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INTRODUCTION-

Career theorists such as Ginzburg, Roe, Super, Crites, Holland, Tideman, and others have
long emphasized the developmental aspect of career development, which they indicate should begin
in early childhood and continue into the adult years. Despite the strength of these developmental
theoretical perspectives, most career-related activity found in our schools has traditionally taken
place in high schools. However, this trend is changing. Educators across the nation are becoming
increasingly aware of the need to prepare students to begin planning as early as possible for the
world beyond school, including the world of work.

A number of recent initiatives, including the School-to-Work Opportunities Act of 1994,
have reemphasized the need to address career-related education at appropriate developmental levels.
Resources such as the National Career Development Guidelines K-Adult Handbook (Kobylarz,
1996) provide educators a backdrop for delivery of high quality programs. The purpose of this
resource guide is to provide practitioners with information on currently available career guidance
materials and resources for elementary and middle/junior high school levels. |

The information contained in this resource guide includes:

e The National Career Development Guidelines for Elementary and Middle/Junior High School,
taken from the National Career Development Guidelines K-Adult Handbook (Kobylarz,
1996). The National Career Development Guidelines K-Adult Handbook is based on
developmental career counseling theory and has been validated through exhaustive review by
practitioners, leaders in the field, and field tests.

e A ‘“template” taken from the National School-to-Work Office’s web site. This template offers a
list of suggested activities to enhance the career development of all students.

¢ The Career Development Activities Chart. This chart is designed to indicate how the two
models (the National Career Development Guidelines and School-to-Work) can intersect to
promote developmental career guidance through appropriately selected activities for students at
all developmental levels, including elementary and middle/junior high school.

e A list of materials and resources to be used by practitioners in career guidance activities for
elementary and middle/junior high school students. These resources and materials are listed in
four sections: Grades K-3, Grades 4-6, Grades 7-8, and Other Resources.

e Address list for Sources of Information. This section provides a listing of manufacturers,
publishers, and distributors whose catalogs served as the primary sources of information for
this resource guide.
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e A list of names and addresses of State Supervisors of Career Guidance

e A list of names and addresses of State Occupational Information Coordinating Committee
(SOICC)

e A list of names and addresses of State School-to-Work Coordinators and/or Grantees
e Brief abstracts with contact information for the Regional Education Laboratories

e A brief abstract describing ERIC/CASS information sources

LIMITATIONS OF THE RESOURCE GUIDE

As the National Career Development Guidelines indicate, career guidance focuses on three
critical developmental areas: self-knowledge, educational and occupational exploration, and career
planning. While all three components are critical to effective development of career-related
competencies, this guide focuses on educational and occupational exploration and career planning.
A wealth of literature exists to support the enhancement of self-knowledge for elementary and
middle school students, but the deliberate purpose of this guide is to provide a list of resources
related more specifically to exploration and planning.

Additionally, although new electronic resources are emerging at a very rapid pace and many
of these resources are excellent, the technology to support the use of these resources remains
widely disparate across the nation’s elementary and middle schools. Many of these resources are
currently available on web sites and through the internet. Others resources vary widely in cost,
and many are quite expensive. In an attempt to be timely in providing a resource guide for other
materials, this resource guide limits information on the electronic resources available for career
exploration and planning. A supplemental guide including electronic resources is under
consideration for future publications.




NATIONAL CAREER DEVELOPMENT GUIDELINES
COMPETENCIES AND INDICATORS - ELEMENTARY SCHOOL
' (Kobylarz, 1996)

Self-Knowledge

COMPETENCY I: Knowledge of the importance of a positive self-concept.
Describe positive characteristics about self as seen by self and others.

Identify how behaviors affect school and family situations.

Describe how behavior influences the feelings and actions of others.
Demonstrate a positive attitude about self.

Identify personal interests, abilities, strengths, and weaknesses.

Describe ways to meet personal needs through work.

COMPETENCY II: Skills to interact positively with others.

Identify how people are unique.

Demonstrate effective skills for interacting with others.

Demonstrate effective skills in resolving conflicts with peers and adults.

Demonstrate positive group membership skills.

Identify sources and effects of peer pressure.

Demonstrate appropriate behaviors when peer pressures are contrary to one’s beliefs.
Demonstrate awareness of different cultures, lifestyles, attitudes, and abilities.

COMPETENCY III: Awareness of the importance of growth and change.

Identify personal feelings.

Identify ways to express feelings.

Describe causes of stress.

Identify and select appropriate behaviors to deal with specific emotional situations.
Demonstrate healthy ways of dealing with conflicts, stress, and emotions in self and others.
Demonstrate knowledge of good health habits.

Educational and Occupational Exploration

COMPETENCY IV: Awareness of the benefits of educational achievement.

e Describe how academic skills can be used in the home, workplace, and community.

e Identify personal strengths and weaknesses in subject areas.

e Identify academic skills needed in several occupational groups.

e Describe relationships among ability, effort, and achievement.

Implement a plan of action for improving academic skills.

Describe school tasks that are similar to skills essential for job success.

® Describe how the amount of education needed for different occupational levels varies.

Q 6 10




COMPETENCY V: Awareness of the relationship between work and learning.
o Identify different types of work, both paid and unpaid.

e Describe the importance of preparing for one’s career.

e Demonstrate effective study and information-secking habits.

e Demonstrate an understanding of the importance of practice, effort, and learning.
e Describe how current learning relates to work.

e Describe how one’s role as a student is like that of an adult worker.

COMPETENCY VI: Skills to understand and use career information

e Describe work of family members, school personnel, and community workers.

e Identify occupations according to data, people, and things.

Identify work activities of interest to the student.

Describe the relationship of beliefs, attitudes, interests, and abilities to occupations.

Describe jobs that are present in the local community.

Identify the working conditions of occupations (e.g., inside/outside, hazardous).

Describe way in which self-employment differs from working for others.

Describe how parents, relatives, adult friends, and neighbors can provide career information.

COMPETENCY VII: Awareness of the importance of personal responsibility and good
work habits.

e Describe the importance of personal qualities (e.g., dependability, promptness, getting along
with others) to getting and keeping jobs.

e Demonstrate positive ways of performing work activities.
e Describe the importance of cooperation among workers to accomplish a task.

e Demonstrate the ability to work with people who are different from oneself (e.g., race, age,
gender, people with disabilities).

COMPETENCY VIII: Awareness of how work relates to the needs and functions of
society.

e Describe how work can satisfy personal needs.

e Describe the products and services of local employers.

e Describe ways in which work can help overcome social and economic problems.

Career Planning

COMPETENCY IX: Understanding how to make decisions.

e Describe how choices are made.

e Describe what can be learned from making mistakes.

e Identify and assess problems that interfere with attaining goals.

¢ Identify strategies used in solving problems.

e Identify alternatives in decision making situations.

e Describe how personal beliefs and attitudes affect decision making.
e Describe how decisions affect self and others.




COMPETENCY X: Awareness of the interrelationship of life roles.

e Describe the various roles an individual may have (e.g., friend, student, worker, family
member). i

e Describe work-related activities in the home, community, and school.

e Describe how family members depend on one another, work together, and share
responsibilities.

e Describe how work roles complement family roles.

COMPETENCY XI: Awareness of different occupations and changing male/female roles.
o Describe how work is important to all people.

e Describe the changing life roles of men and women in work and family.

e Describe how contributions of individuals both inside and outside the home are important.

COMPETENCY XII: Awareness of the career planning process.
e Describe the importance of planning.

e Describe skills needed in a variety of occupational groups.

e Develop an individual career plan for the elementary school level.

NATIONAL CAREER DEVELOPMENT GUIDELINES
COMPETENCIES AND INDICATORS - MIDDLE/JUNIOR HIGH SCHOOL
(Kobylarz, 1996)

Self-Knowledge

COMPETENCY I: Knowledge of the influence of a positive self-concept.
o Describe personal likes and dislikes.

e Describe individual skills required to fulfill different life roles.

e Describe how one’s behavior influences the feelings and actions of others.
e Identify environmental influences on attitudes, behaviors, and aptitudes.

COMPETENCY II: Skills to interact positively with others.

e Demonstrate respect for the feelings and beliefs of others.

e Demonstrate an appreciation for the similarities and differences among people.

e Demonstrate tolerance and flexibility in interpersonal and group situations.

o Demonstrate effective skills in responding to criticism.

Demonstrate effective group membership skills.

o Demonstrate effective social skills. ,

e Demonstrate understanding of different cultures, lifestyles, attitudes, and abilities.

COMPETENCY III: Knowledge of the importance of growth and change.
o Identify feelings associated with significant experiences.
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¢ Identify internal and external sources of stress.
e Demonstrate ways of responding to others when under stress.

e Describe changes that occur in the physical, psychological, social, and emotional development
of an individual.

e Describe physiological and psychological factors as they relate to career development.

e Describe the importance of career, family, and leisure activities to mental, emotional, physical,
and economic well-being.

Educational and Occupational Exploration

COMPETENCY IV: Knowledge of the benefits of educational achievement to career
opportunities.

e Describe the importance of academic and occupational skills in the work world.

e Identify how the skills taught in school subjects, academic and contextual, are used in various
occupations.

e Describe individual strengths and weaknesses in school subjects.

e Describe a plan of action for increasing basic educational skills.

¢ Describe the skills needed to adjust to changing occupational requirements.
e Describe how continued learning enhances the ability to achieve goals.

e Describe how skills relate to the selection of high school courses of study.
e Describe how aptitudes and abilities relate to broad occupational groups.

COMPETENCY V: Understanding the relationship between work and learning.

¢ Demonstrate effective learning habits and skills. .

¢ Demonstrate an understanding of the importance of personal skills and attitudes to job success.
e Describe the relationship of personal attitudes, beliefs, abilities and skills to occupations.

COMPETENCY VI: Skills to locate, understand, and use career information.
e Identify various ways that occupations can be classified.
¢ Identify a number of occupational groups for exploration.

e Demonstrate skills in using school, community, and technology resources to learn about
occupational groups.

o Identify sources to obtain information about occupational groups including self employment.
o Identify skills that are transferable from one occupation to another.
¢ Identify sources of employment in the community.

COMPETENCY VII: Knowledge of skills necessary to seek and obtain jobs.

¢ Demonstrate personal qualities (e.g., dependability, punctuality, getting along with others) that
are needed to get and keep jobs.

e Describe terms and concepts used in describing employment opportunities and conditions.
e Demonstrate skills to complete a job application.
e Demonstrate skills and attitudes essential for a job interview.
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COMPETENCY VIII: Understanding how work relates to the needs and functions of the
economy and society.

Describe the importance of work to society.

Describe the relationship between work and economic and societal needs.

Describe the economic contributions workers make to society.

Describe the effects that societal, economic, and technological change have on occupations.

Career Planning

COMPETENCY IX: Skills to make decisions.

Describe personal beliefs and attitudes.

Describe how career development is a continuous process with series of choices.
Identify possible outcomes of decisions.

Describe school courses related to personal, educational, and occupational interests.
Describe how the expectations of others affect career planning.

Identify ways in which decisions about education and work related to other major life
decisions.

Identify advantages and disadvantages of various secondary and postsecondary programs for
the attainment of career goals.

Identify the requirements for secondary and postsecondary programs.

COMPETENCY X: Knowledge of the interrelationship of life roles.

Identify how different work and family patterns require varying kinds and amounts of energy,
participation, motivation, and talent.

Identify how work roles at home satisfy needs of the family.

Identify personal goals that may be satisfied through a combination of work, community,
social, and family roles.

Identify personal leisure choices in relation to lifestyle and the attainment of future goals.
Describe advantages and disadvantages of various life role options.
Describe the interrelationships among family, work and leisure decisions.

COMPETENCY XI: Knowledge of different occupations and changing male/female roles.

Describe advantages and problems of entering nontraditional occupations.

Describe the advantages of taking courses related to personal interest, even if they are most
often taken by members of the opposite gender.

Describe stereotypes, biases, and discriminatory behaviors that may limit opportunities for
women and men in certain occupations.

COMPETENCY XII: Understanding the process of career planning.

Demonstrate knowledge of exploratory processes and programs.
Identify school courses that meet tentative career goals.

Demonstrate knowledge of academic and school-to-work transition opportunities offered at the
high school level. :

Describe skills needed in a variety of occupations, including self-employment.
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e Identify strategies for managing personal resources (e.g., talents, time, money) to achieve
tentative career goals.

¢ Develop an individual career plan, updating information from the elementary-level plan and
including tentative decisions to be implemented in high school.

SCHOOL-TO-WORK TEMPLATE

(www.stw .ed.gov/factsht/template.htm)

The following template is taken from The National School to Work Learning and
Information Center web site (www.stw.ed.gov/factsht/template.htm). The template identifies a
variety of components associated with school-to-work and serves as a self-assessment tool for
state and local grantees. The stages of implementation described for each component include:
Vision, Planning, Early Implementation, and Maintaining the System.

While this template is not to be used as an evaluation tool, it can serve as a resource for
those who are looking at the necessary components for administering and implementing a school-
to-work initiative. The template can help programs identify gaps and “next steps” in implementing
their systems, identify needed technical assistance, communicate information about school-to-work
systemic issues with key stakeholders, address staff development needs, and direct capacity-
building efforts.

School-Based Components

e Restructure schools around career majors including all aspects of industry.
e Restructure school schedules.

¢ Establish career paths throughout the K-16 system.

¢ Change culture of the schools around STW.

e Align ongoing programs to STW system.

e Gain and maintain support and participation of students, teachers, parents, school boards,
teacher and other school related unions, counselors, school and district administrators,
community-based organizations.

¢ Establish rigorous academic content and performance standards.
¢ Develop and integrate curricula.
e Engage employers to assist schools with curriculum restructuring and all other STW activities.

¢ Link school activities in the workplace -- e.g., join curriculum development, personnel, roles,
and connections between teachers and worksite supervisors.

o Develop site-based collaboration for STW activities.

¢ Build in collaboration time for teachers.

¢ Provide professional development.

o Offer teacher internships at worksites.

¢ Reform postsecondary teacher education (preservice/inservice).




Implement innovative teaching methodologies.

Use applied leaming methodologies.

Use authentic assessment.

Offer comprehensive career counseling.

Develop individual education and career development plans.

Provide generic job-related skills (e.g., interviewing, job search, and resume development).

Serve all student and provide equal access to all program components for out-of-school youth
(graduates and dropouts), low-income youth, low-achieving youth, limited English speakers,
youth with disabilities, academically talented youth, youth in rural areas, non-traditional
employment for young women.

Work-Based Components

Recruit employers.

Recruit unions.

Maintain support and participation of employers and unions.
Adopt work-based learning curricula.

Offer a continuum of work-based learning (job shadowing, structured work experience, paid
work experience).

Provide alternative strategies for work-based learning.

Structure a planned program of training, including individualized student worksite learning
plans.

Place and support students in the workplace.

Provide employee development to ensure quality work-based learning.
Review health, safety, and legal issues.

Document general workplace competencies.

Establish occupation skill standards.

Serve all students and provide equal access.

Connecting Activities

Generate strategies to connect and school-based and work-based learning.

Develop collaborative agreements between schools and employers.

Develop collaborative agreements between secondary and postsecondary education.
Design processes for connecting intermediary organizations to school-to-work system.

Conduct marketing and PR for all stakeholders including students, teachers, parents, school
boards, counselors, school and district administrators, employers, unions, community-based
organizations, and state and local officials.

e Support continued involvement of all stakeholders.
e Establish governance, leadership, and coordination at all levels.
e Connect to state economic and workforce development activities.

e Develop strategic plans (e.g., 1-3-5 year) for implementation at school, district, local, and state
levels.
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¢ Provide technical assistance to local partnerships and stakeholders.
¢ Provide transportation and other support services.

¢ Conduct labor market research and analysis.

¢ Evaluate, monitor, and revise school-to-work system continuously.
e Leverage resources to institutionalize system.

¢ Serve all students and provide equal access.
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Career Development Activities Chart
7 K-8 Breakout |
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Career Counseling Career Counseling
Career Fairs Career-Oriented, Interdis-
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l:ﬁ Introduction of Career High School Field Trips
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Vocational Introduction

National Career Development Guidelines
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CAREER DEVELOPMENT ACTIVITIES CHART
EXPLANATION OF ACTIVITIES

The Career Development Activities Chart and the K-8 breakout chart on pages 14 and 15
provide an overview of developmental career-related activities that can serve as part of school-to-
work. Although a wealth of literature exists on both career education and school-to-work,
practitioners often look for clearer connections between the two concepts. They need to know
what kinds of activities will actually support their implementation efforts and what activities are
appropriate for different developmental levels.

The explanations below describe several career-related school-to-work activities depicted
on the Career Development Activities Charts. Each description below is also accompanied by a list
of the primary competencies from the National Career Development Guidelines that are addressed
by each school-to-work activity. While many activities listed below address a number of
competencies indirectly, the specific competencies identified in each description are those that
directly address the activity described.

The Career Development Activities Chart is offered for the purpose of showing sample
school-to-work activities for a comprehensive career guidance that begins in elementary school and
continues through postsecondary education. Altogether, the selected activities move from general
awareness to acquisition of skills, knowledge, and understanding. The activities are a sampling of
school-based activities, work-based activities, and connecting activities, as outlined in the School-
to-Work Opportunities Act of 1994. The steps are provided as a visual representation of the
developmental nature of career guidance. (While some of the activities listed below are more
appropriate for high school or postsecondary levels, their explanations are provided for the
purpose of distinguishing different developmental levels of similar or the same activities.)

School-Based Activities
e Academic/Career Pathways

Introduction to Academic/Career Pathways. The initial stage of career guidance calls for
developing an awareness of how skills and occupations are related to each other and how different

occupations and careers are related. Information on career pathways should be incorporated
regularly into classroom activities, and career counselors should provide supportive information
during class discussions and activities.
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‘] Specifically addresses elementary school NCDG competencies 5, 6, 8, 12

Orientation and Planning for Academic/Career Pathways. This developmental stage in the

academic and career planning processes requires orientation to the concept of career pathways.
Orienting students to career pathways includes working with parents and with students to inform
them about occupations within the clusters, related skills and abilities, academic pathways to
support areas of interest and ability, labor market data, and other general information related to
pathways. The orientation and planning phases are most appropriate before students begin making
academic selections for high school course work.

‘] Specifically addresses middle/junior high school NCDG competencies and indicators 4, 5, 6, 7,
8,9,10,11, 12

Guidance and Counseling for Academic/Career Pathways. After students and parents
sufficiently understand career pathways and have begun planning, the student’s progress through
the pathway must be monitored carefully. The role of the counselor and other school staff should
include systematic and periodic checks of student progress and trouble-shooting. The counselor
should provide leadership in addressing any needed changes by acting as a student advocate and by
functioning in concert with faculty, administration, and parents in enabling students to succeed.
All information related to students’ progress within the academic and career pathway should be
considered throughout the guidance and counseling process.

‘] Specifically addresses high school NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11,.12

e Applied Courses

Based on current research, the integration of academic and vocational education is the key
that unlocks the door to increased academic success. Part of the integration of curriculum is the
opportunity to apply what is learned. While applied academics is critical at every age, it takes on
increased significance as students are connecting the world of school to the world beyond school.
Providing additional experience in learning through applied course work can greatly enhance the
learning process and is a necessary part of the career education/school-to-work connection.

‘] Specifically addresses high school NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11, 12

e Career Counseling

Career counselors must be able to assist learners in their attempts to connect their
knowledge of self and their knowledge of careers with knowledge of the world of work.
Throughout the educational process, career counseling must include developmental approaches that
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move from awareness at the elementary level to knowledge, skills, and understanding at the
middle/junior high school level to greater skills and understanding at the high school level. Career
counselors can use critical times in the educational continuum to assist learners in the ultimate
transition from school to work. While career guidance and counseling practices provide student
support throughout the educational process, career counseling takes on different dimensions of
relevance at the late high school or postsecondary level. At that point, counseling must include
direct intervention with students based on their needs, which will include, at the very least,
immediate access to and assistance with assessments, job information, labor market data, and
materials related to advanced training and education.

\I Specifically addresses all elementary, middle/junior high, and high school NCDG competencies

e Career Days

Career Fairs. These events highlight specific careers for students through special speakers,
exhibits, crafts, and other activities that demonstrate the complexity of jobs within certain career
clusters (e.g., Agriculture Fair, Communications Fair, Medicine Fair). These events are
particularly appropriate at the elementary level and can be held for a half day, a full day, or an
entire week with specific activities scattered throughout each day. The objective of Career Fairs
should be to generate awareness of the range of activities and career opportunities associated with
particular fields of study.

\I Specifically addresses elementary school NCDG competencies 4, 5, 6, 7, 8, 10, 11, 12

In-School Career Days. Career Days at the middle school level can be highly effective
when the speakers are brought in for one day each semester to speak to students during their
regularly scheduled classroom activities. Teachers should work with counselors and other staff to
plan speakers who can provide curriculum-relevant information. Motivational speakers can
conduct kick-off assemblies for larger groups of students, but the students at the middle school
level benefit from connecting the classroom activities with the world beyond the classroom through
a full day of special activities and speakers who enter into their world in the classroom. Speakers
should be provided with opportunities to meet with teachers and school staff to plan the Career Day
presentations. Parents should also be included in the day’s activities by being invited to attend the
Career Day, by assisting with facilitating the speakers and providing snacks and meals throughout
the day, and by completing evaluations of their impressions of their child’s reaction to the
speakers.
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\/ Specifically addresses middle/junior high school NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11,
12

e Career-Oriented, Interdisciplinary Summer School

An innovative approach to summer school is to replace remediation with a unit-based,
interdisciplinary approach with teams of teachers who design projects that connect students to the
world beyond the classroom. In many areas where summer school is traditionally viewed as
remedial, this career-oriented option has broadened the population served to all types of students.
Related field trips, classroom speakers, and college and university field trips can be included in the
summer school activities. Portfolios allow students to record their summer school learning
experiences.

\l Specifically addresses middle/junior high and high school NCDG competencies 4, 5, 6, 7, 8, 9,
10, 11, 12

e (Classroom Speakers Bureau

All school districts should work with local area employers and other agencies to maintain a
list of speakers who could make presentations in the classroom. The speakers bureau is
appropriate for all age levels. A database should be maintained with speakers’ names, position
titiss, employers’ information, times they are available to make classroom presentations, their
preference of age-level for their presentations, and a list of topics on which they can make
presentations to students.

\/ Specifically addresses elementary school NCDG competencies 4, 5, 6, 7, 8,9, 10, 11, 12 and
middle/junior high school competencies 4, 5, 6, 7, 8,9, 10, 11, 12

e Middle/Junior High School Field Trips and High School Field Trips

Students in grades 5 and 6 should be provided the opportunity to visit their local middle
school during a regular school day, and students in middle school should be provided the same
chance to visit their local high school. Student mentors should be assigned to all visiting students,
and the students should proceed through a “typical” school day. This activity breaks down many
barriers between age groups and provides the opportunity for younger students to confront the fear
and awkwardness of entering the next level of school by being placed with an older and
experienced “mentor for the day.” This activity also gives students a firsthand look at academic
skills they will need to succeed in the school course work ahead.
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‘l Specifically addresses elementary and middle/junior high school NCDG competencies 1, 2, 3,
4,9, 10

e Mentoring

Although the concept of mentoring has been viewed as having value in the lives of youth
since the time of the Ancient Greeks, the passage of the School-to-Work Opportunities Act of 1994
has brought increased attention to this valuable option for enhancing student success. School-
based mentoring provides mentors who are willing to come on-site at the school during the school
day and work with students in their academic environment. School-based mentors serve a variety
of crucial roles in the lives of students, including acting as friends, serving as role models for
students, linking students to other cultures and values, acting as career counselors, listening as
confidantes, serving as encouragers, supplementing the work of teachers and acting as tutors to
students with specific academic needs, working as student advocates, coaching students, and
negotiating on behalf of students. Other mentoring functions vary based on the age of the student
being mentored and that student’s particular needs.

\l Specifically addresses all elementary, middle/junior high, and high school NCDG competencies

e Portfolio Implementation and Development

As educators and employers begin to look differently at student potential and ability,
portfolios take on increased significance in helping students proceed through school and move to
the world beyond school. Portfolios can be used for planning purposes and should be introduced
early in the career guidance process. Portfolios should include enough design flexibility to include
accurate and adequate fepresentar.ions of students’ experiences both in school and in alternate
activities. Portfolio development should record course work within career paths, and it should also
include records of field trips, job shadowing, other alternate learning experiences, and service
learning activities. Student portfolios should be a major resource tool in career education and
school-to-work activities.

\ Specifically addresses elementary, middle/junior high school, and high school NCDG
competencies 1, 3,4, 5, 7,9, 10, 11, 12
e Tech Prep Introduction, Orientation, Enrollment, and Advanced Skills Training

A much-acclaimed program for promoting career-related education and school-to-work is
the Tech Prep initiative. As part of the Tech Prep program and the successful development of
technical skills required in today’s work place, early orientation to technical skills and career paths
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is essential. Career guidance must support students who are interested in career paths that move
them toward the acquisition of skills, knowledge, and abilities for specific technical areas where
academic and work-based paths can intersect at appropriate developmental levels. An introduction
to both technical and vocational programs must begin as early as middle school in order to prepare
students for enroliment at the junior level in high school so that students can enroll in Tech Prep
programs by the eleventh grade. This introduction needs to be followed by more deliberate
orientation to technical skills and occupations. A strategic and developmental approach to Tech
Prep will provide easier access to more advanced secondary and postsecondary training and will
help eliminate repetition of course material through 2+2 or 4+2 articulated curriculum, which
promotes the continued development of technical skills at advancing levels during the last two
years of high school and throughout postsecondary level training. Many Tech Prep programs are
addressed in school-within-a-school environments and within career academies as well.

‘/ Specifically addresses middle/junior high and high school NCDG competencies 4, 5, 6, 7, 8,9,
10, 11, 12

e Vocational Introduction, Orientation, Enrollment, and Courses

Vocational enrollment should also be based on strategic career guidance. Placement of
students in vocational programs at the eleventh grade level should be preceded by skill and interest
assessments and by orientation that indicate that placement in a vocational curriculum is
appropriate. Vocational curriculum should meet both academic and vocational needs of students
through applied and integrated curriculum and through both school- and work-based learning
experiences that enhance the development of vocational skills. Many vocational programs are now
being addressed in school-within-a-school environments and within career academies.

‘/ Specifically addresses high school NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11, 12

Work-Based Activities
e Accredited Work-based Courses

As part of the continuum of career education, students should be allowed to participate in
courses that are collaborative in design and function. Academic staff should work with work-site
mentors to avoid work-based learning that is menial and non-instructive and should work together
to design a work-based experience that addresses specific competencies. Since the goal of this
work-based learning experience is to make it a true learning experience, the work-based courses
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should be accredited, and student progress should be jointly monitored by both the academic
instructor and the work-site mentor.

\/ Specifically addresses high school NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11, 12

e Apprenticeships

The history of apprenticeships is rich and long. Technically, apprenticeship is career
education that combines extensive on-the-job traihing with classroom instruction. Typically,
apprenticeships provide a long-term opportunity for training at the hands of a “master.” In
apprenticeships, less experienced learners are matched with more skilled craftspeople who are able
to provide direct, “hands on” assistance in skill acquisition, with an end goal of mastery to a
specific level of competence based on performance of the skill that has been tested at the required
level of proficiency. Apprenticeships are most often paid work-site experiences with an end goal
of employment in the skill area. These learning experiences also often include a written
contractual agreement between a business/industry and the participating apprentice, which includes
stipulations for completion of training and periodic review of performance.

\/ Specifically addresses high school and adult NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11, 12

e Business Field Trips

Depending on the nature of the business and the size of the group, business field trips can
provide viable learning opportunities for students of all ages. Classroom teachers or group
facilitators should make clear to the business what the goals of the field trip are and should work
with business partners to assure that the trip is designed to meet the appropriate developmental
stage. For example, field trips for elementary students should provide a broad look at the nature of
business conducted and the types of jobs available. Middle school students should be provided
with information related to skills required for certain jobs and with information that relates the place
of the business/industry in the local economy. High school students should be provided with
extended information on the nature of the business, the place of the business/industry in the local
economy, the types of jobs available, the skills and education required for those jobs, and other
pertinent information that will increase their understanding of the world of work.

‘/ Specifically addresses elementary, middle/junior high, and high school NCDG competencies 5,
8, 11,12

22



e Career Days

More mature students, such as high school and postsecondary students, often benefit from
large scale career days in which a number of employers are able to *“show their wares.” Speakers
should be scheduled to make presentations periodically throughout the day to discuss the
relationship between education and work in their particular industry. Representatives of as many
employers as possible from the region should be available at booths or tables located in a large
central area during the Career Day so that students can get more information about the employer,
the education required for certain jobs, and the employment potential. One large area should also
be available for all regional employers to display information and to provide entry-level job
information.

\/ Specifically addresses high school NCDG competencies 5, 8,11, 12

¢ Internships

For students who are more ready to make choices about skills they would like to acquire or
to practice, internships should be designed that provide for supervised acquisition of more
advanced skills. The options are as limitless as the jobs available. The goal of an internship is to

provide highly supervised participation in acquiring more advanced skills and knowledge—-based

on the identified interests and abilities of the students who participate and the related needs of the
participating business or industry. Internships can be paid or unpaid work-based experiences.

\/ Specifically addresses high school and postsecondary school NCDG competencies 4, 5, 6, 7, 8,
9,10, 11, 12

¢ Job Shadowing

Random Job Shadowing. Like all other activities, job shadowing should be structured at
appropriate developmental levels. Job shadowing should begin at the 9th grade level with broad,
on-site exposuré to the world of work. Throughout the 9th and 10th grade students should be
provided with opportunities to visit eight to twelve businesses. Ideally, one day a month should be
designated as a community job shadowing day. For example, October could focus on retail and
sales businesses, on utility industries and service businesses, December on government and social
services, January on hospitals and medical businesses, February on manufacturing businesses,
March on union jobs, and April on education. Transportation should be provided to pick up
students and deliver them to various participating business sites where they will spend the day
observing a designated work-site mentor. Matches should be made for students with the goal of
providing them with real life exposure to what different occupations actually require and what

Do
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skills are required on the job for various types of jobs. (In truth, negative experiences are as
valuable as positive ones: The goal is to allow the students to observe first hand a real life work
experience.) All random job shadowing observations should be kept in a log and should be
included in a portfolio. Professional development should be conducted that enhances the
experience of student participants through the development of appropriate classroom activities
where these students can reflect on their experiences and where all other students in their classes
can also learn from the experiences of the participants. Students should be provided with materials
for observation and should be prepared to bring the experience back to the school setting. Work
site mentors should be provided with training and materials to enhance the experience.

\/ Specifically addresses high school NCDG competencies 4, 5, 6, 7, 8,9, 10, 11, 12

Extended Job Shadowing. After visiting a number of work sites and working with a
number of work site mentors, students should come to end of their 10th grade year with a good
notion of what does and what does not interest them. Based on these experiences and on a number
of assessments and interest inventories, students at the 11th grade level should be provided
opportunities to further investigate what interests them and to spend more extended time with a
work-site mentor. Structures for extended job shadowing can be set up based on the availability of
the mentor and the student but should generally fall within the range of 20-30 hours per semester.
Training should be provided for all work-site mentors and materials, and training should be
provided for all participating students. Professional development should be provided to allow

teachers to plan how these experiences can be integrated into classroom activities and other course
work and assignments.

\/ Specifically addresses high school NCDG competencies 4, 5, 6, 7, 8, 9, 10, 11, 12

e Work-based Mentoring

All learning that takes place on a work site should be monitored by a work-site mentor.
The work-site mentor should be responsible for accurately representing the skills and competencies
for jobs, the educational needs for specific jobs, and information related to how the job fits into the
organization as a whole. In addition, depending on the nature of the work-based leaming
experience, the work-site mentor should monitor student progress in developing competencies
appropriate for that work-based experience.

\/ Specifically addresses all high school and postsécondary NCDG competencies



Connecting Activities
e Job Fairs

Postsecondary institutions are ideal environments in which a number of employers can
come together to provide information on job opportunities. In areas where strong partnerships
exist between a postsecondary educational institution and the business/industrial community, job
fairs can provide ready access to information to a diverse community of workers with different
skill levels and interests. Employers benefit by having access, through the educational entity, to
screening and assessment processes available through the institution. Students and other learners
from a community can greatly benefit from centralized access to job information.

\/ Specifically addresses postsecondary (adult) NCDG competencies 4, 6, 7, 12

e Job Placement Services

Postsecondary institutions within a local region can also provide support in placing learners
in jobs. In many regions of the country, community colleges in particular are viewed as the
primary resource for job placement. Because of the diverse population served by most community
colleges through their open access policy, employers often look to these institutions for most
immediate access to a hiring pool. Effective career guidance at this level will include aggressive
means of supplying access to job placement.

\/ Specifically addresses postsecondary (adult) school NCDG competencies 4, 6, 7, 12

e Field Trips

General field trips are well suited to elementary students and should be designed to generate
awareness in students of the world beyond home and school. These trips can include visits to
museums, zoos, parks and other recreational facilities; caroling to nursing homes or sheltered care
facilities; trips to fire stations and other community facilities; and a wide range of other possibilities
for learning about the world beyond school and home. Although field trips typically generate a
level of awareness, students at all grade levels may have awareness needs that can be met through
field trips conducted in conjunction with other academic activities.

\/ Specifically addresses elementary school NCDG competencies 2, 10, 11
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RESOURCE LISTS

The four resource lists which follow provide listings of some of the resources and materials
currently available to be used for elementary and middle/junior high school career guidance. These
resources and materials are listed in three sections: Grades K-3, Grades 4-6, Grades 7-8, and
Other Resources. The materials are listed alphabetically by the title of the resource. Each listing
contains the following information:

Column 1 - Title, Author (if available), Date of Publication, Format of Material or Resource,
Recommended Age Level, Source of Materials (Manufacturer/Publisher and Distributor), and Price
(as of 7/97).

Column 2 - Rating by Practitioners (This section is not included in the Other Resources.)
Column 3 - Description of Materials

The information contained in Column 1 may be incomplete but is based on information available to
us at the time of publication. Once the list of resources and materials was compiled from catalogs
and various other sources, it was sent out for review to all the sources listed in the section of this
text entitled Sources of Information, which is located near the end of this text. The publishers and
distributors were asked to edit the resource list and update any information, including pricing
information. They were also asked to identify themselves as “sources of origin” (i.e., the original
publisher or manufacturer of the materials) or as “distributor” (i.e., one who distributes the
materials for another source of origin). Our chart makes those distinctions, if it was provided for
us, in item number 6 in the left hand column of each chart. ' .

Once we received the edits from the publishers and distributors, our resource lists were
updated based on the information they provided for us. Most of the publishers and distributors
responded to our query; however, a few of the distributors did not respond.

At the recommendation of our special Advisory Board for this project, we have also
included ratings by selected practitioners in the field of elementary and middle/junior high school
career guidance. Near the completion of the research 'project, we asked our Advisory Board
members to recommend a panel of reviewers for the materials who would be knowledgeable
enough to provide ratings of the materials based on their experience. For materials that have been
widely used during the past several years, we hope this rating by practitioners will be helpful to
those in the field who are less familiar with the resources and materials. However, the ratings
should be considered helpful rather than definitive. Many new products are out on the market on a
regular basis. While many of the materials in the resource guide are excellent materials, many of
them are also so new that they have not been used widely and, therefore, cannot be rated. The
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ratings indicate only what the practitioners who reviewed this resource guide know on the basis of
their own experience, which is inherently limited.

The reviewers represent a nationwide sample of people with extensive experience and
background in working with elementary and middle school career guidance. Many of the
reviewers have been involved in state or regional efforts to review career guidance materials for use
with elementary and middle school students. Other reviewers also have extensive experience in
career guidance related to school-to-work. Several of the reviewers have held top-level positions
in national counseling organizations. While they are few in number, their experience and
knowledge, collectively, is wide and deep, and we value their opinions of the materials with which
they are familiar. '

Column 2 of the charts represents the ratings of these practitioners. Reviewers were asked
to rate materials as the numbers below indicate if the materials met most of the criteria for that
particular rating. The ratings were based on the following criteria:

5= Excellent Resource

e Promotes knowledge of careers for all students at stated developmental levels
e Meets standards of equity or designates a specific target audience

e Is user friendly for both teachers/counselors and students

e Is compatible for use with current equipment, technology, and/or other resources

4= Good Resource

e Promotes knowledge of careers but might be clearer in how the resource can be used
appropriately to meet developmental needs

e Meets most standards of equity or designates a specific target audience

o Is generally user friendly, but guidelines and assistance for use by the teachers/counselors or
the students might be enhanced

e Is generally compatible for use with current equipment, technology, and/or other resources but
has presented a few minor problems in implementation

3= Average Resource

e Promotes general knowledge of careers but may be limited in addressing specific
developmental competencies
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e Presents a relatively traditional approach to career awareness; could do a better job of meeting
standards of equity or of designating a specific target audience

e Could be more user friendly by providing more specific guidelines and assistance for use with
students and/or by teachers/counselors

Is able to used with current equipment, technology, and/or other resources but has presented some
problems in implementation

2= Poor Resource
- e Lacks impact in promoting knowledge of careers

e Does not meet standards of equity or does not clarify that it is addressing a specific target
audience

e Requires extensive adaptation or modification for use by students and/or teachers/counselors

e Has presented signiﬁcaﬂt problems for use with current equipment, technology, and/or other
resources

1= Very Poor Resource

e Does not promote knowledge of careers

e Does not meet standards of equity or does not specify a target audience
e Is not user friendly for students and/or teachers/counselors

e Is not compatible with current equipment, technology, or other resources

DK= Ihave not used this resource, or I am not familiar enough with this resource to offer my
opinion of its quality. If no reviewers indicated knowledge of the materials by using the DK
rating, we have indicated in the rating column that the materials were “not rated” by reviewers.

Column 3 of the resource lists provides a description of the resources and materials. For
the most part, these descriptions were taken directly from catalogs or promotional materials
provided by the suppliers or distributors of the materials and were edited only for the sake of
clarity or consistency with other descriptions in the resource guide. In an attempt at fairness, our
edits included the removal of marketing language, such as “exciting” or “fun-filled” or “popular,”
from the original descriptions.
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