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Career & Life Planning
Portfolio
Resource Book

This Career & Life Planning Portfolio Resource Book provides several career
development activities to accompany the South Dakota “‘My Career and Life
Planning Portfolio”. The activities are arranged according to the four folders
found within the portfolio jacket:

Q Career & Education Planning (Buff)
a Skills Employers Want (Gray)
Q Projects/Work Samples (Salmon)

O Assessment Results (Green)

A portfolio is a collection of work that demonstrates .a student's skills, abilities, and
ambitions. A career portfolio usually takes the form of a file folder that contains
examples of work and/or information that represents various aspects of the
student's career planning. The career portfolio can also be a place for students to
write down, organize, review, and reflect on what they leam about themselves and
the world of work through a variety of career experiences.

The format chosen for the South Dakota “My Career and Life Planning
Portfolio” is intended to act as a “home” for various materials, work, and
information collected by the students. This career portfolio will help students
organize and plan for their futures.




OVERVIEW
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The South Dakota “My Career and Life Planning Portfolio” can be used in a variety

of ways including:

conferences with parents and/or teachers

counselor or teacher advising sessions with students
interviews for a job or post high schoél admissions
planning for caree.rs

setting educational goals

While students are the primary beneficiaries, schools, counselors, teachers,

parents, and the community benefit as well. It is important to consider some of the

advantages of having a career portfolio.

Advantages For Students:

v

provide a vehicle or process for integrating various aspects of
career development

enables students to see evidence of their strengths and abilities

builds the student’s self-lmage and gives them a sense of
accomplishment

clarifies career options

promotes better educational and career planning through written
career plans and career pathways

provides for a smoother transition from school to work and/or
postsecondary education

contributes to the student’s understanding of the “big picture” and
the connection between education and career goals/options




Advantages For The School System:

e aligns the school with national standards and measures

e assists counselors & teachers in the student advising process
e offers a vehicle for articulation between institutions

e validates the South Dakota Comprehensive Guidance and
Counseling Program Model

e assists counselors and teachers in developing student’s career
awareness, exploration, and planning

‘ Advantages For The Community:

¢ helps prepare students for the workforce

¢ identifies parents, employers & other community members as
influential players in the career development process

¢ enables students to showcase tangible evidence of their skills,
| accomplishments, & perspectives to the job search

¢ addresses the need for more positive work attitudes

The South Dakota “My Career & Life Planning Portfolio” is divided into color-coded
components (Career & Education Planning — Buff; Skills Employers Want — Gray;

Projects/Work Samples — Salmon; and Assessment Results — Green). The

activities found in this Resource Book are all arranged according to this same
color-coded system. It is recommended that all completed career portfolio
activities be “stored” in the appropriate folder for future reference.
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Career & Education
Planning

wWhy do I need this folder? This foldercanbe
used to help you plan and organize for the future. You will be asked
to write a four-year plan that will be updated each year. You will also
keep a record of your education and career development activities,
such as visiting post-high institutions and learning about career
opportunities.

How should I use this folder? This folderis
just one of four found in your Career & Life Planning Portfolio. Itis
designed so you can have your education and career plans all in one
easy-to-use location. Use a pencil so you can erase and update
information that changes.

What should I keep in this folder?
This folder will be a “working file” to hold information and planning
materials to help you better plan your future. It does not replace your
main school file. When you finish high school, you will take this
Career & Life Planning Portfolio with you.




Career & Education Planning — Identifying Career Options:

ACtivity:| Career of the Week 'Sources::| Academic & Technical
' ' Education Activities, 1997
Page 120-121.

Outcomes: Students:will:
Research a career they are interested in.

Create a display that will fit the dimensions of the display board in the library.

Prepare display to be presented to the class and evaluated by the teacher and class members.
Put his/her display on the library display board prior to assigned week.

Write a two-paragraph summary telling how their lifestyle goals would fit in with this career.

Materjals/Resources::
a Career resource materials: Career World Magazine, Occupational Outlook Handbook, etc.
a Display Board
a Tag board, paper, etc.

a Career Research Display Rubric worksheet.

Instructional Activities

Procedures:]
1. Introduce the activity and explain the student’s responsibilities.
2. Discuss the concept of life style and have students choose the type of lifestyle they want.
3. Assign the students to research five different careers using the career resources listed above.
4. Assign students to interview several adults to find out the connection between their chosen
career and lifestyle.
5. Students will choose one researched career to use for the career display assignment.
Students will use the Career Research Display Rubric as a guideline to complete the assignment.

o

= Teacher and class members will use the Career Research Display Rubric to evaluate each

student’s career project.
= Observation of usage of the career materials and resources.
= Computerized circulation figures kept by classification category.

8EST COPY AVAILABLE
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Career Research Display Rubric

Name
Career Field
Content-Information Provided === = === e« ameu oo _._.... 876543210
Name of career field (job title) clearly visible from a distance - 1
Job description - accurate and complete - 1
Training and/or Education - accurate and complete - 1
Job Outlook/Where would you work? - accurate and complete - 1
Starting wages/salary - 1
Transferable skills - 1
Qualifications -1
Bibliography - correct format and complete, at least 3 sources - 1
Appearance to audience - - ----=-cceccecccccmcannao- = e e ecccceaoao 43210
Appropriate for high school level - 1
Attracts attention from a distance - 1
Pleasing color combinations - 1
Neat-1
FOlOW-UP - - = - o o e e e e 3210
Lifestyle goals consistent with this career - thorough -2 paragraphs - 1
Well written - 1
Display put up on time - (this grade will be given on due date) -1
Picture taken - (student is responsible for taking a picture of display with the department camera and
place it in his/her portfolio) - 1
Total < (15 possible points) Teacher’s comments -

Teacher's comments -




Career & Education Planning —Identifying Career Options

Ativity:] The Individual Career Plan Sourcest’| Academic & Technical
Education Activities, 1997
Page 140-141.

Outcomes::Studzanwﬂl
e Use the ICP as a tool to choose classes based on the career cluster they have selected.
e Update the ICP monthly and use the ICP as a source of information in their career planning.
e Use the ICP as a credit check to help them keep track of the classes they need to take to meet
graduation requirements.
e Use the ICP to make sure they have completed the proper testing for their chosen path of
learning beyond high school.

Materials/Resources::.
O Individual Career Plan (ICP) — Personal Data; Assessment Data; Employment History;
References; Awards and Honors; Career Preparations Activities; and Four Year Plan.

Instructional Activities

Procedures:-
1. Give each student a Individual Career Plan (ICP) folder.
2. Discuss each section of the ICP and explain how this ICP will be used.
3. Begin by having the students fill in the Personal Data section.
4. Do the same for each section of the ICP. filling in the appropriate data. If the students do not
have the names or dates. help them decide how they will get this information.
5. Each month update the ICP and encourage the students to use the ICP as they plan for the future.

cm &9 e |
= Collect the student’s ICP periodically and check for completeness.
= Ask parents at Parent/Teacher Conferences for feedback on student utilization.

SD CAREER PORTFOLIO RESOURCE BOOK




INDIVIDUAL CAREER PLAN

REDFIELD HIGH SCHOOL
PERSONAL DATA
Last Name First Name M.L
Address City State Zip
Home Phone Date Of Birth Social Security Number
Projected Graduation Date Dates Completed
ASSESSMENT DATA
Date of Test Results
Career Planning Program (9th)
PLAN (voluntary - 10th)
ASVAB (11th)
PSAT (voluntary - 11th)
Other Tests
‘ ACT or SAT !
INTERESTS/ACTIVITIES
9TH 10TH 11TH 12TH
SCHOOL
ACTIVITIES
COMMUNITY
ACTIVITIES
INTERESTS AND
HOBBIES

13




EMPLOYMENT HISTORY

Dates Employed

Title and Responsibilities

. Employer and Address

REFERENCES (school and work)

NAME ADDRESS PHONE

1.
o

3.

AWARDS AND HONORS
9TH 10TH 11TH 12TH

SCHOOL

AWARDS

COMMUNITY

AWARDS

14




CAREER PREPARATION ACTIVITIES

. My current career choice(s) is (are):

TO PREPARE FOR MY CAREER I NEED TO:

Enroll in the following career cluster(s). Circle choice(s).

A. Business Contact D. Science
B. Business Operations E. Arts
C. Technical E. Social Service

Pursue an on-the-job training program. (ob Fair, Job Placement Counselor, Bureau of
Apprenticeship).
Training desired:

Enlist in the military service. (Take Armed Services Vocational Aptitude Test
(ASVAB), ROTGC, recruiter visit).
Area of interest:

Attend a technical, vocational school, or a two-year college. (Technical school or
college fair, school visits, visit with reps, articulation agreements, financial aid
information, take ACT or other required tests). Check admission requirements,

‘ Areas of study:
Schools considered:

Go to work full-time. (Job fair, shadowing, job placement counselor).
Type of work:

Attend a two-year college or technical school, and later transfer to a four-year college.
(Vocational college fair, school visits, visit with college representatives, take ACT or
other required tests). Check admission requirements. ’

Areas of study:
Schools considered:

Attend a four-year college. (Take PLAN test sophomore year; Preliminary Scholastic
Aptitude Test~PSAT—junior year; American College Test—ACT—or Scholastic
Aptitude Test—-SAT—in June following junior year, financial aid applications, college
fairs, school visits, visit with college representatives). Check admission requirements.
Areas of study:

Schools considered:

15
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INDIVIDUAL CAREER PLAN

“Math credit must consist of Algebra [ and above for admission to colleges/ universities.
*Science courses must consist of Lab Physical Science, Biology, and Chermistry or Physics for admission to

colleges/universities.
See registration book for further details on graduation.

16

Career Goals Educational Tentative High School Credits Comments
Goals Course Plan
F English 9
r LPS
e Math ( )
s Computer Typing |
h
m
a Sign and Date:
n Tot:
S English 10
o Biology
P Geography
h Math ( )
o
m
o
r Sign and Date:
e Tot
) English 11
u American History
n Relations and Careers
1
o
r
Sign and Date:
Tot
S English 12
e American Government
n .
1
o
r Sign and Date:
Tot
Required Courses Redfield High SD College Most Out-Of-State SD Technical
Graduation Admission Colleges Admission
English 4 4 4 4
Math 2 3 3 2
Science 2 3 3 2
Social Studies 3 3 3 3
Computer Studies *h h 'h '/x
Computer Typing 1 1 1 1
Fine Arts h h *h %
Relationships/Careers h h h L
Foreign Language 0 0 2 0
Physical Education 0 0 0 0
Electives 6
Total Credits 20




Career & Education Planning —Identifying Career Options

Aletivity:] Career Center Resources ‘Sources: | Academic & Technical
Education Activities, 1997
Page 114.

Qutcomes: Studenis will:. |
e Develop an information area within the library’s Career Center for local occupations & careers.
e Learn about occupations in their community.

Materials/Resources:.
0 Job descriptions including tasks performed, working conditions, hours and earnings, education

and training, personal qualifications and advancement.

Application forms.

Address. telephone number. fax number. & Internet address if not provided on application form.

Manual. handbooks, videos of policies and procedures.

Temporary display of safety gear issued by business such as helmets. goggles. etc.

Pictures of other required apparel such as uniforms wom by nurses, bank employees. etc.

ODoDODDODOD

Instructional Activities

Procedures:
1. Introduce the above materials and resources to the freshmen during orientation.
2. Review these same materials and resources as the students are assigned to career units in their

various classes.
3. Instruct teachers to have students utilize these career resource materials throughout the school

vear as part of the career research assignments.
4. The Guidance Department will utilize these materials as they work with individual students and

groups of students in the classroom.
5. Encourage students to help locate and stock career materials and resources in the Career Center

that they find in the community.
6. Encourage community members to participate in securing materials and resources for the Career

Center.

ctivity Assessment: |
« Survey teachers, students. and counselors for amount of time spent in the Career Center.
« Observation of usage of the career materials and resources.

« Computerized circulation figures kept by classification category.

SD CAREER PORTFOLIO RESOURCE BOOK 8
L7



Career & Education Planning —Identifying Career Options:

A¢tivity:| SD Careers: Past, Present Sources: | Academic & Technical
and Future Education Activities, 1997
Page 2.

Outcomes:. Students will:
e Describe reasons for “South Dakota’s Uncertain Future”.
e Compile a list of jobs that are obsolete, secure, and emerging.
e Analyze what a quality work force was like during the 20™ century and beyond.

e Explore career choices (clusters).
e Determine necessary skills and personal qualities needed to successfully enter the work force.

Materials/Resources::.
0 South Dakota History Books and career research materials.
Q Visit Prairie Village, Hutterite Colony, Smith Zimmerman Museum, Job Service of SD.

a Interview/talk with community members. parents, and grandparents.

Instructional Activities

Procedures:

1. Interview parents, grandparents, and other community members to find out about jobs that they
did, no longer do. and what caused the changes. Work in small groups to compile a list of the
jobs from the past. '

2. Visit the sites listed above and note the jobs that are still needed/obsolete. In small groups
compile a list of the jobs in your community.

3. Have students write letters to the businesses to inquire about the changes that have affected the
way they do business, the reasons for the changes. and the impact of the changes.

4. Invite a Job Service representative to talk to the class about work skills. In small groups discuss
the need to match skills with interests and the skills needed for the 21*' Century.

5. Invite a panel of community workers from each of the cluster areas to talk about their job.

6. Each student will select an occupation: résearch the job; and plan a Wax Museum presentation.

Smalil group presentations

Journals with reflective thoughts about the field trips and guest speakers.
Business letters. :

Wax museum reports and presentation.

SD CAREER PORTFOLIO RESOURCE BOOK 9
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Career & Education Planning —Identifying Career Options:

Actnv:ty Making Career Decisions Sources: | Integrating Academic and

Vocational Education, 1996
Page 61.

Outcomes: Students will:

Demonstrate written and oral communication skills, the ability to research topics. the ability to
compare and contrast, and the ability to problem solve and form opinions.
Explain how government regulations and programs affect businesses and employees.

[ ]

e Explain how the past affects the present and the future.

e Prepare a budget and interpret statistics.

e Explain how occupational choices affect physical and mental health.

e Use a computer for word processing as well as to research subjects to gain information.
Materials/Resources: .

o Computer and library resources.
a Information regarding occupations and educational institutions.
o Links to the community for job shadowing and interviewing purposes.

Instructional Activities

Pi"océhilfés: Each student will:

1.

Job shadow a minimum of three hours in each career cluster.

2. Interview at least two people for a minimum of four interviews.

3. Research the history of the career areas chosen and explain how these occupations have changed
over the past 25 vears or more.

4. Prepare statistics on the cost of education. earning potential and the effects of the occupation on
the environment.

5. Use the Internet and Career Information Delivery System to research specific careers.

6. Prepare a written report including the following: Why or why not a career would fit their
interests. abilities and skills.

7 Present the information as an oral report to at least one teacher and a group of peers.

*  Content and quality of research.

= Written report and oral presentation.

SD CAREER PORTFOLIO RESOURCE BOOK 10
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Career & Education Planning —Identifying Career Options

A’cuh!y; Community Service Project ‘Sources:”| Academic & Technical
' Education Activities, 1997
Page 2.

Outcomes: " Students will:
e Be exposed to community needs.
e Learn how to be an active community citizen.
e Learn that giving can be intrinsically rewarding.

MaterialS/REsoiirces:
g Community and Business members
a Guest speakers

Instructional Activities

e el heeAma o
Loy -

Procediires: |
1. Develop an instrument to evaluate the existing community services and programs.
2. Assign students to research the need for community involvement including the benefits.
3. Develop a database of community service sponsors willing to supervise students.
4. Assign students to the various community service locations.
5. Each student will keep a journal about their community service involvement and share it with the

class.

Written reaction paper.
Oral report to the class.
Students. community members and teacher will all fill out an evaluation form.

SD CAREER PORTFOLIO RESOURCE BOOK 11
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Career & Education Planning —Identifying Career Options

Actlvity° Senior Citizen Project Sources: | Inteerating Academic and
Vocational Education, 1996
Page 1.

Outcomes: Students will:.

Link to classroom learning “real-world™ experiences via senior citizen expertise.

®

e Learn interviewing skills.

e Learn skills needed in the work world.

e Utilize communication skills needed in teaching a demonstration concept.
Materials/Resources: :

o Computer and select software.
o Food items.
a Project supplies.

Instructional Activities

- ,’W‘ S
Procedures:
1. Pair each student with a retired senior citizen who is aware of the skills needed in today’s work
world.

2. Students will plan and host senior citizens on a tour of the school building and luncheon.

3. Each student will interview a senior citizen. introduce him/her to computers. and write a career
report using the information gained during the interview.

4. Each student will complete a class project with a senior citizen as part of the team.

AR Rl tLolnae
Activity Assessment:

* [Interview technique.
» Computer generated journal.
= Team project.
=  Qral presentation.
SD CAREER PORTFOLIO RESOURCE BOOK 12
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Career & Education Planning —Iidentifying Career Options.

Activity:| 8™ Grade Career Exploration Sources: | SD Tech Prep - Education
Activities in South Dakota,
1998. Page 86.

Oiitcomes: Students will:
e Participate in career exploration through a job shadowing experience.
o Identify shadowing sites of interest through determining their career cluster.
e Shadow and interview an individual working in a career related to their identified cluster.

Materials/Resources:
Community businesses and career people.
Career cluster resources from the SD Curriculum Center.

Q
a
o Real Game curriculum.
Q

Project Taking Charge curriculum.

Instructional Activities

Procediires:
1. Using the curriculums mentioned above or activities of your own, introduce the students to

career clusters.

[dentify job sites willing to supervise students during the shadow experiences.

Orientate students concerning job etiquette and ethics and have them role play these situations.

Assign job sites for students to shadow.
Using the Job Shadowing and Interview forms provided. students will shadow and interview an

individual working in a career related to their identified cluster.

v

» Completed interview form on the person shadowed.
» Class oral report/sharing on shadowing experience.

SD CAREER PORTFOLIO RESOURCE BOOK 13
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Handout

Student Partners

JOB SHADOWING
STUDENTS EMPLOYEE INTERVIEW FORM

Step 1 Job Available For Shadowing:
(Teacher must make final job-shadowing assignments)

Work Site:

Person to be Shadowed/Interviewed:

Address: Phone:

Date of Job-Shadowing Experience:

Time:

Transportation to Work Site:
Name of accompanying adult (if other than person to be job-shadowed):

Name Address Phone

Step 2: Interview Questions For the Employee Being Shadowed
a. What is your job title?
‘ b. What training/education did you need to get this job?
¢. What specific skills do you use on this job? (Examples: math, writing, use of large or small equipment.)

d. What is your work schedule?

Days: Hours per day: Overtime:

e. What do you do in a normal workday?

f. What do you like about your job? What do you dislike about your job?

g Who do you talk to if you have problems on the job?

h. What kind. of clothes do you wear to work? (If uniforms are required, do you pay for them? Are they cleaned for you?)
i. What is the beginning salary range for this job? What salary can one work up t0?

Jj- What benefits do you get?

Retirement Sick leave Health insurance Dental insurance
Vacation leave Other (explain):

k. What are related jobs that use the same skills as this one?
1. What would be my next step if | planned to get a job like yours?

. Adapted from Women in Nontraditional Careers (WINC): Curriculum Guide. Women's
Bureau, U.S. Dept. of Labor

14
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SHADOWING

THANK YOU FOR AGREEING TO ASSIST WITH THE SIOUX VALLEY 8" GRADE CAREER PRO/GRAM!
THIS EXPERIENCE GIVES STUDENTS AN OPPORTUNITY TO GAIN SOME INSIGHT INTO FUTURE

CAREER GOALS.

THE STUDENTS WILL BE ARRIVING BY BUS. YOUR "SHADOW"” WILL ARRIVE BETWEEN 8:45 AND 9:09
A.M. THE STUDENTS WILL BE PICKED UP BETWEEN NOON AND 12:15. STUDENTS DROPPED OFF
FIRST WILL BE PICKED UP FIRST.

YOUR STUDENT SHADOW(S)

THIS SHADOWING EXPERIENCE HAS BEEN SET UP FOR
THURSDAY, MARCH 20

IF YOU HAVE ANY QUESTIONS REGARDING THIS EXPERIENCE PLEASE FEEL FREE TO CONTACT
BRAD BONDE (696-4759) AT THE EAST CENTRAL MULTI-DISTRICT OR MACHELLE BONDE AT SIOUX

VALLEY SCHOOLS (627-5657).

THANK YOU FOR YOUR COOPERATION.
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STH SHADOWING APPOINTMENT CARD

WILL BE SHADOWING AT

FROM 8:45 TO 1 2:00 NOON ON

MONDAY, MARCH 17 TUESDAY, MARCH 18 THURSDAY, MARCH 28
YOUR SIGNATURE INDICATES APPROVAL 0F THIS SHADOWING AGREEMENT.

SIGNATURE OF PARENT/GUARDIAN

THANK YOU FOR YOUR COOPERATION!
BRAD AND MACHELLE BONDE

PP R R R S S R SR R L A TR S S S S S S

March 4, 1998 .

To: Parents of 8th Graders
Re: Job Shadowing Experience

Dear Parent:

Your son/daughter has had the opportunity to participate in two exciting programs called Taking Charge and The Real
Game through the Family and Consumer Sciences program at Sioux Valley Schools. Taking Charge is an abstinence
based curriculum designed to teach skills to young people which they can use in abstaining from harmful activities. This
program encourages young people to plan for their futures through making wise choices while they're young. The Real
Game is a career exploration curriculum that allows the students to budget time and money and make life choices and

plans based on a specific career and income.

One of the special features of these programs is the career planning and exploration that takes place. Job skills will be
taught and implemented and career exploration will be encouraged. As a part of these units, a job shadowing experience
with employers in our area is planned. Brad Bonde, who works with career preparation and exploration, is working with
me in the process of contacting area businesses to set up job shadowing sites. Our plan is to have all 8th grade students
shadow an employer for three hours to gain insight into what these people do on the job. We will be choosing three dates
in the middle of March, and each section of the 8" grade will shadow on one of these dates. The students will have input
into the shadowing sites, but we do want to use area businesses. Transportation to and from the shadowing sites will be
provided by the school. The students will be excused from their morning classes for this experience.

Since the shadowing experience will require the student to learn outside of the school setting, we are requesting parental
permission for this activity. Please complete the bottom portion of this letter and have your son/daughter retum to
Machelle Bonde by Monday, March 9. We can then make final arrangements. If you have any questions about this
experience, please call me, Machelle Bonde, at work 627-5657 or home 693-3587.

My son/daughter, , has my permission to participate in the job shadowing
experience with an area business.

Signature of parent/guardian

I would prefer that my son/daughter, , not participate in the job shadowing experience.

Signature of parent/guardian
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Career & Education Planning —Identifying Career Options-

‘Activity:| Career Exploration & Profile ‘Sources: | SD Tech Prep - Education
Activities in South Dakota,
1998. Page 113.

Outcomes:. Stidénts will:
e Develop a career exploration profile.
e Examine the mentorship experience to understand the world of work and its effect on career
choices.
e Use a seven-step process to achieve career goals.

Materials/Resources: -
a Computer lab for word processing and Internet research.
a Library for research.

a Textbook: Succeeding in the World of Work.

Instructional Activities

TS e R

Procedures:
1. Using the Career Exploration and Profile rubric sheet, orientate the students about the
requirements for developing a career exploration profile.
2. Introduce the students to the seven-step process to achieving career goals.
3. Introduce the students to the computer lab and the Internet and how to access career information.
4
5

Students will be allowed to work in groups to develop ideas and to give presentations.
Students will be required to give a 5-7 minute oral & visual presentation on their Career Profile.

s Research content: 60%
= Presentation: 30%
= Peer evaluation: 10%

SD CAREER PORTFOLIO RESOURCE BOOK
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Career Exploration and Profile

Final Summation Project

‘ This is your visual summary of how you are going to use the seven-step process on how to chose a career
and follow the necessary steps to reach that goal. This is a major portion of your grade, so this needs to be
accurate, neat, and full of the information requested. Add pictures, graphs, charts or any other visual to enhance
this presentation. Have fun with it, but take it seriously and do your best.

Career

My life and career short-range goals: (3)

My life and career long-range goals:

List personal qualifications to reach your career goal. Match values, aptitudes, interests, skills.

How am I going to reach this career goal?

Education and/or training
High school courses (track)
Post high school or schools (3) choices
‘ Licenses or Certificate or tests needed

Upon completion of my education or training, I need to get a job.

Use the WWW or "Job" from “Choices “98”

Find the employment outlook. Use your list of twenty top jobs.
Find entry level jobs in your career area.

Search for information on advancement in your career area.
Find related occupations to your chosen career. (name 3)

Where are you going to be employed? (3) choices
State, city, company or agency or self

Work I am going to do?
Work I am going to do? Hours Earnings Environment
Data, things, people

ERIC

Aruitoxt provided by Eic:
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Career & Education Planning —Identifying Career Options:

Activity:| Career Exploration Class Sources::| SD Tech Prep - Education

Activities in South Dakota,
1998. Page 104-105.

Outcomes: Students will:

Learn about specific careers and factors that affect and are affected by career choice.
Discover resources available to them to help facilitate career development.

Combine their interests, abilities, and values to determine career options and career strategies.
Learn what characteristics are needed to succeed in the world of work and society in general.

Materials/Resources: :

Q
Q
Q

Instructional Activities

“Real Game” and ~Be Real” curricula: CPS test results; “Career in the 90’s” video.
South Dakota Career Ways; Career Cluster brochures; SCANS information.
Southeast Technical Institute employer survey results and activity.

Pio

LT L B e

cediires:

1.
2.

3.
4.
5

" The teacher/facilitator will monitor the progress of each student.

Give each student a “Tentative Course Outline” and orientate the students to the course.

Give each student the two-page “Career Assignment Grading Form” and explain the criteria for
a grade.

Following the Course Outline, facilitate the various career activities.

[ntroduce the students to the computer lab and library where they will do career research.

The “Real Game” and “Be Real” curricula provide pre-and post-tests.
Feedback forms are also given to students upon completion of the course for further information.
Students will be evaluated on their research via presentations (see Grading Forms).

SD CAREER PORTFOLIO RESOURCE BOOK 19
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ERIC

Aruitoxt provided by Eic:

Tentative Course Outline: (Variation from this outline is expected)

January 26

28

30

February 3

5

11

18

Jigsaw activity

Ice breaker

Procedures

Overview of the REAL Game

Pre-test .
"Foundations"--Introduction of foundation terms and guiding principals
Career cluster activity and discussion of career clusters, job families, etc.

Review career clusters

Divide into groups

"The Spin Game"

Team-building game

Introduction of work readiness skills

Review work readiness skills, career clusters

“The Dream"--wish list

Guest speaker ??

"What's My Line"--distribution of folders, activity posters and occupation profiles
Complete activity posters

Categorize occupations into career clusters

“"What's My Line" continued

Who am 1? Who are you? activity

Share activity posters

Design business cards

"Reality Check"--begin the budget process

"Reality Check" continued

Complete the budget process and adjust
"Building Blocks"

Wish list cut-outs

Street and town names

"A fter Work"
Leisure time activities

"Spin it Again"

"Fair Play"--Man's Work or Women's Work handout
Reflecting on Gender Facts handout

Gender Equity Facts and Figures handout

Gender Equity Proclamation

“"Thumbs Up or Down?"--handout and activity

Which cluster do you fit?
"The Pink Slip"
Resume handout and terminology
Group resume creation
Event poster )
Individual resume creation

"Disaster Strikes”
Possibly begin "Team Work"

"Team Work" continued

"Team Work" continued 7?7

23
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March 2 CPP results
Discussion of potential careers
Discussion of how this fits with career clusters

‘ Review of work readiness skills
Career Ways

Introduction of Career Exploration Project

4 Career planning resources-library, career books, internet, computer lab,

Career Ways
Work on Career Exploration Project

6 Continue work on Career Exploration Project
Introduction of high school classes
Develop 4-6 year plan

10 Career Exploration Presentations

16 Career Exploration Presentations
Spin Game

18 Career Information Day Preparation

20 Flex Day

24 Introduce portfolios
Adjust simulated resumes to personal resumes
Transfer selected items from REAL Game folder to portfolio .

26 Last day of 3rd quarter
"The Big Picture"

¢¢ A field trip may be added to this schedule. Adjustments will be made as needed.




Career Exploration Class

Choose a career to research and use the following guidelines to write a report on this career. The report will be looked at
as a professional product, so be sure to use appropriate grammar, sentence structure, spelling, and adequately cover each
item listed below. If the report adequately addresses the baseline criteria outlined below in category 1,100 points will be
earned. Up to 50 additional points are eamed for effort, creativity, additional information/resourcefulness, how clearly
your information is conveyed to the class and accuracy of information. 1-5 extra credit points will be eamed if you ask
appropriate thought-provoking questions during classroom presentations.

Category | Baseline Criteria

10 points 1. Type of career (must be a specific occupation) and brief description of the career

10 points 2. Why you chose this topic to research

10 points 3. Specific training needed to obtain this career (how much, what type--college, graduate school, tech
school, military, on-the-job, etc.)

10 points 4. Where jobs of this type would be located (in a hospital, a clinic, an office, a retail store, in a big city,

, on the coasts, in rural areas, etc.)

10 points 5. Job outlook (Is this a job that is readily available or are there few opportunities in this field? Is the
field growing or diminishing?)

10 points 6. Approximate salary--use South Dakota statistics where possible

10 points 7. Related occupations

10 points 8. High school courses you could take to prepare yourself for a career in this area

10 points 9. Go over your research with your parent(s) and have them sign the bottom of your research paper

10 points 10. Share your information with the other students in the class through presentation, class discussion,

poster presentation, video presentation, demonstration, or other appropriate means as determined by
the instructor
Total 100 points

Category 2 Facilitator, Peer and Self Review Criteria

Students will be reviewed by the facilitator, peers, and themselves based on criteria listed below:

10 points  Demonstrated this criteria exceptionally above expectations

8 points Demonstrated this criteria above what was expected

6 points  Adequately met this criteria, but no extra effort was demonstrated
4 points  Little demonstration of this criteria

0 points  No demonstration of this criteria

Information clearly conveyed to the class (0-10--
average of below scores)

Effort (0-10--average of below scores)
Facilitator (0-10)

Peer (0-10) Facilitator (0-10)
Self (0-10) Peer (0-10)
Self (0-10)

Creativity (0-10--average of below scores)
Facilitator (0-10)
Peer (0-10)
Self (0-10)

Additional Information (0-10—average of below
scores)

Facilitator (0-10)

Peer (0-10)

Self (0-10)

Total for category 2 (0-50)

Accuracy (0-10--average of below scores)
Facilitator (0-10)
Self (0-10)

e*+ |.5 extra credit points possible for asking appropriate, thought-provoking questions of the presenters.

22
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Name of person being evaluated:

Name of person evaluating:

Career Assignment
Grading Form

Category | Baseline Criteria

1

[ o8]

L

H

(%]

9

10.

o]

. Type of career (must be a specific occupation) and brief description of the career
(10 points)

. Why you chose this topic to research (10 points)

. Specific training needed to obtain this career (how much. what type--college, graduate
school, tech school, military, on-the-job, etc.) (10 points)

. Where jobs of this type would be located (in a hospital, a clinic, an office, a retail stor
in a big city, on the coasts, in rural areas, etc.) (10 points)

. Job outlook (Is this a job that is readily available or are there few opportunities in this
field? Is the field growing or diminishing?) (10 points)

. Approximate salary--use South Dakota statistics where possible (10 points)
. Related occupations (10 points)

. High school courses you could take to prepare yohrself for a career in this area
(10 points)

. Go over your research with your parent(s) and have them sign the bottom of your

research paper (10 points)

Share your information with the other students in the class through presentation, class
discussion, poster presentation, video presentation, demonstration, or other
appropriate means as determined by the instructor (10 points)

Total for Category 1 (100 points possible)

32
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Name of person being evaluated:
Name of person evaluating:

Career Assignment
Grading Form Page Two

Category 2 Facilitator, Peer and Self Review Criteria

Students rated based on criteria listed below

10 Demonstrated this criteria exceptionally above expectations
8 Demonstrated this criteria above what was expected
6 Adequately met this criteria, but no extra effort was demonstrated
4 Little demonstration of this criteria
0 No demonstration of this criteria
Effort (0-10--average of below scores) Information clearly conveyed to the class (0-10—
Facilitator (0-10) average of below scores)
Peer (0-10) Facilitator (0-10)
Self (0-10) Peer (0-10)
Self (0-10)
Creativity (0-10--average of below scores) Accuracy (0-10--average of below scores)
Facilitator (0-10) Facilitator (0-10)
 Peer (0-10) Self (0-10)
Self (0-10)
Additional Information (0-10--average of below
scores)
Facilitator (0-10)
Peer (0-10)
Self (0-10)
Total for category 2 (0-50)
Career Assignment
Grading Form Page Three
Name:
Category 1 baseline criteria (100 points possible)
Category 2 facilitator, peer and self review (0-50 points)
Extra credit points (1-5 points)
Total points (Category 1 + Category 2 + Extra Credit)
Total possible=153
140 - 155 Exceptionaily above average performance - Advance/promotion
120-139 Slightly above average performance - Bonus
100- 119 Adequate performance - Continued employment
81-99 Slightly below acceptable performance - Demotion

80 or below  Significantly below acceptable performance - Fired/let go
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Aruitoxt provided by Eic:

Lennox Career Development Goals

K-4  Career Awareness
5-8 Career Exploration
9-12 Career Decision-Making

K - 4 Career Awareness

Sound career choices in an individual's later stages of career development are enhanced by awareness and knowledge of
many different kinds of occupations. The process of acquiring such information should begin in early grades to lay the
foundation for each individual's creation of a realistic picture of the world of work.

Lennox Elementary Career Week

Objectives
Students will:
i. gain an awareness of the world around them occupations that they come in contact with in their life.
2. learn about several types of specific careers, as well as how careers can be grouped according to
‘ similarities.
3. have fun learning about careers!

Activities (Activity packets for each grade will be forthcoming)

Kindergarten - Work at home, in the school, in the community
- Hats wom
- Transportation

Ist Grade - Work done by students, teachers, adults and others
- Examples of work in diverse settings: home, school, community and others

- Work locations

2™ Grade - School occupations
- Jobs in the community
- Informational interview
- Career garb

3rd Grade - Career clusters
- Parent interview
- Career acrostic

4th Grade - Career clusters
- Career research
- Dress up day and presentation to younger grades

* Letters are being sent home with students requesting that if parents are interested in speaking about their career in their
son or daughter's class, they contact that teacher directly to set up a time.

34
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Aruitoxt provided by Eic:

Lennox Career Development Goals

K-4  Career Awareness
5-8  Career Exploration
9-12  Career Decision-Making

5 - 8 Career Exploration

Sound career choices in an individual's later stages of career development are enhanced by awareness and exploration of
many different kinds of occupations. The process of acquiring and exploring such information and experiences should
begin in the early and middle grades to lay the foundation for each individual's creation of a realistic picture of the world

of work.

Lennox Middle School Career Week

Objectives
Students will:
1. gain an awareness of the world around them and occupations that they come in contact with in their life.
2. learn about and share information regarding several types of specific careers.
3. have fun learning about careers!
Activities

Grade 6 - Informational Interview
- Tour Wax Museum of Careers

Grade 7 - Career World Jigsaw Lesson
- Nursery Rhyme Wacky Career Activity
- Tour Wax Museum of Careers

Grade 8 - Wax Museum of Careers
- Career Acrostics

* Letters are being sent home with students requesting that if parents are interested in speaking about their career in their
son or daughter’s class, they contact that teacher directly to set up a time. .



Career & Education Planning —Identifying Career Options

Activity:] Course Selection Soiircess ;| SD Comprehensive Guidance
& Counseling Program Model —
High School, 1995, Page I-1, I-6

Outcomes: ‘Stidenis will:
e Learn the relationship between learning and work.
e Leamn how to select high school courses that fit their career goals.
e Understand the importance of practice and effort to educational achievement.

Materidls/Resources:”
o Program Planning worksheet (two-pages).

Instructional Activities

Pracediires:

1. Introduce this activity by explaining that there are many reasons people take courses, but often
are not well thought out. This leads to lack of interest and boredom with school.

2. Distribute the Program Planning sheets and ask students to complete it.

3. Check for student awareness. Ask them if the courses they have liked or done well in have any
common features. Emphasize that courses that match interests and abilities and lead to future
goals are usually the most rewarding.

4. Ask students to complete the sentence stem. “In the future. I would like to take courses that

" and ask students to make a commitment to give deeper consideration to course

selection.

= The teacher can assess the students based on class participation and effort.

= The teacher can assign a grade to the worksheet.
= The students could be required to write a reaction paper on the discussions.

SD CAREER PORTFOLIO RESOURCE BOOK
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’ PROGRAM PLANNING

Why Did You Choose the Courses You Are Now Taking?

Listed here are the categories of reasons for having taken a course:

1. Graduation Requirements
2. College Admissions, Technical Institute, or Trade School Requirements

3. Curriculum Exploration (Choosing course to check out your interests or because you think you
need new experiences)

4.  Interests and Strengths (Choosing courses in areas in which you already have strong interests
and/or abiliry)

. Career Applicability (Course is useful for getting a job or is a direct requirement for a career you
have in mind)

W

6.  Skill Development (Choosing course in an.area in which you know you are weak and want to
improve) :

7.  Parent Decision (Parent insists or strongly encourages that the course be taken)
8.  No Reason
9.  Recommendation of a Friend

10. Other (Specifv)




Directions: On the lines below, write down the names of the courses you are taking. Then place the
. number of your reason for taking a particular course beside the course name.

Courses:

What Does the Completed List Say About Your Reasons for Taking Courses?

My courses are leading to an after I want to be prepared to get a job
graduation goal. after graduation.

Graduation is my only goal at I want to be prepared to get into
present. college after graduation.

I'm taking many courses for no Other people seem to be making my
apparent reason. course decisions for me.

I'm building my strengths and I see my weaknesses and I'm trving
interests. to do something about them.
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Career & Education Planning —Identifying Career Options:z

Sex Roles And Jobs Sources::. | SD Comprehensive Guidance

& Counseling Program Model —
High School, 1995, Page O-1

Activi

Outcomes: ' Students will:
e Leam that being male or female does not limit school or work opportunities.
o Identify factors that have influenced the changing career patterns of women and men.
e Leam to select jobs and career that are suited to their interests and talents regardless of
traditional sex roles.

Materials/Resources:
5 Men and Women Story Sheets and one activity sheet for each student.

Instructional Activities

Procediires:
1. Give each student an activity sheet and have each student rate the occupations according to the
following instructions: “If you would feel uncomfortable if your mother had this job, mark ‘men
only’. If you would feel uncomfortable if your father had this job, mark ‘women only’. Discuss
the opinions of the students.

" Distribute copies of the stories and give one marked “men” to each of the male students and the
one marked “women” to each of the female students. Instruct the students to each write an
ending to their story.

Break into small groups (male and female students mixed together) and have the students share
what they wrote and how they are different and how they are the same. Discuss why or why not.

4. Bring the groups back together and summarize the activity.

o

[v3)

Activity Assessment: |
= The teacher can assess the students based on class participation and effort.
= The teacher can give points for completion of the worksheet.

= The students could be required to write a reaction paper on the discussions.

SD CAREER PORTFOLIO RESOURCE BOOK 30
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ACTIVITY SHEET

Men Only Both Sexes Women Only

architect

conductor

. sportswriter

-dress designer

painter

theater director

radio-tv reporter

illustrator

‘ veterinarian

geologist

pharmacist

letter carrier

pilot

carpenter

police officer .

florist

cab driver
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"MEN" STORIES

MEN: John and Alice live on a remote ranch in northern Montana with their two daughters, Kelly 4
. and Marty 2. Both enjoy the rugged life, and before the children were born both worked the ranch

together. Suddenly, Alice is killed in an automobile accident. John is faced with a decision about how
to both make a living and raise the children. His parents urge him to move in with them in Denver and
get a job there. Write a brief story describing John’s decision and telling what happens to the family.

MEN: Paul Woolman and Sally Phillips have dated regularly all through high school and are planning
to get married. They have tentatively set the wedding date for August after graduation. Both have
prospects of fairly good jobs-in their home town and would like to remain there. However, two months
before graduation, Paul receives a full scholarship to a college five-hundred miles away. What does

. he do?

MEN: Ed has just graduated from high school. He has a swrong interest in Indian philosophy and has
decided to go 1o India. However, he has little money. First, he hitchhikes from his home in Nevada
to San Francisco. Then he gets a job on a passenger ship going to Hong Kong. From there he works
. his way to India doing odd jobs. He ultimately meets a guru and asks if he can study under him. What

| happens to Ed over the next few years?
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‘ : ' "WOMEN" STORIES

WOMEN: John and Alice live on a remote ranch in northern Montana with their two daughters, Kelly
4 and Marty 2. Both enjoy the rugged life, and before the children were born both worked the ranch
together. Suddenly, John is killed in an automobile accident. Alice is faced with a decision about how
to both make a living and raise the children. Her parents urge her to move in with them in Denver and
get a job there. Write a brief story describing Alice’s decision and telling what happens to the family.

WOMEN: Paul Woolman and Sally Phillips have dated regularly all through high school and are
planning to get married. They have tentatively set the wedding date for August after graduation. Both
have prospects of fairly good jobs in their home town and would like to remain there. However, two
months before graduation, Sally receives a full scholarship to a college five-hundred miles away. What

does she do?

WOMEN: Ellen has just graduated from high school. She has a strong interest in Indian philosophy
and has decided to go to India. However, she has little money. First, she hitchhikes from her home
in Nevada to San Francisco. Ther she gets a job on a passenger ship going to Hong Kong. From there
she works her way to India doing odd jobs. She ultimately meets a guru and asks if she can study

‘A under him. What happens to Ellen over the next few years?
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Career & Education Planning —Setting Career Goals

Activity:] Goal Setting Sources: | SD Comprehensive Guidance
& Counseling Program Model —
High School, 1995, Page K-4

Outcomes: - Studénts will:
e Learn how to set realistic personal, educational, and career goals.
e Use goal setting techniques to establish and reach life goals.

Material§/Resources::
O Guidelines for Goal Setting and Personal Action Planner worksheets.

Instructional Activities

Procediires:

1. Begin the session with some general statements about planning and goal setting.

2. Goal setting techniques help to identify factors that will help students to achieve goals, identify
barriers that stand in the way, and strategies to overcome these barriers. Explain the process
using the example of a trip to Japan. Post the steps listed on the Personal Action Planner on the
board. Ask the students to provide the information on each step.

3. Distribute Goal Setting Guidelines and the Personal Action Planner. Go over the Guidelines and
ask the students to set a goal and list all the steps they need to take to reach their goal.

4. Have the students share goals and the steps taken to reach them.

ctivity Assessment: |
= The teacher can assess the students based on class participation and effort.
= The teacher can give points for completion of the worksheets.

« The students could be required to write a reaction paper on the discussions.

SD CAREER PORTFOLIO RESOURCE BOOK 34
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GUIDELINES FOR GOAL SETTING

To set effective goals, it is important that one observe the following guidelines. A goal must be:

CONCEIVABLE -- You must be able to state the goal so that it is understandable and then
must be able to identify clearly what the first step or two would be.

BELIEVABLE -- In addition to being consistent with your personal value system, you must
believe you can reach the goal.

ACHIEVABLE -- The goals you set must be accomplishable with your given strengths and
abilities.

CONTROLLABLB If your goal includes the involvement of anyone else, you should first
obtain the permission of the other person or persons to be involved.

MEASURABLE -- Your goal must be stated so that it is measurable in time and quantity.

DESIRABLE - Your goal should be something you really want to do. Whatever your -
ambition, it should be one that you want to fulfill, rather than something you feel you should

do.

STATED WITH NO ALTERNATIVE -- You should set one goal at a time. Even though
you may set out for one goal you can stop at any time and drop it for a new one. But,
when you change, you again state your goal without an alternative. :

GROWTH FACILITATING -- Your goal should never be destructive to yourself, to others,
or to society. If someone is seeking potentially destructive goals, an effort to encourage
her/him to considér a different goal should be made.

44
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PERSONAL ACTION PLANNER

‘ GOAL:

(write it down)

ACTION:
(steps to take to reach goal)

RESOURCES:
(what is needed?)

BARRIERS:
(what is in the way?)

WHEN:
(state a time)

NEXT STEPS:
(what comes after the first step?)

EVALUATION:
‘ (assess your progress) ‘




Career & Education Planning — Setting Career Goals

Short-Term Goal Setting Sources: | Indian Creek High School

Teacher Advisor Program, 1996.
Indian Creek, Indiana.

Outcomes: : Students will:
e Establish 9-week goals and develop strategies for reaching those goals.
e Learn the characteristics of well written goals.
e Write a personal and an academic 9-week goal.

Materals/Resources:
a Short-Term Goal Setting Strategies sheet.
a 9-Weeks Personal Goals worksheet.

Instructional Activities

Procedures:.
1. Give each student a copy of the Short-Term Goal Setting Strategies sheet.
2. Discuss the four points outlined on this handout:

a) Characteristics of a well written goal;

b) Measurable vs. non-measurable goals.

c) Examples of academic goals.

d) Exercise on identifying well-written goals.

Distribute Nine Weeks Academic Goals worksheet.

Using the Short-Term Goal Setting Strategies sheet, ask the students to write one academic goal.

Allow time for the students to share their goals and critique them so they can make changes if

necessary.

bl

» The teacher can assess the students based on class participation and effort.
» The teacher can give points for completion of the worksheets.
* The students could be required to write a reaction paper on the discussions.

SD CAREER PORTFOLIO RESOURCE BOOK
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. - SHORT-TERM GOAL SETTING STRATEGIES

L Characteristics of a well-written goal. A well written goal . . .

Tells what you will do.

Gives some measurement to determine when you have reached your goal.

Tells when you will have it done by.

Is not too big (easily discouraged) or too little (no feeling of accomplishment).
Concerns something over which the student has control.

Ownership — it must be your goal (not the parent’s, teacher’s, counselor’s, etc.).

S e

II. Measurable vs. Non-measurable Goals.

Make sure you can measure the goal. Do not use words like some, more, often, better.

. Examples of Academic Goals. Note that academic goals can deal with any behavior that
affects their academic achievement. Your goals may center around . . .

‘ a) doing homework

b) making review sheets for quizzes
¢) attendance
d) classroom behavior

IV.  Identifving Well-Written Goals Exercise. Read the following goals and have the students
tell whether or not they are well written. If not, why not?

o

“I will turn in all my homework in Pre-Algebra for this marking period.”

2. “Iwill only have 2 absences this nine-weeks.” A
3. “I will have better behavior in class”. (No - not measurable. What constitutes “better
behavior?” Which class?)

“T will make flash cards for every vocabulary test in Spanish this marking period.”

“I will make my PE teacher proud of me.” (No — the student can not control how the

teacher feels. How do you measure “proud?”)

6. “Iwill raise my hand to participate in English at least once a week for this marking

period.”

“w A




NINC WECKS 4<4ADERIC GO4L

NAME: MARKING PERIOD

WHAT WILL YOU DO?
Example: 1. | will raise my Algebra | grade.
2. | willimprove my attendance.
3. | will improve my behavior.
4. 1 will be more responsible about my work.

WHAT MEASUREMENT WILL YOU OBTAIN?

Example: L B-average
2. Fewer than 2 absences.
3. Nooffice referrals
4.  Tum in all homework

WHEN MLL YOU HAVE ACCOMPLISHED THIS?
Example: By the end of the O weeks

WHO OR WHAT WILL VERIFY THAT YOU HAVE REACHED THIS GOAL? HOW?

Examples: 1. | will show my report card to my TAP Advisor.
2. My Spraish teacher will write a statement that | have turned in afl of my homework.
3. The Assistant Principal will wirte a statement that | had no office referrals.

GOAL-WRITING CHECK LIST:

S N

. Is this goal something you have control over?

2. Is the goal too big?

3. Is the goal too easy?

4. Have you used any non-measurable words like some, more, often, better?

5. lIs this your goal?
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48 BEST GOPY AVATLABLE




Career & Education Planning — Setting Career Goals

‘Aétivity:| Long-Term Goal Setting Sources: | Indian Creek High School
Teacher Advisor Program, 1996.
Indian Creek, Indiana.

Oufcomes: ‘Students will:
e Make four-year and ten-year goal statements.
e Write a guided letter to themselves that includes a vision of their life four & ten years from now.

e Learn the characteristics of well written goals.

Materidls/Reésources:
a_ Visioning Letter To Myself worksheet.

Instructional Activities

Procedures:
1. Give each student a copy of the Visioning Letter To Myself worksheet.
2 Ask the students to complete each section with an “I will . . .” statement and give examples:

a) Education: Four Years: I will earn the Honors Diploma
Ten Years: I will complete a four-year college degree.
b) Family: Four Years: I will have a happy family that spends time together.
Ten Years: I will be married with one child.
c) Friends: Four Years: I will still be friends with Julie. Marcia. and Carol.
Ten Years: I will make new friends at Tech School.
d) Career: Four Years: | will do a shadowing experience my senior year.
Ten Years: [ will be working in an entry-level accounting job.
e) Lifestyle: Four Years: I will be living comfortably with my parents while saving

money for college.
Ten Years: I will have my own house. car, and pay my bills on time.
3. Collect the Visioning Letters. make one copy of each letter. Return letters to each student along
with two envelopes and have the students put their mailing address on the envelopes.
4. Save the letters and return one letter just prior to graduation and mail the other ones ten years

from now.

Activity Assessment: I
= The teacher can give points for completion of the worksheets.
= The students could be required to write a reaction paper on the discussions.
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® VISIONING LETTER TO MYSELF

May 1, 1996

Dear "

Taday | participated in a visioning activity with my Teacher Advisor Group. During this
activity, | dreamed about what | would be doing in the future. Here's a description of my life four
years from now.

EDUCATION: Iwill ..
FAMILY: Pwill. ..
FRIENDS: Iwill. ..
CAREER: Twill ...
‘ LIFESTYLE: - lwill L
We atso loaked farther into the future to then years from now. Here's a description of thét dream to
EDUCATION: Twill ...
FAMILY: twill. ..
FRIENDS: Iwill. .
CAREER: Twill. ..
LIFESTYLE: I will . .

I'll get a copy of this letter as | graduate and in ten years! In the meantime, I'm working every day tc
reach these goals!

Signature . a1




Career & Education Planning —Being A Successful Student: -

Activitysl Guide To Successful Studving | | Saurges:-| SD Comprehensive Guidance

& Counseling Program Model -
HS Activities, 1995, Page G-2.

26

QOiatcomes:.. Students will:
e Improve study and learning skills.
e Understand the importance of motivation to school success.
e Understand effective techniques for studying and taking notes.

Materials/Resources:
o Survival Guide for High School Students and Parents handout (4 pages).

Instructional Activities

Procedures:
1. Discuss the need for improved study skills and techniques. Cite the changes in the curriculum,
the increased number of distractions, the increased importance on good grades, etc.
9. Hand out the Survival Guide for High School Students and Parents sheets.
3. Discuss each section and encourage students to volunteer their ideas and comments.

« The teacher can assess the students based on participation in group discussion.
= Assign a reaction paper on the importance of developing successful study skills.
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SURVIVAL GUIDE ror HIGH SCHOOL
STUDENTS AND PARENTS

STUDY SKILLS

YOUR SUCCESS asa high school student will depend a great deal on how efficiently you
use your study time. The California Teachers Association has collected some tips from classroom .

teachers to help you reach your full potential in high school.

'STUDYING

STUDY a tiuie bit every night. Don’t try to cram the night before a test. Don’t study for too long
at one tinie. Take a break now and then.:

Y. 0 UR S T UDY SP oT should be well lit, comfortable, and distraction free. TVs and stereos

prevent you from concentrating and make your study time less efficient.

REST » relaxation, exercise, and a proper diet are all important parts of your preparation for school.
A high protein, low sugar breakfast is helpful for maintaining a constant energy level all day.

THINK of your study time as a pleasant learning experience, not a chore.

PREPARING FOR TESTS

KEEP UP win your schoolwork. Once you fall behind, it’s hard to catch up.

PAY AT TENTI ON 1o review sessions. Ask questions about what type of question to expect.
If you don't understand something, ask vour teacher.

43



EMPHASIZE the major ideas (concepts) of the test material. Learn the key vocabulary words.
Make flash cards of the vocabulary if it helps you. Have someone test you on them.

TAKING THE TEST

DON’T PANIC! Everyone feels tension before a test. Tension helps you stay alert. Let it
work for you.

READ T. HE ENTIRE TEST vefore you do anything else. This will allow you to:
=  Get rid of a few of the butterflies.
= Choose the easiest questions to start on.
=  Budget your time.

s  Start your subconscious mind working on the tougher questions. You’ll find that when
you come back to them, the answers often pop right out.

=  Pick up clues to some questions in other questions. Reading the whole test will save
. you time in the long run.

LOOK FOR CLUES in the test questions themselves.

=  Use the process of elimination for matching or multiple choice questions.

= In true/false tests, look for words such as all, always, never, and none. If you can
think of just one exception, the questions is false.

& For essay questions, think first, jot down a few key words or (better vet) a simple
outline, then write your answer.

= If you have trouble interpreting a question, think about the concepts that you studied.
One of them will probably be the key to the answer.

TAKING LECTURE NOTES

2 . . . .
DON’T TRY write down everything the teacher says. Listen carefully until you understand
the point that is being made. then write it down in your own words. Pay particular auention (o
examples.
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DON’T BE AFRAID o ask questions when you don’t understand. If you don't understand,

the chances are that other people don't understand either.

GO 0 VER Y [0 UR N OT ES during your regular evening Study session, while they are still

fresh in your mind. Add whatever you need to make your notes clear. If you let the notes sit until the
night before the exam, they may make no sense to you at all. By looking them over while they’re fresh
in your mind, you'll have time to ask questions if you don’t understand.

READING SKILLS
TEXTBOOKS

BEFORE YOU ST. ART READING an assignment in a textbook, it helps to |
PREVIE W the material. Previewing consists of the following steps:

a. Look at all of the illustrations and read the captions.

b. Read all of the BOLDFACE words in the chapter. Topic headings and key
‘ vocabulary words are often printed in boldface.

c. READ the first and last paragraphs in the chapter.

d. BRIEFLY READ any questxons vocabulary lists, chapter summaries or

chapter objectives if they are present.

e. SKIM the entire chapter. This means that you just scan the materlal qulcklv letting
your eyes pick up words and phrases more or less at random.

PREVIEWIN G gives your mind an outline of the material you are about to read. The outline
will act as a framework into which you will be able to sort the details of the chapter into their proper
places. Previewing is a way to help you to remember what you read.
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READING ENVIRONMENT

. READ ina distraciion-free environment. Your study area is also probably your best reading area.

GOOD LI GHTING is a must. Light should come over your shoulder to avoid shadows, but
don’t read in a dark room under a bright light.

IF YOU CAN’T READ fora reasonable time without getting tired, restless, or eyestrain,

you may have a vision problem.. Have your eyes tested if there's any question. If you are supposed,
to wear glasses, wear them.

L
(S
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Career & Education Planning — Being A Successful Student.

‘Alctivity:] Improving Assignments ‘Sources:| SD Comprehensive Guidance
& Counseling Program Model -
HS Activities, 1995, Page G-2.

Oiiitcornes:: Students will:
o Improve study and learning skills.
e Understand the importance of motivation to school success.
e Leam organizational skills that will help them start and finish assignments successfully.

Materials/Resources::
0 A Key to Improving Assignments activity sheet.
a Study Habits Inventory worksheet.

Instructional Activities

TP sbn 20

Procediires:

Brainstorm barriers that students have that cause them to not do well on assignments.

Distribute A Key to Improving Assignments activity sheet.

Discuss each idea and the importance of completing assignments.

Distribute the Study Habits Inventory and have the students complete it.

Allow students to discuss study habits that they are having problems with and offer suggestions
for improvements.

Ask the students to try the suggestions from this activity and report any progress of changes at a

later date.

T NENE Y

o

» The teacher can assess the students based on participation in group discussion.
= Completion of the Study Habits Inventory.

SD CAREER PORTFOLIO RESOURCE BOOK
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A KEY TO IMPROVING ASSIGNMENTS

Keep an assignment book. If you get mixed up and do the wrong homework or if you forget to
study for a test, your grades are going to show it. Develop the habit of keeping a daily
assignment notebook. Write down everything you need to remember. This way, you will always

know exactly what you need to do.

Learn to follow directions. Some students get low grades simply because they don’t follow
directions. Read all directions carefully, especially on a test. Also, learn to be a careful listener,
When the teacher explains an assignment, pay close attention. If you still don’t understand what

you are expected to do, ask again and write it down. ‘

Write neatly and accurately. Remember your teachers see your homework papers as a reflection
of your ability and attitude. Sloppy papers make you seem like a sloppy thinker. Take pride in

your work! Aim for quality!

Learn to check over work before turning it in. Spend a few minutes proof-reading your
homework papers or tests before turning them in. Learn to catch your own errors. Learn to use
the dictionary if you have trouble spelling words correctly. :

Learn to manage your time. Learn to use your spare time effectively. Put that class study time
to use, don’t waste it. :

Assume responsibility for your own actions. Do you blame your teachers for low grades? Forget
it! No one else is responsible for your failures or successes but YOU. Going to school is like
having a job. You attend each day and give it 100% effort to learn the most.

Aim for success. Everyone wants to be successful at school. Why do you want to earn good
grades? When you start thinking you can be successful at school, you will be.
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Career & Education Planning:—Being-A Successful Student:

Activity:| Taking Tests Sources: . | Indian Creek High School

Teacher Advisor Program, 1996.
Indian Creek, Indiana.

Outcomes: ‘ Students will:
e Become familiar with tips for test preparation. taking tests. and learning from returned tests.

Materiali/Resoiirces:
a Taking Tests — General Tips handout.
a Taking Tests — General Tips quiz.

Instructional Activities

Procedures:
1. Hand out the Taking Tests — General Tips sheets. Discuss the section on “How to Prepare for
Tests” and “How to Take Tests”. Mention to students that they will take a short quiz at the end
of the discussion.
2 At the end of the discussion. hand out the Taking Tests — General Tips quiz. Have the students
give short one-sentence answers.
Have the students correct their own quiz and go over the correct answers.
4. Let the students use their Taking Tests — General Tips Sheet to fill in the correct answers.

(93]

A i b

Activity Assessment:|
= The teacher can assess the students based on class participation and effort.
= The teacher can give points for completion of the quiz.
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TAKING TESTS - GENERAL TIPS

Adopted from the Virginia Polytechnic Institute and State University Homepage

INTRODUCTION

Tests measure how you are doing in a course. Test scores may be a key determinants of your course grade.
Doing well on tests requires a solid grasp of the course content and test-taking skills. This article contains tips
that apply to all types of tests.

HOW TO PREPARE FOR TESTS

1. FAMILIARIZE YOURSELF:
Familiarize yourself with the test. Ask the teacher how long it will be, and what kind of questions will be on it.
Ask your teacher which materials are most important, which chapters to focus on, and what you will have to
do on the test. Also ask for some sample test questions, and whether there is a copy of a similar test you
may study. Look over the tests you have already taken in the course to predict what you will need to prepare
‘ for. Your aim is to determine both the content of the questions and the type of skills you will be asked to use.

2. OVERVIEW ALL WORK:
Overview all the studying to be done and schedule time to do it. On the basis of your familiarity with the test,
-make a list of all the studying tasks you must complete to prepare for it. Given what topics you expect to be
most important on the test, set priorities among your study tasks and pian to do the most important ones first.
Make a "check off list" of things you'll do while studying. Some people even like to reward themselves (with
a coke, TV break, etc.) when they have completed a specific amount of studying.

3. AVOID "ESCAPE SYNDROME."
Avoid the "escape syndrome”. If you find yourself fretting or talking about your work rather than studying,
relax for a few minutes and rethink what you are doing. Rethink your study plan. Then, START WORKING.

4. WHEN YOU HAVEN'T READ ALL THE MATERIALS:
Of course, it is best to read all of your material carefully before each test. However, when you havent, these
tips might help: Skim all the reading material first so you will have at least looked at everything before the
test. Take notes on what you skim. Try asking yourself questions regarding WHO, WHAT, WHERE, WHEN,
and HOW about the information. Recite the material to yourself immediately, seif-testing at the end of each
part to enhance recall even without later review.
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REVIEW ACTIVELY:

Write summary sheets by diagramming, charting, outlining, categorizing in tables, or simply writing
paragraph summaries of the information. Try to create a summary sheet for each study session, or for each
main idea, or for each concept. The more of yourself you put into these sheets, the better you will remember

the information.

PRACTICE TEST TAKING:

Practice doing what you will be doing on the test'., If you will be solving problems, then that is what you need
to do while studying; if you will be conjugating Spanish verbs, then write these out. Answer unassigned
problems or questions in the text or anticipate test questions my thinking frequently, ‘If | were making up this

STUDY IN GROUPS:

It is frequently useful to study with other well-prepared student(s) and to attend any review sessions if
available. If you're unable to get together in person, call a friend on the phone. Use these forums to clarify
any questions you have about the materials and the test.

HOW TO TAKE TESTS

BE PREPARED EMOTIONALLY AND PHYSICALLY:

Be prepared emotionally and physically as well as intellectually. Get into a “fighting” attitude, emotionally
ready to do you best. Stay away from others right before the test. Anxiety is highly contagious. Focus on
what you know rather than on what you do not know: reinforce your strengths and minimize your
weaknesses. Get your rest the night before a test, eat well balanced meals, keep up with your regular
exercise - prepare your brain for optimum functioning by keeping your physical resources Well maintained.
Avoid fasts; do not take any stimulants you are not used to, and if you are used to then (i.e., coffee or soft
drinks) keep within moderate amounts. ’

. ARRIVE IN CLASS EARLY:

Arrive at the class room early enough to arrange your working conditions, establishing a calm and alert
mode. If the teacher has not assigned seats, select a seat where the lighting is the best (frequently in the
front of the room) and where your view of other students will be minimized.

MAKE QUICK NOTES OF THINGS YOU MIGHT FORGET:
When you receive your test, use the back to jot down all the inforration you are worried you might forget.

PREVIEW THE WHOLE TEST:

Preview the whole test before beginning to answer any questions. Make sure your copy has no missing or
duplicate pages. Ask the teacher to clarify any problems. Read the directions carefully.
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PLAN YOUR TIME:
Plan your time. Allow the most time for:the questions which offer the-most points. .Allow time at the end to

review your answers.

. START WITH EASY QUESTIONS:
Start with the easy questions to build your confidence and to gain time for the harder ones. Work the entire

test: put some answer down for each questions even if you must guess.

DON'T PANIC:
Do not panic if you see-a question you did not prepare for. Use everything you know about the-content of the.
course, the instructors explanations and your ewn reasoning ability to analyze the question and create a

logical answer. Go for partial credit when you know you cannot get all the points: if you have studied, you

are bound to know something!

. READ QUESTIONS CAREFULLY:
Read each question carefully, and try to figure out exactly what the testmaker is asking. If you're not suré.
askthe teacher to explain.

LEARN FROM RETURNED TESTS

Analyzing each test will help you prepare for future tests and the final exam.

. REWORK ERRORS:

If you receive you test back to keep, rework your errors trying to reason out why the correct answer was
comrect. If you do not receive your test back, make an appointment with the teacher to take a look at your
answer sheet and the questions you missed.

. ORIGIN OF QUESTIONS:
Look for the origin of each question - text, notes, labs, supplementary reading, etc.

. IDENTIFY REASONS FOR MISSED QUESTIONS:
Identify the reason you missed questions. Did you fail to read it comrectly? Did you' fail to prepare for it?
Was the test at a more difficult level than you prepared for? Did you run out of time?

CHECK DETAIL AND SKILL: _
Check the level of detail and skill of the test. Were most of the questions over precise details and facts or
were they over main ideas an principles? Did the questions come straight from the text or did thetestmaker

expect you to apply what you have leamed to new situations.

. ANXIETY:
Did you have any problems with anxiety or blocking during the test? If so, you might try taking slow, deep
breaths during tests, or siowly rolfing yourtread. Positive self tatk ('l studied. I'm prepared”) might aiso help.
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Taking Tests — General Tips Quiz

Instructions: Give short, one-sentence answers to the following questions.

I. What does it mean to “familiarize yourself” with a test?

2. When do people “reward themselves” when studying?

3. What should you do when you haven’t read all of the materials covered on the test?
4. What is “active” reviewing?

5. What is the single most effective way to prepare for any test?

6. How c.an you preparé physically and mentally for a Fest?

7. What should you do as soon as you get your test?

8. Which questions should you start with?

9. What should you do when you don’t know an answer?

10.  Why should you review your returned tests?

11.  What should you do if you get extremely nervous or anxious during a test?
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Career & Education Planning —Being-A Successful Student:

Activity:] Memorization Tricks Sources: ‘| Indian Creek High School

Teacher Advisor Program, 1996.
Indian Creek. Indiana.

Outcomes: Studénts Will:
e Demonstrate linking as a method for memorization.

e Practice the linking technique.
e Share their memorization links with the class.

Materials/Resotrces:
a0 Examples of linking for the teacher’s convenience.
a Memorization Tricks — Linking worksheet.

Instructional Activities

Procediires:.

1. Ask the students how many of them have a great memory. Tell them that today they will learn a
simple trick called linking that will help them be better at memorizing.

2. Explain the linking process using the examples found on the following pages.

3. Ask the students to pair up and complete the Memorization Tricks — Linking worksheet. After
completing the sheet. ask students to share their answers with the group. All answers are correct
as long as they help the student remember. After each example. ask the class to identifv whether
the students has linked the term with:

e amore familiar word
e asentence
e amental image

A sessmen ]
« The teacher can assess the students based on class participation and effort.
* The teacher can give points for completion of the worksheet.

SD CAREER PORTFOL10O RESOURCE BOOK
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MEMORIZATION TRICKS - LINKING

INSTRUCTIONS: WITH A PARTNER, WRITE A LINK FOR EACH ITEM TO BE MEMORIZED.

1. MACEDOINE (mas - - ‘'dwan) - a mixture of fruits or vegetables served as a salad.

2. KAKAPO (kak - - 'po) - A chiefly nocturnal parrot from New Zealand that burrows

3. SETTEE (se-'te) - a medium sized sofa with arms and a back

4. BALOO (b -lu)-abear

5. "DIAPHRAGM" SPELLING

6. SYSTOLIC before DIASTOLIC - The order in which the two blood pressures are stated.

7. MRS. LAMB - the name of Indian Creek’'s new counselor

8. The chronological order of the following events (given in order):

GROUNDHOG DAY
LINCOLNS BIRTHDAY
VALENTINE'S DAY
WASHINGTON'S BIRTHDAY
ST PATRICK'S DAY

EARTH DAY

SECRETARY'S DAY
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Career & Education Planning —Being A Successful Student

Activity:] SO3R — Reading Svstem Sources::"| Indian Creek High School
Teacher Advisor Program, 1996.
Indian Creek, Indiana.

Qutcomes: Studentsvall:
e Practice the SQ3R technique.
e Use the SQ3R technique in reading high school textbooks.

Materials/Resources:::
o SQ3R - Reading/Study System handout.
a High School Textbooks — several different textbooks would be best.

Instructional Activities
F"oﬁurw.

Explain to the students that today they will be learning a method for reading textbooks.
2. Divide the class into groups of five, and hand out the SQ3R — Reading/Study System sheet — one
per student.
Review the 5 things to do while reading an assignment from a textbook.
4. Hand out a textbook to each group and have them use the SQ3R method to read a chapter from

the textbook.
5. Ask the students for feedback and discuss the value of the SQ3R method.

(98]

* The teacher can assess the students based on class participation and effort.
* The teacher can assign a reaction paper based on the discussion.
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SQ3R - READING / STUDT STSTEM

Adopted from the Viginia Polytechnic Institute and State University Homepage

1. SURVEY - Gather the information necessary to focus

Read the title

-Read the introduction and/or summary

Notice each heading or subheading. Try to organize an outline for the article in your mind.
Notice any graphics: charts, maps, diagrams, etc. ‘

Notice any reading aides: italics, bold face print, chapter objectives, end-of-chapter questions

AR e

2. QUESTION - Help your mind focus and concentrate
One section at a time, tum the heading or subheadings into questions you think might be answered in the section.

Later, when you are reading, your mind will actively search for answers to your questions. You will be more engage
in the reading.

3. READ - Fill in information around your questions

Read each section (one at a time) with your questions in-mind. Look fer the answers, and notice if you need to mak
up some new gquestions. '