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INTRODUCTION

Not fong ago, career guidance was considered
unnecessary. For most, afuture vocation was deter-
mined by their parents’ occupations, the offers or
contacis of friends or family, or which local busi-
nesses were hiring. Although these aspects of
career guidance remain important, new options,
opportunities, and uncertainties have created new
issues. i jobs of the future are uncertain and virtually
unlimited, those seeking employment will increas-
ingly need information to assist them in making
career choices.

Untdl the 70's, career guidance was largely
confined to secondary schoois. As students pre-
pared to leave school and enter the world of work,
they were assisted in making entry-level job deci-
sions. Now, when an individual changes jobs every
3-5 years and many future jobs will be different from
today's jobs, individuals of all ages need career
information. Unforeseen and complex changes in
the world economy may make some jobs obsolete or
may create new areas of employment. Demographic
changes may increase turnover rates. In addition,
special populations--the handicapped, incarcerated,
disadvantaged, and elderly--are now subjects for
career guidance.

Uncerainties in employment of the future and
new populations needing career guidance create
new demands. informing individuals of job availabiliity
is not sufficien. Individuals need to know the skills
likety to be useful in the future job market; they must
be helped in developing transterable skills; and they
must know how their interests, values, strengths,
and weaknesses relate to future employment.

The career guidance center of the future will be
a complex center of information and discovery.

-1

Computerterminals and othertechnologies willmake
avallable previously unimagined qualities and quan-
tities of career information. Assessment programs
will be interconnected with career exploration activi-
ties and skills development programs. Personal
guidance and career guidance will often be indistin-
guishable. Clients will be of all ages, types, and
abilities.

The resources necessary to operate a com-
plete career guidance program are considerable.
Information (and materials and equipment for its
access and use) is not cheap. Those invoived in
career guidance are continually faced with getting
sufficient funding to acquire effective materials and
resources. Most programs must cope with budget-
ary pressures, making the competition for available
funds intense and often frustrating. Those involved
in guidance often have high ideals and good inten-
tions, but they are easily distressed because of the
inadequacy of available resources. To combine the
demands and responsibilities of guidance with the
frustrations of fund raising is more than can be
reasonably expected.

This handbook maps the territory of funding
resources for those in career guidance. As with
clients needing information for career preparation
and selection, guidance professionals need informa-
tion to identity funding sources and provide neces-
sary skills to obtain needed funding. Not only is
funding available, but procedures to get it are easier
than imagined. The information presented here
should enable readers to gain resources to provide
the program they prefer. Control over program
funding means control of a program’s quality.




CAREER GUIDANCE: NEEDS, OBSTACLES, AND
OPPORTUNITIES

The Chinese curse "May you live in changing
times” is often cited by those who are unhappy with
their current situation and their prospecis for the
future. Although change inciudes loss of the familiar
and the comfortable, it also creates opportunities for
shaping the future. Undoubtedly, career guidance
lives in changing times.

The U.S. Department of Labor projects that the
size of the labor force will continue to grow through
the 1990s, but that the percentage of growth will
decline. Most of this growth will be due to women
entering the job market. The number of youth
entering the job market will decline steadily through
1995,

At the same time that those entering the job
market are expected to have more education, an
oversupply of college graduates is expected also.
Yet, the more educated members of the workforce
are less often unemployed.

Uncertainty about future jobs is considerable.
For example, government gasoline regulations after
Middie East oil embargoes led to pressure to make
lighter, more fuel-efficient cars. This pressure pro-
duced declines in the steal industry and growth inthe
plastics and aluminum industries. Automation and
technological advances change employment pat-
terns and needed skills. Fewer people in the future
will assemble cars - more will assemble and maintain
robots that do. There will be fewer typists and more
people doing data entry and word processing. In-
creasingly, job opportunities arein service areas and
not inoccupations that produce goods. This suggests
that interpersonal skills may be as important to the
amployee of the future as technical skills were inthe

past.

It is projected that most job availability will be
through replacements. The greatest replacement
needs will be in low-status, low-paying service jobs
where the greatest increase in job availubility is also
predicted. The highest turnover rates will be among
those who have unclear career goals and enter jobs
requiring the least training. Today, the average
turmover rate is 3-5 years--faster for those with less
education and training.

These projections indicate that career guid-
ance will be needed for those who are about to enter
the job market. Training will also be needed inthose
transfer skills that help individuals make their own
careerchanges and choices. Mostindividuals need-
ing career guidance will be older than high school
age and more often will be changing jobs than
seeking entry info the job market.

In this climate, career guidance cannot be just
career information for youth about to enter the job
market. Individuals of all ages and types need to
know the characteristics and expectations for various
career options and how to acquire technical skills
needed for a job. But they also need to know the
skills required in getting and changing jobs. They
must know how 1o learn new skills and change as the
job or the labor market changes. Career guidance
personnel will coordinate these functions for em-
ployees and job seekers of the future.

Career guidance of the future will be a compre-
hensive program for a varied group of clients in a
rapidly changing world. The resources needed fcr
success are rapidly expanding.

Client groups have expanded from 12th grad-
ers who weren't going to college to include all age
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groups--from individuals in elementary school to
aduits making career changes, to retirees seeking
reentry into the job market. Also requiring special
skills and resources are minorities, disadvantaged,

handicapped, biingual, incarcerated and other special
career guidance chalienges which cannotbe ignored.

Issues to be faced are no longer just initial job
entry, reentry and late entry are increasingly com-
mon. Skills in job changing may be as important as
entry skilis. The ability to adapt to the changing
demands of a particular job may be more usetui than
technical job skills. Skills in deatling with rehabilita-
tion, dislocation, and unemployment are increas-
ingly becoming part of career guidance. Transfer-
able skills that are useful in any job setting (personal
conduct, problem solving, attitudes, etc.) also must
be a parnt of career guidance. Assessment of these
skills and attitudes has become increasingly com-
plex.

A number of obstacles to a successful career
guidance program stand in the way of responding to
these needs. Perhaps the most difficult is the least
noticeable: inertia. Thus, if career guidance has a
secure niche in the guidance office at the local high
school, change is siow. A guaranteed supply of
clients and no accountability for the outcome of etfort
makes changing or updating even siower.

According to American tradition, one should
make his or her place in the world by hard work.
Currently, the public feels that social programs de-
signed to help the needy have not helped them but
may have even harmed them and their personal
wellare. Thiscreates a strongresistance to programs
that appear to assist those who can't or won't help
themselves. Although funding to hire a new math
teacher may be easy to obtain, a much smaller
amount of funding for career guidance materials is
often very difficult to find.

Funding for career guidance has never been
large. And the circumstances that have created
universal need for such guidance have not created
increased funding to assist in its provision. Forthose
commifted to improving career guidance, one major
obstacle to an effective program is insufticient fund-
ing. If it were possible to obtain the funds necessary
to build an effective guidance program, it would be
possible to provide the types of services that are
needed and thus demonstrate the value of career
guidance. Mosl funding for career guidance Is either
pan of a school system's or agency'; hudget or a
small portion of the activities of a corp.21.t¢ person-
nel office. Without additional sources of funding, the
services will continue to lag behind the need.

With fewer opportunities available, how will
your funding crisis be resolved? Who will take
advantage of the opportunities? Funding for any
activity does not arise out of a vacuum. Those who
make decisions about funding act on the basis of
past performance and their perceptions of needs.
Concern for job preparation has never beengreater.
Unemployment is unacceptabie, but not so high that
other issues are overshadowed. The new genera-
tion is deeply concerned with their employability.
The job market is changing and is increasingly un-
predictable. The ability of the United States to
compete in the world economy is a growing concern.
The labor supply is in flux. All of these things make
the time ripe for attitudes about career guidance to

change.

Increasing funding, while an immediate ocon-
cern, must be built upon changes in attitudes con-
ceming career guidance. The approachto obtaining
funds for career guidance must be a systematicone
that will generate needed funds anc produce mea-
surable outcomes that will change attitudes toward
future funding.



WHAT ARE YOUR NEEDS?

The key to obtaining new funding is knowing
what you need and why you need . The most
common ditficulty is that these areas have not been
clearly stated. The first step in seeking funds is a
careful program assessment.

Since the field of career guidance is changing
andthe demands are unclear, this section will review
what a successtul career guidance program needs.

CLIENTS

The first thing to consider is who your clients
are. Don't assume that those you now serve are your
only clients; there may be other groups that you
should or could be serving. Defining your clients
helps define your mission.

in the Current Clients column of exhibit 1,
indicate the individuals you are now serving in each
of the identified categories. Then, consider possible
clients you should or could be serving. indicate these
individuals in the Potential Clients column. For each
category inwhich you have identified clients (current
or potential), write the most important need of the
members of that group in the Priority Need column.
The use of exact numbers in each category is not
critical; good estimates will do. When you have
completedthis exhibit, you will have gained a clearer
sense of who you serve now, others who you might
be serving, and the needs of each.

MISSION
The goals or mission of your program are the

unseen guide for the choices and decisions you
make. Knowing your mission will help you keep on

course when the forces of circumstance make
progress difficult. Identifying the mission of your
program may be tougher than you think. Are you
working for employers as well as clients? Are you
providing information as well as counseling? Areyou
working for specific short-term goals or do you also
consider long-term goais? Where do your tasks
start? Where dothey end? What constitutes success?
A clear sense of your mission and its social value will
be a valuabie aid in explaining your funding needs to
potential funders. indicate how you, your supervisors,
and your clients perceive your mission.

Look at each category of career guidance
service in exhibit 2 (pp. 8-10). In the first column,
check the services that are an important par of your
mission. Complete the entire first column first. Go
back and repeat the process, checking those ser-
vices that you think your supervisors feel are an
important part of your mission. Finally, repeat the
process inthe third column, indicating those services
that the people you serve perceive as an important
part of your mission.

The next two pages are duplicates of this char
for you 10 give to 1) your supervisor and 2) a client.
This will provide you with some useful external
information to compare with your perception.

Look overyour checks. Arethere placeswhere
the checks for the three categories differ? Doss this
suggest that you should change your mission? Allof
those involved in your activities should agree on the
goals if you are to create a united front 1o a potential
funder.

Here is 2 sample career guidance program
mission statement taken from a needs assessment




Sample Format

The Career Guidance Program ex- Mission Statement
ists to develop and improve the life-coping School
skills and attitudes of children and young Counselor
aduits enrolled in school districts in

countios. Mission Statement

The program is a partnership of eight
participating school districts. As such, its
thrust is to meet these students’ needs by Annual Objectives
providing and/or facilitating delivery of nec-

essary suppiemental programs and ser-
vices to those schools.

Approved August 30, \1991
To address students’ life-coping Principal

needs, the program seeks to deal with five School Board
major career development areas: sell-
individual and environment; economics-

mmm;mw'mmfm Once yourclients and mission have been iden-
ployability and work adjustment skilis; and tified, you can identity resources that are needsd to
decision making. achieve your goals.

The Career Guidance process is one
that is integrated into a given district's exist- RESOURCES

ing curricula. The program lends support L .
1o the participating school districts through Resources can be divided into at least eight

the following means: staff development, categories:

communily resources, and materials. * Trained professional stafi/paraprofessional

clerical
Write a summary mission statement and as-

sociated objectives for your program. * Building space and office equipment

* Printed and audiovisual guidance materials,
including assessment materials

* Audiovisual media and equipment

* Computers and guidance software

posh
-




Current
Clients

EXHIBIT 1

ASSESSING YOUR CLIENTS AND THEIR NEEDS

Potential
Clients

Male

Most

important Need

Female

Under 18

18-25

26 - 35

36 -50

50 and up

Minorities (racial or ethnic)
Disadvantaged
First-time Job Seekers
Unemployed

Displaced Workers
Voluntary Job Changers
Bilingual

Handicapped

physical

hearing

* vision

intellectual
emotional

leaming disabled
Incarcerated

Displaced Homemakers
School Dropouts

High School Graduates
College Graduates
Other Pertinent Categories

e —————— ———
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EXHIBIT 2

SERVICES PROVIDED BY CAREER GUIDANCE PROGRAM

Services You Supervisors

Q

fents

Career Information
Library Services
Vocational Assessment
Personal Assessment
Career Exploration Activities
Placement Assistance
Job-Seeking Skills
Career Decision Making Skills
Training in Work Skilis or Habits
Career Planning Skills
Employment Sevices for Employers
Personal Counssling
Vocational Counseling
Follow-Up
Research-Student Choice-Job Trend
Development of Job Opportunities
Resume Development
internships or Cooperative Activities
+ College Selection
» Financial Aid
+ Job Credential Development
Other

il
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EXHIBIT 2

SERVICES PROVIDED BY CAREER GUIDANCE PROGRAM

]

Services ou Supervisors Clients
Career Information
Library Services
Vocational Assessment
Personal Assessment
Career Exploration Activities
Placement Assistance
Job-Seeking Skills
Career Decision Making Skills
Training in Work Skills or Habits
Career Planning Skills
Employment Sevices for Employers
Personal Counseling
Vocational Counseling
Foliow-Up
Research-Student Choice-Job Trend
Development of Job Opportunities
Resume Development
Internships or Coopaerative Activities
- College Selection
« Financial Aid
- Job Credential Development
Other

S
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EXHIBIT 2

SERVICES PROVIDED BY CAREER GUIDANCE PROGRAM

Services
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Library Services
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Personal Assessment
Career Exploration Activities
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Job-Seeking Skills
Career Decision Making Skifls
Training in Work Skills or Habits
Career Planning Skills
Employment Sevices for Employers
Personal Counseling
Vocational Counseling
Foltow-Up
Research-Student Choice-Job Trend
Development of Job Opportunities
Resume Development
internships or Cooperative Activities
« College Selection
= Financial Aid
« Job Credential Development
Other
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* Resources for special populations (e.g., non-
English materials for bilinguals, tapes for the
visually impaired, etc.)

* Planning, research, and staff development
funds

* Operating funds and general supplies

Awareness of what is needed in each category
will assist in selecting strategies most appropriate in

seeking funding.
TRAINED PROFESSIONAL STAFF

Guidance is a relatively labor-intensive busi-
ness. Successful career guidance requires a well-
trained stat! of sufficient number to realistically handle
available clients. Although this may be obvious,
assessing your staffing needs is not as simple now.
Different client populations may warrant different
types of or ditferently trained staff members. Work-
ing with non-English speaking populations takes
bilingual skills; working with handicapped youth is

wy different from working with homemakers or
aislocated adult workers trying to enter the work
force. Handicapped Individuals will require very
diferent sets of counselor skills and sensitivities.
Athough a highly specialized staff may be unrealis-
tic, evaluating staffing needs with the clients and
mission in mind is important.

Staffing does not mean only permanent full-
time professional staff; clerical and support staft are
essential and can adequately perform some of the
technical functions of a guidance program. In addi-
tion, volunteers may be available for some tasks as
well. Volunteers with career experiences and skills
may be appropriate for t1asks normaily reserved for
formally trained professionals. Shared staff such as
library or clerical staff tfrom other departments or

areas within your organization may be a way to help
overcoms inadequate staffing problems. Remem-
ber, volunteer and shared stafl will have costs asso-
ciated with their services, and these should be buiit
into your projections of staffing needs and their costs.

Staffing is normally covered by a standing/
annual budget. Efforts to expand staffing should
begin here since grants normally do not provide for
long-term staffing. Keep in mind, however, that one
way o increase your staff budget is by adding staft
via a funded project and demonstrating that the
project works. Impact data fromdocumented results
canserve as a basis for a permanent budget request.

Many staff activities in career guidance require
skills available eisewhere. One strategy for ex-
panded staffing is to work toward shared positions.
Secretarial assistance, audiovisual resources, com-
puter maintenance, library acquisitions, coordination
of community volunteers, development of coopera-
tive programs, and coordination of community re-
sources may ail be available at reduced costthrough
the part-time efforts of others in your organization or
in your community.

BUILDING SPACE AND OFFICE EQUIPMENT

impontant educational programs should not
work out of converted space with hand-me-down
equipment. Guidance deserves the same space
type allocation as other equally important disciplines.
Sharing space with a library, for example, may be
very useful, but the way in which many career guid-
ance programs have evolved (i.e., after the building
was designed, built, and all the equipment ordered)
often makes the space inadequate and inefficient. if
a great deal of time is spent figuring out where to put
things, complaining about things that don't work,
wishing for more private space, you should consider
expanding your space and equipment.
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A period of shrinking enroliment is the perfect
time to seek vacated space and office equipment in
schools. Creative design for use of underutilized
space will make school boards happy and will pro-
vide you with needed space. Funds, although small,
are available for building construction and renovation
through state and federal sources; however, except
in areas of substantial population growth, applica-
tions for those resources are unlikely 1o be success-
ful.

One way 1o get new or renovated space is to
make the renovation project a learning experience
for vocational education classes. Another strategy
for acquiring space may be cooperative arrangements
between schools and others involved in career guid-
ance (e.g., welfare organizations, businesses, unions,
job service, unemployment agencies), where the
underutilized space and equipment may be shared
by all, perhaps at nominal cost orfree. if all of those
who need career guidance resources share one
area, the total cost decreases dramatically.

In arranging space and equipment, make sure
you have sufficient desks and chairs, a comiortable
waiting or browsing area, easy access to the career
guidance library, private areas for counseling and
assessment, desk and work areas for computer
terminals and materiais, reading tables for library
materials, and adequate storage space for audiovi-
sual materials and supplies.

PRINTED GUIDANCE AND ASSESSMENT
MATERIALS

A good careerguidance programneeds a large
variety of high-quality printed and nonprint materials.
The specific contents of any given guidance library
may vary considerably. however, all should include
the following types of materials:
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* Appropriate vocational aptitude and interest
preference instruments and the materials nec-
essary for scoring, interpreting, and providing
guidance to clients

* Career materials tied to subject matter for
teacher use

Materials that describe the variety of available
jobs and that provide projections of future
employment patterns

* Descriptions of occupations, qualifications,
working conditions, local job prospects, and
pay scale

* Curriculum materials that tie students’ subject
matter interesls t0 an occupational informa-
tion system (e.g., COIN)

Career paper files with current and updated
job information

* Information from your State Occupational in-
formation Coordinating Committee (SOICC)--
see address for your state in the reference
section

Armed Forces occupational briefs

College and university catalogs

»

Financial aid books or software
* Technical school catalogs
* Privaie school catalogs

* Materials on job application and job search
skills
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* Lareerdecision-makingworkbooks, filmstrips,
and worksheets

* Federal and state civil service information

* Parent materials
AUDIOVISUAL MEDIA AND EQUIPMENT

Many guidance materials are available on film,
tape, computer software, filmstrip, micofiim, or mi-
crofiche. To use these materials, a library of career-
related fitms, slides, filmstrips, tapes and videos or
an annual budget that permits their timely rental also
needs to be considered.

COMPUTERS AND GUIDANCE SOFTWARE

Printed materials and audiovisual media will
always be needed, but much of what has traditionally
been done with these media can now be done better
and taster and updated easier by microcomputer.
Although the initial cost of computers and sofiware
may appear high, in the long run, these materiais
may be less than or comparable in cost to printed
materials.

In addition to the above media and equipment,
each career guidance program needs to have an
adequate number of computers. Monitors, disk
drives, or tape cassette readers are aiso needed. in
some cases, phone line access 10 other computers
is available through a modem. Most software
packages are ready to use, and have a full set of
supporting materials. Always investigate equip-
ment-software compatibility prior to making any pur-
chases. For larger districts, the new software net-
working system is very cost efficient.

COIN (Coordinated Occupational Information

Network) is one computerized occupational informa-
tion system. ltis organizedinsixways: (1) Occupation,
(2) Schoo! Subject, (3) Cotlege Major, (4) School, (5)
Appprenticeship, and (6) Military. Each file has
complete information for career gukiance in an easity
accessible form and requires no previous computer
experience. Included Is the COIN Occupational
interest Profile that assists users in determining
which occupations to explore. These materials may
be obtained for use on a hard disk system, network,
CD-ROM muitipie disk system, a microfiche system,
and/or a microcomputer search system. The com-
puterized versions are designed to run on the Apple
Il tamily and IBM-PC's or compatabies.

RESOURCES FOR SPECIAL POPULATIONS

Many resources are needed with the special
populations of students/clients who, by law, must be
provided with access to services appropriate to their
needs. These populations include handicapped
people (e.g., visually impaired, hearing impalred,
physically handicapped, and so forth); leaming dis-
abled, educationally disaudvantaged and bilingual
people; those in need of vocational rehabiltation,
displaced workers andhomemakers, and older adults.
Special materials, facifities arrangements, and occu-
pational information are necessary to deal adequately
with many of the special populations served by your
programs. Separate funding sources are available
for work with these groups. These are discussed
later in this handbook.

PLANNING, RESEARCH, AND STAFF
DEVELOPMENT FUNDS

Professionals involved incareerguidance, while
managing to keep up with existing demands, have
little time or resources to conduct program research,
even adequate follow-up. One goodtactic in seeking
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tunding is to have the funds support planning, devel-
opment, and pilot implementation of a new or special
program, program research, or a follow-up study.
Such funds will aliow for these additional activities
and will enable gains in the overall quality of the
program and the feeling of progress that accompa-
nies such program improvement activities.

OPERATING FUNDS

Evenif you are fortunate enough to have a well-
supplied career guidance program, your operational
expenses may not be obvious to those who make up
your budget. These include general supplies, main-
tenance of equipment, materials update, travel, and
the costs for necessary professional staff develop-
ment. Although these would most reasonably be
covered by an operating budget, you may want to
consider{inding supplemental funding to coversome
of these costs. With this information, you can move
to a specific assessment of the needs for your career
guidance program.

The Career Guidance Resource Inventory (ex-
hibit 3) will assist you in assessing your program
needs. The needs that you identify can serve as the
basis for developing funding proposals. Under each
of the need categories (e.g., Staff, AudiovisualMedia
and Equipment, and soforth), is a question designed
to get you to focus on your needs In that category.
Answer these questions first. These are followed by
a checklist where you should indicate if you have a
sutficient supply of the varous items in each cat-
egory (e.g., professional staff, vounteers, etc.). if
you indicate that you have needs in an area, specify
the type and amount needed. Answer all questions
as if you were seeking the Ideal resources for your
career guidance program. if you feel sure you know
your needs and their priority, you can skip to the next
section.

14
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EXHIBIT 3

CAREER GUIDANCE RESOURCE INVENTORY

1. Staff
What is your desired ratio of protessional staff to clients?
How many hours per week are adequate to complete all clerical tasks?

Does your client population have special needs which require special staffing

considerations?

+ Professional staff Need Do Not Need
Special categories of professional
competence Need Do Not Need

if need, specify needs and type of staff.

Hours per week needed

«  Support staff Need Do Not Need

if need, specify needs and type of skills needed.

Hours per week needed
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EXHIBIT 3--Continued

« Volunteers Need Do Not Need

if need, identify tasks volunteers couid do.

Hours per week needed

« Shared/cooperative staff Need Do Not Need

if need, identify types of shared staff positions you could use.

Hours per week possible

2. Printed Materials-—-information Sources and Assessment Materials

How many students/clients per year will use expendable materials (e.g., test answer
sheets, application forms, and so forth)?

What is the largest number of students/clients that might need 10 use any particular resource

at the same time?

Resource Volumn Resource Volumn Resource

Volumn

16
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EXHIBIT 3--Continued

Where are your clients likely to seek employment?
« Job applications Need Do NotNeed

if need, specify those which you need. (Company and Volumn)

» Testing materials Need Do Not Need
if need, specify assessment instruments needed, answer sheets, scoring materials,
interpretation information.

«  Job description and projection materials Need Do Not Need

if need, specity materials needed.

» Classroom career information (type-
volumn-grade level) Need Do Not Need
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EXHIBIT 3--Continued

« Information from your State Occupational
information Coordinating Committee  Need Do Not Need

Type Volumn

* Information on military service and occu-
pational training Need Do Not Need

It need, specify materials needed.

« College and university information Need Do Not Need

if need, specify materials needed.

* Technical school information Need Do Not Need

it need, specify materials needed.

«  Govemment career information Need Do Not Need

It need, specify materials needed.




EXHIBIT 3--Continued

« Materials on job search skills Need Do Not Need

it need, specify materials needed.

* Materials on career exploration Need Do Not Need

if need, specify materials needed.

« Materials on career decision making  Need Do Not Need

If need, specify materials needed.

» General occupational resource
information Need Do Not Need

If need, specify materials needed (type-format-grade level).
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EXHIBIT 3--Continued

» Staff development materials Need Do Not Need

it need, specily materials needed.

3. Audiovisual Media and Equipment
What proportion of work with your students/clients is in groups?

What proportion of your clients have difficuity understanding information presented ir. written
form?

What proportion of your clients are likely to enter careers in which they have no prior experi-
ence?

What proportion of your clients should practice job interviews or work on personal appearance
and presentation?

Specific Needs
*  Movie projectors and screens Need Do Not Need

if need, specily your needs.

« Slide projectors Need Do Not Need

If need, specify your needs.
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EXHIBIT 3--Continued

Filmstrip projectors Need Do Not Need
If need, specify your needs.

Tape recorders Need Do Not Need
If need, specity your needs.

Microfilm readers Need Do Not Need
If need, specily your needs.

Microfiche readers Need Do Not Need
It need, specity your needs.
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EXHIBIT 3--Continued

* Videotape camera, recorder, and
monitor Need Do Not Need

it need, specily your needs.

« Library of up-to-date films, slides,
videos, filmstrips, and so forth Need Do Not Need

If need, specily your needs.

4. Computers and Guidance Software

What proportion of the career exploration, guidance, and assessment material you would like to
use is now available in computerized format?

To what computerized data bases shouid your clients have access?

What proportion of your students/clients will be involved in careers in which there will be at least
some use of computers?

» Computers Need Do Not Need

If need, specify your needs (type, size, brand name)

22
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EXHIBIT 3--Continued

«  Guidance software Need Do Not Need

if need, specity your needs.

« Career guidance classroom
cumiculum (type, gra  2vel) Need Do Not Need

5. Resources for Special Populations

Is there additional information or materials that you could use to work with any special popu-
lation students/clients?

Need _ Do NotNeed
Specity
Population Materials
6. Office Equipment and Supplies
How many statt need work spaces?
How many of these need to be private?
23




EXHIBIT 3--Continued

How much space is needed for convenient sheiving or storage of printed materiais?
How much space is needed for their use?

How much space is needed for convenient storage of audiovisual materials?

What is needed for their use?

How much space is needed for computer use?

How many clients are you likely to have in your area at any given time?

Do you work with groups, or only individuals?
Groups? percentage Individuals? percentage

Are there special considerations for the population of students/clients with whom you work?
* Desks and chairs Need Do Not Need
if need, what are your needs?
» Library space for access to guidance
materials Need Do Not Need

If need, what are your needs?

« Browsing area with tables and chairs  Need Do Not Need

if need, specify needs.
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EXHIBIT 3--Continued

» Storage space for equipment, supplies
and materiails Need Do Not Need

it need, specify needs.

+ Private consultation and testing space Need Do Not Need

If need, specity needs.

« Filing cabinets Need Do Not Need

If need, specify needs.

» Computer work space, tables, chairs,
supplies, outlets Need Do Not Need

if need, specity needs.

« Audiovisual area Need Do Not Need

If need, specity needs.

» Group meeting or assessment space  Need Do Not Need

If need, specify needs.

Foliowing are three diagrams (figures 1, 2, 3) of career guidance centers with varying available
space. On the blank page, draw a plan for your desired space.
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Figure 1. Average floor plan
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EXHIBIT 3--Continued

7. Planning, Research, and Staff Development Funds

What resources and funds are needed for program planning?

What types of research (e.g., follow-up) would you like to do?
What resources and funds would be needed to do it?

What would be the ideal time to invest in program development?
What resources and funds are needed?

What proportion of staff time should be invested in staff development?
What resources and funds would be needed?

Go back and make changes that this might indicate in any of the previous categories of needs.

8. Operating Funds

What is your current budget? (list by whatever system it is currently appropriated)

Estimate the difference between that budget and that needed to support the program you have
outlined above.
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EXHIBIT 4

WISH LIST

Make a list of those things that you have indicated are needed. List only those items that you can'
expect 1o get through normal budgetary channeis. This is a “wish list".

Staft

Printed Materials

Audiovisual Media and Equipment

Computers and Guidance Software

Resources for Special Populations

Space, Office Equipment and Supplies

Planning, Research and Development Funds

Operating Funds
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Priorities

Review your “wish list" and rank the items from most needed to least needed.

ik

Most -

© ©® N O 0 a2 O N

T e e o U Y
@ N o 0 s W D =+ O

19.

Least- 20.

This listwill serve as the basis for developing your funding proposals. Although you may be unrealistic
to assume that you will obtain funding for all of your "wishes", it is the spirit of this booklet that the funds are
available somewhere for ali that you need. The remainder of this booklet will show you what is available and
will help you get it.
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TYPES OF FUNDING

You may seek several types of suppont. The

types of items you need and the places you approach
will determine which of the following categories of
proposals will be appropriate for you:

Major Grant Proposal: Major funding is in
the form of a proposal seeking a large sum
of money. Most funders expect proposals
such as those described later in this book.
Such proposals are fully documented, justi-
fied, and detailed. Many people probably do
not get invoived in seeking funding because
completing such a process is so unpleasant.
Inwhat follows, you will see that the process
is not so awful, but you shouid realize that
other alternatives may meet your needs.

Minl-grants: Many proposals are for a
specific item, a small group of related items,
or a relatively smail amount of money. Most
people realize that several hundred dollars
of staff time required to prepare a grant
proposal does not justify something that
costs $1,000. Many organizations and cor-
porations have mini-grants, or grants for
limited amounts of money or for specitic
acquisitions. The proposal process for this
is much abbreviated. Each funder has
guidelines for mini-grants and you should
know and follow these guidelines. Most will
resemble the preliminary proposal described
later.

Excess Property/Corporate Donations:
Many organizations have supplies, equip-
ment, or facilities that they no longer need.
These may be sold, auctioned, or given
away. They also may be neglected, waiting
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for someone 10 ask for them. Some distribu-
tion systems for such items are quite orga-
nized {e.g. government surplus), but most
are ad hoc.

A related source of needed equipment or
supplies is businesses that produce items
you need. Many corporations regularly give
products fo those deemed worthy and ap-

propriate in the community.

In both cases, the only way to find these
goods is to look for and directly approach
prospects in your community that relate to
your identified needs. Mostbusingsses have
a public relations department that can tell
you who to contact. Proposals may be
unnecessary or may be similar to a mini-
grant request.

in-Kind Giving: Many individuals, groups,
and corporations provide services accord-
ing to their expertise at no cost. In-kind
giving varies, but is primarily the release of
staff from some of their obligations to pro-
vide a service. For example, employees
may be released to taltk about employment
opportunities in a particular business, time
may be given to help organize a community
event; or space may be given for an event.
In-kind giving is usually arranged without a
formal proposal and by direct contact with
the individual who has the authority to pro-
vide the service. Many of your needs canbe
supplied without any financial transaction,
thus saving your budgeted funds and enrich-
ing yourprogram. (See exhibit5 forexamples
of and sources for in-kind services.)



EXHIBIT 5

SOURCES AND TYPES OF IN-KIND GIVING

Types
Supplies and Materials

Equipment

Transportation
People (time)
General
Experts (share experience and
knowledge of careers)

(technical assistance)

Best Sources

Businesses that manufacture or sell supplies
or materials you need.

Businesses that manufacture or sell equip-
ment you need. Businesses that use equip-
ment you need and might have some they no
longer need.

Companies that provide transportation.

Social service organizations, clubs, and busi-
Nnesses.

Businesses, social sarvice organizations, and
clubs.

Businesses whose employees have that
knowledge.

Social Service Organizations

Remember, there is no substitution for the yellow pages of the telephone directory for information

on polential sources of in-kind giving.
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SOURCES OF FUNDING

If you wanted to buy a new car, you would first
need to know something about the types of cars
available, their features, and their costs. Before
making a choice, you would combine that informa-
tion with your needs and resources. Seekingfunding
for your career guidance program is similar. Many
sources of funding are available, each with its own
features, targets, procedures, and accessibility.
Befora you begin to seek funding, consider available
sources and compare them with your assessed
needs. Satisfying all your needs may require several
varieties of funding; one funding source may not be
enough. Four maior sources for funding should be
considered: the federal government, state govern-
ment, local sources, and foundations.

FEDERAL FUNDS

The federal government is increasingly provid-
ing funding to individual agencies or school districts
rather than state agencies. The states or the schools
are given general guidelines for types of funding, but
there are relatively few restrictions on specific ex-
penditures. To compensate for this relative freedom
given to states and schools, federal laws are begin-
ning 1o require that the state group that plans for
expenditure of funds represent all constituencies
that must work together to produce successful pro-
grams. Two major pieces of legisiation affecting
career guidance reflect this changing pattern: the
Carl D. Perkins Vocational Education Act of 1990
(P.L. 101-392) and the Job Training Partnership Act
(JTPA)0f 1982 (P.L.97-300). Otherfederallegislation
is also described in the following section.

THE CARL D. PERKINS VOCATIONAL
EDUCATION ACT oF 1990

The Perking Act is the primary legislation af-
fecting all vocational education and, consequently,
much of career guidance. The act directs the opera-
tion of (1) State Boards of Vocational Education that
are responsible for state vocational programs, and
(2) State Councils on Vocational Education that are
responsible for developing state plans for vocational
education. Each council consists of thirteen mem-
bers, seven from the private sector. Five represent
business, industry, and agriculture (including one
representative of small business and one private
sector member of the state job training coordinating
council of JTPA) and two represent labor organiza-
tions. The council also includes six members repre-
senting secondary and post secondary vocational
institutions and career guidance and counseling
organizations (at least one is from special educa-
tion).

The Perkins Act suggests many uses for funds
but leaves specific decisions to the states and local
schools. The new 1990 reauthorization focuses
more heavily on providing funding for specific target
groups whose vocational needs are deemed 1o Ld
great. The act specifically excludes the use of funds
for maintaining existing vocational programs and
directs expenditures toward areas of greatest need.
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CARL D. PERKINS ACT
PuBLIC LAW 101 - 392

Major Guidance And Counssling Provisions
Provision: Titie lil, Part C, comprehensive career
guidance and counseling Provisions. Section 306.

Sections 321, 322, 323. Part C Comprehensive
Career Guidance and Counseling Programs. All
programs are to be organized and administered by
certified counselors and are 10 be in accord with the
State Plan. The law directs such programs to assist
individuals:

(1) to acquire sell-assessment, career planning,
career decision making, and empioyability skilis;

"(2) to make transition from education and training to
work;

*(3) to maintain marketability of current job skiils in
established occupations;

"(4) to develop new skills to move away fromdeclining
occupational fields and enter new and emerging
fields in high-technology areas and fields experienc-
ing skills shortages;

"(5) to develop midcareer job search skills and to
clarity career goals; and

"(6) to obtain and use information on financial as-
sistance for postsecondary and vocational educa-
tion, and job training.”

The programs for career guidance and counseling
are to work for equal access to all individuals and to
enlist the collaboration of all segments of the popu-
lation. Authorized programs include: instructional
activities; activitios to ensure quality and effective-

ness or career guidance and counseling (inciuding
"counselor education..., training of support person-
nel, curriculum development, equipment acquisition,
and State and iocal leadership and supervision);
opportunities for counselors to get experience in
business and industry; opportunities for students to
become acquainted with business, industry, and the
labor market; and training opportunities including
those In apprenticeable occupations.

it also directs that experiences and information gained
fromthis part of the iaw be shared with administrators
for the purpose of more effective program pilanning,
and that funds be used to assist in providing State
leadership "qualified by experience and knowledge
in guidance and counseling.”

Uses Of Funds
Section 235 (c). "(2)...grant funds may be used for
activities such as -

...{D) guidance and counseling;

...{l) a special populations coordinator paid in whole
or in part from such funds who shall be a qualified
counselor or teacher to ensure that individuals who
are members of special populations are receiving
adequate services and job skill training...”

Section 235 confirms that guidance and counseling
is an allowable use of basic gramt (title I!) funds. The
former iegislation stated that funds could be used for
"the improvement and expansion of career counsel-
ing and guidance.” The new law deletes the "im-
provement and expansion” language, thereby
opening up the possibility that title Il funds may be
used to support ongoing career guidance programs.
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Community Education Employment Centers
Section 364. "Each eligible recipient receiving a
grant under this pan shall -

...(6) offer student on-site opportunities for assis-
tance with career planning and decision making,

employability, entreprensurial abilities, interpersonal
communication skills, and remedial studies...”

Section 365. “Each eligible recipient receiving a
grant under this part shall establish in each commu-
nity education employment center a support system
to coordinate services for students, including -

(1) a comprehensive program of confidential
guidance counseling providing -
(A) widaneebrcareerandpemonaldeci-
sion making and postsecondary institu-
tion placement;

(B) mentoring and referral to appropriate
social services; and

(C) anaccessible counseling serviceto help
parents to focus on enhancement of
student education;

(2) anon-sitejob service office to offer students
(A) careerguidance, development, and em-
ployment counseling, which provides
information about a broad range of oc-
cupations and alternative career paths;

(B) 1abor market information, job develop-
ment, career testing, and occupational
placement services for part-time and
summer employment, internships, co-
operative programs, and part-time and
full-time employment opportunities upon
graduation; and

(C) assistance in arranging part-time em-
ployment...”

Side Notes: This new national demonstration pro-
gramis intended to develop a cadre of professionals,
including guidance counselors, in the field of voca-
tiona!l education. Under the new program, the Sec-
retary of Education will make grants to higher educa-
tion institutions with approved vocational education
pmgrans(wﬁchmstbemnmhensiveamm:ds
such disciplines as career guidance and counseling).
The institutions will use the funds to pay tuition and
provide stipends for experienced, talented voca-
tional educators, including counselors, to pursue full-
time graduate studies in a vocational fisid for up to
three years.

State Assessment - Section 113(a).

The new laws state assessment provisions have
implications for career guidance and counseling
personnel who frequently have information aboutthe
occupational needs of students and the capability of
programs to help students understand jobs they are
preparing to enter. In addition, # mandates that
representatives of guidance counselors must be
consulted in the development of objective criteria
governing the assessment.

State Standards And Measures And State Com-
mittee Of Practitioners - Section 115.

These new provisions requiring States to develop
and implement standards and measures of perfor-
mance have implications for guidance counselors.
The types of performance measures cited in section
115(b) (2) - students’ progress in achieving occupa-
tional skills and placement into additional training, for
example, relates directly to career guidance coun-
selors. In addition, guidance counselors are re-
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quiredto be consulted inthe appointment of the State
Committee of Practitioners, a8 group that has two
important functions under the act: (1) reviewing,
commenting upon, and proposing revisions to the
State's draft standards; and (2) reviewing State regu-
lations pertinent to the Perkins Act (section 512(a)).

Program Evaluation And improvement - Section
117.

This new provision requires local guidance program
leadersto evaluate the effectiveness of their programs
each year. Programs that do not show substantial
progress must develop localimprovement plans that
include career development/guidance strategies.

Access For Special Populations - Section 118.
The new amendments expand upon existing provi-
sions guaranteeing guidance and counseling activities
for special populations of students. First, the
amendments add a requirement that, to the extent
practicable, special populations must receive equal
access to comprehensive career guidance and
counseling programs. Second, the requirement in
existing law that students and parents receive infor-
mation prior to enroliment in vocational education is
clarified through new details about what type of
information must be provided (placement informa-
tion, for axample). Third, in what might become an
expanded role for counselors, the new law requires
local guarantees, when appropriate, to help students
prepare application to voc *tional programs. Fourth,
as required by priorlaw, all local recipients of Perkins
Act funding must providethese special students with
guidance, counseling, and career development ac-
tivities (conducted by professional counselors) and
with counseling to facilitate the school-to-work tran-
sition.

State Professional Development Activities - Sec-
tion 201.

Section 102 of the new Act permits States 1o reserve
upt08.5% of their allotments for State-level programs
and State leadership activities. Among the mandated
activities is the provision of professional development
for counselors, teachers, and others. This require-
ment basically directs States to provide inservice
andpreservicetraining forteachers, counselors, and
administrators from State reserved funds.

Single Parents, Displaced Homemakers, And
Single Pregnant Woman's Programs - Section
221,

The new amendments reserve at least 7% of each
State's allotment for vocational and preparatory
services for single parents, displaced homemakaers,
and single pregnant women. The law Is very particu-
lar about the types of activities that can be funded:
career guidance and counseling services are re-
Quired, along with the provision of information and
careser counseling.

Sex Equity Program - Section 222.

At least 3% of each State’s allotment must be used
for programs to eliminate sex bias and stereotyping
in vocational education and for preparatory services
for girls and women aged 14 through 25, to help them
support themselves and their families. Comprehen-
sive career guidance and counseling is explicitly
mandated; however, as the statement of managers
makes clear, the requirement is for the entire State
program, not each local program.

Local Applications - Section 240.

Providing vocational education through a coherent
sequenceof courses is one of the major objectives of
the 1990 am=ndments, and counseling is a key to



meeting this objsctive.

Business-Labor-Education Partnership For
Training - Section 332.

The law now permits Part D funds to be used to
provide teacher intemships in business and labor
settings and to bring business and labor representa-
tives into the classroom. Career counseling to help
workers retain and upgrade their jobs Is & key pur-
pose of this program. The new amendments retain,
without amendments, the language in existing law
(section 333(a) (2), as redesignated) that specified
that funds may be used for "training and retraining of
instructional and guidance personnel”.

Tech-Prep Education - Section 344,

This new Tech-Prep Educator program, Pant E of
Title Il, supports programs that combine the last two
years of secondary vocational education, leading to
an associate or two-year degree in a technological,
scientific, or industrial field, and ultimately to a job.
This amendment requires tech-prep programs to
include counselor training and give funding priority to
programs with effective placement components. Pant
E has a maximum authorization of $125 million for
fiscalyear 1991 and such sum as necessary forfiscal
years 1992 through 1995; funds have not yet been
appropriated.

Lighthouse Schools - Section 375.

The maximum authorization for the program is $2.5
million for fiscal year 1991 and such sums as nec-
essary for fiscal years 1992 through 1995. Compre-
hensive career guidance and counseling, including
counseling to meet the needs of special populations,
is an important part of the lighthouse schools con-
cept.

Materiais Development in Telecommunications -
Section 412.

One priority this program supports is development,
production, and distribution of instructional telecom-
munications, materials for vocational education and
guidance and counseling. NONPROFIT educational
telecommunications entities are ELIGIBLE forgrants.
There must be projects to develop materials for
teacher, administrator, and counselor training and
retraining.

Dislocated Worker Tralning Demonstration Cen-
ters - Section 413.

There is a new emphasis on assessment, counsel-
ing, and placement services for dislocated workers.

Federal Correctional Institutions Program - Sec-
tion 417.

The new section 417 gives the Secretary of Educa-
tionthe authority to make grantstofederal correctional
institutions, in conjunction with schools, community-
based organizations or business and industry, t0
provide education and training for their inmates.
Guidance and counseling programs are among the
services that may be supported with federal funds.

Model Programs For Skilled Trades - Section 419
(b).

Regional centers must provide career counseling as
part of their programs.

Cooperative Demonstration Programs - Section
420A.

The Secretary shall disseminate the resuits of the
programs and projects assisted under this section in
a manner designated to improve the training of
teachers, other instructions personnel, COUNSEL-
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ORS, and administrators who are needed to carny
out the purposes of this Act.

Agricuitural Action Centers - Section 420A(s).
Supports model programs that address the voca-
tional counseling and related needs of farmers and
others adversely affected by farm downtums. Crisis
counseling and VOCATIONAL COUNSELING ARE
REQUIRED components of these programs.

Definition Of ‘Curmriculum Masterials’ - Section
521.

The term ‘curriculum materials’ means instructional
and related or supportive materials...and appropri-
ate couseling and guidance materials.

AUGUSTUS F. HAWKINS HUMAN SERVICES
REAUTHORIZATION ACT oF 1980

Title |, Subtitle B of this Act authorizes Head Start
Transition grants for programs to assist low-income
elementary school students grades kindergarten
through 3. The Secretary of Health and Human
Services shall arrange withthe Secretary of Education
to coordinate these programs with the programs
established under the Follow Through Act to enable
local educational agencies to submit a single appli-
cation for funding under both programs.

Title lil authorizes the funding of operational costs of
After School Care Programs.

Title IV. Any instructional activity shall be carried out
on the campus of an institution of higher education
and shall include (among other components) en-
richment instruction and information on matters re-
lating to the well-being of youth, such as educational
opportunilies and study practices, the prevention of

drug and alcohol abuse, health and nutrition, career
opportunities, and job responsibilities for low income
youth.

Title V1. Programsdirected todisadvantaged persons
between the ages of 14-25. Services may include

assessment and development of employability plans,
remedial education, motivational activities, life skills
instruction, communily service, mentoring, accessto
information on available financial aid, campus visits,
career education cultural enrichment, and employ-
ment training, placement, and follow-up.

Title IX—-Coordinated Sarvicesfor Chiidren, Youth,
and Families

Section 901. This title may be cited as the “Claude
Pepper Young Americans Act of 1990.

Section 802. Among its findings, Congress indicated
that the family must be supported and strengthened
and that when a family is unable to ensure the
satisfaction of basic needs of children and youth, itis

the responsibility of society to assist the family.

Subtitte A, Chapter 1. Among the functions of the
Commissioner are the requirements to assist in the
establishment and implementation of programs de-
signed to meet the needs of young individuals (bith
to 21) for supportive services including--

o heaith and mental health services;

o housing and shelter assistance;

o0 education and training services;

o foster care;

0 teen parenting suppon;

o chiid care;

o family support and preservation,;

0 teen pregnancy prevention and counsel-
ng.
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o counsseling onthe effects of violence inthe
communities of such individuals and their
families;

o recreational and volunteer opportunities;

o comprehensive early childhood develop-
ment.

Support services include: child care, early childhood
development and intervention programs; employ-
abifity development services (including skilltraining);
educational services, such as scholastic tutoring,
literacy training, and GED services; nutritional edu-
cation; fifte management skills training; peercounsel-
ing and crisis intervention, family violence counsel-
ing and referrals for such services; referral for sub-
stance abuse counseling andtreatment referral; and
referralforprimary health andmental healthservices.

NATIONAL APPRENTICESHIP ACT

To be eligible for registration/approval by an appro-

priate agency, an apprenticeship program must
conform to the following standards:

o the program is an organized, written plan
embodying the terms and conditions of
employment, training, and supervision of
one or more apprentices in the skilled
trade and is subscribed to by a sponsor
who has undertaken to carry out the ap-
prentice training program

o the program standards contain the equal
opportunity pledge and, when applicable,
an affirmative action plan, and 22 addi-
tional provisions. Some of the provisions
are the following:

- the employment and training of the ap-
prentice in the skilled trade

- atermof apprenticeship, notlessthan 2,000
hours of work experience, consistent with
training requirements as established by in-
dustry practice

- anoutiine of the work processas inwhichthe
apprentice will receive supervised work ex-
perience and training on the job, and the
allocation of the approximate time to be
spent in each major process

- provision for organized, related and
supplemental instruction in technical sub-
jects related to the trade, with a minimum of
144 hours per year of apprenticeship recom-
mended

- aprogressively increasing schedule ofwages
to be paid the apprentice consistent with the

skill acquired

- periodic review and evaluation to the

apprentice’s progress in job performance
and related instruction; maintenance of ap-

propriate progress records

Counselors who work with youth in high schools or
enrollees in other programs need to be familiar with
these standards for apprentice programs in order to
assist their clients in entering the programs. it is
particularly important for counseiors who work with
minorities and women, as these groups traditionally
have been excluded from apprenticeship programs.



WORK PROGRAMS AND JOB SEARCH
REQUIREMENTS FOR AFDC RECIPIENTS

Title li-~Job Opportunities and Basic Skills
Tralning Program

Section 201 requires that each state will operate a
job opportunities and basic skills training program for
needy famifies with children. The state must require
that all recipients of aid to families with dependent
children (AFDC) recipients participate inthe program,
although numerous exceptions are listed (e.g. #iness,
incapacity, advanced age, providing care for a child
under 3 years of age).

Part F—~Job Opportunities and Basic Skills Train-
ing Program

Section 481 indicates that the purpose of Part Fis to
assure that needy families with children obtain the
education, training, and employment that will help
them avoid long-term welfare dependence.

Services and activities that must be part of the
program are:

1. educational activities (as appropriate), in-
cluding high school or equivalent education
(combined with training as needed), basic
and remedial education to achieve a basic
literacy level, and education for individuals

with limited English proficiency;

2. job skills training;

3. jobreadiness activities to help prepare par-
ticipants for work; and

4. job development and job placement.

Each program must also include at least two of the
following:

1. group and individual job search

2. on-the-job training

3. work supplementation programs

4. community work experience programs

REHABILITATION ACT OF 1973

As Amended by
THE REMABILITATION AMENDMENTS OF
1978 ano 1984

The heart of the State Vocational Rehabilitation
agencies is the rehabilitation counselor whose basic
skills revolve around the provision of guidance and
counseling. The counselor inthis instance needs to
understand the many issues of disability in addition
to a knowledge of the world of work, occupational
information, career and education development, and
more. With the passage of the Education for All
Handicapped Children Act (PL-94-142), acquain-
tance with the relevance of counseling and guidance
to the rehabilitation legislation becomes even more
important. Guidance personnel at the elementary
and secondary school levels and guidance workers
in other settings need to become better prepared to
deal with more handicapped students and develop
an awareness and closer ties with local rehabilitation
agencies in order to make appropriate referrals for
vocational rehabilitation services.

Title 1. Vocational Rehablilitation Service
Implications for guidance and counseling are cov-
ered from the standpoint of planning and supporting
program management functions. This is especially
vitalin assessing, selecting, and organizing resources



in the community.

Section 102 ensures that the “individualized written
Rehabilitation Program” required be developed jointly
by the vocationa! rehabifitation counseior and the
handicapped person (or in some cases, his/her
parents or guardians). This required planning is
essential and reinforces good guidance and coun-
seling principles in that the counseling process in-
volves close two-way relationships between client
and counselor. The need for planning involves the
selaction of a career development theory on which
the program will be based as well as assessment of
needs and specification of objectives that clients wil
atternpt to meet.

A wide range of services are availabie o the sligible
client, with counseling and guidance among the most
important. Section 104 includes the following ser-
vices: evaluation of rehabilitation potential including
diagnostic services for determination of efighility,
and the nature and scope of services to be provided.
The section also invoives counseling, guidance,
referral, and placement services which are necessary
to assist such individuals to maintain their employ-
ment and services designed to help handicapped
individuals secure needed assistance from other
agencies, where such services are not avallable
under this legisiation.

Also provided for in this section are vocational and
other training services for handicapped individuals,
which shall include personal and vocational adjust-
ments, books, and other training materials, and
services to the families of such individuals as are
necessary to the adjustment or rehabilitation of such
to the handicapped person. This section empha-
sizes the implemsntation role in career and guidance
etforts through the direct efforts of the counselor.
The counselor may impact uponthe client as well as
significant others in the client's fife.

Title Il. Ressarch

As with other counseling and guidance programs,
persons serving those with rehabilitation needs must
also address innovation, evaluation, and monitoring
in the development and implementation of programs
addressed to their clients’ circumstances.

The provision for research allows for evaluation
opportunities as well as means of assessing re-
sources and developing staff. it is in the research
and training area that more efforts need to be under-
taken in understanding client problems and the im-
provement of counseling and guidance techniques
by rehabilitation counselors.

Thie iil. Miscsilaneous

Guidance personnel needto beaware of the settings
in whichthese clients are apt tobe located. Thetype
and extent of the counseling to be provided is based
on individual client need. Career goals, potential
training, and job placement of the clients may be
important objectives.

There are no authorizations specifically earmarked
for counseling and guidance. However, this area
permeates the entire legislation, and it becomes the
responsibiiity of those in guidance and counseling to
apply for funding to implement their programs. The
sections listed in this description have ample funds
that could, and should, be used for improved and
more effective guidance and counseling programs.

Title VI. Empioyment Opportunities for
Handicapped individuals

The development of job opportunities for and
placement of handicappedpersons are always among
the objectives of a rehabilitation program. To en-
hance this process, this title was written. Section611
establishes a pilot programto promote useful oppor-
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tunities for the handicapped. Guidance personnel
shouki be aware ofthe possibilities to be gained from
this type of job placement when providing guidance
to handicapped clients.

Title VIl. Comprehensive Services for indepen-
dent Living

The implications for counseling and guidance are
important for this client group in that the counseling
process should begin as early as possible. The
issues of severity are relative, and timing to get the
diem:aadyforcareefgoalsisbasedonﬂwlrMars
own needs and potentia’.

AUGUSTUS F. HAWKINS-
ROBERT T. STAFFORD
ELEMENTARY AND SECONDARY SCHOOL
IMPROVEMENT AMENDMENTS oF 1988

Title |. Part A—-Basic Programs Operated by
Local Educational Agencles Subpart 2-Basic

Program Requirements

Section 1011. A local educational agency may use
funds for preschool through secondary programs
including, among others, the acquisition of equipment
and instructional materials; books and school library
resources; employment of special instructional per-
sonnel, school counselors, and other pupil services
personnel; the training of pupil services personnel;
parental involvement activities; improving achieve-
ment in basic skills; and planning and evaluating
programs.

Section 1014. A local educational agency may
receive funds only if t makes an assessment of
educational needs each year to (1) identify educa-
tionally deprived children; (2) identify the general

instructional areas on which the program will focus;
(3) selectthe children who have the greatest need for
special assistance through the use of written or oral
testing instruments; and (4) determine the special
educational needs of participating children with
specificity sufficient to ensure concentration on such
r.eeds.

Part B—Even Start Programs Operated by Local
Educational Agencies

Section 1054. Each program shall include (among
other elements) the screening and preparation of
parents and children for participation, including
testing, referral to necessary counseling, and related
sefrvices.

Part C~Secondary School Programs for Basic
Sklils improvement and Dropout Prevention and
Reentry

Section 1103. Funds for the BASIC SKILLS FOR
SECONDARY SCHOOLS may be used for (among
other purposes) the development and implementa-
tion of innovative programs involving community-
based organizations or the private sector, orboth, to
provide motivational activities, preemployment
training, or transition-to-work activities; to provide
training for staff; to provide guidance and counseling
activities, support services, exploration of
postsecondary educational opportunities, youthem-
ployment activities, and other student services; and
to recruit, train, and supervise secondary school
students to serve as tutors of other students.

Funds for SCHOOL DROPOUTPREVENTIONAND
REENTRY PROJECTS may be used for (among
other purposes) identifying potential student drop-
outs and preventing them from dropping out of el-
ementary and secondary school; and effective pro-
grams designed to identify at-risk students in el-
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ementary and early secondary schools.

Subpart 3-Local Targeted Assistance Programs
Section 1531. Targeted assistance programs in-
ciude programs of training and professional develop-
ment to enhance the knowledge and skills of educa-
tiona! personnel, including (among others) school
counselors and other pupil services personnel.

Section 1532. Authorized activities include the
planning, deveiopment, or operation and expansion
of programs, projects, and activities for training of
educational personnel and for guidance and coun-
seling services.

Title H-—-Critical Skifls Improvement Part A--Dwight
D. Eisenhower Mathematics and Science Educs-
tion Act

Section2002. The purpose of this partisto strengthen
the economic compstitiveness and national security
of the United States by improving the skills ot teachers
and the quality of instruction in mathematics and
science inthe Nation's public and private elementary
and secondary schools *hrough assistance to State
educational agencies, local educational agencies,
and institutions of higher education.

Section 2006. Local educational agencies shall use
funds for the expansion and improvement of
preservice training, inservice training, and retraining
of teachers and other appropriate school personnel
in the fields of mathematics and science, including
vocational educationteachers who use mathematics
and science in the courses of study they teach.

Each local educational agency shall assure that
programs of training, inservice training, and retrain-
ing will take into account the need for greater access
to, and participation in, mathematics and science
programs and careers of students from historically

undemepresented groups, including females, mi-
norities, individuals with limited English proficiency,
the handicapped, migrants, and especially, gifted
and talented chiidren from within such groups.

For demonstration and exemplary programs at the
state level, special consideration shall be given to
special projects in mathematics and science to his-
forically underrepresented and underserved popula-
tions of students, including females, minorities,
handicapped individuals, individuals with limited En-
glish proficiency, and migrant students, and to pro-
grams for gifted and talented students.

Activities may include demonstration, developmen-
tal, and dissemination activities of national, state-
wide, or general significance, including (among
others) guidance and counseling activities, including
the development of nondiscriminatory tests, designed
to ensure educational equity.

Section 5125. Local Drug Abuse Education and
Prevention Programs. Funds made availableto local
or intermediate educational agencies or consortia
shall be used for drug and alcohol abuse prevention
and education programs and activities, inciuding
(among others) dnug abuse prevention counseling
programs for students and parents, including profes-
sional and peer counselors and involving the par-
ticipation, where appropriate, of parent, or other
adult counselors, reformed abusers; and programs
of inservice and preservice training in drug and
alcohol abuse prevention for teachers, counselors,
othereducational personnel, athletic directors, public
service personnel, law enforcement officials, judicial
officials, and community leaders.
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Title Vi-Projects and Programs Designed To
Address School Dropout Problems and To
Strengthen the Basic Skiils Instruction.

Section 6006. Authorized Activities. Local educa-
tional agencies may use grants for education, oc-
cupational, and basic skills testing services and
aclivities, including (among others), but not limited
to, the provision of other educational, occupational
and testing services and activities which directly
relate to the purpose of this pan.

Grants under activities for educational partnerships
may be used for (among others) career opportunity
and skills counseling, job placement services, and
the development of skill employment competency
testing programs.

Section 6105. LEAs may use funds to develop and
implement innovative programs involving commu-
nity-based organizations or the private sector, or
both, to provide motivational activities, pre-employ-
ment training, or transition to work activities.

Additionally, funds may be used to provide guidance
and counseling activities, support services, expio-
ration of postsecondary educational opportunities,
youthemployment activities, and other pupil services
which are necessary to assist eligible students.

Title Vii-Bilingual Education Programs

Part C~Training and Technical Assistance
Section 7041. Funds shall be used for (among other
activities) the establishment, operation, and im-
provement of training programs for educational
personnel for bilingual education or limited English
proficient students, which shall emphusize opportu-
nities for career development, advancement, and
lateral mobility, and may providetraining toteachers,
administrators, counselors, paraprofessionals,
teacher aides, and parents. Funds shall alsobeused

forthe training of persons to teach and counsel such
persons. Grants or contracts may be made to
institutions of higher education. Preference shallbe
givento programs that contain coursework in (among
other courses) evaluation and assessment.

Tile V-indian Education Part B~Tribailly Con-
trolied School Grants

Section 5204. Funds granted by the Secretary of
Education to Indian tribes, and tribal organizations,
may be used for school operations, academic, edu-
cational, residential, GUIDANCE AND COUNSEL-
ING, and administrative purposes.

Part C-Department of Education
Section 5302. This part may be cited as the “Indian
Education Act of 1988."

Subpart 1-Financial Assistance to Local Educa-
tion Agencies forthe Education of indian Chiidren
Section 5313. Grants may be used by local educa-
tion agencies for the training of counselors in coun-
sefingtechniques relevant o the treatment of alcohol
and substance abuse.

Subpart 2~Special Programs and Projects to
improve Education Opportunities for indian
Chiidren

Section 5321. Grants to State and local educational
agencies and to tribal and other indian community
organizations may be used to provide (among other
programs and services) comprehensive guidance,
counseling, and testing services.

Section 5323. Fellowships shall be awarded to
Indian students to enable them to pursue post bac-
calaureate degrees in medicine, clinical psychology,
law education, and related fields, andto enablethem
to pursue undergraduate or graduate degrees in
engineering, business administration, natural re-
sources, and related fields. Not more than 10 per-



cent of the fellowships awarded shall be awarded to
persons receiving training in guidance counseling
with a specialty in the area of alcohol and substance
abuse counseling and education.

EDUCATION FOR ALL HANDICAPPED
CHILDREN ACT

Guidance personnel, especially those in schools, will
be affected in a number of ways by the legisiation.
They will be called upon to serve the developmental
and special needs of handicapped children. Guid-
ance workers will find themseives involved, either by
choice or direction, in individual program planning,
mainstreaming strategies, program monitoring and
the counseling of handicapped students and their
parents.

Section 606 is an amendment that deals with the
employment of qualified handicapped persons on
programs assisted by the act. Uniike ot .er parts of
the law, this new section is concermned not only with
career counseling for students, but guidance and
counseling for handicapped adults who are qualitied
to be employed in special education or related ser-
vices.

Section 611 delineates financial resources through
entitiements and allocations and is applicable gen-
erally to all educational delivery systems including
guidance and counseling. Guidance and counseling
activities are subsumed through the requirement to
establish the facilities, personnel, and services
necessary for the programs. Assessing needs will
aiso affect guidance to the extent that children requir-
ing related services must be identified and located.
The concept of the least restrictive environment
(LRE) is introduced in this section and is a significant
aspect of the law for guidance and counseling.
Accordingly, if a handicapped child is to be

*mainstreamed™, he or she will require most direct
and indirect guidance services. Assurances are
required 1o be sure that testing and evaluating proce-
dures for evaluation and placemsnt are not racially or
culturally discriminatory. Guidance personnel can
play a key role in designing these procedures and
communicating evaluative results.

Guidance personnel canbe expected both to receive
and give inservice training. A program information
network is required. Guidance personnel can use
this means for disseminating significant information
to teachers and administrators. Handicapped chil-
dren enrolled in private schools are aiso included in
this section, and guidance personnel should be
aware of a possible impact on them caused by
alternative dslivery systems (e.g., dual enrolfiments,
direct services, mobile units). The requirement of
annual program evaluations (including the IEPs) can
involve counselors in planning through team build-
ing, formulating goals and objectives, and in evaluat-
ing how the plans are implemented. Guidance
personnel will be invoived in collecting, developing,
and organizing information related to the child’s
educational placement.

Section 618 requires evaluation of efforts under the
acl. There is a reference hera tothe number and type
of personnel needed to implement special education
programs. They will have applicability to guidance
planning.

Section 620 defines children with specific learning
disabilities. Guidance specialists who provide ser-
vices to some of this handicapped group canbecome
involved in program planning and imptementation for
them.

Section 631 of the original act was amended in
Section 308 of the 1986 Amendments to provide for
assisting institutions of higher education in training



personnel for careers in special education and early
intervention, including related services (which would
include guidance and counseling) to handicapped
children and youth in educational settings.

Section 501 amends Section 641 of the original act
to include provisions for research projects in ten
areas. The area of most interest to counselors is the
following: the development of assessment tech-
niques, instruments (inchuding tests, inventories, and
scales), and strategies for measurement of progress
and the identification, location, and evaluation of
infants, toddlers, children, and youth with disabilties
for the purpose of determining eligibility, program
planning, and placement for spacial education, re-
iated services, and early intervention development
of alternative assessment procedures and processes
for minority individuals and those with limited English
proficiency.

JUVENILE JUSTICE AND DELINQUENCY
PREVENTION AMENDMENTS OF 1988

JDPA authorized a broad range of activities including
federal policy coordination, research, training, and
the development and testing of innovative approaches
to prevent or treat definquency. It includes a formula
grant program which allocates funds tothe states. In
retumn, the states agree to make improvements in
their juvenile justice systems, such as placing status
oftenders (e.g.. runaways and truants) in nonsecure
programs rather than in detention and removing
children from adult jails and lockups. JJDPA accords
a high priority to approaches which maintain and
strengthen the family unit.

The Runaway and Homeless Youth Act (RHYA)
authorizes grantsto support runaway shelters, coor-
dinated networks of shefters, and a national hotline.

These shelters provide a wide variety of emergency
and support services for troubled youth. Shelters
attempt to help the youth by immediately otifying
parents and by providing individua! and family coun-
seling. Services may include aftercare counseling
for the family for up to six months.

Section 243 provides for research, demonstration,
and evaluation functions. Studies may be conducted
on the effectiveness of family-centered trestment
programs, special education, remedial education,
and recreation.

Section 244 provides for training programs for the
treatment of professional, paraprofessional, and
volunteer personnel to work with juveniles, juvenile
offenders, and their families.

Runaway and Homeless Youth Act Part A~
Grants Program

Section 303 amends the Missing Children's Assis-
tance Act to authorize two new eligible grant activi-
ties. Oneis aftercarne services; the second ismediation
services fordivorced or otherwise estranged parents,
with the objective of preventing a possible abduction.

Pert B—Transitional Living Grant Program
Saction 322 provides that applicants for assistance
shall propose to establish, strengthen, or fund a
transitional living youth project for homeless youth
that (among other requirements) provides services
(including information and counseling services in
basic life skills, interpersonal skill building, educa-
tional advancement, job attainment skills, and men-
tal and physical health care) to homeless youth.
Applicants must aiso develop an adequate pian to
ensure proper referral or homeless youth to social
services, law enforcement educational, vocational
training, welfare, legal service, and health care pro-
grams.
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JOB TRAINING PARTNERSHIP ACT OF 1982

PL 97-300 establishes programs to prepare youth
and unskilled adults for entry into the labor force and
affords job training to those economically disadvan-
taged individuals and other individuals facing serious
barriers to employment, who are in special need of
such training to obtain productive employment. The
act is a training program for the economically dis-
advantaged and is designed to encourage business,
state, and local governments to work togsther totrain
and place these workers in permanent private sector

jobs.

The act provides formula grants to the states with
subaliocations 1o service delivery areas. Training
programs in these areas will be designated by PICs
in coordination with local elected officials. The act
promotes coordination between training programs
and employment services by giving PICs planning
authority over local employment service operations.
Retraining the Job Cormps, the act aiso includes a
separate retraining program for dislocated workers
who have no reasonable prospect of retumning to
their prior employment. A separate authorization is
included for summer youth employment and training
programs for economically disadvantaged persons
under the age of 22.

In conclusion, after a decade of growing support for
community collaborative career guidance from the
federal government, we can see in the Job Training
Partnership Act of 1982 a shift to the private sector as
the most likely candidate for further increased sup-
port. The act, authorizing a wide range of potential
private/public sector partnership activities, appears
to be an extension of the overall thrust toward in-
creased community involvement and the trend of
increased voluntear commitment. The vast majority
of these activities, conrtained in Titles Il and !l of the
act and detailed in the previous section of this sum-

mary, point to improvements in career guidance for
youth and adults with related needs for training of
professionals from all sectors of the community in
guidance-related competencies.

To achieve the promise of the Job Training Partner-
ship Act for utilizing all community resources in
improving career guidance for disadvantaged youth
and adults, employers themseives must become
more active in helpingto organize PICs and in seeing
that the PICsfunction effectively after they are estab-
lished. For this to happen, local career guidance
leaders from all community sectors mustwork closely
with business leaders to resolve at least three key
issues: (1) employers' disillusionment with previous
CETA programs and trainees; (2) the tendency of
business executives and govermnment staff to misun-
derstand each other or not work well together; and
(3) the lack of training or technical assistance to
enable business executives to step into a strange
new role. Resolving these issues will make it pos-
sible for the private sector to take its rightful place
alongside public and volunteer agencies in a true
community collaborative enterprise to deliver career
guidance to the economically disadvantaged.

SNYDER ACT

This act includes the first mention of the Federal
Government being responsible for Indian education.
it is stated as "general suppont and civilization, in-
cluding education”. The act also calls for the sup-
pression of traffic in intoxicating liquor and deleteri-
ous drugs.

The 1976 amendment permits Indian postsecondary
schools to participate in and receive appropriated
funds under any program authorized by the Higher
Education Act of 1965 or any other applicable pro-
grm for the benefit of institutions of higher educa-
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tion, community colleges, or postsecondary educa-
tional institutions.

DRUG-FREE SCHOOLS AND COMMUNITIES
ACT AMENDMENTS oF 1989

This act amends the Drug-Free Schools and Com-
munities Act of 1988 1o revise certain requirements
relating to the provision of dr:g abuse education and
prevention programs in elementary and secondary
schools.

Section §. States shall make grants to pubilic or
private nonprofit entities for providing community-
based programs of coordinated services that are
designed for high-risk youths, including programs
that use strategies to improve skills of such youths
such as VOCATIONAL AND EDUCATIONAL
COUNSELING AND JOB SKILLS TRAINING. Pri-
ority is to be given to assisting community action
agencies, community-based organizations, parent
groups, and other entities which are representative
of communities or significant segments of commu-

nities and which have the capability to provide such
services.

Section 8. Local drug abuse education and preven-
tion programs should employ counselors whose sole
duty is to provide drug abuse prevention counseling
fo students. Programs may include the use of drug-
free older students as positive role models and
instruction relating to self-esteem, drugs and drug
addiction, decision-making and risk-taking, stress
management techniques, and assertiveness.

Section 9. Local applications for funding shouid
describe how, 10 the extent practicable, assistance
provided under this title wifl be used to provide
trained counselors, social workers, psychologists,

and nurses to canry out drug abuse prevention and
intervention activities.

INDIAN SELF-DETERMINATION AND
EDUCATION ASSISTANCE ACT

Titie #-The indian Education Assistance Act
Part A—-Education of indians in Public Schools
(This part amendsthe Johnson-O'Malley Actof 1934
in Section 202)

Section 4 requires the Secretary of the Interior to
approve an education plantnat contains educational
objectives which adequately address the educa-
tional needs of the indian students before funding
any contract of the education of indians.

The Augustus F. Hawkins-Robert T. Stafford El-
ementary and Secondary Schoo! improvement
Amendments of 1988 include, under Title V--Indian
Education, the Indian Education Amendments of
1888, the Tribally Controlied Schools Act of 1988,
and the Indian Education Act of 1988. This legisla-
tion from 1988 (see discussion included in this docu-
ment) contains the first specific mention of guidance
and counseling as pan of indian education, although
guidance and counseling could be interpreted to be
one of the auxiliary services required by the 1975
legislation.

AMERICANS WITH DISABILITIES ACT OF
1990

The purpose of this Act is as follows:

1. to provide a clear and comprehensive na-
tional mandate for the elimination of dis-
crimination against individuals with disabili-



ties;

2. toprovideclear, strong, consistent, enforce-
able standards addressing discrimination
against individuals with disabilities;

3. toensurethatthe Federal Governmentplays
a central role in enforcing the standards
established in the Act on behatf of individu-
als with disabilities; and

4. to invoke the sweep of congressional au-
thority, including the power to enforce the
fourteenth amendment andto regulate com-
merce, inorderto address the major areas of
discrimination faced day-to-day by people
with disabilities.

Title I--Employment Section 102. Discrimination

No covered entity (employer, employment agency,
labor organization, or joint labor-management com-
mittee) shalldiscriminate against a qualified individual
with a disability because of the disability of such
individual in regard to job application procedures, the
hiring, advancement, or discharge of employees,
employee compensation, job training, and other
terms, conditions, and privileges of employment.

Title 1I--Public Services Subtitle A Section 202.
Discrimination

No qualified individual with a disability shall, by
reason of such disability, be excluded from participa-
tion in, or be denied the benefits of, the services,
programs, or activities of a public entity, or be sub-
jected to discrimination by any such entity.

AUGUSTUS F. HAWKINS HUMAN SERVICES
REAUTHORIZATION AcT oF 1990

Title 1 authorizes Head Stant Transition grants for
programs to assist low-income elementary school
students grades kindergarten through 3.

Title 1l authorizes the funding of operational costs of
After School Care Programs.

Title IV deals with activities for low-income youth.
Any instructional activity shall be carried out on the
campus of an institution of higher education and shatl
include (among other components) enrichment in-
struction and information on matters relating to the
well-being of youth, such as educational opportuni-
ties and study practices, the prevention of drug and
alcohol abuse, health and nutrition, career
oportunities, and job responsibilities.

Title VI. Grants for programs directed to disadvan-
taged persons between the ages of 14-25. Services
may include assessment and development of em-
ployability plans, remedial education, motivational
activities, life skills instruction, community service,
mentoring, access to information on available finan-
cial aid, campus visits, career education, cultural
enrichment, and employment training, placement,
and follow-up.

Title 1X--Coordinated Services for Children, Youth
and Families. Assist inthe establishment and imple-
mentation of programs designed to meet the needs
of young individuals {birth to 21) for supportive ser-
vices including-

o health and mental health services;
o housing and shelter assistance,;

o education and training services.

o protective services;
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o foster care;

0 teen parenting support;

0 chiid care;

o family support and preservation;

0 teen pregnancy prevention and counsel-
ing;

o counseling on the effects of violence inthe
communities of such individuais and their
families;

o recreational and volunteer opportunities;
and

o comprehensive early chikdhood develop-
ment.

Services also include the following: educational and
support services provided to assist parents in ac-
quiring parenting skilis, learning about chiid develop-
ment, and responding appropriately to the behavior
of their children; earty developmental screening of
children to assess needs and to identify specific
types of support that may be provided; outreach
sefvices; community referral services; and follow-up
services including: chiid care, early chiidhood devel-
opment and intervention programs; employabliiity
development services (including skill training); edu-
cational services, such as scholastic tutoring, lit-
eracy training, and GED services; nutritional educa-
tion; life management skills training; peer counseling
and crisis intervention, family violence counseling
and referralsfor such services; referral for substance
abuse counseling and treatment referral; and refer-
ral for primary heaith and mental health services.

Commissioner to make grants to States to distribute
to local agencies to provide services designed to
facilitate the provision of comprehensive community
based services that are efficient, coordinated, and
readily available through such activities as case
planning, case management, intake and assess-
ment, and information and referral. Among the 17
program purposes listed are the foilowing: promote

the highest quality of educational opportunity, espe-
cially through drop-out prevention programs,
remediation for young individuals who have dropped
out of school, and vocational education; provide
effective training apprenticeships and employment
opportunities; and promote the participationof young
individuals in decislons conceming planning and
managing the lives of such individuals.

HIGHER EDUCATION AMENDMENTS OF
1986

Title I--Postisecondary Programs for Nontraditional
Students. Supports continuing education for adults
in order o reduce unempioyment and underemploy-
ment, enhance job opportunities, and promote a
well-frained, flexible, internationally competitive work
force and an educationcitizenry. Defines continuing
education as postsecondary instruction and support
services that are designed to meet the educational
needs of adult learners.

Part A~-Program and Planning Grants
Establishes programs relating postsecondary edu-
cation resources more closely to the continuing
educational training needs of the American work
force; to help strengthen the capacity of
postsecondary institutions to respondto the continu-
ing education needs of adults, especially adults--

(A) dislocated by technological and economic
change;

(B) seeking entry, reentry, or progression in the
work force after prolonged absences due 1o
marriage and childbearing;

(C) isolated from educational resources due o
age or geographic location;

(D) seeking entry into nontraditional occupa-
tions for their race or sex;
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(E) receiving aid to families with dependent
chiidren;

(F) who are functionally illiterate; and

(G) to support cooperative arrangements be-
tween eligible institutions, community-based
organizations and private and public sector
employers that will facilitate mesting these

goals.

Funds for grants can be used for listed activities.
Among those listed are the following: educational
information, including literacy information, student
financial assistance information, and occupational
information and counseling services designed to
meetthe special needs of inadequately served adults
and to assist their entry or reentry into comntinuing
education and the labor force. Some funds may be
used, at the discretion of the Secretary of Education,
to evaluate the responsiveness of continuing educa-
tion programs to the work and career-related objec-
tives of adults; and to develop or expand educational
and occupational information and counseling services
1o meet the special needs of adults, including infor-
mation concerning available forms of student finan-
cial assistance.

Section 122 provides that no funds will be authorized
for this section through FY 1991,

Title IV--Student Assistance. This title authorizes
Basic Educational Opportunity Grants (Pell Grants),
Supplemental Educational Opportunity Grants, grants
to states for state student incentives, special programs
for students from disadvantaged backgrounds, spe-
cial programs for students whose families are en-
gaged inmigrant and seasonal farmwork, the Robert
C. Byrd Honors Scholarship Program, assistance to
institutions of higher education, and special child
care services for disadvantaged college students. it
also extends the guaranteed student loan program,
work-study programs, and direct loans to students in

institutions of higher education. A demonstration
project on income contingent direct loans is autho-
rized and a new part (F) added to define the need
analysis for student assistance.

Part A-Grants to Students in Attendance at In-
stitutions of Higher Education

Section 417A provides for grants and contracts de-
signed to identify qualified individuals from disad-
vantaged backgrounds, to prepare them for a pro-
gram of postsecondary education, to provide sup-
port services for such students who are pursuing
programs of postsecondary education, and to train
individuals serving or preparing for service in such
programs and projects. Institutions of higher educa-
tion, public and private agencies and organizations,
and in exceptional circumstances, secondary schools
are eligible recipients of the grants and contracts.

Section 4178 provides for a Talent Search program
designedto identity qualified youths with potential for
education at the postsecondary level and to en-
courage such youths to complete secondary school
and to undertake a program of postsecondary edu-
cation;to publicize the availability of student financial
assistance available to persons who pursue a pro-
gram of postsecondary education; andto encourage
persons who have not completed programs of edu-
cation at the secondary or postsecondary level, but
who have the ability to complete such programs, to
reenter such programs. Tutorial services may be
included in the programs if such services are not
otherwise available.

Section 417C provides for the Upward Bound pro-
gram designed to generate skills and motivation
necessary for success in education beyond high
school. Permissible services include (among oth-
ers): instructionin study skills; personal counseling;
academic advice and assistance inhigh school course
selection; tutorial services; aclivities designed to
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acquaint youths participating in the project with the
range of career options availabletothem; instruction
designed to prepare youths participating inthe project
for careers in which persons from disadvantaged
backgrounds are particularly underrepresented; and
programs for students of limited English proficiency.

Section 417D provides for student support services
programs. Permissible services include (among
others): instruction in study skills; personal counsel-
ing; activities designed to acquaint participating stu-
dents with the range of career options available to
them; activities designed to assist students currently
enrolled in 2-yaar institutions in securing admission
2nd financial assistance for enroliment in a four-year
program of postsecondary education; and programs
for students of limited English proficiency.

Soction 501 revises Title V as follows:

Thie V-Educator Recruitment, Retention, and
Development. Part D—Teacher Scholarships and
Fellowships. Subpart 1-Congressional Tescher
Scholarship Programs

Section 551 indicates that it is the purpose of this
subpart to make available, through grants to the
States, scholarships during fiscal years 1887 through
1991 to a maximum of 10,000 individuals who are
outstanding high school graduates and who demon-
strate an interest in teaching, in order to enable and
encourage those individuals to pursue teaching ca-
reers in education at the pre-school, elementary or
secondary level.

Section 553 provides that states must provide as-
surances that particular efforts will be madeto aftract
students from low-income backgrounds or who ex-
press a willingness or desire to teach in schools
having less than average academic results or serv-
ing large numbers of economically disadvantaged
students.

Section 418A provides for maintaining and expand-
ing existing programs for students whose families
are engaged in migrant and seasonai tarmwork.
Services authorized for the high school equivalency
program include supportive services (personal, vo-
cational, and academic counseling; placement ser-
vices; and health services) and information concem-
ing and assistance In obtaining available student
financial aid. Services authorized for the college
assistance migrant program include supportive and

* instructional services (personal, academic, and ca-

reer counseling as an ongoing part of the program;
tutoring and academic skill building instruction and
assistance; assistance with special admissions; and
health services) and assistance in obtaining student
financial aid.

Part B~Guaranteed Student Loan Program

Among the many provisions of this part, Section 421
prohibits discrimination by creditors on the basis of
race, national origin, religion, sex, marital status,

age, or handicapped status.

Part C~Work Study Programs

Section 441 provides for work study for community
service-leaming on behalf of low-income individuals
and families. The work study programs of commu-
nity service-leaming are to be designed to develop,
improve, or expand services for low-income indi-
viduals and families or 10 solve particular problems
related tothe neads of low-income individuals. Among
the services identified are education, including tuto-
rial services.

Section 554 provides that each Congressional
Teacher Schelar shall receive a $5,000 scholarship
for each academic yearof postsecondary education,
up to atotal of 4 years.



Subpart 2--Christa McAuliffe Feliowship Program

Section 561 indicates that it is the purpose of this
subpart to establish a national feliowship programfor
outstanding teachers.

Section 563 provides that one award will be made in
each congressional district of each state. Feliows
shall be required to retum to a teaching position in
their current school district or private school system
for at least 2 years following the fellowship award.
Awards may be used for (1) sabbaticals for study or
research directly associated with the objectives of
this part, or academic improvement; (2) consuitation
with or assisiance {0 other school districts or private
school systems; (3) developmentof specialinnovative
programs; or (4) model teacher programs and staff
development.

Summary

As can be seen from the foregoing information,
counselors who work with individuals who are plan-
ning postsecondary education need to be very famil-
iar with the information in this piece of legislation.
This would include high school counselors, college
and university counselors, and counselors who work
with adults in a variety of programs.

Most of these federal funds are administered by
states from federal allocations. For complete infor-
mation on the amounts of funding available and
guidelines for application and use, contact your
regional office or the U.S. Department of Education
(appendix A-4).

The following Fedaral Funding Matrix is a quick
reference to assist you in identifying some laws
which provide funding relevant to career guidance,
the types of resources funded, and populations tar-

geted. In each of the resource and population
categories, the sections of each law that specifically
pertain to a category are identified. if you wish to
read the specific provisions of the law, you needonly
identify the resource or population categories of your
interest and iook down the appropriate column. Where
there is an entry, note the law and the section
number. Most public libraries will have bound copies
ofthe Federal Laws--United States Statutes atLarge.
The initial two digit number indicates the Congress
that passed the faw (e.g., the 1990-91 Congress Is
the 104th. The numbers go backwards from there by
the two year blocks for which Representatives are
elected). The second number indicates the position,
in order, of that law's passage by that Congress. {f
your public library does not have the laws, the
nearest courthouse should. Hf that fails, contact the
largest local law firm. |f they don't have them, they
will know the easiest way for you to get them locally.
The United States Code has a listing of all tederal
laws by subject area, with references to pertinent
laws. The Federal Register publishes current infor-
mation on regulations and procedures related to all
current laws.

The matrix on the next pages is a quick reference to
sections of federal laws which apply to funding in
specilic areas of interest. If you were interested in
staffing, you would find the personnel column on the
top of the page and follow it down the page. The
sections mentioned are those in the laws (identified
inthe rows to the left) that refer or apply to funding of
staff positions. if you were interested in programs for
disadvantaged individuals, you wouldfindthe column
at the top labeled disadvantaged, follow it down the
page, and identity sections which apply to funding of
career guidance programs for disadvantaged indi-
viduals. If you were interested in staff to work with
disadvantaged individuals, you would be especially
interested in those sections of laws which are men-
tioned in both the personnel and the disadvantaged
columns.
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Once you have found those categories that
apply to your funding needs, you can read the
appropriate portions of the law and be informed of the
legislative intent of the funding you seek.

STATE FUNDS

In addition to being reponsible for distributing
most federally appropriated funds, each state has a

separate mechanism for the distribution of its own
educational appropriations. The state department of
education is responsibie for all state educational
services. A state board of education is reponsibie for
setting policy and guidelines tut is not usually di-
rectly involved in funding decisions. Afthough most
state career guidance funds will be handied through
educationfunding, monies are often available through
labor, welfare, rehabiiitation, heatfth, or other state
agencies. Each state is organized differently, bothin
terms of its departmental structure and its funding
patterns. Finding precisely where slate funds are
available in your state and for what purposes may be
more challenging than you initially anticipate. Re-
member that, in education, state appropriations are
either the largest or second largest portion of school
budgets in many states; other sources of support are
relatively small by comparison. The relative size of
state funding holds true for the other areas in which
career guidance funding may be available.

In each case of education funding, each school
district will be given an appropriation, often based on
complicated formulas invoiving the number of stu-
dents, relative size of local tax base, number of
disadvantaged students, number of special educa-
tion students, and so on. Typically all state appro-
priations will be handied through district or county
superintendent offices. Career guidance proposals
are often submitted through the state department's
vocational education or guidance services depart-

ments. Funds for projects sponsored by any division
of the state department of education are the result of
state legislative appropriation or federal funding that
is funneled through the state department of educa-
tion. Specific pattems of afiocation can be further
determined by policy decisions of the state board of
education or by decisions within the state depan-
ment. Increasingly, appropriations are made specifi-
cally for career guidance. In addition, funds may be
available for competitive application for special
projects.

Information on state funds and procedures for

making application may require some digging. Fol-
lowing are some useful approaches:

*  Stant with your district superintendent’s of-
fice. in large districts, one individual is of-
ten responsibie for counseling and guidance
programs. Part of that person's job is tra-

versing the maze of state programs, agen-
cies, and procedures.

*  Conlact your state department of education
directly. The state director o! vocational
education and the state guidance supefvi-
sor are your best contacts. The coordinator
of Titie 1 of the Elementary and Secondary
Education Act (as amended), the director of
research, and the office in charge of federal
resources may also be usetful contacts.

*  Yourstate legislator, the clerk of any body of
the legislature, or the chairman or clerk of
the education committee will be able to pro-
vide you with information on impending leg-
islation, budget, recent changes, and names
of individuals to assist you in the process.
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State funding patterns and procedures are
diverse and can be relatively difficult for the new-
comer. Find someone who is directly involved with
the process; this may shorten the time required to
find availabie funds in your state and the procedures
in applying for them. (See appendix D for sample
letters).

LOCAL SOURCES

individuals and groups in your area are often
the easlest to contact and in the best position to
appreciate your needs. The greater the perceived
effect of your work with students/clients, the more
responsive these groups may be. Many of the
activities that need funding are relatively inexpen-
sive (e.g., library resources, microcomputers) or
require some cooperation from the local community
(e.g., internships, shadowing opportunities, tours,
speakers). Tax deductible contributions provide
additional incentives to individual and organizational

philanthropy.

When working with the local community, de-
velop aresource file. Thisfile should contain a listing
of all local groups of individuals who may be helptul,
the types of resources they may provide, and a
record of comacts with them and the results of each
contact. Daveloping thisfile requires some effort, but
over the long run, it will be very valuable. (See
exhibits 6-7.)

SCHOOL DISTRICT APPROPRIATIONS

The most obvious source of local funding is
easily overiooked when seeking funding for career
guidance. Even in times of tax cutting, there is
moderate flexibility in local school district appropria-
tions. Atthe same time that overall funding may be
tightening,thewillingnesstocreatelundinglorwonhy

projects may be increasing. Do not overiook of
underestimate the value of working with the principal
or superintendent's office in preparing your budget
and program.

BUSINESS

Local businesses have a strong incentive to
have well-trained, satisfied workers, Lo it is in their
best interest to support career guidance programs.
Possible business contributions inciude the follow-
ing:

* Direct financial gifts for specific purchases
.s.pace

* Gilts of guidance materials, especially those
related to their business or industry (e.g.,
training guides and films)

* Time for employers or employees to make
presentations or talk with students/clients

* Gifts of specific products or equipment from
their business (e.g., paper from a business
supplies company, books from a bookstore,
projectors or other media materials from a
company that makes them or has old or
unused ones, computer hardware from
manufacturers or dealers)

* Supportive influence with other potential
sources of funding

Many businesses will have an individual or a
departmentthatis responsible for its public service or
public relations. A phone call can determine who 10
contact.
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In many communities, organizations of busi-
nesses or business individuals are invoived in social
service activities. Such groups as the Chamber of
Commerce, the Junior Chamber of Commerce, or
localbusiness associations may be particularly inter-
ested in supporting you, especially if they can be
persuaded that your efforts can produce better work-
ers, higher productivity or a better local economy.
(See appendix D for sample letters.)

PARENTS, RELATIVES, SOCIAL GROUPS,
AND ALUMNI

People with personal relationships to those
receiving the benefits of career guidance are likely to
be willing contributors. Contributions may be finan-
cial or material, but contacts andtime may be of even
greater value. Consider the following examples:

* Parent groups are often eager to assist in
fund-raising for specific projects or acquisi-
tions.

* Families can be approached for fund-raising
assistance.

* Social groups (e.g., fraternal organizations,
square dance clubs, bridge groups, senior
citizen groups) may not have charitable
reasons for their existence, but they often
have strong social commitment and are
willing to help. They are also good sources
for respected members of the community
who may be helpful in many other ways.

* Alumni who are pleased with your past ef-
forts are the best advocates and may be the
most supportive, financially and otherwise.

LABOR UNIONS

Labor groups are interested in favorably im-
pressing new workers, improving work quality, and
improving the status of their members. Most labor
unions have an education committee or unit, and
personal time and financial resources may be avail-
ablefrom union sources. They are most iikely to heip
in providing information and speakers on the role of
labor unions in the world of work. Contact your state
labor council (usually located in the state capital) or
any union local for contacts and information on the
types of assistance that the state or national unions
may provide.

CHARITABLE, CIVIC, AND SOCIAL SERVICE
GROUPS

All of these groups have a commitment to
community service. Most are invoived in some fund
raising for their projects. These groups are ofien the
best sources for volunteer time, low-cost items, and
assistance in cooperative projects. Groups that work
with youth can be successfully approached for as-
sistance (e.g., Boy and Girl Scouts; youth athletic
leagues). Private organizations involved in assess-
ment, employment training, or job placement; senior
citizen volunteer programs; school volunteer pro-
grams, etc., may be useful sources.

FUND RAISERS

With the permission of the appropriate authori-
lies, fund-raising events may be sufficient for your
needs. Some may be related to career guidance
(e.g., a job tair where exhibitors pay a fee, a small
admission charge, sell refreshments, have a raffle).
Others may be such traditional fund raisers as bake
sales, car washes, magazine subscriptions sales,
dances, or walkathons. Creativity is needed, and
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EXHIBIT 6

SAMPLE FORM FOR FUNDING RESOURCE FILE

Organization: A-1 Widget Manufacturing Corporation

Address: Hometown, USA

Phone Number: (911) 555-1212

Contact Person(s): John Doe, Public Relations Director

Funding Possibilities:

Type Amounts Available Dates
Cash Grants Up to $5,000 Appiication
Due Nov. 15

Materials (Office Supplies) ? Make a formal request Anytime

Equipment (Used Furniture)

In-kind (loaned employees to talk on careers Up to 200 employee July 1

related to their business, business tours, hours per year

supervised internships)

Contacts:

Date Time Person Contacted Information/Outcome

9/9/86 10:45a.m. John Doe Positive interest in support as listed
above

9/30/86 1:00 p.m. John Doe Discussion of grant proposal-
interest is positive-make informal
but direct

ERIC

Full Tt Provided by ERIC.



EXHIBIT 7
BLANK SAMPLE FORM FOR FUNDING RESOURCE
FILE
Organization:
Address:
Phone Number:
Contact Person(s):
Funding Possibilities:
Type Amounts Avaliable Dates

Contacts:

Date Time Person Contacted Information/Outcome
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results are best when the purpose of the fund raiser
is well advertised.

FOUNDATIONS

Because of increasing individual and corporate
wealth and the tax advantages foundations provide,
the numbers of foundations and their assets are
increasing more rapidly than ever before. By law,
foundations must give away a percentage of their
assets each year if they are to maintain their tax-
exempt status. Aithough the total foundation money
going to education is small compared 10 government
money, foundations are an increasingly valuable
source for funds for specific projects and acquisi-
tions.

Foundations come in all sizes and types, and
resources range from a few thousand to billions of
dollars. Somefoundations willconsider any proposal,
but most have a special focus or criteria for their
projects, often including grant size, type of project,
locations, and duration. Many are quite specific
about the categories of projects they fund and the
types of recipients. Full information on foundations
is available in The Foundation Directory, found in
the reference section of most libraries.

The Foundation Directory has foundations
organized by states, and each entry provides names
and addrssses, sources of funds, purpose and activi-
tias of the foundation, financial data including num-
bers and size of grants, names of officers, a contact
persnn, and information on grant application proce-
dures. In addition, anindex has foundations listed by
areas o! interest and whether the foundation targets
a particuiar locale or gives nationally.

Generally, localor state-basedfoundations are
better sources forsmall local projects. Major national

foundations tend to prefer to fund proposals with
potential national impact.

When looking for computers, media technol-
ogy, or equipment, be sure to look for foundations
established by the manutacturers of that equipment.
Grants are usually in the form of the equipmerit you

may be seeking.

In some cases, applications from a group of
schools or agencies are viewed more favorably than
those from individuals, because group applications
suggest greater planning and coordinated effort.

Foundations rnay prove an increasingly useful
source of iurv. iy, Inthe 1980's, grants were distrib-
uted “eneraiy as follows: 35% were to colleges,
50% . ) private a0¢ acies or groups, 10% to schools
and 5% {¢ goveriiinental bodies. Clearly funding of
careerguidance by foundations is increasing. Ofthe
foundations studied that gave grants, 78% of them
gave locally and 22% gave to programs outside of
their focal area.

Appendix B gives the descriptions of several
foundations that gave for career guidance aclivities
and a brief description of their funding. (Also see
appendix D for sample letters).

USER FEES--COST RECOVERY

Those who are involved in career guidance
seldom think of using that program to make money.
Although many organizations offering career guid-
ance would strongly oppose charging fees for the
service provided, the climate is right for some to
begin to consider such an option. If the cost of hiring
needed staff or buying needed materials can be paid
for with future income from their use, the effectis the
same as if independent funding has been obtained.
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Cost recovery has the added advantage that, if done
successfully, it could be oominueq indefinitely;
whereas, nonbudgetary funding sources end.

Some employment services and agencies have
been charging fees for assessment and placement
of individuals for sometime. The idea of userfees is
not new, but their use in an educational or social
service context is new. Any ventures into this area
are likely to be groundbreaking, but they may be

worth exploring.

The following possibilities are limited only by
your situation and creativity:

* All facilities and equipment could operate
"after hours” or, on atime-available basis, as
an employment service. Fees could be
charged for assessment, counseling, career
exploration courses for clients with whom
you do not normally work, employer listings
in a position available file, and so on.

More creative possibilities coukd be worked
out with local employers. For example, they
could be asked to pay you a bonus for
decreases in absenteeism and tumover or
increases in productivity of those who have
used your service.

* Facilities and/or equipment could be rented
when not in use. For example, computers
could be made availableto othersfor afee or
for the cost of picking up your service con-
tract for them.

* Others in your organization or in other orga-
nizations may be willing to pay a fee (or
commit some of their budget) to cover the
costs of services you already provide, thus
freeing up some of the funds that are already

inyour budget. Forexample, a library might
bewillingtojoin in ajoint venture wherethey
pay your costs of materials acquisition #
ti:0se materials become available to others.

* A businass or organization may have space
avaiiable that they wouid be willing to let you
use for little or no cost. This may permit
someone eise to pay your heat, utilities, or

equipment costs.

Although some of these may not be appropriate
for some organizations, there may be some ways in
which you can use what you have to recover costs
and thus, in effect, fund yoursell. This can be
particularly useful when you can demonstrate that
acquisitions you seek have the power to generate
funds which will pay for their costs. Be creative. The
worst that can happen is that someone will say no.
Sometime they will realize that you are serious about
making your operation work.

SOURCES OF INFORMATION ON CAREER
GUIDANCE FUNDING

* Foderal Register--Published daily, avail-
able from the U.S. Govemment Printing Of-
fice, Washington, DC 20402. Par il is
available from the U.S. Department of Edu-
cation, Office of Vocational and Adult Edu-
cation.

* Commerce Business Dally--A daily list of
U.S. Government procurement invitations,
contract awards, and opportunities. Pub-
lished by the U.S. Government Printing Of-
fice, Washington, DC 20402.

* Federal Grants and Contracts Weekly--A

digest of the material in the preceding two
listings. Published by Capital Publications,
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Inc., 1300 N. 17th St., Arlington, VA 22209.

* Education Dally--Once aweek itcontains a
white insent (the Education Daily is blue)
called "Money Alert” that reports on funding
issues. Published by Capital Publications,
Inc., Box 1455, 1101 King St., Suite 444,
Alexandria, VA 22209.

* Funding Resources for Career Guld-
ance--Available from
COIN Educational Products
3361 Executive Parkway
Suite 302
Toledo, OH 43606
1-800-274-8515

* The Foundation Directory--A listing of aif
foundations, their resources, and their
funding preferences and patterns. Pub-
lished by The Foundation Center, 79 5th
Avenue, NY, NY 10003. They publish sev-
eral other useful references on foundations.

* The Grants Register-A recording of all
grants that have been awarded. Available
from the U.S. Government Printing Office,
Superintendent of Documents, Washington,
DC 20402.

* State Occupational information Coordi-
nating Committee (SOICC)--Usually lo-
cated in the state capital of each state. (See
full listing in Appendix A-L.)

* State Department of Education--The best
source for all information on state funding
and the way in which each state handies
federal funds. (See fulllisting in Appendix A-
L)
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*Local School District Office,
Superintendent's Office--Should be the
best local source on allstate monies and the
local handling of all federal monies.

PROFESSIONAL ASSOCIATIONS

* American Association for Counseling and
Development (formerly American Person-
nel and Guidance Association)

5999 Stevenson Ave.
Alexandria, VA 22304
1-800-545-2223

* American Vocational Association
1410 King St.
Alexandria, VA 22314
1-800-826-9972

* The Center for Education and Training for
Employment
Ohio State University
1900 Kenny Road
Columbus, OH 43210
1-800-848-4815

* National Career Development Association
(formerly NVGA)
5399 Stevenson Ave.
Alexandria, VA 22304
1-703-823-9800



Go back to the ratings of your needs (pg. 32). Make a list of those things that would best be funded
through the following:

Existing Budget

Federal Funds (specify the appropriate funds)

- State Funds (specify)

Local Funds (specity)

Personal Fund Raising (specify)

Foundations (specify)

Cooperative Arrangements (specify)

« Cost Recovery (specify)

Look over the list again. Select three items that will accomplish the following:

* Will most help your program (see "Priorities List” pg. 32)

» Teach you most about dctually getting funding from various sources

« Be most likely to be successful

Use these as your models while going through the remainder of this booklet.
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USING THE SYSTEM

Funders, regardiess of type, are in the busi-
ness of giving money away, not throwing it away! All
funding pools have some guidelines for expenditure,
from highly specific categories of funding for key
groups or rocipients to vague ideas of value that may
be in the minds of those making decisions. Success
in gaining funding requires that you convince the
source that (1) what you propose to do with the funds
meets all of their guidelines, and (2) you can do what
you propose successfully with some signiticant and
visible results.

SELECTING THE BEST FUNDING SOURCES
TO PURSUE

It is not always possible to know the best
souces of funds. Your goal is to get as much
information as you can to minimize the guesswork in
selecting afunding source. You should planto spend
at least as much time becoming familiar with the
sources and selecting those best suited to meet your
needs as you will spend actually preparing your

funding proposal.

For federal funds, the matrix presented earlier
will be your best guide. Howsever, these funds are
expended primarily through state agencies that have
their own special criteria and funding pattems. For
this information, you must go directly to those in your
state or community who are responsible for the
expenditure of these funds.

For state and local governmental funds, the
same istrue. itmay seem reasonable that, given the
guidelines of the law and the needs in the commu-
nity, funds should be expended in a particular way.

But there is no guarantee that those who are actually
making decisions on the expenditure will agree.
Direct information from the source is necessary.

Foundations list their given focus in The
Foundation Directory; however, this is often sub-
ject to conskierable interpretation. Their emphasis
aiso may change.

To the extent that the impaci of what you
propose will be felt locally, local sources are more
likely to be responsive to your requests. Thereis no
substitute for personal contacts.

One of the most useful waysto evaluate sources
is 10 evaluate things such as the following:

* Do your needs constitute a neat, integrated
package or are they several independent

pieces?

* What is the total cost of what you seek? Can
those parts easily be viewed as a package?

* What are one-time expenses? What are
continuing expenses?

* Are there items which have obvious appeal
to a particular source? For example, a
computer which might provide some excei-
lent adventising for a local computer store, a
set of materials which wouild be particularly
relevant to employment in a local business,
or a minority target group which a particular
federal law or foundation targets.
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* Could the proposal be completed in stages
where a smali initial grant can be used to

prove worthiness and thus enable credible
pursuit of additional funds later?

* Might several sources of suppon be appro-

priate, using the support of one as leverage
to gain the support of others?

Generally, smaller needs can best be met from
local sources. Continuing costs are best included in
continuing budgetary sources. Larger proposals
work best where they have a specific focus that is
contingent with that of a foundation or federal or state
law or where the proposal can be viewed as an
innovative approach that could be used as ademon-
stration for future dissemination,

There is no substitute for comact with the
individuals who will be making the decisions; they
have the infzimation. However, they do not want to
waste ti.eir time and you do not want to waste yours.
They will encourage you to apply where it is appro-
priate, not where it is not.

STEP I KNOW THE GUIDELINES

Federal laws are transiated into rules, regula-
tions, and procedures before they are implemented.
These are recorded in the Federal Register. Each
federally sponsored program is operated by a group
(e.g., federal agency, state hoard) that has its own
procedures and expectations. Most federal funding
for career guidance goes through state offices for
funding decisions. Final disbursements are often at
the local level. State education agencies and local
education agencies usually develop their guidelines
for funding, procedures for application, and evalua-
tion criteria for grants. Grant requirements of private
foundations and local organizations may range from
formal to informal. in all cases, the funding decisions

are made by peopie whose criteria and preferences
may not be clear from the printed guidlines, so you
should iry to have as much personal contact with
those who will be making the funding decisions as
possibie. This wiil enabile you to know what the real
guidelines and funding targets are and enable them
to know that you are a serious and responsible
individual who will spend their funds well.

THE APPROACH: WHAT TO ASK THE
FUNDER

identity the appropriate person with whom o
talk. This may take several calls. Starnt withthe office
of the person at the top. Call and, if possible, make
an appointment. Writing is much easier to ignore.

1. Present a brief, clear, and direct statement
of the following:

* Who you are and/or who you represent
* Why you are seeking funding

* What you propose to do with the money
* How much you will need

Have a 1-2 page written summary of your plan
that you can leave with the person. (See exhibit 8 as
an example of a preliminary proposal format.)

2. Ask if your proposal is within their guide-
lines, including the funding level. Thereis no
point applying when there is no chance of
funding.

3. Ask for suggestions that would make your
proposal stronger. This allows youto askfor
criteria of their funding decisions without
asking directly.



EXHIBIT 8

OUTLINE FOR PRELIMINARY PROPOSAL

(USE THIS FORMAT FOR MINI-GRANT PROPOSALS~
OR ADAPT AS THE FUNDER REQUESTS)

Project Title:

Project Director:

Institutional Affiliation:
Address and Phone Number:

Project Goal: (brief description of what your organization does and what this proposal is designed
to accomplish)

Funding: (list of specific requests and costs for each, categorize as below)

Personnel
Equipment
Supplies
Travel

Rent

Utilities
Miscellaneous

Time Line: (proposed starting date, dates of specific events, and completion)

Means of Evaluation:

NOTE: Example in appendix E
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. Ask if they partially fund proposals. Four
organizations that each fund one quarter of

your proposal are better than four that fund
all-or-none and rate you a close second
each time.

. Ask for a list of previous recipients and
copies of their proposals.

. Ask who you can contact for further assis-
tance or information.

. Ask for deadlines (e.g., do they make rolling
decisions where early submission is desir-
able?)

OTHER SOURCES OF INFORMATION

* Contact previous applicants, those funded
and those not. Ask for information on their
proposais and get copies. Leaming what
the nonrecipients did wrong may be as helpiul
to you as knowing what the recipients did
right.

* Find professional proposal writers and read-
ers within federal, state, and local commu-
nities who write or read funding proposals on
aregularbasis. These people usually have
a wealth of information, even if they have
dealt with funding sources different from
those you are approaching.

* Talk to insiders (peoplein the organizationto
whom you are applying). They often have
important information. Members of local
charitable organizations, members of school
boards, state representatives andtheir staff,
U.S. representatives and senators and their
staffs, and others may have helpful informa-
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tion and often ses it as their business to heip
now.

STEP H—BUILD A CASE FOR YOUR

PROPOSAL

Good proposals are not just written well or
according to form, they also document a real need
that the proposal will meet in a specified manner and
time.

* Define your program goals. Develop a pic-
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ture of the ideal form of your operation that is
realistic but hopeful.

* identify those socially significant issues that
your career guidance program will address
(e.g., decreased unemployment, greater job
satisfaction, increased productivity).

* Develop a precise mode! of program opera-
tion, including staff/student ratio, specific
resources needed, frequency of update, and
soon).

* Compare your model with what you currently
have.

* Develop a list of your needs.

* Review your current sources of funds. Can
any or all of your needs come from these
sources? Funding is unlikely if it seems
possible for existing sources to meet your
needs.

* Separate your program needs into one-time
purchases versus continuing needs.

* Package and develop a rationale for those
needs you will develop into a proposal.



STEP li~-ESTABLISH THAT YOU CAN
DO THE JOB

A prime component of all funding decisions is
some assurance that the funds will be spent well.

* Develop data that show that you do a great
job making the best of the resources you
have. People who drag their feet and moan
that they are unable t0 do anything worth
doing until they get a certain amount of
funding or resources are seen as very risky
investments.

* Show that you use (or have used) other
sources well and successfully. Data on

previous grants, previous special programs,
or previous projects will be helpful.

* NDescribe the supporting resources that you
have available to make the funding and your
programwork. The "Lone Ranger” only gets
support after a long history of successes.
Consider relationships to libraries, employ-
ers, community resources, and other school

programs.

* Gain the endorsement of supervisors, pos-
sible cooperative participants, and commu-
nity leaders who may speakforthose working
to solve social problems (e.g., a local unem-
ployment office director, welfare director, or
personnel officer of a large local employer).

STEP IV-~-PREPARE THE PROPOSAL

it steps 1, 2, and 3 have been done properly,
your proposal will almost write itself.

* Provide each funder with the format they
expect or prefer (from step 1). Foliow the

format as successful applicants have in the
past.

* Develop the goals and objectives as you
have thought them out in step 2.

* Provide evidence that the funding will achieve
your objectives (step 3).

* Provide a detailed budget.

* Provide a precise timeline for acquisitio.ss,
their use, and task completion. This may
include a regular schedule for replacement
and update of resources.

* Provide data on your program and the key
personnel involved.

* Write clearly, concisely, and succinctly.
BE CREATIVE

Imagine you are in the position of someone
from whom you are seeking funds. What would you
want to spend your money for? What types of
proposals woukd impress you? What things would
give you confidence that people seeking funding
would actually spend it well?

Each funding source has people who make
decisions based on their values and expectations.
But all will be confident about those things with which
they are familiar.

* No one is impressed with things they don't
understand. Proposals must be clear and
concise.

* You should be able to state your project goal
inone sentence. Twenty-seven great ideas
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and pieces may be a sign of great expscta-
tions and creativity, but they aiso look like a
lack of focus and a risky investment.

* Self-doubt impresses no one. Present a
picture of confidence in your proposal and
your ability to do the job.

* The people reading your proposais will not
know much about your specific circum-
stances. You must telithemenoughto make

clear why the things that you propose are
needed.

* Most people will be impressad with num-
bers. Data that presents your needs, time-
tables, specific plans for assessment of ef-
fectiveness all suggest that you are well

organized and thorough.

* Most funders like to feel that the things they
are supporting are valued by someone other
than you. Evidence that your program is
highly valued and supported will tend to be
helpful. Include the following:

- Letters of support from all those involved
in or affected by your program

- Evidence of volunteer support

- Evidence of in-kind contributions (equip-
ment or supplies from local businesses,
etc.)

- Evidence of support from other sources
(e.g., local giving, special budgetary
concessions from within your system,
etc)

- Evidence that your program is growing

74

and so are its needs and its value

* Funders like to be sure that the needs are
real. Include evidence that clients are
underserved, space and supplies are inad-
equate, demands are growing, and so on.

* Most of those administering funds want to
feel that they are needed. They will be
impressedthat you have gotten alithe support
you can; that you have effectively used
available resources; that you are making
good efforts to support your program but you
have needs which remain unmet.

* Most people understand that problems exist
and that people try their best to solve them.
They also understand that the best efforts
are not always getting the best resuits. No
one wants to fund another project that is
doing the same thing that has been done
elsewhere and hasn't accomplished much.
Funders need to see innovative but rea-
sonable proposals that creatively deal with a
real issue. Most people feel that basic
business shouid be covered by basic bud-
gets. Special projects and creative explora-
tions are the stuff of funded projects. Look
for ways to put resources together in new
ways or deliver services in creative or more
efficient ways.

* Most peopls like to be recognized and ap-
preciated for their efforts. There are anony-
mous givers, but they are a minority. People
appreciate having afacility named afterthem,
having plaques noting their giving, being
invited to see what their good work has
done, receiving special tours and privileges,
or having their eflorts noted in the newspa-
per or newsietters. This type of notice and

7



acknowledgment can be a useful part of
getting people in the spirit of giving.

* No one likes to feel hustied or taken advan-
tage of. Your needs should be real; your
presentation straightforward; your intentions
genuine; your appreciation sincere.

STEP LIGHTLY--STEP QUICKLY

Many funding decisions are made informatly,
ofien before or independent of the actual proposal;
peopie will generally provide funding to those they
know and trust before they will to unknown individuals
or groups with a good idea. No proposal can say
everything; personal knowledge, respect, and trust
can fifl in lots of gaps. Get to know the funders well.
This is easiest with local sources. At state and
federal lavels, it is best to get support from those with
authority and contacts who 2re known and trusted at
those levels. Superintendents, state and federal
legisiators, heads of professional associations or
parent groups, may be important resources in your
questforfunding. You should get involved with these
people so that they wifl know and trust you. Funding
is a "people” business.

TIME LINE FOR PROPOSAL DEVELOPMENT

Following are development steps in the devel-
opment of proposals:

1. Define program goals/objectives/evaluation
2. Develop model of ideal program operation
3. Identify program needs
4. Review current funding

5. Identify funding needs

6. Draft preliminary proposdl
7. identify potential funders

8. Make contacts - discover guidelines - kien-
tity deadiines

9. Develop program effectiveness data

10. Mobilize proposal support

11. Determine appropriate submission targets

12. Draft proposal

13. Circulate proposal for intemal review
14. Revise proposal

15. Submit proposal o potential funders
16. Continue informal contacts

17. Receive funding, begin project

Draw a line for each step in proposal develop-
ment on the following chart (exhibit 9). The line
should stant at the point where that phase of the
activities starts and should end with an arrow where
that phase is to be completed. It is useful to put a
symbol such as a small square at each point where
a specific productisto be compieted. Notethat steps

may overlap and will probably not begin and end in
the same order. For example, step 16 (informal

contacts) will probably continue for the duration of
the proposal development.

The time line will be a valuable reference to
keep you on track. Develop it first; refer to it often.
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PROPOSAL DEVELOPMENT FORMAT 7. Evaluation

Your proposal should include the following 8. Budget
sections. Check individual funding agencies for
specific formats they require. 9. Capacity
Title of Proposal: The following sections will provide space and
guidance in preparation of your proposal. Brevity
Funding Source: and conciseness is usually best; however, withlarger
proposals more detail and documentation are usu-
Initiator: ally appropriate.
Project Director: In each of the spaces in the sections below,
write a brief outline of those things which you will
Funding Period: include in that section of your final proposal. This is
not a final proposal, but it will be the outline from
Total Funds Requested: which the final proposal is written.
Date Submitted: 1. Title Page--This will be prepared last--after
the budget has been completed, thetargeted
2. Abstract funding sources identified, and the rest of
the proposal completed. Insomecases, the
3. Introduction-  A. Background and Initiator and the Project Director will be the
Organization same. If so, enter the same name and
affiliation in each spot. The Initiator is the
B. Statement of Problem one who is submitting the proposal. The
Project Director is the one who will supervise
C. Program Objectives the project when the funds have been re-
ceived.

4. Plan of Action - Activities
2. Abstract--This is a one to two paragraph

Methods description of the project and its expected
outcomes. The abstract should be written to

Time Line clarify your purpose before writing any ofthe
rest of the proposal.

5. Staft
Whenthe proposal has been completed, rewrite

6. Facilities the abstract for the final proposal. The abstract may
not change, but it may change dramatically in the
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EXHIBIT 9

TIME LINE FOR PROPOSAL DEVELOPMENT

1991 1992 1993 1994
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17

CODE
A - Milestone - Where a significant pant of the task is completed.
O - Interface - Where one step meets another and must do so in a smooth fashion.

[] - Deiiverable - Where a specitic product is completed, to be delivered.

NOTE: Example in appendix F
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course of writing the proposal. The purpose of money to achieve the stated objectives.

the initial writing is to help focus during the proposal

writing. Don't feel committed to it at the end. B. Methods--ltemize the operational ob-
jectives of your project. For each activity

3. Introduction-- that you identify for your project, there
should be a full description of what you

A. Background and Organization--This will be doing to achieve that objective.

section should tefl all the pertinent as-
pects of your situation and organization
and provide evidence that your school
or agency is an appropriate recipient for
these activities.

importam things to include are history
andtype of your organization, size ofthe
organization, number of individuals
served and types, some indication of
your successes, details of your relation-
ship to other organizations that might
provide similar services, and nature of
yourinternal organization as it relates to
ability to achieve the goals to be de-
scribed later.

B. Statement of the Problem--State the
services that yourorganization provides,
the nature of the unmet needs that exist
in your situation, and summarize the
specific problem(s) that your proposalis
designed to address.

C. Program Objectives--Identify the spe-
cific outcomes of your project.

4. Plan of Action--

A. Activities--Describe the methods and
procedures that you expect to follow in
completing your project. This shouldbe
brief, but make clear to the reader what
you will be doing with the time and
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Each of these items should be num-
bered. These numbered items will be
the timeline to follow.

C. Timeline--Prepare a timeline for your
proposed project. Draw in the appro-
priate lines (exhibit 10) and markers for
each step as you did with the timeline for

the development of your proposal.

Stafi--identify each of the staff who will be

involved in the project and specify their re-

sponsibilities and qualifications.

Facilities--Describe the facilities where the

project will be conducted and discuss any

significant features that bear on the suc-
cessful completion of the project.

Evaluation--Discuss the precise methods

and procedures you will use to evaluate the

effect ofthe project you proposeto undertake.
Do this as if you are thinking how you will
present your surcesses for your succeeding

funding proposal.

Budget Summary--if possible, items should

be identified separately under each budget-

ary category. If the proposal is for a multi-
year project, a total budget should be pre-
sented, followed by a year-by-year break-
down (see exhibit 11).

Capacily--Hereyou describe your resources

- l}



and past achievements in a way which indi-
cates your ability to canry out the proposed
project in a manner which will not only be
successful but make the funder proud fo
have been a part of that success. Be posi-
tive and confident, not boastiul or arrogant.
Provide as much data and as %tle self-

congratulation as possible.

10. Resume--{There is no one right form for a
resume. The most important thingistoshow
those who will read the resume that you and
your staff are the people who candothe job.)
Exhibit 12 is a sample format that you could
use.

MAKING YOUR PROPOSAL A WINNER

The following suggestions are a summary
version of rating criteria used in proposal evaluation
and common weaknesses found in proposals that
are not funded. These are turned into suggestions to
use in making your proposal strong. Proposals are
evaluated for their content. There is also 8 process
by which it is generated and submitted. Success
requires attention to both.

Proposal Process

* Get as many good ideas as possible of what
you should do.

* Ask allinvolved individuals to write up “wish”
fists.

* Brainstorm with people involved, including
clients.

* Consult individuals aftacted by what you do
or who are doing related things for their

suggestions.
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* Select as a basis for your proposal those
ideas which have the broadest support and
show the greatest need.

* Create a schedule (timeline) for proposal

development. Make it long enough to allow
thorough development and review.

* identify clearly who will have certain re-
sponsibilities in the proposal development
and who will have authority. Ensure that
each individual has sufficient time, support,
and resources to compiete the job.

* Get the support of all who will be involved in
or affected by your proposal. This means
arranging for any supplementary budgetary
support that may be needed during proposal
development and insuring that the planning
process is coordinated among all who have
a stake in the outcome.

* involve those who will be responsidle for

carrying out the proposal in all phases of its

development. Outsiders who propose ideas
they wifl not have to carry out are likely to

have distorted perceptions of what can be
done.

* Develop an intemal review process for the
proposal. Have one person responsible for
the first draft, and a group of reviewers who
provide comments for use on the second
draft. Outside reviewers will be useful to
comment on the appeal of the prop~s.+* and
may have useful perspectives on the
evaluation criteria used by specific funding

agencies.

* Make your proposal conform to the form,
process, and tinve table requested by the
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EXHIBIT 11

SAMPLE BUDGET SUMMARY

CATEGORY TOTALS

Salaries and wages $
Professional
Clerical

Bensfits

Consuftants

Travel

Equipment

Books and printed materials

Postage

Telephone and telephone equipment rental

Duplicatiorvmedia services

Suppiies and materials

Other Direct Costs (specify)

Subcontracting expenses

Total Direct Costs $

Indirect Costs (These costs are to cover overhead and administrative costs which are not part of
the proposal, but are necessary for proposal operation. Most organizations for funding bodies have
standard formulas by which these are computed and acceptable limits for their variation. Consult with
funding agencies you intend to approach to be sure you are within their guidelines.)

Total Costs $
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EXHIBIT 12

SAMPLE RESUME

Name:
Address--Work: Home:
Phone Number:

Educational Background:
Honors and Awards:

Professional Experience:

Leadership Roles:

Professional Competencies:
Publications/Presentations:
Protessional Association Memberships:

References:

(Space should be made to include all relevant information in each category.)
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funders. It is their money and you must
respect them and their procedures.

* Establish personal contact with representa-
tives of the funding agency. Be direct, clear,
and cordial. Get the information you want
and use it wisely. Bon't be a pest by repeat-
edly seeking information on guidelines,
deadiines, and so on.

* Make your proposal look professional. The
more impressive the package, the more
attention the contents will get. Beware of
overdoing it with imelevant material.

* Recruit and demonstrate as much support
for your work as possibie. Letters of support
are helpful. Personal contacts of respected
individuals are better.

PROPOSAL CONTENT

* Be clear and concise. Those reading pro-
posals are busy and don't want to read more
than necessary. They also are not likely to
give the benefit of the doubt if they cant
understand what you are saying. If you have
doubts about your writing quality, hire a
professional editor to go over it before it is
submitied. It will cost a little but be worth
much more.

* Bethorough and consistent. Have someone
you trust read the proposal and point out
what is not clear or not there. This may be
humbling, but your proposal will benefit.
Make sure that all of the pieces, such as
numbers and goals, of the proposa: are
internally consistent.
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Make the proposal have appeai tcyond your
specific project. The goal statement should
begin with general issues that are important
well beyond your program. If your project is
one which addresses issues that many
people face, then the results of your efforts
will multiply the investment of the funder. To
@stablish that your project will have wider
appeal, show that you have detailed and
specitic knowledge of the theoretical and
practical issues involved.

Make sure that your proposal is appropriate.
The context should fit withthe task; the goais

should be attainable; the methods shouldbe
shown to have reasonable expectation of
success; the timetable should be realistic;
and the funding should be adequate, but not
excessive.

Make sure that you have the facilities, staff,
and resources to make the completionofthe
project possible. Animportant part of many
proposals isthe management structure within
which you work. Show that it has the flexibil-
ity to permit you to succeed; show that it has
structure enough to ensure adequate over-
sight. Funders will be particularly concerned
with the accounting system you have o
monitor the expenditure of their funds.

Show that there is something special about
the time and place of the proposal you are
making. Don't pretend to be what you are
not, though. It will show!

* Be creative. People who read proposals get

tired of reading the same proposals for the
same purpose. Something that makes your
proposal different will catch their attention.
But again, most funders are not big risk



takers. They will like a clever new wrinkle
but are less likely to fund a radical departure.
Creativity is most appealing when those who
give money get more thanthey give. ifalittle
money can create a cooperative arrange-
ment so that you and someone eise can both
do what you do much befter, the money
multiplies itself.

* Demonstrate that you have access to the
targeted groups and that the program is
appropriate for them. This may be trickier
than it seems. Demonstrate prior contacts
and successes to show you can meet your

goalis.

* Show specifically huw you will evatuate your
project. Funders like to know that there will
be substantial evidence of the success of
their funding. A clear, meaningful, and
methodologically appropriate means of
evaluation shouki be in the proposal. This
will be particularly important in showing that
your project might have some wider appeal.

* Include a dissemination plan. # your pro-
gramis the success you hope, others should
know about it. Inciude how you will do that

in your proposal.

* Personnel make the proposal work. The
funder must understand clearly that you
have the right people to accomplish the job.
include evidence that displays capabilities,
experience, adequate connections and rela-
tionships with all those with whom you must
work, good communication skills, good
working relationships, good organization and
coordination, and adequate staff suppont.

FOLLOW=-UP ON UNSUCCESSFUL
PROPOSALS

Virtuatly no one is always successful with fund-
ing proposals. Lack of success is most likely in early
fund-seeking ventures. Proposais are rejected for
many reasons. Foliow the two basic principies for
dealing with proposal rejection: (1) don' take 1
personally; (2) take it as an opportunity to leam how
to write better proposals. Rejections usually come
as form letters which tell you nothing specific about
your proposal. You cant learn anything from that
other than that you didn get the money. The receipt
of the bad news should trigger a series of steps
toward your next successful proposal:

* Seek specific information from the funder on
reasons for your proposal’s rejection. Some
may not share this information with individual
applicants. Others will share their evatuation
process, possibly including the rating forms
of the proposal reviewers, and the final basis
forthe decision. if they will providethem, the
reviewer's rating forms would be the most
useful. H no specific information will be
provided, ask for general criteria for the
decisions. insome cases you will get nothing.
However, in all governmental and some
foundation funding, those proposais which
do receive funding are publicly noted, even
if only by title. Ask funders for names of
recipients. Some funders will provide you
with copies of funded proposals. In other
cases, get copies from those who submitted
them for funding. One of the best tactics for
a next proposal is to take the format of a
previous successful applicant and apply it to

your proposal.



* In many cases, formal information will be last proposal.
ditticult to get; however, informal information

may be available and even more useful. Try - Build on the strengths of the previous

to arrange to meet with an individual who proposal.

was involved in the decision process. if you

indicate that you want information on their - Include processes that avoid the prob-

funding priorities, you can get usetul infor- lems of the last proposal.

mation on the general basis for their deci-

sion, and are very likely to get informationon - Generate the spirit of success.

ways to make your next proposal success-

ful. - Provide enough time and resources to
eNsune success.

Seek out successtul and unsuccesstul appli-
cants to find out what they did and didnt do. Thisis
a chance fo learn about guidelines for your next

proposal.

* Begin an internal review of your proposal.
Many aspects of your proposal which seemed
greatto you will seem less positive when you
know that it wasnt funded. Get some
emotional distance from the proposal and
then go over it, looking for strengths and
weaknesses that may be heipful in prepar-
ing the next proposal. Ask several people
familiar with your organization and with
funding patterns to give you comments to
clarity needed improvements. This can be
particularly difficuft when the whole proposal,
or major parts of it, are identified as the work
of one individual. The more people who are
involved inthe creation and review, the more
easily they can focus on the proposal and
not the people who created it.

* Take the results of your information seeking
and review and develop a plan for your next
proposal that will do the following:

- Set a schedule. This gets beyond any
disappointment or acrimony about the
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INVOLVEMENT IN THE PROCESS

Don1 assume that those with money sit await-
ing the pleadings of the masses in order o select the
blessed few. The more cynical among us may think
that the prosperous give only to their friends and the
already wef! financed, and that decisions are made
betore the public knows of an opportunity to apply.
Although such things happen, the funding process is
more open and amenable to influence than those
who have not participated in it might imagine.

in the case of some foundations, a weaithy
person, family or corporation may have given some
money to establish the foundation and may have
given explicit instructions on how to use the funds.
The trustees of such a foundation are relatively
limited in their expenditures. Their primary role is to
judge who, from among the applicants, will most
advance the goals of the foundation.

Such situations constitute a small portion of the
total funding picture. By far, the majority of funding
comes from sources where decisions about funding
targets, amount, and methods are all part of a pro-
cess in which anyone with an interest can become
involved.

A good example of the influence of concemed
individuals is P.L. 94-142, The Education of All
Handicapped Children Act. This law, which man-
dates appropriate education for all chiidren in the
least restrictive environment, has dramatically
changed the provision of special education services
and the funding available to provide them. This law
was passed and successfully implemented primarily
throughthe efforts of a concerned group of organized
individuals (mostly parents of handicappedchildren).

On a smaller scale, this type of influence is
constantly affecting significant wording in federal or
state laws, policies or regulation, which subsequently
influence the patterns of expenditure of appropriate
funds.

Increasingly, funding decisions are being made
at state and local levels. In addition to allowing
greater responsiveness to local needs, this move-
ment offers opportunities for the involvement of
career guidance personnel in policy formation and
funding decisions.

The following are three levels in which you can
become involved o determine funding patterns:

1. Involvement inthe creation of laws, policies
or regulations

2. Involvement in the process of translating
number one into actual funding decisions

3. Personalcontact withthe individuals involved
innumbertwo that makes you known, trusted,
and worthy of funding

Possible and effectivetypes of involvement may
vary considerably depending on whether you are
dealing with federal or state laws, foundations, tocal
pusinesses, social clubs, or alumni. But, with all
groups that provide funding, alithree levels exist and
are important.

Level 1. Although your U.S. Representative,
the Trustees of the Ford Foundation and the Presi-
dent of the local Etks Club seem ditterent, they are all
directly involved increating policy that may determine
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funding patterns. Each of these individuals, and all
others who are In lsadership in funding groups, is a
person subject to influences and attitudes. Each has
thoughts about important issues in modern times:
each has ideas about appropriate ways of addressing
those issues. Routes to invoivement in law and
policy creation include:

* All government officials read, or have some-
one read, and tally their mail.

* Most government officials or members of
their statl will make appointments to tatk
about issues of interest to them.

* Many elected officials are looking for worthy
bills or resolutions to sponsor. Alithey need
is someone to express an interest and assist
in the drafting.

* Many government officials have or had chil-
dren or other relatives who had great diffi-
culty Yinding themselves.” Such experiences
are often the start of interest in career
guidance policy or funding.

* Elected officials are always intergsted in
having persuasive individuals testify at
hearings on bills or resolutions.

* Anyone can "lobby" elected officials. it may
be as useful to iobby staff members of an
official as the individual himherself. These
officials rely heavily on their staff for infor-
mation.

* Become an elected official, a policy maker.
You willbe surprised how easily you can become

invoived in drafting legisiation or sefting poticy if you
have an idea that you believe is important and you

make contact with policy makers.

Level 2. Alllaws, policies and regulations must
be translated into action. Frequently, those re-
sponsible for making decisions based on the law or
policy have tremendous freedom in interpretation.
Although a law may sesk to improve employment, it
may not say much about specific ineans ‘0 accom-
plish that goal. Further, the implemcntcrs may have
freedom in wha) types of programs should receive
funding and buw much they receive. And, afl this is
before the freedom they have in deciding which
specific applicants shall receive funding. The
implementers, fike the policy makers, respond to
what they know ar« believe to be important. They
also will make decisions about expenditure of funds
according to what they believe are the must effective
means to achieve their goals.

Although most people interested in career
guidance are not going to become legislators, they
can take advantage of abundant opportunities to
become involved in implementation.

* Policy boards for implementing legislation
relatedto career guidance often require some
professionalmembership (e.g., JTPA, PICs).

* Membership on many boards offers possi-
bilities for influence. The main requirement
forboard membership is active participation,
interest, and a commitment to the goals of
the group.

* Personal frisndships and contact with the
members of boards or othar policy making
groups, can be very influential,

Level 3. The actual choices of recipients are
based on the sense that a proposal represents a
worthy project that can and will be accomplished.
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Proposals for funding are designed to be discrete
and specific. Of course, we all know that the world is
not as simple as we are asked to poriray it In our
funding proposals. Make your ideas and goals clear
1o all who read your proposal. Athough good writing
can produce this effect, proposals will include much
that is designed to produce confidence that the
project can be completed successfully and well.
Personal knowledge of the proposer can create
more trust and confidence. To the extentthat you are
involved with the individuals who are making funding
decisions--even if the invoivement has nothing to do
wnhthepmposedpm}ect-yourpmpo&lwﬂloﬂen be
more favorably viewed. If you do #1 and #2 well, #3
will take care of itsel.

The most important part of involvement is to be
informed. Know the laws and policies you will be
discussing. Know the larger issues t0 which your
proposal relates. Have the data that supports your
case. If you are prepared and get involved, you will
influence the process and probably get the funding
you seek. When you are timid or unsure, ask
yourself, "Are my career guidance needs any less
important than those of others who will get these
funds if | don?”
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APPENDIX A

CONTACT ADDRESSES

APPENDIX A-1
Nongovernmental Organizations

American Association of Community and Junior
Colleges

One Dupont Circie, NW

Washington, DC 20036

{202) 293-7050

American Association for Counseling and Develop-
ment

5999 Stevenson Avenue

Alexandria, VA 22304

(703) 823-9800

American Association of School Administrators
1801 North Moore Street

Ardington, VA 20036

(703) 528-0700

American Council on Education
One Dupont Circle, NW
Washington, DC 20036

(202) 939-9300

American Educational Research Association
1230 17th Street NW

Washington, DC 20036

(202) 223-9485

American Federation of Teachers
555 New Jersey Ave. NW
Washington, DC 20001

{(202) 879-4400

American Vocational Association
1410 King St.

*Alexandria, VA 22314

(703) 683-3311

Career Planning and Adult Development Network
4965 Slerra Rd.

San Jose, CA 95132

(408) 559-4946

Chamber of Commerce of the U.S.
1615 H Street, NW

Washington, DC 20062

(202) 659-6000

Education Comunission of the States
300 Lincoin Tower Building

1860 Lincoin St.

Denver, CO 80295

(303) 830-3600

National Education Association
1201 16th Street, NW
Washington, DC 20036

(202) 833-4000

National Career Development Association
(formerly the National Vocational Guidance Associa-
tion)

5999 Stevenson Avenue

Alexandria, VA 22304

(703) 823-9800
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APPENDIX A-2
Congressional Committees

House Appropriations Committee
2358 HOB
Washington, DC 20515

House Education and Labor Commitiee
2181 RHOB
Washington, DC 20515

Senate Appropriations Committee
DSOB, Suite S-128
Washington, DC 20515

Senate Labor and Human Resources Committee
DSOB, Suite SO 430
Washington, DC 20510

APPENDIX A-3

U.S. Department of Education

National Center for Education Statistics
Capital Place

555 New Jersey Ave., NW
Washington, DC 20208

(202) 357-6828

U.S. Department of Education
400 Maryland Ave., SW
Washington, DC 20202

(202) 708-5366

Deputy Under Secretary for Management
(202) 732-5470
(contract information)

Office of Specia! Education and Rehabilitative Ser-
vices

330 C Street, SW, Room 3006

Washington, DC 20202

(202) 732-1265

Office of Elementary and Secondary Education
400 Maryland Avenue, SW, Room 2109
Washington, DC 20202

(202) 732-5113

Office of Vocational and Adult Education
Mary E. Switzer Bidg.

330 C Strest, SW

Washington, DC 20202

{202) 732-2251

Office of Postsecondary Ecucation
7th & D Streets, SW, Room 7082
Washington, DC 20202

{202) 732-3547

Office of Education Reczearch and Improvement
Capital Place

555 New Jersey Ave., NW

Washington, DC 20208

(202) 357-6050

Office of Bilingual Education
421 Mary E. Switzer Bldg.
330 C Street, SW
Washington, DC 20202
(202) 732-5063

94



AFPENDIX A-4 Regional Management
(202) 376-7653

U.S. Department of Labor
Department of Labor

Department of Labor Women's Bureau
200 Constitution Avenue, NW 200 Constitution Avenue, NW

Washington, DC 20210 Washington, DC 20210
(202) 523-8163 (202) 523-6611

Bureau of Labor Statistics
200 Constitution Avenueg, NW
Washington, DC 20210

(202) 523-1327

Department of Labor

Employment and Training Administration
200 Constitution Avenue, NW
Washington, DC 20210

Department of Labor

Employment and Training Administration

Office of Comprehensive Employment Development
Programs

200 Constitution Avenue, NW

Washington, DC 20210

Employment Security
(202) 376-7032

JTPA
(202) 376-6093

Senior Community Service Employment Program
(202) 376-7285

Apprenticeship and Training
(202) 376-7134

Planning and Policy Development
(202) 376-6600
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APPENDIX A-5
State Departments of Education

a. SOICC Directors
b. Vocational Education Directors
c. State Level Guidance Leaders

Alabama

a. Alabama Occupational Information
Coordinating Committee
Bell Building, Suite 400
207 Montgomery Street
Montgomery, Alabama 36130
(205) 261-2990

b. Dr. Stephen Franks
State Director
Dept. of Ed., Div. of Voc-Ed Svcs.
Gordon Parsons Bidg.
50 N. Ripley Street
Montgomery, AL 36130-3901
(205) 242-9111

¢. Samuel J. Shippen
Supervisor
Vocational Guidance
State Office Building, Room 812
Montgomery, AL 36130
{205) 261-5286

Alaska

a. Alaska Departmeni of Labor
Research and Analysis Section
Post Office Box 25501
Juneau, Alaska 99802
(907) 465-4518
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b. Ms. Karen Ryals
Board Member
State Director, Dept. of Ed.
Adult & Vocational Education
801 West 10th Street, Pouch F
Juncau, AK 99811
(907) 465-4685

c. Ms. Naomi Stockdale, Program Manager
State Department of Education
Career and Vocational Education
Pouch F
Juneau, AK 99811

Arizona

a. Arizona State Occupational Information
Coordinating Committee
Post Office Box 6123, Site Code 897J
Phoenix, Arizona 85005
(602) 255-3680

b. Ms. Barbara Border
Board Member
State Director, VTE
Arizona Dept. ot Education
1535 West Jefferson
Phoenix, AZ 85007
(602) 542-5343

¢. Tira Ammon
Specialist
Guidance and Counseling
Vocational Education
1535 West Jefferson Street
Phoenix, AZ 85007
(602) 542-5074



Arkansas

a. Arkansas Occupational information
Coordinating Committee
Research and Analysis Section
Arkansas Empioyment Security Division
Post Office Box 2981
Little Rock, Arkansas 72203
(501) 682-3159

b. Dr. Ray Morrison
Director for VTAE
406 State Education Building, West
#3 Capitol Mall
Little Rock, AR 72201-1089

c. Bill Johnson
Coordinator
Guidance Service
Arkansas Department of Education
Arch Ford Education Buiiding - 401B
4 State Capitol Mall
Little Rock, AR 72201
{501) 371-1867

Catifornia

a. California Occupational Information
Coordinating Commitiee
800 Capito! Mall, MIC-67
Sacramento, Califomia 95814
(916) 323-6544

b. Jamss T. Allison
Assistant Supt.
Vocational Education
State Department of Education
721 Capitol Mall, 4th Floor
Sacramento, C4 95814-4785
(916) 445-3314
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. Mr. Paul N. Peters

Guidance Program Director
School Climate Unit

State Department of Education
721 Capital Mall, 3rd Floor
Sacramento, CA 95814

(916) 323-0566

Colorado

. Colorado Occupational information

Coordinating Committee

State Board Community College
1391 Speer Boulevard, Suite 600
Denver, Colorado 80204-2554
(303) 866-4488

. Dr. Clay Whittow

VP/Educational Services

Colorado Community College & Occup. Ed.
System

1391 North Speer Bivd., #600

Denver, CO 80202-2554

(303) 620-4057

. Mr. Jerry Pardue

Career Counseling and Piacement Office
Centennial Building

1313 Sherman Street, #223

Denver, CO 80203

(303) 866-2335

Connecticut

a.

3

Connecticut Occupational information
Coordinating Committee

Connecticut Department of Education
25 Industrial Park Road

Middleton, Connecticut 06457

(203) 638-4042




b. Dr. Theodore Sergi

Assoc. Commissioner/Director
State Department of Education
Division of Voc. & Adult Education
25 Industrial Park Road
Middletown, CT 06457

(203) 638-4000 Advocnet 0852

. Richard C. Wiison

Consuftant

Career/Vocational Guidance

Division of Vocational, Technical, & Aduit
Education

P. O. Box 2219

Hartford, CT 06145

(203) 566-8470

Delaware

a. Office of Occupational and

Labor Market Information
Delaware Department of Labor
University Office Plaza

Post Office Box 9029

Newark, Delaware 19714-9029
(302) 368-6963

. Thomas M. Welch
State Director of Vocational Education
State Department of Public Instruction
PO Box 1402
Dover, DE 19901
{302) 7364638

. Clifton Hutton

State Supervisor

Guidance and Pupil Personnel Services
Department of Public Services

PO Box 1402

Dover, DE 19901

(302) 736-4885

District of Columbia

a. District of Columbia Occupational
Information Coordinating Committee
Department of Employment Services
500 C Street, NW., Room 207

Washington, DC 20001
(202) 639-1090

b. Ms. Cynthia M. Bell
State Director of Voc. Ed.
Brown Administration Unit
26th & Benning Road, NE
Washington, DC 20002
{(202) 724-2097

¢. Dr. Susie Morgan
Assistant to the Assistant Superintendent

Career Development Programs
Brown Junior High School

24th Street and Benning Road, NE
Washington, DC 20002
(202) 724-8690

Florida

a. Bureau of Labor Market Information
Department of Labor and Employment
Security
1320 Executive Center Drive
Atkins Building, Suite 210
Tallahassee, Florida 32399-0674
(904) 488-7397

b. Mr. Robert Howell
State Director
State Department of Education
Knott Building
Tallahassese, FL. 32201
(904) 488-8961



c. S. Dale Ake
Consultant
Aduft & Vocationa!l Guidance
Department of Education
563 Knott Building
Tallahassee, FL 32301
(904) 488-8974

Georgia

a. Georgia Occipational Information
Coordinating Committee
Georgia Department of Labor
148 Intemational Boulevard
Sussex Place
Atianta, Georgia 30303
(404) 656-9639

b. William P. Johnson
Associate State Sup<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>