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ABSTRACT
This handbook for the Assist-A-School Program in the

Jefferson County Public School District in Louisville, KentuCky,
describes program goals; lists benefits, participants'
responsibilities, organizational steps, and suggestions for
activities; and provides sample evaluation fornis. The program, a
voluntary cooperative arrangement to increase mutual awareness
between local schools and community' businesses, inintries, and
gobernment, helps students make informed career decisions in
engineering and related technical fields. Schools' benefits include
access to new facilities, information, and outside expertise;
business benefits include the promotion of positive community
relations an input into the school curriculum. Schools'
responsibilities include designation of a faculty contact

,

personto
explain and organize the program. Among responsibilities of
businesses are making employees aware of the program, and conducting
tdburs. After district and program personnel select and recruit
schools and businesses to participate, they arrange introductory
meetings and present plans to the concerned Aprties for additional
input. Program activities for students include tours; projects
reflecting the knowledge gained from contact with local businesses,
and classroom presentations by business personnel. Teacher, student,
and business personnel evaluation forms are distributed after each
activity. (PB)

I

***********************************************************************
Reproductions supplied by EDRS are the,best that can be made

from the original document.
***********************************,*****************************4******



U.S. DEPARTMENT OF EDUCATION
. NATIONAL INSTITUTE OF EDUCATION

EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIC/

)1( This docu)nent has been reproduced as
received from the person or organization
originating it.

. Minor changes have been made to improve
reproduction quality.

.

Points of iew or opinions stated in this docu-
ment ;Jo not necessarily represent official ME
position or policy.

1

cJ

O

,

.IST

"PERMISSION TO REPRODUCE THO
MATERIAL HAS BEEN GRAN D BY

ctl Vii-eftn

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)."

Jefferson County PUblic Schools, Louipyile, Kentucky



ASSIST-A-SCHOOL PROGRAM
BACKGROUND.

J

The Assist-A-School program was initiated in 1978 by I.N.C.O.M.E., Inc.
(Increasing Career Opportunities for Minorities in Engineering). As
the parent organizaion for the Assist-A-School Program, I.N.C.O.M.E.
promotes program activities and encourages participation by local area
businesses, industries, and governmental organizations. Although the
major goal of I.N.C.O.M.t4 is to prOmote.careers in engineering and
technical fields among minority youth, Assist-A-School activities are
not planned fOr any speific ethnic groups, but for,,all interested'
students in participating schools. Some of ,the businesses participating
in the Assist-A-School Program are not members of I.N.C.O.M.E., but are
working with Assist-A-School to increase student awareness of a variety
of careers. Other I.N.C.O.M.E.-sponsored programs include: JETS (Junior
Engineering Technical Society), a community-based effort; I.N.C.R.E.A.S.E.
(Increasing,d'areer Recognition and Enriching AcademiC Skills fdr
Engineering); a summer enrichment prOgram conducted by Jefferson County
Public Schools for selected middle school students; and-I.N.S.P.I.R.E.
(Increasing Student Preparedness and Interest in the Requisites. for
Engineering), a summer enrichment program conducted by the University of
Louisville for high-school juniors and seniors.
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ASSIST-A-SCHOOL PROGRAM

The Assist-A-School Program is a -\tgluntary cooperative
arrangement between local schools and local community businesses,
industries, and AoVernmental organizations. It provides a
structure for industry and educators to work together to meet
identified needs and utilize the resources of both.

All partners' activities are planned jointly by a community
representative and a school representative and are based.upon the
expectations, available resources, capabilities and restraints of
each institution.

GOALS

To pyovide exploratory experiiences within business, industry
and government for-designated students to help them make more
informed career decisions, with an emphasis on careers in

`,,,/engineering and related technical fields.

To increase student awareness of the purposes, oIRrations and
demands of business and industry.

To help each institution better understand the "other.

To provide teachers with awareness of the purposes, operations,
and demands of business and industry, and in particular, how the
skills they are teaching relate to theworld of work in prof4ssional
and technical positions.



BENEFITS OF THE ASSIST. - SCHOOL PROGRAM

How can participation in Assist-A-School benefit schools?
*

Paiticipation in the Assist-A-School Program can offer the follow-
ing benefits to participating schools:

1. provides opportunities to 'enhancestudent exploration
of various occupations

7

2. provides students with'N-bgtter.understanding of career'choices

'3. motivates students through practical illustrations of classroom
material as it relates to the world of work

\
4. enhances public image of the school in the community.

5. gives access to facilities and equipment not availablein
the classroom

6. provides informaticin to school personnel and students on skills
needed for successful entry into the jobparket

7. provides a means for keeping'school curriculum relevant to
the present and future need of the business

8. provides adult, role models with expertise that is not
traditionally available in the classroom

How can participation in Assist-A-School benefit businesses and
industries?

Participation in the Assist-A7§Chool Program can offer the follow-
ing benefits to participating industries:

1. provides a better understanding of schools' and students'
needs

2. helps to promote positive community relations

3. provides an opportunity for business to have input into
school curriculum

4. provides an opportunity to influence students who may be
future employees

5. provides an opportunity to help schools enhance their public
image .

2



RESPONSIBILITIES OF PARTICIPATING SCHOOLS

1.. Designate a contact person who is enthusiastic aboui7._
committed to the concept of Assist-A-School, and who will
attend Assist-A-School meetings. (There are approximately
three meetings per year, and teachers will hArpaid a stipend
for their attendance.)

2. Explain the program to-the entire faculty, offering 1-]
Knterested teachers a chance to participate in program
activities.

3. Plan activities which will promote maximum involvement by
students and which are suited to the needs of your particular
school.

4. Invite business representatives to tour your facility.

5. Be prompt and have students well-prepared when visiting.the
participating business or hosting business representatives.
Respect the time commitment involved on the part of the
participating business.

6. Send a thank-you letter, a certificate, or other tokLn of
appreciation to the business following the completion of an
activity.

7. Communicate periodically with the business representative about
the program's progress.

8. Publicize and promote Assist-A-School activities within your
school, recognizing students and teachers who excel (take
pictures, etc.)

9. Communicate with JCPS Assist-A-School Program resource person
regarding program progress.

10. Assist in program evaluation by utilizing student evaluation
forms (see appendix).

.
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RESPONSIBILITIES OF PARTICIPATING BUSINESSES

1. Select a cciktact person who is enthusiastic about and committed
to the conceptof Assist-A-School, and who will be able to attend
Assist-A-School meetings or, if unable to attend, will see that
someone .else is present to represent the business.

2. Make other employees aware of the program and give them a chance
to participate when appropriate or desirable.

3. Plan activities which will utilize your available personnel and
resources to address the needs of students and teachers in the
school with which you work.

4. If possible, invite teachers, counselors, and principals to
tour your facility.

5. Respect the time commitment involved on the part of the school.
Be prompt when arriving for a speaking engagement or other
activity. If you must cancel an activity, please try to send
another representatpe or reschedule as soon as possible.

6. Communicate periodically with the school representative about the
program's progtess.

7. Publicize and promote Assist-A-School activities within your
4 organization, recognizing employees who have participated.

(I. Assist in program evaluation by completing evaluation forms (gee

appendix). I"

9. Assist in recruitment of additional businesses.



STEP gk STEP

Organizing the Assist-A-SchoOl Program

1. Selection and recruitment of 1pcal, businesses by
Jefferson County Public Schools, I.N.C.O.M.E. members,
and Assist -A- School Advisory Committee

2. Selection and recruitment of schools by Jefferson County
Public Schools

3.- Arrangements for partnerships completed by Jefferson
County Public Schools. and I.N.C.O.M.E. members

4. Introductory meeting. or businesses and schools arranged
by Jefferson County Phblic Scho s

q 5. Individual plans for activities g nerated by a school
representative and a busines rep esentative VI each case

6. Program plans presented to sch 1 faculty for ack.litional
input

7. Program plans preseete to business management for
additional inpu

8. Activity plans finalized

9. Program is implemented, promoted, and evaluated



ASSIST -ASCHOOL ACTIVITIES

Guidelines

A. Students selected for participation in an activity should

have an interest in that particular activity and a specific
educational objective in mind

B. Specific educStional'objectives should be communicated to
community personnel involved

C. Activities should be well4planned so that business personnel
and school personnel experience mutual satisfaction from

time well-spent

D. Activities should be evaluated using student, teacher, and
community evaluation forma (see appendix)

Suggestions for Specific Activities

1. After a tour of a business or industry, students may list

step by step the processes involved in operating the

business or creating a finished product.

2. After a tour of an industry, students may make a mural

-depicting processes observed at the site. Invite repre-
sentatives,froM the industry to see the finished product.

3. Invite-representatives (engineers, technicians) from local

industry to assist students in designing math or science
projects._ The representatives might also serve as judges

for a science or math fair.

4. After a tour of a site relating to agribusiness, students may

prepare a display of items relating to the industry. Reues-

sentatives from the site might be able to contribute iteirs

for display.

5.- After participating in a tour or presentation relating to

computer technology, students may make a flow chart or

design a simple program. A local industry might send a
computer programmer to assist students with the flow chart

or jprogram.

6. After visiting a construction site, students may make a

collage of equipment and jobs observed. If possible,%students

may make a scale model of a construction site.
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7. Invite marketing personnel from a local industry to visit,.
the'class and discuss marketing strategies..Mese repre-7 .,3V

-aentatives might be able to assist students -in preparing
.a market research survey.to be conducted In the school.

. Invite someone involved with packaginga product to
discuss this aspect of manufacturing. Then let students
'design"packaging for a familiaitem, such as an egg.
Packaging 'should be practical and,cost.efficient.

9. Invite Someone involved with putting together a corporate
publication to discuss whyand how this is dons. The

-representative might assist students in creating a'class
publication.

10. ,After visiting' a factory:studenta may set up an assembly
line to put together.a finished ONduct.

11. After a class discussion on the, changiu roles of men and
women i'-j.nvite someone in a nontraditional occupation, such

femaleas a engineer, to visit the class and discuss the
cayee .

12. Work with,,a representative from a local business or industry

to arrange some student shadowing experiences '.see On The

_Road Again, a community resources guide, for suggested
shadowing procedures)

13. Invite someone from a personnel department to make a
-- presentation on job seeking skills. Students may simulate

job interviews or -fill out applications.- Students may be
asked to come to school dressed as they-would forall actual
-interview.

14. After a visit to an office situation, students may simulate
duties involved there.

15. Take pictures of different speakers and of students partidl-
,

pating in-a variety of activities associated with Assist-A.7
School: Make a bulletin board display.

16. After,-visiting am advertising agency or listening to a
speaker involved with, advertising, let students create their

own advertisements; billboard0, etc.

12
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17. A,f vieitinga financial institution, let students
dis s jobs and'prodedurei observed: Studentb7may
set up a budget advisoiy:service or counseling service,
for Other st0Aents. .

.T., .7-04

18. Invite a nurse or doctor from a local industry -to discuss
industrial medicine.. Have students discuss or summarize
how medical personnelln.a large industty'might have some
different respontibilities than, those in private'practite.

.

. . . .

. 1 . Obtain assIstancs,from local bubinesses in setting Up a
carier awarenessApkve,

'20. 'Invite representatives from a local business to speak to
parent groups such as PTA.

13



Name of School

TEACHER EVALUATION
(To be used after each activity)

Name of Community Organization

Type of Activity

Objectives for this activity

YES NO.

1. Were your objectives achieved by this activity?

Comments

2. Did the students understand the activity?

Comments

3. Was there a correlation between the activity, and the

.students' curriculum?

Comments

4. Were the audio visuals and/or demonstration materials
used effectively?

.Comments

5. Do you recommend that this aCtivity.,be offered'again next

year?
.

Comments':

6. Did you, have a part40 planning this activity with ,the.

-,tomMunity.representative?

Comments

7. Comments

14



Name of School

STUDENT' EVALUATION
(To be used after each activity)

2

--Nameof- Community Organization

Type of Activity

1. Objectives for this activity,

41I

2. Were your objectives achieved by this experience?

3. Did you understand the information presented- in the
activity?_

*4. Will the information you received be Useful for
your future?

5. Did you see a relationship between this activity
and your classwork?

6. Were the audio visuals and/or demonstration
naterials used effectively?

7. Did the activity help you to learn how our anterest.
and abilities fitjntoyour potential carer?

8. Would you.recommend that this activity be offered,
again next year?

9. Do you feel you were en sufficient opportunity
to be involved in the activity?

10. 4re you given sufficient background information
before the activity?

Additional comments

YES NO

lo 15



COMMUNITY PERSONNEL EVALUATION
(To.be completed after each activity)

.e4

Name of Community Business
,fr

Name of School Partner

Type of Activity

Objective; fdr this activity

/

2. Were the objectives of the group achieved by'this
experience?

Comments

3. Do you feel that your itime was used .in a helpful and
meaningful way?

Comments

YES NO

4
4. Did adequate planning with school personnel take place .

Prior to the activity?

Comments

5. Were students well prepared and interested?

Comments,

6. Would you recommend repeating this particular
activity?

Comments

Additional Comments

16
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