.

Your involvement will certainly be welcomed and appreciated.

Sincerely,

-~

-

.




{ _ Site Recruitment (Item 7)

. | . VARIATICNS THAT CAN WORK IN YOUR FAVOk

First:

Although early identification of the site contact perseon can
streamline the recruitment process, circumstances may S@ﬂétilfés
prevent this. Discounting lost ERS time, limited " :rial and error"
contacts with a company cau have positive results. Each person F@
whom the proegram is explained may be a potential public relations
contact within the company. They may or may not become emplayer\
instructors, but their familiarity with EBCE can generate good will
and interest amcng the;r fellow employees. i

I
1

Second:
Dlscuss;gn to this point has been couched §r;mar;ly in terms of
how to approach the business or company you wish to recruit.
However, persons from community sites will sometimes approach you
! and volunteer their site for recruitment. This may result. from
their conversations with individuals at sites already recruited or
may be a spinoff of presentations to business organizations and
Eammunlty groups. (CE): ERSE :;te several Lnstancés of emplgvers

0 pz.:ked up f:c:m athe: sources. Th;s in tumn _,.amat;mzs ca.l.l..,. for
certain adjustments in tha next step: the recruitment interview.

A 29
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Agree on format, content and tone of recruitment

8 , interview

The recruitment interview.provides the framework for substantial
information gathering and exchange between the program's employer
relations specialist and the site contact person. At this time,
each has a chance to discuss the details and realities of the site
and its possible relevance to EBCE program activities. The
recruitment interview is the basis for a.mutual decision that a
site will or will not become a locus for EBCE student learning.

The first item on the interview agenda, of course, will be
introduction of ERS to contact person and acknowledgment of the
person referring the site. If the approximate time limits for

the interview were not established during earlier contacts, address
that question briefly as you begin. These time limits and what the
contact person already knows about E3CE will help in judging the
emphasis to be glven recruitment inta:v1ew topics.

(cB) 2 Emplayar felatians sPégiallsts deal generally with five -

magor tapics during their racrultment interview:

1. general explanation- ‘of the EBCE pragram—=w1th EmPhESLS on
insurance coverage and "no work for pay" policy

2. function and gperation of the site
3. what students could learn there
4. who might work with studencs

5. the mutually acceptable degree of student involvement at
the site ’

EXPLAINING THE PROGRAM

Overview

To begin, a general overview lays out in a straightforward way what
EBCE is all about--its basic' concepts or underlying philosophy and

Ats bread program goals. Why is EBCE needed as a choice for

‘gstudents? What can it do for them? This anluﬂes some background
- regarding career education generally and an informal synspsis of

program features such as the following:



Site Recruitment (Item §8)

1. EBCE activities involve the student in action leagﬁing
using real-life situations on sitas in the c@mmunityi

2. EBCE is learnzr-centered: each student's lea:nlng plan
is personalized as well as individualized, with freedom
for the student to negotiate specifics w;th;n the scope
of p;agram requ;rements.

3. EBCE is pecpleaeanteted; students are people in a
student role; EBCE lgarning brings people together to
plan and completa tasks.

4. EBCE grants studgﬁts standard high school diplomas as well
as indiviaualizeﬂ gre&entials af Pr@gram aéhievemant

and emglayers.
£

5. EBCE is a community-based alternative with its own
governance and curricular system within (or outside) the
‘structure of the school district.

Above all, the interview should emphasize EBCE as an attempt to

help students see the relevance of their education to their future

responsibilities as adults by giving them the opportunity to

"learn while doing" alongside adults going about their daily tasks

in the community.

Learn1ng Activities

A summary of student learning activities, both onsite and elsewhere,
leads naturally from the overview. Specifically, what students
learn and how they can learn in the community can be explained and
illustrated through materials such as Exploration Packages, skill
building activities forms and sample projects. The process of
extracting site learning possibilities'can'alsc be explained
briefly as part of the chronolegy.

Student, Employer Instructor and Staff Roles

The interlocking roles of student, staff and employer instructor
as partners in the learning endeavor should be made clear: the

three must cooperate and communicate to insure that the needs of
all are met and that EBCE learning does take place.

The employer instructor functions as a major learning resource,
with daily opportunities to gquide student ondite learning and
challenge the student to "stretch” his or her abilities and
aspirations. The student's role is that of an individual learning
to be responsible through interactions with many adults. EBCE

3
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staff assume overall respanslbllity for coordinating the student's
academic Eragram and perscnal deveiopment and giving ongoing
assistance to employers.

Other Program Features

Additional program features of special interest to employers come
up naturally during the conversation, often as the result of
questicns from the contact person, and must be explained to his
or her satisfaction. These features include:

1. insurance coverage frasing emgla?ers from liability
ralated to student onsite learning

2. ragularly scheduled dEVélcment actlvitigs prcvlaad to
3. on-the-spot assistance ava;lable to employer instructors
as needed

4. additional legal cénsiﬁératiéné and their solutinns

ERS Hints For Explaining the Program

In this and avery canversatian with employé:/cémmunlty pecple,
program terminology should he used only as it is really necessary

.and helpful to explanation of the program. Imagine being

confronted with Life SkillsA xploration Package, Learning Site
Analysis Form, Career Infarmgﬁ;?n System and so on all in the
first hour! AN

ugstians from the contact parson sh@uld be encouraged throughout
the interview and particularly a= a wrap—up for the explanation of
the program. This technique helps meet the employer's individual
information needs .and points up areas of special curiosity or

concexn,

Sample learning activities and program explanatory materials
contained in the Employer Information Packet may be used as
illustrations during the interview and left with the employer for

review when convenient. After students have arrived onsite,
the employer may went to review general descriptive materials and

. provisions under which employers and students participate. -

32
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. LEARNING ABOUT THE SITE

At this point, the employer relations speclalist will in effect
switch "interviewer" roles with the cantact ‘person tg learn about
the 51ta and its operation, including -

1. confirmation of the general nature and functions of the
organization (products, services and size of work force)

2. job types and personnel prafileg

» 3. a brief history of the organization and the. relat;anshlp
of its divisions or branches to one another

(CE)E ERSa not only ask questions of the contact person but also
encourage him or her to show them around the site. Touring the
facilities allows the ERS to make informal observations and "get
a. feel" far what gées on théra, as well as ta see Eersannel

Any available brochures and mater!-ls should be collected to
supplement the ERSs own notes and ..e filed for student use.at the
learning center (see page

WHAT - STUDENTS CAN LEARN THERE

The ERS information~gathering process now begins to focus on what
the site can offer a student in terms of interesting and challenging
learning experiences. The ERSs observations to that point can help
direct questions to the contact person, whose own attitudes and
willingness to let the student get involved at the site will
influence how eaucatianally?gzaductive a stuﬂent could be there.
What the gsite can cffe: is diructly grsgﬂrtianate to what the
émplaygf is willing “fer.

The (CE); employer relations specialist uses the first three pages
of the Learning Site’ Analysis Form (LSAF) to direct questions to
the emglayer about

1. physical requirements and safaty :anéit;@ns or
ragtrictions

2. reading materials. available to the student at the site
3. Life Skllls :alatad performance tasks on which the

employer would be willing to work (or have employees work)
with students

‘l" o

-
o
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Fesponses to these inguiries are recorded directly on the pages,
which, with the other information and materials the ERS collacts,
are entered intc learning center records to become the information
bases on which student site activities will later be built. (A °
sample Learning Site Analysis Form is displayed in Appendix M.)
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f . ‘ Site Recruitment (Item 8)

. FINDING EMPLOYER INSTRUCTORS

In a small organization, the contact person will probably become
the individual working directly with students as an employer
instructor. If so, the ERS will be in ‘a good position to ~bserve
the necessary willingness and su;tab;l;ty for the role (see

pages 42-44).

At larger sites, the contact .person will probably aPpaint
additional people in various departments and jobs; the contact
person may or may not become an EI per se.

This datermination by the contact person will naturally be done on
the basis of an understanding of the employer instructor role as
explained in the interview. The ERS will therefore have to rely
on tha contact person's judgment, site observations and immediate
feadback from the ccntaet perscn to approve the individuals

- dagignated.

LS

’rnt sassinns and ERS cns;tg ralntenan:e. as wall as by .
£ k from students as they begin to work with that emplovyer
ingtru tar. In fact, if the site is kcing recrulted to satisfy a
-speeif Le Student request, (CE)g has found it advantageeous to take
the student alnng for the recruitment interview. The student's
presénsa allows the ERS to observe the contact person's comfort
as an EI in terms gf his or her ability to interact spontaneously

with a student.

{

AGREEMENT FOR STUDENT USE OF SITE

If all questions have been answered and both parties agree on the
desirability of the site for student learning, all that remains
is to determine the degree of involvement acceptable to the
employer and formalize the agreement in writing: This involves
negotiating two remaining pa:ti;g%zfs-_ -

1. numbers of students that can be aesamm@dated (not
necéssar;ly at one time) .

2. degree of student lea:ning involvement agceptable at that
site . . .

. ' I
The employer gelations specialist will know generally at this point
what resources in time, people and materials are available at the
site and how willing the contact Eersagg;é’t@ allocate them for

Q ,//f _:l _ s , o 33
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Pr@g:am\?,a. On the basis gf this prel;mlnary un&erstandlng, the
ERS can help the contact person specify how far he or She is
willing to go in supporting student learning there.

Determ;nat;on of these factors calls for specificity and

"farthrightngss on the part of the ERS. For example, rather than

" .building levels, would ocgk

_inquiring, "How many students do you think you want?",. (CE)E ERSs

instead take the initiative by asking such questions as, "Can you
take five students, one at a time, for explorations followed by
learning levels?"” Is the contact person willing to work with
students for several weeks on learning levels? Would several
studénts on exploration levels tax time and manpower so that .only
one Qf two very interested students could return for learning
levels? .If the contact person is shy about hosting geveral
students or committing the site for long-term visits such as skill
ional special placements for specific

project purposes be acceg

Results. of the:ERS and contact person agreement are recorded on
the Letter of Intent, which the ERS reviews with the contact
person in entirety--reiterating explanation of the resultant
liabllity coverage--before it is signed.

Match Interview Procedures to Situation

Again, the way you proceed during the interview will vary
depending on the time available, the type of business being
recruited, the role of the contact person in that business and

the personality and habits of the contact person. For example, if
time is short, less will be spent on certain topics, and examples-
of learning materials may not be displayed. For a top management
person in a large corporation who will not become an employer
instructor, little time may be spent on student learning activities,
with mare émghasis on the EBCE conecept and program goals, insurance
EﬂVEfagé, transportation prav151ans, the issue of learning
productivity versus commercial productivity, employer instructar
develapmént agpartunities and the like. With a person who likes

" to be "on the go," the int:erview may be conducted while moving

through the workplace. The ERS must be prepared to adapt to
conditions at the time of the recruitment interview.

Be Responsive to Contact Person's "Signals"

At whatever point in the interview the contact perscﬁ baglns to
exhibit either continued interest or hesitation to become involved,
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the ERS should pick up on the clues and go whichever way is
indicated. If the employer is "sold," \don't keep selling;
complete the Letter of Intent and coneclude the interview.

hat EBCE will not work
e reasons, but never

Conversely, if the employer is convinced t
on that site, attempt briefly to identify
try to pressure or persuade the person to change his or her mind.
Thank the contact person for the valuable timé spent with you,

leave a few EBCE reading materials and exit graciously. The old

adage about not burning bridges behind you bears\ repeating in this
1nstanee* no good can come from leaving anythin less than a

good impression. Several (CE); contact persoris have "come around"
long after the first recruitment contact, when they\had time to
reconsider what they had learned about the program and realized
student schedules could be adjusted to meet demands oh employer's time,

Proceed with Caution When Leaving Materials

Explanatory or illustrative materials are used during the interview
and left with the contact person at the discreticn of _he ERS,
depending on the needs of the particular site and the time available.
(CE), ERSs have found that if they leave too much reading material
at the time of the recruitment interview, much can be "lost in the
translation" or laid aside altogether.. They therefore rely heavily
on their own use of examples and explanation during the
conversation--and the opportunity to review major items with newly
recruitad employer instructors during orientation.

Maintain a Good Program Image

I
Program staff visiting a. site for recruitment purposes are not
just representing the program--to site personnel they are the’
program, and often the whole school as well. One of the most
important outcomes of the recruitment interview is the feeling the
contact person has about the judgment and dedication of the ERS.
A3 a result, ERS conduct, speech and manner of dress should be
businesslike, appropriate to the site and in good taste.

Be Ava11éb1é to Repeat Program Explanation

In large firms, the person interviewed may in turn have to go to
somecne else for the decision to participate. When possible,
arrange for any subsequent presentations to be made by a program
repraesentative to allow for spontaneous questions and insure
information "straight from the horse's mouth." It is easy for
people to misinterpret EBCE as another dropout or d;sadvantaqed

pregram.

!
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~ Reassure Employers about Orientation

The EBCE gan%egt, program particulars and certain terminology are
complicated and new to most pecple. They are therefore difficult

to grasp completely the first time around. The recruitment:
interview does r.ot give sufficient opportunity for the ERS to present
all operational details of the program, nor for the contact person

to retain all of what is explained. Be certain it is understdod,
then, that employer instructors will be supported in furthering

their understanding through employer instructor develo, “ent and
onsite coordination activities.

—— ~ CROSS- FEFE; TNCES =eee —_—

Employer liability insurince coverage is treated in "Business
Management,” Man: rganization, pages 115-119.

See "Employer Instructor Development " for treatment of orienting
community adults to their responsibilities with EBCE students.

"Site Utilization,” the third section of this handbook, explains
techniques for promoting productive relationships among employer
instructors, students and staff.

See "Program Planning & Governance," Management & Organization,
page 28, for E:eatmnt;—-af legul issué;s;

See "Projects," Curriculum & Instruction, pages 236-241, for use

of site information in negotiating individualized student projects.

See pages 41-44 for additional consideration of criteria for site

selection.

L]
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Anticipate possible questions and concerns and formulate
!J appropriate responses for recruitment interview

Reservations about the extent to which students can become
involved with ctivities at their site may have become apparent
gradually duri.j various stages of the interview. Many come out as
the Letter of Intent is filled out.. Solutions appropriate to each
site must be negotiated with the site decision maker.

Labor Concerns

Labor representatives may fear that introduction of EBCE students
on job sites means competition with regular employees for jobs--or
.even possible exploitation for free- labor by unscrupulous employers.
Although this concern has been voiced many timea across the nation
in reference to other career-oriented or work experience programs, .
(CE), ERSs have encountered only a few instances.Qf local union
concern. Most have been satisfied after thorough explanation of
the program's position on student learning productivity rather
than commercial productivity and the formal policy on "no work for
pay" during program hours. If a unionized site remains a problem,
(CE)5: tries to find a similar workplace elsewhere.

Pratecting Confidential Infgrmation

Agencies or 1r§;viduals dealing with Ecnfldential Or ¢ cllent—
Esivllggga infc . tion--such as doctors, lawyers, Psy&niatr;sts,
counselors, ministerz, banks, credit unions and the like=-may
express concern that client confidentiality cannot be maintained
with a student learning at their site. Again, (CE); ERSs negotiate
site usage particulars with the representatives to protect those
-areas of their work they cannot make available to student
observation or involvement. ERSs contend that students can learn
about an occupation and be involved in representative activities
without participating in every aspégt\gf the work. Yet even in-
very sensitive areas, like the examples above, (CE), students have
been allowad to play significant roles witH marked success.

Maintainingvzmpiayer Efficiency

Individuals with high hourly incomes or those compensated on a
straight cammission basis may feel they cannot spare several days
or aven haurs in one=to-one, intensive interaction with a student.
The ERS may sudgest they take only minimal time from their schedules
to work with students by using their "down" time=--lunch, coffee

39
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breaks, early mommings--or by identifying a substitute or

additional employer instructors in their firm. Perhaps the

student ‘could be allowed to "shadow" the individual for a
spaetified period while he or she goes an with regular activities.
EBCE students know they have plenty of learning activities to
pursue that do not require constant interaction with site '
personnel. Students appreciate being told what they can and
should expect--and when. After all, adaptability and flex;blllty
are important attributes in the wafkaday world.

Far these and any other kinds of 1;m1tat.1cns, individual
agreements are worked out so. that student site axperiences are
commaensurate with the desires of the contact person and the
availability of time, personnel and resources. Exploration levels,
skill building levels and special placements offer sufficient
flexibility in student site involvement to give sites many

di fferent ways to participate in EBCE. Explorations and special
placements are particularly attractive to sites not wishing long-
term involvement. o ‘

Spacifics of the agreement are recarded on the letter of Intent
and entered into the recordkeeping system by the ERS (see

pages 47-50).

e s CROSS5=~REFERENCES et e

" See Appendix N for policies regarding student learning ﬁ:@ductiﬁtg

4qc

and "no work for pay" and Appendix E for other union-related
considarations. '

Additional suggestions for involving unions in the EBCE program
are discussed in "Community Relations,"” Management & Organization,
pages 186-188. o
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Establish criteria for selecting sites and employer

10 instructors
S . . 7 » s

During the recruitment interview, the employer relations spaciali
will be applying certain pre-established.criteria in determining a
'site's suitability. Although dependent on ERS on-the-spot
professional judgment--and that of the employer contact persan--
selection of a learning site should consider some of “he follewing
general issues. '

WILLINGNESS TO PARTICIPATE

The first step in selecting sites is actually that the contact
b persons select themseives--~they decide they want to inveolve their
N company, its personnel and its resources in the "business" of
Experience-Based Career Education. This willingness will
ultimately be indicated by a signature on the lLetter of Intent.

. \\\ Remember, when seeking employer agreement to participaté* honesty
. is always the best policy. (CE), ERSs are quite frank in
\\ admitting to the employer that not all students will have instant
success storlies on their sites. The employers' challenge,
actually, is to help students begome successful rather than simply
to obaerve those who already are. An employer's willingness to
participate includes acceptance of this reality--that some students
_are more d;fFlgult to reach than others.

£

- A

SITE POTENTIAL FOR STUDENT LEARNING

Given the contact person's general willingness to participate,
determination of the site's ability to offer student learning
opportunities is then made by the ERS on the basis of:

1. observations during a tour of the site

2. questiaﬁs directed to the amployer contact pé;son

3. data gathered via the first part of the Learning Site
‘ Analysis Form

4. ) his or her best judgment

,,.
W
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The ZRS mu. == professional judgment and previous experience in
dealing witn ;= ple to estimate the possibilities for interesting
and .clevant learning opportunities that would foster student
growth and promote program learning goals.

Willingness of the contact person to let the student really "get
involved" and learn about site operations and peoples' roles is
an important consideration in determining site learning potential.
Two basic gquestions summarize the ERS' inguiry inte the site and
the employer's attitudes:

1. What do you do on your job?
2. What can a (CE),; student do on your job?

From answers to these gquestions, tha ERS can discern generally
whether the site would be a good piace for students to explore and
learn.

For example, a contact person who says a student could "pretty much
try a little of everything I do" understands what EBCE is all
about and w.ld probably maks that site an intriguing piace for a
student to learn. (n the other hand, a person who doesn't seem to
grasp the EBCE concept and can only suggest menial or repetitive
tasks for the student may be considered a poor risk. Depending on
availability of similar sites and remaining recruiting time, the
ERS may elect to conclude the interview politely and find another
site to recruit. Accepting a site that is "questionable" in te=ms
of contact person understanding will require intensive development
and mairtenance efforts--possibly disproportionate to the site's
learning potential. :

‘ In actual fact, however, (CE), ERSs report that they seldom reject

- a site on an initial contact, that is, at the recruitment interview.
They are interested first and foremost in the learping opportunities
at a site--and what place of business can offer nothing to be
learned? If meaningful work is taking place, no doubt the site
could offer student learning. If a student later finds that he or
she does not care to return there, adjustments can be made.

AVAILABILITY OF SITE PERSONNEL AS EMPLOYER INSTRUCTORS

b

Employer Instructors: How to Find Them:

“Availability of site personnel to work with students is the third
‘major consideration in determining a site's suitability. The
contact person interviewed by the ERS plays a key role in this
determination, whether he or she becomes the sole employer

v
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instructor at the site or additional persons are appointed to £ill
the role. In either case, designation of indiv.dual EIs is made
by the contact person on tile basis of an initial understanding of
what an EI does and what characteristics are desirable in an EI.

For example, at a small site, the persoun coritacted initially by

the ERS, the dezision maker interviewed and the individual who

will work with students may be one and the same--the owner,
president or general manager. ALt a larger site, the contact person
may or may not elect to serve as an EI. He or she may choose to
host students only curing short exploration levels and appoint
Sther EIs for lengthier learning levels and project activities.

The contact person may designate several other employer instructcrs,
eacn to work with students choosing their respuctive departments or
specialty areas.

o

Although the ERS must rely on the contact person®s good judgment,
(CE), ERSs consider such selection of an EI by his or her
supervisor~-rather than by the ERSs themselves--to b2 a low ..sk

“activity because of tne very short introductory exposure of EI to

student prior to ERS maintenance. Shortly after 2 student's
arrival at a site, tha ERS visits the site and gets the student:'s
first impressions of the EI. As a result, the ERS is soon in a
position to judge the suitability of that individual for the EI
role. 1In addition; student analysis »f the sitz and the EI is
encouraged throughout student onsite learning.

Employer Instructors: What to Look For

The persons who will be successful employer instructors will need
on-the-job time to devote to instructional activities, without
feeling that they a:evneglacting their work. They may well have
had previous experience in working with young people or doing
volunteer work in the community, but most importantly, they must
have the desire to ['take on" a (CE), student in direct interaction.

Beyond these three general considerations, describing what will
make a "good" EI i$ as difficult as predicting a particular
individual's potent. > ior becoming cne. After three years, (CE),
ERSs admit that there is no formula or list of traits that they

_can give the employer contact person as selection criteria. The

what being an EI is and hope that the contact person knows all
employees well enough to recognize those who might work well with
young people. ?

This general description, in the words of a (CE); ERS, emphasizes
first of all the fact that an employer instm.ztor should enjéy
working with young people and should be enthusiastic about the
possibilities in such a relationship.
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Peopla we look for as EIs are outgoing and open=-minded
about things; they den't have a lot of locked=in
negative conceptx. Thelir attitude is positive. They
tand to be helpful and willing to cocperate. When you
talk to them, they don't get scared off when you ask,
'will you help us evaluate. the studsnts?’

They arg self-disciplined: they know what they're doing
and why they’'re doing it: they know what has to be done
on what time schedule and they can stick ro it. But they
are still flexible in their attitudes toward students and
have a high dagree of patience.

All of this adds up tc what could be callsd emoticnal
stability in a person. This stability iz capped off by
positive sxpactations about young people and confidsnce
in students’ ability to make their own life decisions.

Of coursa, "parfact” employer instructors are rare; each is

different from the next. Such differ¥ices, however, are part of
what students should encountar. Getting to know many individual
amployer instructors is excellent experience for EBCE students.

CROSS=REFERENCE e e e

"Site Utilizatien,"” pages 105-167, deals in grsater depth with the
interactions between employar relations specialists ani employer
instructors.
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Site Recruitment (Item 11)

% ’ Assemble appropriate materials for use by recruitment

1 ] personnel

During the recruitment process, supportive and illustrative
- materials are used by the employer relations specialist tc
facilitate understanding of the program.. (CE), materials include:

1. the basic information packet, which contains
a. a statement entitled "Provisions Under Which
Employers and Students Participate in the (CE))
Program" and outlining sev2ral important legal
considerations

(CE)2 program
€. 4a sample Letter of Intent

d. a sample Indemnity Covenant

s

pages 1 through 3 of the Learning Site Analysis Form

C 3. examples of student learning materials. such as
Exploration Packages and projects

Each of these materials is explained hy the employer relations
specialist as the interview proceeds. Some items--the first
portion of the Learning Site Analysis Form, the Letter of Intent
and the Indemnity Covenant, :through which employers' freedom from
liability is guaranteed--must be filled out during the interview
for each site joining the progran. ’

Items a and b above are left for reading when convenient, Site
repregentatives electing to join the program also retain copies of
the signed Letter of Intent and Indemnity Covenant for their
records. The first three pages of the LSAF are completed and
retained by the ZRS; the contact person does not receive copies.

ERIC

Aruitoxt provided by Eic:

1
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Aruitoxt provided by Eic:

Sse Appendix C for samples of the information packet

CROSS5-REFERENCES

the recrui*ment interview.

used during

Appendix M contains a sample completed Learning Site Analysis

Form.

For a loak at the general program descriptive materials used by
(CE) ; employer relations specialists during recruitment, see &the
Overview.

Program




O

ERIC

Aruitoxt provided by Eic:

Site Recruitixnt (Item 1Z2)

Set up system for reca:ﬂ;ng site information

Y

An up-to-the-minute site inventory and comprehensive re<cords of
emplayef instructor invoelvement in student learning activities
serve many purposes - for E3CE students and staff. On the basis of
such records, - comprehensive liability insurance coverage for
employers ig secured, community relations activities and employer
instructor development sessions are planned and student learning
activities are negotiated.

Since recruitment is the first step in gatliering learning-related
site information, it is critical that what is observed about a
site be recorded completely and accurately and entered into the
permanent records housed at the learning center.

| . /L
Cn receipt from the employver relations specialist of the signed
Letter of Intent, Indem ! .. Covenant and ERS site notes, a site is
enteréd into the follew.nyg three=part recordkeeping ‘ystem.

OPENING THE RECORDS FOR A RECRUITED SITE

Card File: Current Site Inventory,

Ihé alphabetical card file is-designed to allow easy reference of

brief site information and compilation of a current site inventory.
For each site recruited, a card is added to the file, listing the
site name, address, contact person and employer instructor(s), and
general site requirements or restrictions related to student
learning (see sample on next page). This file is housed in the
learning resources area and supervised by the learning resource
specialist.

File Folders: Cumulative Site-Related Materials

Intended as a collection point for all materials pertaining to a
site, these folders begin with a brief site description written
by the ERS immediately felliowing the recruitment interview. This
description highlights possible areas for student involvement and
special conditions or restrictions. In the folder is also filed
a copy of the sigyned lLetter of Intent, the first section of the
learning Site Analysis Form, the Indemnity Covenant and any
descriptive brochures or materials gathered by the ERS during

recruitment. As student learning plans are developed and onsite

()
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learning activitics implemented, all related materials generated
by the site will be added to the folder, thus building a
comprehensive site record of involvement in student learning
activities.

SAMPLE CARD FROM SITE CARD FILE

(Side 1)

Company Name: Walk-In Legal Aid Phone: 555-3880
Address: 1941 N.B. Meridian
Contact: Ann Vandam

Type of Business: Provide legal assistance to indigent

H [0 ]

Learning Sites El Activities
Alternatives Rose Martin Intake interview
Phone research

Investigation Grant Hickam Investigate alleged
: crime, canvas for

) witnesses
F . Write reports

(5ide 2)

Comments: Requires that you be able to moniter vour own
time, be a good reader and able to write reports

Must ride bus (line 41 & 44 will get you there
from the center)

Scheduling Requirements: Flexible scheduling, however
you may have to spend some full days

48 o




Site Recruitmrent (Item 12)

e Employer Relations Specialist Notebook: Portabie Summary of Site
Activities

The employer cards in the ERS's personal looscleaf notebook are
dasigned to allow summarization of information regarding a site
and student learning-related activities. When a site is recruited,
the site name, address, telephone number and contact person are
entered on the card (see page 50), which in turn is entered
alphabetically in the notebock of the recruiting ERS. Subsegquent
entries on the card are made as student learning activities
progress at the site. Each card thus becomes a summarized
cumulative record that the ERS can take along on site visits

Recording Sites Not Recruited

For purposes of future reference and to aveoid repetitive contacts,
a record should also be kept of (a) sites identified earlier as
"potential” learning sites but not interviewed at this time and
(b) sites interviewed bBut not selected for recruitment.

Sites identified but not interviewed may bz utilized later as
necessary to respond to student regquests (see page 57). For
those iﬂtérvigweﬂ but not selectea far rearuitment, the reason

. at soma fgturé t.lme shagld be- nated_

Later, as students begin to visit sites, the recordkeeping system
will also have to distinguish sites available but not chosen by
students for exploration--a possibility if recruitment is not
based directly on student career interest assessment (see

P page 20).

—_— —— CROSS=REFERENCE ——— ——

"Business Management," Management & Organization, page 111, contains
a description of management-related recordkeeping in an EECE

- program. Pages 115-116 describe how the Letter of -Intent and
Indemnity Covenent precipitate employer insurance coverage.

O lh-‘ 49
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EMPLOYER

EMPLOYER

CARD
RELATIONS SPECIALIST NOTEBOOK

SITE VISIT RECORD:
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Site Recruitment (Item 13)

i : , Make program known to the community through
]3 presentations to local groups and key individuals

One of the primary tasks preparatory to initiation of an EBCE
program and actual site recruitment will be to let people in the
community know what the program has to offer its young people. A
good deal of work during early program planning will be required to
establish a local communications network that

1. reaches key persons of influence in the community who can
participate in proccam planning and public relations

2. convinces local school district taxpavers, parents and
students that it has educational significance, integrity
and stability=--and is worthy of their consideration as
an alternative for students in their district

3. interests a wide audience of community members and
employers to the extent that they become willing to
volunteer their sites and perscnnel for EBCE learning

: The contacts you make during early program planning lay the
. groundworxk for the site recruitment that begins in earnest when
., the EBCE program is approved »y the school board. How these
early presentations and individual contacts help build a site
network is treated in the pages that follow.

— ———————— CROSS-REFERENCES : —

The handbook on Management & Organization suggests ways to Find
and enlist key community individuals in "Program Planning &
Governance," pages 15-23. How to initiate and maintain good
communications with all audiences is addressed throughout
"Community Relations;" see the checklist on pages 141-142 for
specifics. :

ERIC

Aruitoxt provided by Eic:
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[ — | Identify first employer and community sites to be

l 14 contacted for recruitment

Depending on the number and type of sites needed for the network,
the initial community interest survey may provide sufficient names
for the first round of. recruitment contacts. Should identification
of additional sites be.necessary, you may proceed in either (or

You may seek additional suggestions from resource persons who were
helpful during planning group formation and the initial interest
survey. K These may include planning group members and key business
people, students, personnel within the school district, Chamber of
Commerce, officers and members of local civie organizations, eity
officials and selected community persons.

Another option is to expand your resources, possibly including
school district personnel from other career- or community-related
programs such as work experience who could suggest sites to contact
based on their past:experiences. Another source can be key persons
from other local programs that involve emyloyers in educational
and/or youth activities, such as community colleges, Junior
Achievement and Explorer Scouting. These persons could be the

lead into sites they know are good EBCE possibilities.

Regardless of which resources are tapped, the employer and community
sitas to be contacted now for recruitment will have been reGommended
by people familiar with both the sites and EBCE, thereby increasing
the probability of successful recruitment and fruitful student
learning. ' '

— - CROS5~REFERENCE = e

Treatment of the community survey made during planning for an EBCE
program is contained in "Program Planning & Governance,”
Management & Orqganization, pages 21-23.
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Site Recruitment (Item 15)
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Conduct initial site recruitment an

When rlanning steps have been completed and advance preparations
have been made, the first round of recruitment can be completed in
a few weeks. A well-organized team of employer relations
spacialist(s), planning or advisory group members, key businessmen
and program administrator will be able to interview sita contact
persons, secure signed Letters of Intent and record new sites in

rientation session. The stage will then be set for commencement

of first-year students' site experiences.

— ———— CROSS=~REFERENCE s e

"Employer Instructor Development,” pages 63-102, offers
suggestions and sample agendas for the August orientation session.

| S v
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EMPLOYER/COMMUNITY RESCURCES

Adding Sites to the Network

Once the program year begins, sites are recruited primarily in
vesponse to identified student needs or requests. This
individualized site recruitment follows the same procedures
used for building the original network.

Determine need for site

[

Need for a site generally becomes known in one of four ways:

1. specific student identification of career and/or site xqif
interest

2. ERS judgment that a given occupational area or career is
not yet adequately represented in the network ‘

3. withdrawal or termination of an existing site

4. design of a student project specifically requiring
employer or community resources not available in the
present network

DETERMINATION OF STUCENT CAREER INTEREST

In conference with the student, the employer relations specialist
uses the results of career interest indicators administered during
thae summer to help the student identify specific occupations he

or she would like to explore. Again at various intervals
throughout the year, students repeat the occupational interest
assessments and, with assistance from the ERS, make additional
site selections for exploration and learning.

Student interest in a particular site may arise in ways other than

career interest assessment, as well. For example, the student may

have done business there or received a special service such as

medical aid or counseling. A friend of the student or his family

may be enthusiastic about his or her job or place of employment.

These encounters in turn may spark the student's interest in an

area or site not identified through assessment. q

'3;:—,
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INSUFFICIENT REPRESENTATICN < AN OCCUPATIONAL AREA

Sometimes student encountars with Cex+aln occupational areas--for
example, the social services--prompt requests for explorations at
other sites in that same interest area. Available sites may
become "overlouaded," creating a need fer acdditional sites of that
type to allow for multiple student requests.

Occasionally, an "active" site or an employer instructor will
withdraw-=perhaps as the result of a layoff or economic downturn--
or be terminated from participation in the program. This, too,
may leave a gap in the site network.

(CE), ERSs have noticed particularly that changes in perscnnel
over the summer months come to their attention all at once in
August, creating a heavier than usual recruiting need just prior
to the beginning of the program year.

STUDENT PROJECT NEEDS

As a student works on projects and increasingly refines individual

learning goals, it may happen that project work leads to a site

not presentl’y in the network--either because the negotiated project
calls for the site or because the student prafers completing the '
project there.

e CROSS=REFERENCE = — ————

Student career Interest assessment 1Is discussed in "Career
Explorations,” Curriculum § Instruction, pages 145-150.
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— Attempt to match need with available sites

When the need far a particular type of site becomes knawn, you
may well be able to locate what you need by examining those sites
already available in the "active" network. If so, the next step
will be to contact the site.representative and arrange fcr student

placement. -

£

—_— CROSS-REFERENCE - —

See "Site util;satian," pages 156—158 far student placement
procedures. .

—



Site Recruitment (Item 18)

By ~ ssible new site(s) to b=

When necessary, 1aént;fy

‘l 8 recruited

Particularly as student interests expand as a result of early
explorations, sites that are not yet a part of the network may be
\ needed. First, appropriate new sitds must be identified for
D " recruitment in basically the same way as during initial
) recru:l.tnent :

1l. Review previously identified but nat—yetérecruitea'sitgs.

2. ‘Contact currently participating site personnel f@r
" suggestions.

3. Again, utilize community sources to identify potential
\ :

‘4. Select several possibilities and prioritize.

The ERS may elect to tap any of the usual resources--from the school
su@erlntendent or the board of directors to already “succassful"

- v participating site personnel. Many times, students will know of
. ’ , a site that fits the’ request.

The ERS may then initiate contact with each potential site as the
. suggestion is made or may compile a list and Priarit;zé the |
& E possibilities. This prioritization will be based on b@th the
i recommendations of the resources and the location of the suggested
site., (CE)., ERS5s use the location -criteria to determine the order
in which tney contact otherwise equally desirable sites: they
he;gp with the sites closest to the learning center and work  thei
wa ut. :

57
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ment interview with site decision maker

19

The procedures designed for initial site contact and interviewing
are again applied. However, the.approach may change based on
axperiences with earlier recruitment and the fact that the program
yeér is now underway.

Two differences in the ways (CE); ERSs conduct the recruitment

interview after students have begun ta vigit sites are significant.

First, students themselves are often invited to accompany the ERS
an the recruitment interview. E:esence of the student allows the

‘ERS to observe the contact person's comfort with the situation and

ability to interact spontanecusly with the student, thus forming a
basis for preliminary estimation of the contact person as a future
employer instructor and as a source of recommendations for other
EIs. Similarly, the student is given the’ gpportunity for a .
personalized preorientation to the site and to the contact person.
(CE); ERSs report that often the employer directs more questions
to the student than to the ERS.

Second, examples of completed student projects, Exploration
Packages and the like replace -the sample materials used during
initial network recruitment. Such use lends a personalized note
to the ERS's explanation of the program and makes what students-’
da—sespeeially studants they know=-more interesting and

=y
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10

Invite site representatives to orientation session

20

Whan the recruited site has been added to the network and employer
instructor (s) have been selected, site personnel are invited to
attend the next scheduled employer instructor development session.
(CE)2's series is des;gﬁéd so that EIs entering at any time during
the year are quickly and comfortably ;ncar?a:ated llltD student
learning activities and program.

———— CROSS~REFERENCE = o

Employer instructor development sessions are deszrib%ﬁj;infﬂié‘“ﬁ'&g
section of this handbook. e a T

ite Recruitment (Item ED) ,
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i

Begin student plaseﬁent procedures

il -

For later placements as well as first ones, ERSs follow a carefully
designed series of steps to ensure smooth acclimation of student to
site. Those procedures are described fn the “Site Utilization"

section of this handbook. -
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® EMPLOYER INSTRUCTOR DEVELOPMENT

—
Emplayer instructor dgvelagggny provides site perscanal with
the stzff support, program information, skill development

and contact with each other needed to guide, negotiate with,

instrnct and evaluate studsnts in E£BCE.

WHAT EMPLOYER INSTRUCTOR DEVELOPMENT ACTIVITIES:CAN DO

1. maximize the potential of an employer/community gité as a
learning setting by focusing employer instructors on their
instructional, supervisory and guidance. responsibilities and
developing their ability te help students discaver useful and
ralavant learnlng experiences

2. provide a‘glanmed. integrated series of employer group
meetings to complement ongoing one-to-one site maintenance by
the emglayer relations specialist; such a series of meetings

. a;‘: affords empl@yer instructors and contact persons the
opportunity to orient themselves to program changes at
reqular intervals as they work with students

b. responds to emplover instructor needs for training in
program-related functions’

c. serves as a means for employer instructors to express
their concerns and exchange suggestions for working with
atudents, with each other ‘and with program staff

enhance employer understanding of aspects of their role
related to program design, evaluation and refinement

L
L]

4. promote and maintain employer/community interest and
support of the program :

ASSUMPTIONS : ABOUT EMPLOYER INSTRUCTCR DEVELCPMENT

While employer instructors may be highly interested in the
possibilities of working with young people, they generally will =
need and want support from professional educators.

, Suppért of employer instructors cannoi be a simple preservice
- activity followed by a year-end banquet to express appreciation;

Vol
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needed rather is an angcing process of orientation to roles and
functions expected by EBCE.

Materials, procedures and approaches used in development
activities should ke straightforward and concise, geared to easy
understanding by lay persons, avsldlng if possible the jargon
typical of educators.

THE PEOPLE INVOLVED

Planning of the employer instructor development component as a
whole draws on suggestions from all staff and the program
administ¥rator, who in turn may use additicnal resource persons=-=
particularly e EEE;ayérfipgtrgﬁﬁQ;S themselves, as appzaprlata_

Planning and conducting each develaFment session is shared by all
staff members and varies according to the specific design and
pu;pase of each session. The e employer relations specialist, due
to his or her unique role in working daily with employer
instructors, must provide specific suggestions. Student -
participation in the sessions is sought as appragllate.

RELATIONSHIP TO OTHER PROGRAM ELEMENTS

Empioyer instructor development activities are occurring at the
same time and involve basically the sama people as several other
program functions: site recruitment, student onsite learning
(site utilization) and program planning and governance. The
format and content of employer development activities will refleect
and be shaped by the involvement of employers, community members,
students and staff in these other simultaneous functions.

Of particular significance is the complementary nature of

employer instructor development sessions and individualized site
maintenance by the employer relatic. - specialist (described in
"Site Utilization"). Site maintenance, intended to respend to
lndividﬁal questions, needs, concerns and suggestions that arise as
the emglayer instructor works with students, shares with
development "activities the underlying purpose of bringing out in
each employer instructor the best that he or she has to offer EBCE
stucler=s. However, site maintenance relies primarily on one=-to-c-e
interactions between an employer relations specialist and employer
instructor at the site, rather than on group sessions at the
1earn1ng center. |

i
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Employer Inst:ﬁétcjr Development
~ Steps to Follow

PLANNING FOR DEVELOPMENT | page

Agree on purposes of employer instructor
- development

™
"l

2| Bssign staff roles

3| Determine employer instructor training needs ' 4

Plan development sessions to meet identified 724
needs -

Consider implications of diverse audience for 78
development activities

Expand recordkeeping system to incorporate 50
~L—J development materials

. Provide for revising development sessions and- 82
. - other program features based on ferdback from ‘ .
participants

|

CONDUCTING EACH SESSI ™

Allocate staff zesgcns\ibilities- in planning 85
and presenting session )

9| Determine training needs in that area ' 87

10| Prepare and finalize session a’genda' ] 20

11| Schedule program 93

12| Invite ewployer instructors and contact persons - 95

13| Arrange for facilities and equipment 97

14| Prepare materials .98

15| Hold session as planned 99

— Seek participant evaluation and share feedback 100
16] with all enmployer instructors .

Ev File materials for later use 102
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CONDUCTING AN ET DEVELOPMENT SESSION
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Employer Instructor Development (Item 1)

Planning for Devfelopment

i

Agree on purposes of employer instructor development

size is increased many t;més over by the dazens Qf ‘other peagle
serving as "teachers": employer instructors (EI) who work
directly with EBCE students on & daily basis, helping them
understand important processes, facts and attitudes related to
individual EBCE student outcomes. Without employer instructors,
EBCE could not take place.

The general purposes of employer instructor Eevelapmant at (EE)E
(see gage 63 ) spring fram the real;zat;an that Ehé pgtent;al Qf

" of EIS to interact efféétivaly wlth students. These men and

women may never before have thought of themselves as "teachers".
The EBCE notion of people from the community getting closely
invelved with students as instructors, counselors and partners in

_experiential learning may be new to them. Further, no two

“individuals willi come to the teaching/learning situation with the

same set of skills, standards and expectations.

Finally, the EBCE program is complicated and consists of many
i;xtsflacklng ::m::eptg a‘lﬂ stfatagies. Els. like all pfagram

scmgléx;ties before they can g;asg EECE in tatal;ty ané apply its
techniques comfortably with individual students. The original
recruitment interview and one orientation session at the beginning
of the year can neither anticipate nor respond to all EI needs for
information and support as they interact with young people at their
places of work.

Rather, it is important to grev;de EIs with regular opportunities
throughout the program year to' exchange with program -ta<f and
each other a multitude of opinions, suggestions and anecdotes
based on experiences with students. Development of employers as
instructors can be likened to the inservice training for teachers
often provided by school-districts. While employers are learning
from their experiences with students, prugram staff try to pass
along to them what they know about working with young people and
to help EIs learn from each other how to be more cffectiva.
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THE HISTORY OF EI DEVELOPMENT AT (CE)Z

buring the summer and into (CE)y's first program year, staff held
several meetings to familiarize site representatives with program
features and onsite learning activities. As the series progressed,
gstaff perceived a recurring theme: pecple attending the meetings
wanted help in becoming effective employer instructors. They also
welcomed opportunities to get together to share questions and

. exchange ideas.

-

This feedback was reinforced by

1. research findings from other programs using onsite
comnunity resources which show that additional training
of supervisors working with trainees is desirable

2. enmployer relations specialist (ERS) reports of questions
resulting from student/EI first encounters onsite

3. suggestions from emplover and community members of the
planring group ' -
Armed with this informatlion, (CE); staff ~reated what are now
callaed EI develcpment sessions to follow summer orientation and
to supplement onsite ERS/EI interaction (see "Site Utilization").
A questionnaire administered to all individuals involved in
student onsite learning resulted in unanimous endorsement of
periodic EI development gatherings during each program year. ~
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Employer Instructor Development (Item 2)

Assign staff roles

ROLES BASED ON THE (CE)E MODEL

Program Administrator _
Given the importance of employer and community sites to the )
program and the need for coordination of employer instructor
"training" with other program functions, the program administrator
should retain primary responsibility for EI development. ’a

-.additien, he or she should participate directly with othe; staff

in planning and implementing individual development sessions. The
program administrator's general administrative Zﬁd managé%gnt
expertise, understanding of the program as a whole and vigibility
in the community should be continual assets to/EI development.

/

Empinyer Relations Specialist | : ¢

The employer relations specialist should take charge of design and
implementation of each session because (a) the ERS is uniquely
involved with all other program participants and (b) the ERS is
most familiar with the employer community because of work on site .
recruitment, utilization and maintenance. :

Other Program Staff

The ERS can in turn draw substantially on other staff as
appropriate. Learning managers can contribute perspectives
regarding student learning strategies and recommend straightforward
techniques for presenting (explaining) them to employers. The
learning resource specialist knows the potential of employers as
learning resouzces and how students can access those.resources. In
addition, the LkJ would probably be the staff expert on media and
techniques agp:@prﬁate to various training activities and
presentations. The student coordinator can marshall guidance-
related considerations and possibly make suggestions regarding
gféup processes, presentation techniques and coordination of all
activities. Staff will contrikute individual talents and
strangtns in addition to skills and knowladge related to their
rolas.
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Other individuals from the community or within the district could
be called on for certain special types of input, such as
interpersonal relations techniques and specialized discussion of
such processes as use of resources, dealing with "problem cases"
and so on.  In short, anyone who'can and is willing to help
should be used. EBCE is, after all, education in and by the
community. : '

— — — s CROSS~REFERENCES ~———me —

"Personnel.,” Haﬁagement & Organization, contains role
descriptions for all EBCE staff, pages 48-57.

In addition, ERS .tasks and responsibilities during site
recrultment and site utilization are discussed in other Séi‘tléﬂs

of this handbook.
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I I Determine employer instructor traiiing needs

(CE)5 staff have found employer instructor training needs fall
into four general knowledge or skill areas:

1. thorough v-derstanding of the EBCE program and the unique
role of EI

.2. ability to orient students effectively to the site and
its operations :

4. understanding of the procedurss fnr implenenting learning

strategies
These needs were identified by site personnel and program staff as
students visited s;tes fDr learning purposes.

D FEEDBACK FROM SITE PERSONNEL

Site personnel themselves are ideal resources for determining EI
training needs. Site contact persons and EIs will have many

- questions regarding what they are to do and how they are to deal
with students arriving at their site. These questions and concerns
are a logical starting peint for planning EI development.

-

5
>

\
.INPUT FROM STAFF

Just as site personnel have opinions and questions not answzred
during recruitment, so program staff will Bave ideas of what
information they consider crunial to EI efficiency aad
-effectiveness in dealing with EBCE students. The employer -
relations specialist, as the designated channel through which
information flows directly between site and staff, has a feel for
sﬁ@g personnel needs from talking to contact persons during
recruitment. Other staff familiar with the EBCE curricnlum can
offer suggestions fr@m’that PéfSpéEtiVE@i

For 'example, the student coordinat
with student orzite behav1ars and

' ¢
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Learning managers will be especially concerned that employer
instructors feel comfortable with the instructional strategies and
materials they will use in working with students.

Staff opinions should be gathered, perhaps through an informal rap

-session, and added to those of site personnel.

COMPILING SUGGESTIONS AND RECOMMENDATIONS

For (CE); development planning, two individuals trained in
interpersonal relations techniques coordinated staff and employer
suggestions and drafted the design of the EI development component.
The baszis for their design was a combined list of employer/
community responses, including planning group feedback and staff
sufgestions. That list is displayed on the following page.

_—————  (CROSS~REFERENCE =i —

Some activities in the following list of suggested EI training
needs are now part of the one-to-one site maintenance conducted by
(CE) ., employer relations specialists during s%. . utilization. See
"Site Utilization" for details.
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SUGGESTED TRAINING NEEDS FOR (CE), EMPLOYER INSTRUCTORS

G:rieral Information Needs

Ways to Assure that Students are Learning Onsite

1.°
2.

I

Ways to Prorote EI/Student/Staff Communication

li
2.
3é
4,

5.
6.

reports of student progress

the place of EBCE in society and education

objectives and basic concepts of the (CE); program

background information on students (skill levels,
experience, aptitudes and so forth)

student activities on job sites

"worker"

prepare employver instructors for student arrival Dnsita'
clarify and enforce student aﬁtenéanzé :equiraﬁénts
5§ééifyatime, schedulir . tpectations 1
develop specific leurniny and behavior expectations for
students ’

provide "report cards" measuring student progress

allow student critigue of EIs

Gesign a reporting system for staff, students, EIs o

hold student/staff conferences and provide feedback to EI

find out what "preview" job site information the student
needs or wants

P

encourage student participation in regular employee
orientation onsite, if available

secure st..dent and EI agreement on responsibilities
clarify a..d share_roles

hold thféeiway canféréﬁées%améng the student, staff
member and ET T

. ; 73
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- Plan development sessions tc meer identified needs

Employer instructor development sessions should be planned to
supplement onsite maintenance support by the employer relations
specialist, without duplicating that support. Site maintenance

can respond to individual questions, needs, concerns and suggestions
that arise as the EI works with students at the site. EI
development should promote interaction among all participants in
student learning and discussion of shared needs.

A (CE), ERS recent.ly summgd up the important complementary nature’
of EI development and site maintenance: .

We notice it’s much easier to run a maintenance visit
after a development session because the employer 1s
more awarr of the program terms you use. You dan’t
have to turn the maintenance visit into a reorientation
session, and you can zero right in on talking about the
student who's at the site. ;

FREQUENCY, NUMBER AND ,P;éPOSE OF ACTIVITIES

y

Based on first-year experiences, (CE), staff conduct four group
sessions, one every eight to ten weeks during the program year,
to punctuate and tie together ongoing employer maintenance and
student onsite learning. Each session-focuses on one of the
following purposes:

1. orient new employers to their role as instructors before
they receive students at thej - sites

2. answer questions from eéxperienced EIs and allow all EIs
to a;changé ideas

3. build skills EIs feel they need to better serve soth the
students and the goals of the program !

4. obtain feedback from EIs on the success of program  \
strategies, including development activities themselves

74
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Employer Instr -or Development (Item 4)

Orientation

Employer instructor orientation, held the week before school begins.
brings those site persons who have volunteerad to work with
students itogether with program staff and students for introduction
to specifics of their role in student learning. This first
sazgion is intended to

1

supplement and reinforce the program overview convayed
during the recruitment interview by

a. helping employer site personnel understand their
role as instructors and their authority in dealing
with students at their sites

L. responding te-employer gquestions about the prooram
c. covering in greater detail c'rtaiﬂ’:@ncept; and
;aa:nlng strategies introduced only briefly during
fecruitment (for example, projects, Exploration
E?ackagas, student accountability and attendance)

develg;mént camg@nént as a series af "tralnlng" sessions
tc be held throughout the year

lay the groundwork for the continuing evolution of
staff/scudent/community esprit de corps and ceooperation

Session II: Problem Solving Clinic

The second employer instructor development gathering occurs
shortly after students have begun visiting sites. and*aﬁdresses
EI questions and concerns arising from initial exXperiences with

g 'adents.

:li

Session II is designed to

respond to pregathered EI questions regarding areas of
genaral cracern and

a. emphaslze Qhe amplay ] 5 ralé not only as instructor,

b. review important points of contact among EIs, staff,
students and instructional materials and strategies

P
\m\

€. encourage EIs to interact an xchange ideas with
each other, as well as with staff and students

d. provide guidance by program personnel for dealing
with student behavior issues intreduced by site
personnel

LA
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2. involve employers in program design and evaluation by

a. soliciting suygestions for dealing with recurring
issues a2 sites, based on experiences with students
to date

b. reguesting emplover critiques of the instructional
strategiss scussaed during the olinic

3. orient employers who may not have attendsd the initial
session

Session III: Training Session

Sesgion III taps the expertise of experienced employer instructors
to help all EIs develop skills in dealing with students on their
sites. Furt-.arp, it is planned to ' ' '

provide continuing emphasis of the EI's role in student
learning and program cperatieons Ly

I

a. reviewing the roles and respoansibilities of EIs and
program staff through each stags of a student's
academic program

b. encouraging EIs to sha.2 soluticens to commonly
experienced prablams '

¢. gathering EI suggestiong for handling major issues

affecting siudend rrogress onsite

2. again, provide for ¢rienting novice EIs to key
information eovered in preceding sessions

Session IV: Feedback Session

The final employver instiuctor development session, held after Etne
close of the program year, gathers EI responszes to staff-initiated
questions regarding program ope *ation and design. It is
structured to

1. rcapitalize cn the significant role EIs have i .ayed
throughou* the program year bir
a. analyzing experiencea tihzy 7uve had with students
during competancy certification, explorztions and
learning levels



Emplioyer Instructor Development (Item 4)

b. collecting and recording EI evaluation/analysis of
program operational issues as input to program
refinement

Ird

encourage continuing employer participation in achieving
program goals by stimulating interaction wiiile encouraging
analysis of program procedures

3. once again, orient those EIs who may have been recruited
since the preceding development session

ANOTHER POINT TO CONSICER

As the (CIE)E program administrator noted, site personnel working
with students onsite must "juggle" their responsibility to EBCE
students with their regular work ::sponsibilities.

I't iz therefore very Important that we think about
employers' total needs, not sim-ly needs created because
we place students gt their sit.: The students probably
take only a fraction of their tin ani energy. Employers
are probakly kaving problems with their employees, too:

D motivaticenal problems, commu: tdtion problems and the
like:. We should be smart sncuza tn t'= the two together,
because they are transfer. .le .., s. Teenagers are not
that mich different from adults °F 'n you're talking about
how you deal with them. They’:- . little less mature,
but outside of that, there are 4 .t of the same problems
that you get with employess.

—— CROSS-REFERENCES —— —

Synopses of (CE), employer instructor development sessio=: are
contained in Appendizes F, J, K and L.

fe2e "Sirte utilization," pages 119=12<, for complete rtreatmant of
site maintealance activities bu tie employer relations specialist.

O

ERIC

Aruitoxt provided by Eic: . .



EMPLOYER/COMMUNITY RESOURCES

Consider implications of diverse audience for
Es davelopment activities

EMPLOYER INSTU JCTORS
Development activities address all employer instructors from
every currently /.7 .va site. This includes:

1. EIs at sites that have just joined the program

v

2. EIs at sites that have been with the program from the

£Is who have attended other sessions and have worked with
several students

L
L3

4. EIs who have not vet worked with a student but who are
"ready"”

This broad definition takes in a large number of people with
People who are "veterans"

being an EI.

Such 2 large and diverse audie..ze demands very :zareful planning.
For example, new EIs must be able to join the series at any time
and readily "catch up" on information presented at earlier
sessions without diminishing others' interest. However, (CE), has
found that a hetérogeneous grouping promotes a sense of community
by allowing for continuity and reinforcement of information among
all EIs.

OTHER PARTICIPANTS

Optional--but recommended--~participants are higher management
parsonnel and “contac persons"”, if noo tlie same as the empli er
instructors at a site. Particularly at laryer sites. the contact
parson may not be the FI and may rot work directly w.th students.
In these cages, the contact persor--aven thaough just coordinating
gite visitation--should be kept up to date on program information
and provide the same training opporcunities as EIs.

Siwilerly, other higher management person-el ron asting &5 Els
may nevertheless serve imporcant tunctions in welation Lo the

L]
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program--hosting visitors, participating in employer seminars,
rapresenting the site on the board of directors or deciding if
the company will participate—-and should also be included in
employer instructor development activities.

i
? i1

v
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o

o Expand recordkeeping system to inccrporate development

6 matarials

The recordkeeping system set up during site recruitment may yet be
in its infancy, but already it serves as a resource for employer
instructor development planning. Any one of the three sets of
site records suggested--the reference card file, cumulative
folders or employer relations specialist notebook=--can be tapped
to identify currently "active" sites, poll pzrsonnel regarding
their training needs and invite EIs to development sessions.

This three-part recordkeeping system should now be expanded to
acrommodate materials from EI development sessions.

RECORDKEEPING FOR EACH SESSION

Attendance

Keeping track of who comes to each employer inscructor "training”
session is imperative for later use in site maintenance and
student placement at sites. On the basis of attendance records,
the ERS can

1. guarantee that each EI receiving a student has first had
a general orientation to the program

2. ascertain either that the EI understands the learning
"activities to be implemer’ ¢ or ~as indicated a further
need for information »

If EIs are to be offered a stipend for their aétenéanae at
development sessions, the system for procsssing paymen. will
require z vcucher or payment request of some kind, which would be
sufficient verification of attendance. Such a voucher or an
attendance card could be added directly to each employer cumulacive
rexc rd foldew.

Agenda, Materials and Evaluation
Records of sach sesrion's agenda, materials, summary and evaluation

by participants are useful for giving feedback tc EIs and in
planning later presentations.
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At (CE)z, for each develcpmental session a fvile folder is set up
to collect the following items: agenda, prasenti”icn materials/
aids, minutes or surmary, evaluation guestionnair.  This file is
reviewed from year to year as staff plan employer instructor
development presantations.

i CROSS~REFERENCE = s e e

5ite records established at the time of recruitment are described
in "Site Recruitment,"” pages 47-50.

g1
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Provide for revising development sessions and Dther
7 program features based on fzedback from participan

‘L"'Iw

FEEDBACK FROM EMPLOYERS

At (CE);. evaluation by employers is sought regqularly orn every
program aspect and activity. One of the most straightforward
techniques for gJaining such evaluation is through questionnaires
that focus e:ployer comments on particular program features and
encourage additional observations. After each session,
questionnaires (sesz sample, page 83) and return envelopes are
given to each employer instructor. Questionnaire responses are
compiled and recorded for staff to use in analyzing development
sessicns and other program features and activities.

Employer relations : _.ialist site maintenance activities ocffer an
indirect but equally reliable ave ue of feedback from employers.
For example, it was through requests to the ERS from many employer
instructors for more frequent news of students after they left
their sites that the (CE), newsleter was designed for monthly
di~tribution. i

fi



Employer Instructor Development (Item 7)

SAMPLE EMPLOYER INSTRUCTOR [DEVELOPMENT QUESTIONNAIRE

This questionnaire is intended to find sut your
seeting you nave pastizipested in tonight. Your
our relationships with employer instrustors and

procedures.

- Part I

Based on vour persvnal judgment of the emplover instructor mesting tonight, please
rate the following areas.

- BATING

_ - s Tegs =i rcle one)

1. Heow effactive do you feel teonight's me=ting (please circle one)
waz in helping you to understand your role
in working wich students on Basic Skills? Excellent tood  Fair  Poor

l. Hew relevant were the problems discussed
tonight regarding sztudent behavier at
amployer gites? Excellent  ood Falr  Pour

3. ilow realistic do vou fesl most of the

ragarding student guidance at employer sites? Excellent Goca JFalr  Poor

4. How interesting to you were tha videcotapes
that were shown tonight? {  Exegsllent Sood - Fair  foor

How useful to you were t- .uall group 3
? Zxwelleont Good  Fair  Poer

diszussions following the videotapes

el
[

! Part 11

1. ©Did you learn tonight any new ways of working with students at your site to
involve them more or to make their experiences more valuable? vyag K=
If yes, what were some of thesz ways that you would like to try at your site?

[

Do you feel you are receiving adaquate help this year from the employer relations
specialists to zllow you to work well with students? Yes - No __ If no,
what help would you like to receive?

o o

3. For (CE); students at your site, do you feel
about what they are doiug in other areas of
It no, what help whuld you like to

Na

Your nace (optiopal) _ . I N e

Gryanization (optional) _ A

Aruitoxt provided by Eic:
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STAFF  ANALYSIS

(CF), staff as a group systematically evaluate each session. They

discuss various presentation techniques and the apparent response
to sach. If a particular session has been schedul:d on several
successive evenings to accommoadate Jarge numbers of employer

instructors (as is often the case with orientation at the
beginning of the year), staff may adjust subsequent "editicns” of
a session based on their analysis of a certain technique.

taff cbservatic> 3 continue long after a particular developmental
session .has bee: 21d4. More general or long. range effects must
also be picked up and noted for possible future entry into system
design, particularly by the ERS during site visits.

wy

An ERS described one long-range effsct of particular significance
in this way:

Employers become easier to work with and even if it (an
employer instructor development session) doesn't
increase their knowledge, it increases their enthusiasm
and confidence. Employers always say how much they get
out of it, and students often comment on the change in
attitudes in their employer instructor.

——— e e CROSS=REFERENCE mermememer e e e

Another example of the use of guestionnaires for evaluating
employer instsuctor development sessions is displayed in
Appendix I.

O
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Employer Instructor Develeopment (Item 3)

Conducting Each Session

Allocate staff responsibilities in planning and
8 presenting sessiocn

Responsibility for planning and conducting each employer instructor
development session is shared by all staff members. Staff
consensus on materials to cover and procedures to be employved is
considered desirable for several reasons:

j 1. All staff officially share respoasibility for program
development and implementation: the same diffusion of
responsibility should apply here.

2. Each member will have opinions based on his or her
position on the team; collectively they can better cover
all the bases.

3. If all staff are to share in mak.ny the presentation,

they should have a voice in EEQ:Lding how that presentation

should be made so.they will feel comfortable with their

roles as "players." ,
Although overall responsibility for each session is shared,
allocation of tasks varies according to thé specific design and
purpose of each session. For the sake of efficiency,
responsibilities for certain preparatory tasks are allocated to
inaiviauals rathér than sharea by the graup. Fér example, one

afts the ;etter Qﬁ 1nv1tat;on and a thlrd may reserve nacessary
equi;menta Each submits his or her drafts or preliminary
arrangements to the others for approval before finalizing them.
_ ,

{

SOME (CE), EXAMPLES OF TASK ALLOCATION

How ;Espanslb;lltlés are distributed depends on the design of the

particular session. Four employer instructor development sessions
held by:(CE)E illustrate a few combinations of staff roles.

0
L} j'
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Session I: Orientation

Emplayer felat;cns sg;glallst ngv;d;ng 1nput Based on tDnﬁaCtS
with emplayérz dufing recruitment. Presentations are made
cooperatively by the employer relations specialist, the program
administrater, the learning manager and other staff, each of whom

présentg/d; usses his or her area of expertise.

Session II: Question/Answer Clinic

All staff members work with students and employers as necessary to
finalize agenda and delivery techniques for the clinic. Appropriate
staff members assume responsibiiity for planning and leading
portions of the presentation relating to their roles: student
coordinator--student support system (guidance); program
admlrlst;atar-—nggram provisions; learning manager, learnlng

resource specialist, employer relations sge:13L1st =learning
systam_

Session III: Training Session

The entire staff contributes to planning the program by selecting
those major topics employers indicated as concerns. The employer
relations specialist's contributions, based on dealings with
Emglayers since Session II, supplement the data gathering of other
staff. All staff participate in the presentation and small group
discussion.

Session IV: Feedback Session

‘All staff contribute input to planning the session. The small

groups into which EIs are divided for the presentation are chaired
by a staff member appropriate to the topic area: employer
relations specialist--exploration level; learnlng resource

gieclallst-msampetency certification; emplover relations
specialist--learning level.




Employer Instructor [Development (Item 9)

E : — Determine training needs in that area

9

Identification of training needs for a given session will be
influenced by employer instructor and staff familiarity with EBCE,
as well as by the intended purpose of the sessien. Processes

will change graduallf’as people settle into their roeles, qain
self-confidence and increasingly apply their initiative and
creativity. ,

Following are some examples of technigues {CE) >, staff use to

development seszions.

Session I: Orientation

The primary purpose of orientation is to prepare all emplover
instructorz for student arrival by instructing them in the use
of updated learning materials and techniques.

For three reasons, (CE), staff feel confident in selecting
D orientation topics without convening a group of EIs for direct
input: !
1. An employer task force had heen instrumental in the
original design of the EI development component as a
.whole.
i 2. Employer relations specialists interview a contact

| e L . . : T e s
‘ person from zach site during recruitment and accumulate
| raecords of questions and concerns.

(]

Highly individualized EI needs are met on a one=to-one
basis during ERS followup site visits.

In effect, determination of EI training needs for orientation is
: made indirectly--through staff review of employer task force data
gathered earlier, examination of ERS recruitment records and
. feedback from each ERS.

Session II: Problem Sol:
By the time of the s+ loyer instructor devel

seasion, EIs and stu «ve been learning togethe. _le
over two months. As ERSs place students on sites and . s3ites

ERIC
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for maintenance purposes, EIs indicate their need for support in
dealing with the responsibilities of the’* unigue relationships
with studénts-—gaftiiularly héw to cope ..th certain common and

Employer consensus regarding common problems with which they
would like program help is sought by meeting directly with thrue

groups:

1. (CE), Board of Directors {which includes several
aemployer members)

2. a selected group of representative employers and
students

3. (CE); staff

Their responses are compiled by group and topic for easy use in
Session II planning.

Session IIl: Training

Employsr input to the third session is obtained through employer
instructor analysis of the "success" of the precr 'ing session

on a staff-initiated evaluation quest;ahnaira {sue Appendix I)
and through day-to-day feedback resulting from ERS/EIL
interactions onsite. All staff gather to brainstorm resultant
information. :

(EE)2 employer instructors agree they need even more specialized
instruction dealing with some of the common problem situations
that occur when high school age students visit kusinesses and
public agencies. In particular, they want to know what policy or
pas;ﬁ;@n the EIDgram has on some of these matters, as well as
some "proven” tips on how to deal effectively with students in
certain situations. Finally, EIs want more direct contact with
each other and a chance to exchnange experiences and ideas.

Session IV: Feedback
Because this year-end session is intended to elicit employer

instructor evaluation of major program processes and activities,.
no EI input is sought during initia! sessibn planning.




Employer Instructor Developmsnt (Item 3)

- e — CROSS~REFERENCE —

, Responses of board members, selected employers, students and starf
regarding appropriate topics for the (CE) 5 problem solving clinic

are displayed in Appendix G.

ERIC
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— Prepare and finalize session agenda

10 e

FORMAT

In formulating plans for a given development session, consider

s.ome general techniques fsr cﬁnﬁu:ting the planned agtiVltLEE!
appropriate to its'ﬁurpase_

Discussion Versus Lecture

(CE), has found that the one-way flow of information typified by
a lecture or speech conveys a lot of information quickly but puts
considerable burden an the speaker. Conversely, discussion groups
invite contributions from all participants. 1lew ideas pop up,
everyone gets invelved and no one must "carry" the rest of the
group as leader. Panel discussions are a good middle ground.

Large Group or Small?

(QE) has used both large and small groups in various sessions,
depend;ng on their purpose. Large groups work bes: for
introducticns or summaries, while small groups stimulate
discussion. For example, the orientation session works with a
large group because it is important that the program be explained
in the time allotted. Session III (training), however, focuses
on promoting interaction between experienced employer mstructz:rs
and "novices" and relies on small-group discussion.

Visv 1s, Role Play and Examples

Helping each participant "picture" the facts can be done several
ways: through use of visual aids suc” 13 videotapes and overhead
projasctors; through libe. L use ¢i exemplary materials or samples
that can be held in hand =nd talan away for later review; and Ly

means of role play., whici coms Vaoious individuals to put
themsélves in others' shc and act out situations.
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PLANNING THE AGENDA
(CE), has adopted the fcllgwlng basic pattern for its employer
instructor development session agendas:
First: Pre-orientation for EIs new to the program since
the previcus session (except for Sessien I, which
is entirely orientation)

Second: Greetings and introduction of staff by the program
administrator

Third: Explanation of the purpose of the avening's
gathering

Fourth: List of the evsning's activities by topic

Fifth: Wrap-=up and evaluation
Following are reproductiens of agendas for each of four (EE)
development sessions illustrating the pattern descriked. Héu
these agendas were implemented during each session is
illustrated in the session synopses in Appendices ¥, J, K and L
Session I: Employer Orientation Agenda
Greetings and introduction of staff; purposaes of the session
Overview of the (CE] 7ram

Emplayer site uytilization levels and employer instructor roles

exploration Package

\m

Learning Site Analysis Form and use of learning site information

Question and answer panel s

Session II: Problem Solving Agenda
Gree: .uys and introduction of staff
tbjectives of the meeting

Break iﬂt3~tﬁ§ groups

Group A: learning system,

- -

Employer Instructor Development (Item 10)
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Group B: program provisions--seddent behavior support

Group A: program provisions=-student behavior support
Group B: learning system

Wrap-up and evaluation

Session III: Training igenda

Greatings and orientation to the session's purposes/procedures

[

Small group discussions:
Ways of helping and encouraging students on employer sites
Judging performance on employer sites

Helping students learn more about the world of work and
training needed for spacific jobs

Large group wrap—dJdp and quesﬁiéhs ‘

Sessfon IV: “:edt~~" Agenda
Introductions; purpases of the session
Small groups:

Exploraticons

Learning level/skill building

Competencies

Large group information sharing

O a2
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Employer Instructor Development (Ttem 1l)

Schedule program

Planning & program for which individuals will be drawn from the

community requires coordination of two important scheduling
considerations: date and time of day. (CE;; employer

development sessicns are usually scheduled in the evening on
Tuesday. Wednesday or Thursday nights, beginning at 7:00 or 7:30.

DATE

Date scheduling must take into account not only such obvious

things as holidays and popular vacation periods, but - = ©oL

additional items that could complicate attendance by 23

people whe are also family members with avocational in. :3ts.

Tesze .dditional items range fiom sports and community evants,
.ntin g seasons, elections and school schedules co morthly

susiness cycles.

i. : Granted, it is impossible to ~oordinate pr-fectly the many

} demands on 100-plus employers that might interfere with
scheduling develcpment sessions, .ut attention should be paid
to those factors that could cause problems for a considerable
portion of the audience. :

For example, (CE)j; staff noticed over time that certain days of
the week were preferred over others. ,Mondays and Fridays were
_the least popular, so they were consistently avoided in
scheduling.

The first session--employer orientat ion--should immediately precede
arrival of new students on sites at the beginning of the vear so
that necessary information is fresh in everyone's mind. As a

(CE) 5 employer relations specialist reports,

The 'crunch! of many ex: lorations happening on new
sites all at once can be eased if each employer is
ready for the student and knows what to expect.

The ERSs would then feel that thev didn't have to
'deliver' each student individually to his or her
first site as explorations got underway. When you
muitiply such personal delivery by 50 or &0 students,
you can imagine it's just mayhem.

. (CE) 2> schedules orientation the week before school.

. 1oy | | 93
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EMPLOYER/COMMUNITY RESOURCES

Similarly, the fourth and final session should conciude the
progran Vear so participants can reviaw and analyze the vear's
activities. -

Keep in mind as the date is set for a development session that
the number of invitees in relation to the size of the facility
will influence the number of sessions of each type needed. (CE) >
limits the size of each evening's group so that staff do not have
an audience so much as a group of participants. About 40
participants per session is considered comfortable. 1In several
cases, the number of EIs planning to attend nacessitated holding
thHe session on two or three consecutive nights.

TIME OF DAY

emplayers for lang parlgds af tlmE during the warking day.
Asking them to attend two to chree hcur'éeveiagmantai sessions
puts a heavy demand on their time. Similarly, luncheon or
breakfast meetings are inefficient for conveying a large amount
of information to a relat;ve}y large group or for stimulating
interaction among part;c;gants, (In agditien, meetings during
the day. tie up program staff when they could be working with

students.) /
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Invite employer instructors and contact persons

12

Every contact person and employer instructor at "active" employer
sites is invited to each (CE); employer instructor development
session as a result of the following assumptions regarding EI
development:

1. An individual usually needs several exposures to program
information before mastering all the details.

2. The development component is composed of several
sequential sessions, each of which, although an
independent unit, builds on what came before.

This peolicy makes issuing invitations a very straightforward
process: names of active 'employer sites and their respective
contact persons and EIs are drawn from the recordkeeping system's
site inventory, and an invitation is addressed to each individual.

For the invitation itself, (CE); prefers a letter to a telephone
call, although the telephone may be used by the employer
relations specialist as followup or confirmation. A letter is
businesslike and efficient, and people can refer to a letter as a
reminder as they go about their daily work. Invitational letters
should be sent out at least a wee& in~advance.

Traditionally, (CE);'s program administrator has drafted aand
personally signed the letter of invitation. ERSs supervise
mailing the letters and insure that carbons are filed in employer
cumulative folders. For sites where Pfagram—rélateﬂ infermation
is channeled through a contdct person, carbon copies are sent

by the ERS to the EIs involved.

Following is an example of (CE)a's way of 1nv;t1ng Sice personnel
to development sessions.
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SAMPLE LZTTER OF INVITATIOM TO SESSION IV:  FEEDBACK

As we come to the end of another eventful year with students
at (CE)E, we find that one of the most important parts of
our wcrk is yet to be done. We need comments and suggestions
from our employer instructors and competency cartifiers who
have worked so ;nten31vely and well with students so that

we can redesign, strengthen and improve all aspects of our
progr.m. We would like to invite you to a very important

meeting on (date) , at 7:30 p.m. at the (CE),
center. To help anv of you who have not heen here before,
we'are enclosing a map. . .

in wark;ng in small gr@ugs s0 th;g Dggggtunlﬁy ﬁor ;nggt
from everyone will be available. We will establish several
small task .fcrces that night to consider everything we de
in the areas of

1. exploration
2. 1earﬁ1ng level activiiies
3. competency certification
4. counseling
5.  evaluation of student performance
6. information exchange among EIs, EEItlfleI; and
~($)3 7
7. student motivation and direction on employer sites
8. safeguards for EIs so that (CE)2 aectivities do
not unduly interfere
9. general feedback aimed at improving our program so
that next year will be the best yet

We look forward to seeing you on _ _ (day of weck) .
Ve will be contacting you soon to discuss any gquestions
you might have.

,ﬁ“‘
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/

£

Arrange for facilities and equipment

"out invitations.

Since (CE), has its own learning center, arranging for facilities
and equlpment simply means checking to see that no e::nfl:.s:tlnq

uses are planned for ‘the scheduled dates and that the equipment
works. The assistant to the program administrator usually takes
care of the former, the learning resource specialist the latter.

When sharing large group facilities and equipment with others,
guarantee their availability for the dates desired before sending
' Chasing down an nverhead projector at the last
minute is a hassler™

e
/
|



| EMPLOYER/CONMUNITY RESOURCES .

A\

e
e

Prepare materials

Materials appropriate to each presentation should be available in
sufficient number for the audience. If transparencies or display
boards are needed, each staff member will probably wish to
prepare those relating to his or her portion of the presentation.
If examples of student learning materials are needed for each
employer representative td take home, or just to refer to during
‘the evening, arrange well in advance to have them duplicated. ; ' /

As the program "ages," files of sﬁ;h'illustrativg material will
build and may simply be checked for currency. '

- —_— : ~= CROSS-REFERENCE = — : —

See Appendix H for d%sglég of materials prepared by (CE)» staff
. for Session II: (uestion/Answer Session.

I
1
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e ' ‘ Employer Instructor Development (Item 15 )

Hold session as planned

T

Although each development session should be designed to match the
Srogram's employers and staff, the four sessions (CE)> holds may
be of interest as examples. Brief synopses of each session
appear in Appendices F, J, K and L.

Lsire Activimies|

EMPLOYER DEVELOPMENT SESSioN

, USE OF
S({TE RESOURCES




EMPLOYER/COMMUNITY RESOURCES

— Seek participant evaluation and share fesédback with all
1 B " employer instructors

EMPLOYER INSTRUCTOR EVALUATION

s
Each session should be céncluded By soliciting employer instructor
evaluation. ,(CE)E EIs are asked several predasigned questions
pertaining to the session itself and the instructional strategies
dealt with therein--in effect, "Did this 'training' session work
in helping you be' better EIs?" and "How effective are the various
student learning activities you have observed at your site?"

_Format for these quéstiansfis a one-page questionnaire, an
I example of which is displayed on.page 83, A completed A
= : questionnaire from another session is contained in Appendix I,

./ STAFF - EVALUATION

in the center's conference room to review one another's feelings, _

* observations and recommendations. Their analysis of the evening's
- activities is an important supplement to employer instructor - '

feedback and in .fact eucompasses that feedback. In effect, staff

techniques worked and did not work? How can we use the results
to improve the program?" Analysis of the presentation as a
vehicle, of its content and of the reaction of all participants
allows endorsement or redesign not only of .presentation ‘ : -
o techniques--which can then be used again--but also of broader o \
" -program -aspects as well. :

Evaluation of a préé%am"aﬂti?ity by staff members is also
considered: to contribute to théi; de—elopment as professional
persons specializing in expe:ienéef;naed career education.

W
~
, AN
SHARING FEEDBACK f

i

"Both attendees and nonattendees should be informed of the fé%ultg
of each session. This could be a summary of activities and |

results- of the evaluation questionnaire or a packet especially -
designed as a substitute for attendance. '

100 e | R




[ Employer Instructor Development (Item 16)

. - (CE) 5 employers have indicated again and again their interest in
TR the "results" of a get-together, whatever its main or original

purpose. -In acknowledging this desire to "find out what happenad, "
"(CE)7 mails a summary of minutes and questionnaire results to '
each EI within a few days following each ses=zion. Staff and
"students have also written special articles about employer
instructor development sessions in the (CE) 3 newsletter, mailed
€o all participating site personnel.

How EIs, are appraised of the "results" of a development session

is not as important as the guarantee that they will be. (CE) 5
learned from employers themselves that wrapping up their
involvement in a given activity by letting them know "how it
turned out" was as important to their feeling of having contributed
something as getting them involved in the first place.

" 101
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]
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e materials for later use

o

All materials used in an employer instructor development session - -
should be filed for use in planning later sessions. Agendas,

illustrative materials, staff summaries and evaluation results

will save time and steps ﬂignéxtb time around.

g
4,

b
%
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.~ SITE UTILIZATION

emglnyer and commgn;ty 51te resou;ees with EBCE 1earn1ﬁg
strategies to provide individual students with personalized
opportunities for (a) exploring and refining career options,
(b) exercising basic skills and (¢) achieving life skill
objectives in realistic situations.

'Y YOU NEED A SITE UTILIZATION SYSTEM N

1. match students and sites to permit kinds and degrees of
sﬂﬁ&lmﬂmnﬁt&ﬁﬂlﬂmhﬂmt@mﬂﬂ@ﬂ
differences in student goals

2. provide for early analysis of the } sarning potential of EBCE
sites prior to the prescription of student onsite activities

' . 3. maintain ongoing liaison between site persgnnel\ and.program
- staff to insure that site activities . -

a. are appropriate to the site and the student

b. meet performance expectations negotiated by’
_students, staff and employer instructors

‘¢.  are supervised and recorded .

OUR ASSUMPTIONS

) \\ At each -employer/community site--any place in thé community where:
studénts can learn from working adults--several learning 'sites and
employer instructors may be avallablé\for student ;nvestlgat;ﬁﬁ of
particular ggbs. -

Individuals who become émplayei’inst:ﬁgtars may never have.
considered themselves "teachers" and may welcome frequent
assistance and reinfﬁrcement.

. i
Inservice development of employers as instructors must b%/continuausz
it is begqun during their initial recruitment, formalized /through
Jjeriodic development sessions and maintained through angé;ng

,\**

5ggpczt1ve contacts by program staff while ‘students learn cnslte,

_M
\L o,
.

- L 105




EMPLOYER/COMMUNITY RESOURCES

the Eu:ricu,um ] Instggetian hanébcak..

It is possible for students to be educationally productive (that
is, to learn) by working alongside adults without conflicting with
legal restrictions or employee concerns regarding commercial
productivity.

WHO'S INVOLVED

T™wo key individuals share major responsibility for what happens to
students on emplovyer sites: the emplaygr relations specialist
assumes responsibility for placing students, mﬂnltarlﬁ§7t521r
activities and supporting the employer instructor; the emplc
instructor works directly with students during all aspects of

their onsite learning activities.

At the learning center, the learning manager works closely with the
employev relatioc:. specialist to design site-specific learning
actlv;t;es, and the 1ea:n;ng resource *EEElalLSt coordinates
acquisition of learning resources.

/
H

Learning center records gf all site-related activities ars
maintained by the ;%asg;ng aide and the ;;e;;ga;r, sistant.

RELATIDNSHIP TD CURRIEULUM AND INSTRUCTION

"Site Utilization" brlngs tagethe:>the many avérlapplng EBCE
activities and roles that comprise the total system for using
employer/community sites for student'learning. However, rather
than review all student léarnlng activities ‘and staff
respgn§1b;l;tles, this sestlan is purposely streamlined to serve
as a framework for EBCE's instructional system described in

[

Here we llmlﬁ our dlscusslan ta key evants and actions that an
employer relations specialist must understand and/or implement
to facilitate student onsite learning. Student learning
strategies and all-staff planning and monitoring tasks are
discussed at greater length in the curriculum handbook, as are
student and learning canter gtaff roles. Thesé procedures are
noted here only as necessary to set the context for deseription

" of employer relafians specialist functlgns in coordinating site

106

use.
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Site Utilization

® Steps to Follow

PLANNING USE OF SITES FOR STUDENT LEARNING | page .
Agree anthéw sites will be used for learning - 1pn
Designate staff resggnsibilities Ear‘site use ‘110
Adopt learning site analysis procedures 112

Plan for the training and support needs of Co 119
employer instructors - L

Establish recordkeeping system for site 125
maintenance and student onsite activities oo

Provide for information sharing among staff 134
Prepare necessary supportive materials 137
Provide for periodic review of site use process _ 138

Finalize logical sequence for si;Eﬁfelatea_EVEnEs ’ 140

ul v 17 | J - " J
FEREFE B EEE

SUPPORTING STUDENT USE, OF SITES

Orient students to site-related learning -
N e 1ad : T 150
- responsibilities

Suépart student site sgiéetiaﬁ L 151

Conduct learning site analysis for sites selected, .
e st ‘ : E 154 !
by students

) | “ [ ‘; -
f b | L \\‘ o

Arrange with employer instructor for placing .
L . ‘. : 1556
student on site

\P‘
ww |

Make sure employer instructor understands role 159

MHH
h 1

Monitor and record stident site activities 164

b -

Provide maintenance and feedback to employer 6
.inst:gct@r during student site visits : )

L

™ H

Share information with learning center based staff. 167

[l
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EMPLOYER/COMMUNITY RESOURCES

SUPPORTING STUDENT USE OF SITES

SUPPORT STUDENT
SITE SELECTION

ORIENT STUDENTS T& STE-
RELATED LEARNING
FESPOMSIBILITIES

MON[TOR § RECORD
STUDENT SITE
ACTNITIES

. ARRANGE WITH Bl FOR
PLACING STUDENT oM SITE

St . " T " (oHOUCT LEARNING SITE
i ‘ MAKE SURE EMPLOY:.QL : . ANALYSIS FOR SITES
S UNDERSTANDS ROW'L SELECTED -‘BY STUDENTS

0/

PROVIDE  MAINTENANCE 4 - , .
FEEDBACK To El DURING SAARE IHPFORMATION WITH STARF
STLOERNT SE vISITS AT LEARMING CENTER,

S S T
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Site Urilization (Item 1)

Planning Use of Sites for Studen\it Learning

Agree on how sites will be used for learning

BR

/ ‘ Although the logical first step is getting EBCE students into the

' community, the basic design for how sites will be used in student
learning will already be determined by the time you begin
preparations to utilize sites.

 To refresh your menory about EBCE curriculum design, see Item 1
in the "Site Recruitment” section of this handbook, which
summarizes the several ways in which employer/community. sites may
be used for student learning. For more detailed treatment of
learning strategies, refer to the Curriculum & Instruction
handbook. ' v -

_. i . : : -
- . .
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\E\

signate staff responszibilities for site use

2

: : \
(CE), differentiates staff roles for site utilization according

to whether a staff member supports students at the learning center
or in the community. The learning managers and the learning
resource specialist work with students at the center while the
employer relations specialists have primary IESEéﬂSlblllt? for
student site ;nVleemEnt.

The employer relations specialist (ERS) is resgcnslble for the
following site utilizatiocn fgnctlans. ’ .

l. ar anglng far and plaélng students on desired s;tes

a. assisting students during career interest
co - assessment and site selection

b. briefing employer instructors before student
arrival at the site

=

2.  arialyzing site learning potential for use in
developing studént 1ea;n1ng ij&ctlves and
activities *

‘3. enhancing the relationship between employer
instructor and student and resolving any
misunderstandings or differences between them

4. ﬁgnitafing“student onsite learning, supervising
éach studént's gite wark anﬁ attending t@ éay—byaéay

5. supgcrting employar*instruct@rs' special needs as

" they work with students - : LT
k + 6. providing the studert with career and personal
o - counseling when needed and encouraging the employer
— . instructor.to do so ag well
A i 7. accurately and Eramptly entering site dats’ and "
student progress into the recar&kee" rstem
B 8. _communicating regula:ly with learning center
. " based staff
-3 seeing that all program policies are adhered to
on site '
A i:;!l !
Q 110 :
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Sifé Utilization (Item. 2)

R i

These tasks follow naturally on the employer relations specialists’
involvement in site recruitment and development, and should '
guarantee ;ans;sten:y and continuity in all program contacts with
site personnel.

SHARING THE LOAD

To adequately support 60 students in the community, the Tigard
(CE) 3 program employs two employer relations gpecialists. Their
workload is divided by roughly splltt;ng,the ‘total number of
émployer/community sites=--rather than by separating functions or
dividing the student body between them. Sites recruited DY an
employer relations specialist are also utilized and maintained by

‘that individual. Each student @works with the ERS resganslble for

the particular site he or she w ?hes to use.

Allocating ‘tasks in, this way builds a sense of continuity and
identity between site personnel and one particular staff person

‘they can know well. It also gives students contact with two

employer relations specialists rather than just one-—-another
chance to interact with more than one adult in a given role.

e CROSS~REFERENCES =msmeemn —

!"Emplégéf Relations épegialist Guide to Site Utilization," page

141, puts ERS responsibilities into general chronological order,
from late summer preparations through the four types of site use
p:@ﬁid&&'fﬂf=bg’tﬁe (GE); sur:i:ulum design.

Llsts of each staff member's tasks and responsibilities, 1n¢ludlng
these of the e@laye: relations specialist, are contained in
"Persaﬁnel i HEHa ement & Qr,anlzatlan, pages 48=5?

How staff réspﬁﬂsibilities are applied teo specific student
learning is discussed for each léa§ﬂ;ﬂg strategy in Cuzrlgulum &
Instrust;aﬂ.

q e o - ' 111
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= Adopt learning site analysis procedures

3

(CE) ; staff use a Learn;njgg;te Analysis Form (LSAF) to ginpciﬁt
specific lnfafmatlgn essential to planning student activitles ac
a Eaﬁtleuiar learning site. Learning sites are identifiable
learning situations rather than physical locations. If an
organization or business has geveral occupations or jobs about
which a student might laarn, each is considered a learning site
and an LSAF is completed for each. :

The learning site analysis process has been specifically designed
to be completed by the employer relations specialist and employer
instructor together to identify job_ tasks in a descrintive format
usable by EBCE learning managers and students. ERS knowledge of
the;program can combine with EI familiarity with the learnlng
site to yie.d task information that can then be applied in an
individualized way to the design of Basic Skills, Life Skills and
Career Development activities for any student wi:o wishes to learn
there. Having an interview rather than simply asking the EI to
fill out a questionnaire alsc allows the ERS to insure that the
learning potential of all sites is calculated on the same
consistent basis.

THO  STAGES

Use of the Learning Site Analys;s Form occurs in two stages. Each
stage is implemented during .an interview between the employer
relations spacialist and the site employer instructor and

corresponds roughly to the different purpgses of the exploration
level or learning level. In rasponse to ERS questions, the
employer instructor describes job characteristics and potential
learning resources which the ERS in turn records on the Learning

Site Analysis Form. (See Apgéndlx-m on page 243 for completad

.sample of the LSAF.)

Part One: General Site Information

Whenever possiple, the first ERS,EI interview for learning site
analysis purposes is held in canjunct;an with the site recruitment
interview. At that time the ERS seéeks .general information about
the site and the employer's desired degree of involvement in
instructing EBCE students.

| X
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- Site Utilization (Item

'

In 5éctian one af the f@ﬂn (ii‘st ﬁhrea pagés) the emglayer

tt;: quxistiaﬂs abeut

1. special site ccnditions or tequirements related to
the student’'s physical comfort, health or safety

2. reading materials available to the student at the
site

3. ways in which the employer instructor might support
student woik in the Life Skills

This information can be used by students in selecting sites to
explore or when negetiating onsite project activities.
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Part Two: ’l:ask Analysis

The second portion of the LSAF is usually completed during a
second ERS/EI interview as soon after the first as time can be
scheduled--and definitely before student use of the site for
learning level project activities.

This section provides a format for the ERS to question the emplover
instructor in order to

1. divide the employer instructor's jcb responsibilities
into "major tasks" and "subtasks" that can be
laarned by the student

2. identify math, communications and reading skills
associated with each subtask

3. note possible Life Skills apglicati@ﬁs the EBCE

learning manager may use in designing project
activities
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Site Utili

tion (Item 3)

After explaining what is meant by the terms "major tasks" and

"subtasks" and generally describing how the learning site
analysis works, the ERS begins to ask gquestions about the tasks

and subtasks inﬁesént in the EI's

jab

subtasks tne EI ;dentlf;as as fall;nq undar the majar task are

listed down the left side of each page.

Each subtask

As the E.E talks. the ERS

all

is then

further delineated across the page according to whether it
invalves reading, mathématics, cammuﬁicatiéns. jab skills or any

éaneé

For read;ngg mathémat;:s and cammun;&at;ans, thé ERS

distinguishes "fundamental” skills (needed before beginning “a

task) from "applied" skills (needed to actually perform the task).

USE OF LSAF INFORMATION

After completing the Learning Site Analysis Form the ERS returns
it to the learning manager for use in writing learning objectives
and project activities for individual students to complete at

that site.

This process is illustrated below.

USE OF LEARNING SITE ANALYSIS FORM
FOR STUDENT LEARNING

ERS conducts |—# ERS delivers LSAF to IM j= --#f Lsar filed for
LEAF interview T T future uses:
with EI
o [ ™ d;;ﬁi;;s learning objectives l L. ?E??%@p;ﬁg
— e e other
projects
o - - 2. considering
I LM gives learniﬁg abjeu;tives Ea ERE ] , gites .
S = . 3. access to
l \ site
e W resources
EI and ERS confer to varify and pf;arltize = - =
learni_ng ﬁ};jectivas
[  ERs delivers certified bjactivas to IM |
Student gx}es to IM and 5tgdér}t 7nega§13§e p;;j;é;: tivities | LEé.Eniﬂg
cbjectives

akill
devalopmant
activities
related to a

gite and beging|

specific jeb
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SOME ADDITIDNAL CONSIDERATIONS

LSAF Prepares E] For Student

In addition to its primary function of yielding site-specific data
for student learning purposes, the learning site analysis process
helps promote a productive relationship between employer instructor
and student. An employer instructor who has worked at defining

his Jjob responsibilities for an LSAF is better primed to help a
student learn about that occupation and understands more fuliy how
much a student can learn there.

Possible Variations in LSAF Procedures

"Learning site" as it is used in learning site analysis means a
particular learning situation rather than entire employer or
community site. There may be several learning sites at any one
employer or community site. The distinction between the employer
contact person the ERS interviews for recruitment purposes and

each learn;ng station's employer instructor is critical to the
learﬁlng site analygls process: :

l. The ERS completes the LSAF's job task analysis

portion with the individual who will work |
directly with the student as employer ;nst:uet@f
at a given learning site.

*2. When the employer instructor is someone other than
the contact person, the ERS must make arrangements
after the recruitment interview (and completion of
the first section of the LSAF) to get together
with the employer instructor fér part two of the
form. i

3. If the contact person and employer instructor are
the same, the ERS may suggest that both parts of
the LSAF be completed in one sitting to save
time, although this can be fatiguing for both
ERS and EI. . - ;

4. If several learning sites and employYer instructors
are desigrated for various departments or jobs at
an employer site, an LSAF must be conducted for
each one requested by a student for a learning
lavel. :

s g

»
'
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Site Utilization (Item 3)

EI/ERS Information Sharing -

The -learning site analysis interview 'is a time consuming process
that brings together the site-specific knowledge of the employer
instructor with the program-related knowledge of the employer
relations specialist. Neither must know a lot about the other's
area of expertise to complete the transaction efficiently.
Strictly speaking, the LSAF simply extracts possible learning
activities from the .job; it does not prnv;de an explanation of
the program nor of the employer instructor's. role with students.
Ideally it should remain an analysis of the EI's job in terms of
tasks performed and skills required rather than lapsing inte a
reorientation session for the EI. The EI will become familiar
with his or her role in thes program through EI development
sessions at the learnlﬁq center aﬁd ongoing EES support.

However, if both ERS dnd EI so choose, the interview can be an
information sharing as well as data-gathering session. This may
be necessary when the employer instructor is someone other than
the site contact person who was oriented to the program during
the recruitment interview.

(CE) 5 employer relations specialists try when possible to avoid
combining the two functiodns because of the drain on both

participants' time and energy which may result from such a

lengthy conference.

Revising an LSAF

Normally LSAF information remains viable no matter how many
students elect to visit a site. However, learning objectives
written from the LSAF are always reprioritized as new projects
are written for each student.

On the other hand, responsibilities of the employer instructor
for whom the LSAF was completed may change, in which case the
learning site analysis interview may be reconducted or the. LSAF
revised. The employer relations specialist determines whether an
LSAF is outdated on the basis of whether learning tasks have
changed since it was filled out.

~ —————— CROSS-REFERENCE — ——

A simulated learning site analysis interview between a (CE)E

employer relations specialist and an-employer ;nst;u;tar at a.
site is offered in Appendix M.
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See Appendices M ani P of this handbook and Appendix C of
Curriculum & Instruction for completed samples of Learning Site
Analysis Forms.

Details of how LSAF information is used by learning managers In
negotiating student projects are discussed in "Learning Flan
Negotiation," Curriculum & Instructiocn, pages 72-7%, and i:
"Projects,” pages 213 and 240 of the same handbook.




Site Utilization (Item 4)

' —] Plan for the training and support needs of emplcyer

4 instructors

COMMON TRAINING NEEDS

During their three years of helping employer instructors help
students, (CE); staff have cbserved that EIs have many common
rieeds for information and advance preparation as instructors that
can be addressed efficiently in groups on a planned basis. As a
result, EI development activities=-discussed in the preceding
section of this handbook--are held four times a year at the
learning center to orient ‘employer instructors in a general way
and to provide information and suggart‘néﬂessary'ta their basic
understanding of the program.

These periodic opportunities for employers to learn about the
program and:to interact with one another should complement highly
individualized, on-the~spot treatment of immediate needs for.
agsistance provided onsite by the employer relations.specialist.

i

D INDIVIDUALIZED EMPLOYER INSTRUCTOR SUPPORT

The employer instructor and student both need staff assistance in
meeting the many challenges of adjusting to their relationship and
to the unknowns of onsite learning. ' Much of this support occurs
naturally in the course of developing studenu' individualized
learning plans. In addition, special orientation and training
activities at the learning center have attempted generally to
prepare both student and EI for the nuances of EBCE learning.

However, employer instructors havé found that as they confront
specific situations involving a particular student, general
information about EBCE is not enough. Suddenly they have questions
they did not know to ask before actually working with a student--
questions about how to coordinate site activities, how best to
provide personalized guidance, how to help the student use the
site to its full potential. (CE); employer relations specialists
must deal individually at the site with employer needs and concerns
as they work with students. -

Such "site maintenance" as a planned program activity springs from
the same conviction. that motivates much of what (CE), staff do:
success of student learning on sites depends considerably on the
ability of the employer instructor to interact comfortably with

o o | 15 0 \
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[

the student as an individual. ERS support of employer instructors
should thus encompass informal hints and tips to help them help
students as well as formal, program-related issues. Although
spontaneous, highly individualized and seemingly informzl in some
ways, site mazintenance should function as a blanket insurance
policy to help guarantee the progress of earch student in the
program.

Because of its very . .rsonalized nature, maintenance can be
planned for only in a rather general way. (CE) 5 staff agree that
this planning should logically

1. map out possible DEEaSlGﬂS for ERS- 1n;tlatad visits
and telephone calls and agree on the appropriate
nature and frequency of such communications

anticipate how best to apply proegram policy and
philosophy to situations in which employers are
likely to call for help--such as student behavior,
attendance and learning productivity

[

3. specify the ERS's role as staff liaison %eﬁwaén
sites and learning center people and events--
particularly in view of the influence the ERS may
have on both employer instructors and students

-For (CE),, this translates into three basic employer relations
specialist activities:

l. once-a-week site maintenance visits or telephone
calls by the ERS to discuss, cbserve and record

a. student status in relation to project
.activities, including progress in Basic
Skills work and job skills practice as well
as any special needs arising from Performance
of thr:ie tasks

b. employer concerns related to attendance,
scheduling, attitude and overall adJUSEEEﬁt
- of the student

2. immgaiaté gpitgg—gigt rasponse to expressed
- employer need for assistance or advice as a
‘result of student site activities ‘

3. regular feedback to employer instructors

regarding general student progress

A



Q

ERIC .

Aruitoxt provided by Eic:

SITE MAINTENANCE CONTACTS

Once a student has been placed on an employer site and learning
activities have been negotiated, the employer relations specialist
follows up to insure that student and employer instructor are
working together satisfactorily. This ERS maintenance varies
according to the needs of student and EI and the nature of site
use within the following general framework.

Career Exp?@ratians

The ERS telsphanes the EI at the end of student's fl;st day on
exglarat;gn and again after two or three days if possible to
inguire generally (a) how student .—~rk on the exploration is
progressing, (b) if any probless Lave arisen in terms of
attendance, tardiness, grooming or the like, (c) if the EI has
any questions. ' .

Except for "delivering" a new student on the first day ERSs
usually do not visit a site during an exploration due to its
short~-term, low-risk nature and the piressures of coordinating

irge number of ex?lératlgns s;multanaausly/

The ERS talks w1th the student back at the learning center to get
his or her point of view regarding the exploration and the employer
instructor. This informal ERS/student ;nteractlan is summarized
by a small group gathering of students as they finish their

explorations. Information generated in this discussion--which

"includes sharfhg perspectives, feelings about the site and EI and

recommendations or cautions to- another student--may in turn
prompt more intensive employer instructor maintenance.

/

\r'
dl

ing and Skill Building Levels

The ERS makes regular visits to the site (usuélly once a week)

to record student 1§arn1ng .pProgress and field questlgns regarding
student behavior and general adjustment. .

For each visit the ERS completes a Maintenance Visit Record form
and distributes copies to the learning manager and student
coordinator, discussing items with them as appropriate.

Thg\EES respanés ta Lndlcatlgns frém Emplayer 1nsfrugtsr QI

"traublesh@ating“ visit to the s;te far more lntens;ve ;nte:a:t
with the EI and/or student. ”
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Special Placement

The short term, project-specific nature of special placemants
minimizes the need for ERE maintenance. De spending on the par
activities negatlated either the learning manager or the learning
resource specialist may take charge of monitoring project
activities and meeting the resource person's needs.

H
t
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FEEDBACK TO . EMPLOYERS

Employer instructors receive feedback in addition to ERS
maintenance both while the student is on a particular site and
after specified activities have been completed. This feedback is
prev1dad throu gh the fallaw;ng activities.

Career Ex pi tions

1. joint review of completed Exploration Package by
employer instructor and student to verify student
understanding of jcb/business

2. student thank-you letter at :amplet;an of
exploration

3. 'feceipt by employer instructor of generéi program
newsletter containing news about student

placements, special events and other program
activities

Learning and Skill Building Levels

f ormation exchange among employver instructer,
employer relations speciali:t and student during
negotiation and monitoring of project and skill

building activities

M-"-

lé

2. completion by employer instructor of Student
Performance Review regarding student learning
progress, attitudes and behavior

3. 'receipt by employer instructor of Student

‘Evaluation of Learning Site! form completed by

the student

‘Zigi;



Site Utilization (Item 4)

. 4. cooperative review by ,.mployer instructor, student
) ' and employer relations specialist of student
project results, skill building activities and
performance reviews

&

5. student t Y

ank-you letter on completion (optional)

6. receipt <f regular program newsletter

Special Placements

information exchange among employer instructor,
staff member (usually learning manager and/or
learning resource specialist) and student during
negotiation and monitoring of project activities

el
"

2. sharing of camgleteé nroject or sgeeiéi activities
results with employer instructar

3. student thank-you letter ta the employer
] instructor.

4. receipt of regular program newsletter

COMBINING TRAINING, MAINTENANCE AND FEEDBACK

For all employer instructors site maintenance and feedback happens
before, in between and after more formal EI development sessions
at the learning center. Within a few days after an employer/
community site joing the program or an employer instructor. agrees
to work with a student, site personnel will’ either attend an
orientation session or be contacted by an employer relations
specialist for some highly intensive special orientation.
Thereafter, development sessions, ERS site maintenance visits
and feedback to the employer instructor will alternate to keep the
EI informed about the program and the student. The employer
instructor is always encouraged to ask questions and indicate

i needs for information or assistance.

e — CROSS-REFERENCES = - —— e

E]

5 "Employer Instructor Development,” the prrceding section of
this handbook, treats the four group sessions held eacﬁ year at the
(CE) learﬂ;ng center for training purposes.
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See "Learning Plan Negotiation,” Curriculum & Instruction, for
starf roles during student learning plan development.

The regular program newsletter, which provides general information
about students and the program to employers, iIs discussed in
"Community Relations," Management & Organization.

= iy



Site Utilization (Item 5)

. . Establish recordkeeping system for site maintenance
Ei and student onsite activities

As with all other aspects of the (CZ), program, use of employer
and community sites for student learning requires an efficient
recordkeeping system that captures comprehensive student and site
information and makes it accessible to designated staff and
students. These records must collect information from all
participants in student learning activities--activities that
require individual student movement about the community, are
unlike those of other students, and are geared to different time
- frames. i
Below is a summary of site utilization recordkeeping. processes,
many of which are also treated in other handbooks (see cross-
references on pages 132-133).

Nt

SITE MAINTENANCE \

]

' Employer Card, ERS Notebook

Entered into the ERS notebook at the time of site recruitment

(see page 126), the employer card serves as the cumulative. summary
of employer relations specialist visits to the site. Visits for
site maintenance purposes are entered chronologically with

student learning-related entries, as illustrated on the next page.
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LOYER CARD
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Site Utilization (Item 5)

. " Maintenance Visit Record

For each employer relations specialist visit to a site, a
Maintenance Visit Racord is also completed. One copy is retained
by the ERS, the other is forwarded to the student’s learhing
manager or other staff for use in monitoring student learning

activites.

MAINTENANCE VISIT RECORD FORM

Date _ i;/;_?

Student*+ /é‘r;ééy &—f—&edg

IMMEDIATE CONCERNS

' E —S_i_;vh;’duis E Attendance D Attitude D Other (spscify)
F ) -
N — — -
- LEARNING PROGRESS/NEEDS
_ ' Basic Skills: t?kf
!’ | Project Status: start ; N ! end
. g —T 78N T -

Activities completad 3
Fal R
Number remaining ___ _ et

Job Skills: OK

ADDITIONAL cnhwEN’rs ar and ,&g_’? ane AaTE :a.s‘r%éa{

g@gﬁa‘iﬂ &%
F""’V&g gﬁii:gf;: W}gﬁ?ﬂ

*Site status: A LSAF gléamiﬂg Tﬁﬂjégt
—d cOmpleted objectives L=l wriecten .
prioritized
**Type of site use: .’i:’a:eer explorations D Learning level
Skill building level '] speciai pracement
7,;27 — —— — — — _
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SITE PLACEMENTS AND ATTENLANCE

Student and EI Contract Form

When arrangements have been made for student use of a site for
exploration, learning or skill building, the employer relations
specialist notes the time arrangéd for the student on the "First
Appointment” blank of the three part, no-carbon-required Student
and Ewployer Instructor Contract form (see following page).
The first sheet of the contract form is posted immediately on the
" Status Board to indicate that student use of the site is pending.

The ERS gives sheets two and three of the form, with the Emplover
Instructor Report postcard attached, to the student. Once at the
site, the student records the number of hours to be spent there
on the contract form. After both student and employer instructor
sign the form, -the EI keeps one copy as a record and also retains
the "Employer Instructoxr Report" postcard. .

The student returns the remaining sheet of the contract form to the

ERS, who mounts it on the Status Board to indicate the site is

currently being used by that student. The original form placed
"on the board at the time of the studen