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* Foreword

;o -~
-~ ’ ot .
Orientation to the World of Work is one of sixteen products or sServices
. developed for the Department of Lapor's Office of Youth Programs. '
These products and services ‘are intéended fo comprise a "full-
service" techhical assistance model that -can be used by the
employment and training .community to better meet the traini
“needs oﬁ-staf%\and CETA-eligible Xouth and adults.

ng -
P ’ -‘
The contributions of .the°Fort Wayne (Indiana) Area Conmsortium,
Philadelphia Office of Employment and Training, and Kentucky
Balance of State Prime’'Sponsor are gratéfully- acknowledged.
These sites participated in the’ planning and pilot testing of
selected products and services. ‘
Appreciation'also';s expressed to, project staff. Bettina Lankard,
Program Associate, was the major author. . Other staff membeg's
include Brian Fitch, Program Director; Robert Bhaerman, Research
. Spgcialigf; Sandra‘Pritz; Program Associate; Gale ‘Zahniser,
Program Associate; and William Goldwair, Research Specialist.
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- What is the Orientation to the World of Work .
- - program? : . S

.
. “ . " " -

Orientatioh to the World of Work is a program to help prepare
participants for enthusiastic involvement in career decision
making, planning, occupational skills training, and related
T occupational preparatidén. It is designed to acquaint '
participdnts with factors that influence their abilities to
find and retain jobs that are personally sati§fying and
rewa¥rding to. them. -The program is intended for use, by
participants who have little or no understanding of work or
. the purpose for working.”® - '

\] .
vt Not all‘participéhts are motivated to work, at least not
y &or an exténded period of ‘time. Many,'while motivated, are PR
motivated to do work that 'is illégal, e.g., push drugs, stéal,
> .apd so forth. This program helps ,participants examine basic’

needs that are common to all people and identify the personal
v 'Heeds they .might satisfy through responsible work.> +« ®

4

Participants learn howfto match their personal needs with éob '
facts,“ghch as job requirements, job responsibilities, ,
education and training - requirements, working conditions, employ-
ment outlook, salary, and potential for advancement. They learn
how .to determine whether a given job can ©r cagpnot satisfy! theirx
. personal -needs. - . ¢ : '

res

- while each individual's set of needs influences his or her’
¢ career choices, the priority placed on each need is, often the
det&mining factor in job selection. Participants are led to
establish priorities in their.lives by considering both short-
term and long-term efgects of tﬁeir decisions: They are guided’
to use this information_as a basis for ongoing decision making.

.. -

5
o . * « e

' What are the contents?: . = SRR

[ ‘ . ' . '*4.
. s - . . .
Qrien%ation to the World of.Work contains tHese materials: ) <
- \ ) . . ' S
. * Instructer Guide ‘ . PR '

7‘This gui@eﬂexplains the~é6als and objectives of -
Orientatilon to the World of Work, the ‘organization : .
of materials, and implementation’procedures.

12

—

.
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" When, where, and how oft'eh is it used? -

AN

‘ ‘. Progrém Booklet
) _ .
This booklet contains these section titles:

What motivates you and other people to work?-

What needs will influence your care® choices?

What facts will help, you match your needs to a career?

How can you make good decisions?
<

[ A}

A -

How is it packaged? - . . '

Orientation To~the World of Work is-packagéd in two booklets.

is .nonconsumable.

*

* The instructor g

¢ The pfogram booklet is con

How is it used? . '
2 . ) - . [

Partic&paﬁts read eafh section of their program booklets,

reflecting on and answering questions presénted .in‘the text.

. There are‘opportunitigs for groupsdiscussion soO that participahts
nmight”gain greater perspective about- the topics they are
exploring. ’ R . L =~

+ In supplementary group activities, the instructor and‘counselor
present -additional questions to stimulate further discussion of
the .topics. '

5 =
v [

y

’ 4 . > -
Orientation to the World of Work should be offered as part of

CETA training for out-of-school CETA-eligible youth and adults
and for in-school youth as well. ‘ v

.

- ’ . '

) . . - ’
& ) v . : -
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The materials are designed fqg'flexibi;ity. They can ‘be
presented to participants to use individually. arid at their ..'
own paceﬁ They cdn also be presented to an entire classroom
of participants for a given time each day.

_ The estimated time for this* program is 20 -hSurs. This.time
can pa}divided into two weeks of two-hour days--oi@pe -
week of four-hour days. Participants need time to think about

© the concepts.presented arid to discuss their ideas with you, °
the counsglor, and with other participants, so structure the

time accordingly. = 7 - . -/

g

‘What is your role? .~/ .- s

* \Q

, :
In-addition to facilitating each participant's use .of this
program, your primary roles are . . . N,
. ., _ )
* to create an environment in which reflection and
. discussion can occur,

« to help the participant understand the ways in which
meaningful work can be important to all members. of
society . . . ways in which it can satisfy personal . -
needs and wants, .

]
I3

. e to work directly with pérticipants and their counselors
for ongoing assessment of participants as' it relates ‘
to their Employability Development Plans ‘(EDPS).

Familiarize yourself with the program and instructional materials ' ¢

+ so you thoroughly understand the¢ concepts as they are presented.

&
¢ »Encourage participants to be as honest and candid as possible
in their written answers to «questions in. the progra2 booklet. -
Lead them to understand that their privacy will be espected and
maintained. - J a . .

Provide pﬁportgnities for group discussion. Use the questions

- in" the program booklet. Supplement with the activities‘x pages.
4 to 10 of this guide. . Participants may choose 'to sha as much

., as they wish_in the group activities., : // . :

- . ' / N

~ In order to provide a nonthreatening atmosphere and to encourage,
; an open exchange of feel ings¥® some group rules should be '
established. _ - . " .

-~ °

. - s - . a

2

.
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' \ ) . . . . . ‘ X -
_Ask the group to es;ablish their own_fules for interaction.
Have the rules come€ from the group rather than from you. ‘

ypical "group" ruvles for intéraction are . . .

Some examples of
. . _
. . - \ .
* everyone must participate,
e name calling or other actions demeanlnq to a
person are prohibited, .

and opinions without receiving criticism.

’

e everyone is free to' ’express feelings, thoughts,

.

.

The important thing i§ to demonstrate that many different

opinions or V1eWp01nts are acaeptable on a particular

]

\

7\

topic.

'

How can you supplement
the program” :

No one opinion or V1eWp01nt is right or wrong.

¥

—

: N\
You can initiate addlt;Qnal types of group activities -to

'supplement those in the program booklet.
.act1V1t1es has Several benefits:

-,

\

The use of such group

’
fy

e A, varlety of group act1v1t1es st1mulates 1nterest
in the 1nd1V1gual act1V1t;es. .

* J

t

e Informal ‘discussiong can help part1C1pants to be
_honest with themselves. For some individuals,” the
process of exam1n5ig one's needs, values, and other
aspects of" the sélf can be an uncomfortable experience.

a Interactlon with Jothers who are dealing with the same

) process can make/ this experience less overwhelming

s . ¢ and.enable the participants to be more fealistic in

assessing- themgelves.

.

R'e - ) . ‘ “
e Group activities can be carefully chosen to reinforte
the learning that is taking place through individual.
'work. Part'c1pants who are having trouble understanding

a concept

an resolve the dlfflculty in the group

., 'discussion’/before proceeding.

-
z
H L ©

The +

if pOSSlble,

include a counselor in the. activitieg

presence of the counselor is important fqr several reasons:

e The-perspective of the counselor——who may have more
famlllarlty with career, ‘options, educational optlons,

.placement, and other topics--is vital. W ~
_— a
A

*The materlal that follows on pages .4 through 9 was adapted

from Catherine C. King-Fitch, Carebr Planning System, Senior
ngh School Level. (Columbus: The: National Center for Research
in Vocatlonal bducatlon, "'ne Onio btgte UnlverS1ty, 1977y .

1 \ . " .
. / - ! - : ‘1 1 : i\
. , TR

~..




e The presence'of two leaders will. facilitate simul—:

~

L & .
o The counselor may have access to resource .people,
guidance ‘publications and ‘films, *testing materiaks,

v»., _ . and, other supp%ementary-maéerials that will be. .
~ "useful. in conductirng the¢ program. , = &
» » L ;

¢ It is important that participants become aequainted

with the counselor as someone who can facilitate,

effective plapaing. - This is ah important outgrowth
. of this activity and will encourage constructivesuqe

of the guidance‘functién during .and after participation

in the program and particularly during assessment for )
e the EDP .(Employability Development Plan) . .s
‘A variety of group.discussion questions are included in the '
participants' programgbooklets. These questions are keyed to
the topics that’ are presented. Additional types of group )
activities are included on the newt pages of this guide..
They are listed under the. topics (or section titles) to which

%

" they relate. - ° . - '

The abun@ance and variety of activities will make it easier "%,
for you to select appropriate activities for the participants.
If desiraple, two or more activities can be selected and
vconducted at the samé time with small groups of participants,
_since not &ll participants will be addressing the same topics
at the same tifte._.Ask a counselor to assist ydq>in this
endeavoy. S, . '

A . A% . ¢

4

< . .

. ’ ’ e . v .

4 . ‘. ) 4 L
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\JHAT MOTIVATES YOU AND OTHER PEOPLE TO WORK? - ‘ .
‘ s . . £ - . N

3
"

>

1. Discgss,thé concépt of needs.’ Present these questions..
-~a. Do you agree with the explaqétrons of basic needs?
b. Do your needs exist in the grder shown in the .

activity? If not, how do ‘they differ? . ; ,

~ -

c. Can yol tell what needs motivate you? What about &
unconscioug needs --needs that are triggered ,
* by some event or expe;iencé in your life but which .
you rarely attribute to that exper ience? ‘

.
- —

7d.',Why don't satisfied needs motivate*' people? <

- taneous small-group activity. . ' - o

. TN .
- . N
N .
v ~ - N
A - " : .
. . . ¢ g ©
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2. Describe situations in your own f]fe when you were
motivated by the five needs. Ask parthLQ ts to do_the
same. - Sharing about yourself will help participants
feel ‘more comfortthe with you and the grbup and also -
more willing to sharve. , ' 4

v

3. Have pdrticipants conduct a survey of famrly, friends,
- 1nstructors, and other significant people in their lives,
'asklng what will. be or has been the most: motivating need:
in their lives. Pool the findings and learn which needs
are most frequently at the top of the llst :
. \ M

WHAT NEEDS WILL INFLUENCE YOUR- CAREER CHOICE?

- - h * v ! 4
1. Discuss the topic of valués.* llelp participants
understand that identified needs? refléct valties and that

values influence dec1s10ns

e a. Where do values come from? (Values come from society
or culture:- They are learned from parents, teachers,,
other S1gn1f1cant adults'or réle models, &rd, to some
extent, from peers ). Parental Lnfluence‘1s great

b. What are some areas in.which we typlcally draw upon
our values9 .

- s )

¢ culture (music, health

politics ..
’ +religion | . .drt, literature) rules, authority
"V work ' ' friends - intcrpersonal
- leisure time 'mater)al possess1ons . . relations
: 1+ ‘education ,personaﬁ'tastes " . family
. love, 'sex-" _ money .

=~

L]

,
. . '
~ N i
. ) N
.
.o
.

- ' ] 1
“ . .

.*In a discussion of values, pafticipants might beé apt to voice
opihions and answers they think the instructor expects.
Therefore, make an effort;ﬁp accebt all statements without
judging their worth. Even the most antisocial opinibns should
"be accepted "at face value. . ( : O

Nonacgeptance can be’ tr}rsmltted in many ways, including body i

language, -fagial expressson, tone of voice, and eye movement.

Statements can be acktepted by listening carefully and then !
.$imply clarlﬁylng*what was' said ("You said that you felt . . . ")
or by actually implying'some acceptancc ("I ;an understand how

* you mlght feel +that way. ")

‘o

~
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wWwhat happens when one perso 's values are not cqnsistent-
L ( .

-with the values of societ¥? ’ o

d: D¢ you think that you have any yahhes that are a’
. h1ndrance°' - .o

Discuss any dlfferezéggfgetween what younger peop&eﬁangf
alder pcople‘Ldentlfy as important persenal needs, -Ask ‘
participants to survey a number of people of different age
groups -~-family, friends, neighbors, and so fort

’ . * Q ' a °
Discuss in what ways careers do and do not satisfy people.

k3 -

* 4 . P
A . )
WHAT FACTS WILL ??LP YOU MATCH Y.OUR EDS TO A‘CAREER?'

N

=

1] %‘ {
DlSCUSS reasons . why gathering facts is 1important in any
dec151on making process. 9 -
‘ L B

Ask participants. to talk with each other, family hemhers,
. friends, and others. Have them f£ind out about situdtions

when lack of information caused someone to make decisions

they later regretted Have, the part1c1pants dlSCUSS their

Findings with the group. - — o,

v 3 »

Identify and explain sources pf information part1c1pants'

can use-when making career dec151ons, such .as the :

Occupatlonal Outlook Handbook and Encyclopedla of  Careers.

Find out what's avallable for participants 'in your library.

L 3

, s
. A
B 4 ( . ~ , \

ES

W CAN YOU MAKE &0OD .DECISIONS?

- . 2’
< 9

s ¢ [

Identlfy a problem situation that you think is appropriate
for the group to examine. Divide the part1c1pants intoo .
small groups. Give gach growp the problem and ask them
ito apply the decision-making steps. When they finish,
" compare the alternatives, soUrces of 1nformatlon, 1dent1f1ed
.needs, ;values used; projected consequences, ch01ces, plans,
and general approaches of the groups. Discuss how the*
groups actéd differently or similarly. Explain what might
have caused the .differences. (One example you'might present
here is the case of a pgksgp who 1is trying to decide between

1llegal kinds or work and lawﬁul typos-of employment. )

t

~
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2. Present the following theory about rlsk taklng 1n dec1S1on
ﬂmklng : <
Some people feel that there are four baslc strateyies or

) approaches to risk taking: ) _a

" Wish strategy*—ChOOS1ng the alternative that might lead
, ¢ “to the most desirable result, regardless of risk.

. ~

[

Safe strategy——ChOOS1ng the alternative that is most
likely to brlng success. L

[ ]

llhely to av01d the worst result

oy - Combination strategy——Choos1ng the altérnative that has

. . both high probability (safe strategy) and high ‘desirability
C s 7 (wish strategy). . ' \ .

. Lo
Distss the'strategies - Sample discussion questions follow.
b »

: a.” Do you agree that these, strateg1es apply‘to the wgy .
N . /peop;e approach risk? ,

«+ " b. Cancyou thlnk of any. approaches not 1ncluded here? .
’ o
- c. Have you used any'of the strategies? Describe the
" situations‘ in which you usedkeach kind.

d. Do you thlnk a person uses .one, kind of strategy or
different ones in different situations?

S

e. DqQ you“think such categories qf approach are useful? -

£. " Do you thlnk a person can control the way he or she
2f . . approaches risk? What are the 1mp11cathons for career
' ** ' .choice if a person-can!t’ control: it?
. ' -2 Ask part1crpants to desbrlbe a significant choice they .
' ~ have made in which there was risk ‘iAvolved. 3 Ask:them to
Y. - describé the alternatives, the rlsks, and the choices made.

‘.‘{; a. -Discuss ways that on-the- job decisions involveL\\
: welghlng conseguences and calculatlng r1sks

, 7 b.. What*are some strong motlvators 1n decldlng whether
or not to take risks?

R
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Ask the group to share some of ‘the decisions they have:. had
to make in which they weighed consequences and risks. Have
*thém say 1f they feel that their final décisions were
Lnfluenced by their 1dent1f1ed needs. Ask them to give

specific examples.

gresent’the following theory about decision-making
strategies. . .

A strategy 1s a plan of action. A decision- -making strategy,
is a plan for making a decision or solving a problem. When
you put all the steps together to solve the problem, you

are using a strategy

A strategy is not good or bad or right or wrbng Different
-strategies are used at different times and in different
situations by different. people

¢ - ' . ”: \L-{ \
These are zome dec1sion—making strategies- f acpe
Planning--Using a plan that;%}ll brlng sat1sfy1ng mesults
Balancing emption and reason Weighing the facts. :

Impulsive--Taking. the first alternative. Using little
thought: Not exam1n1ng the facts. ("Jumping off the

deep ‘end. ") . ( ’ Toe .
ComgIlant——FolIOW1ng someQne else's plans Letting someone
else decide. ("1 don't care--whatever you want.")

<

Delaying-—Pnttlng off a“dec1s1on. Postponing thlnking
about it. ("I'll cross-that bridge when I come to it.")
uE T T

Paralysis—-Knowing you Have to decide but being unable.
to do 1t

Being. unable to face up to it. ,

Fatalistic--Leaving it to chance or fate. What will be,
will be. ("It's all in tHe cards."~ "Let the chips fall
.where they may.") . .
.Agonlzlng——Belng overwhelmed by all the alternatives.
-Gettlng lost. in the data. ("I don't Know which way to turn.
Intuxtlve-—D01ng what feels r1ght without examlnlnq it.
Basing a decision on some-inexplainable sense. ("I don't .

know why, but it just -feels right.") . \i'

]
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Discuss the deC1sion-making strategies and ask participants
to describe situations in which they have used some of them., -
Use these- d1scuss1on questions:

N .

o . a. 'Do you agree with these descr1pt10ns° . ,‘

\
s

b. Can you thlnk of any approaches not included here?

¢

c. Have you made deC1S1ons that do not fit into any of

- these categories? What categories would you-add?z
- .o L0
. - 4. fWhat strategiés have been most effective for you? . =
. . 6. Present'the following theory about commitment and how 1t
) . affects dec1S1on maklng
f ”~. PNl .. .

R One/theorlst bglleves that choices,are llke steps that
- cannot be' retraced. /By maklng choieces, one builds.commit-
. ments. One starts a motion in a certain dlrectlon.‘
Then it becomes, more and more difficult o chan e, d1rect10n.

! . . This makes each .decision very‘lmportant to' one's future. o e
’6- ° 1w
. ? }s . X -
T 'DlSCUSS these questlons- * ’ @ 5
a. Do you agree with this theory° . ' . .

o y - b. How does this theory relate to your, exper1ences°
) . Have you made decisions that, have Wsulted in a sense
- of commitment? If sQ” what were they?
L
¢. Are there directions that you feel you c0uld not take {

at this point because of decisions you made earlier?

D1scuss as a group how an individual can- "check out" his .
~ or her commltments. . . &
~ . v

a. How do people know they are truly commltted to somethlng° y

oot ". b. ' How are commitments related te goals? ) . .
what do actions say to dther people? What do they tell
othex people about you? g

®
,Q

. Ask each person to answern the .following questlons by listing
.. : the questions and their answers on-a sheet of paper. Ask
them to keep the list\for reference. *
L)

. a. ‘To whom and what are you commjitted at the present time?
b. What commitments are you ready to eliminate? °*

cot - c. What commitments are you ready to add?

' - .
X . .
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