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Foreword

Three of the weakest elements in vocational guidance programs have
been: (1) the absence of systematic and thorough follow-up studies of
drop-outs and graduates, (2) the weakness of the occupational information
material available, and (3) the weakness of job placement programs -
especially as they are related to vocational planning and decision-meking.
One of the major reascus for this condition is that it is expensive to mount
adequate programs in these three areas.

I had long wanted to improve these programs in Newton and a happy
combination of circumstances made it possible to do so. This combination
consisted of the availability of funds from a variety of sources (including
the Ford Foundation, the Federal government, and the Massachusetts Bureau
of Vocational Education) and the availability of three doctoral students
from Harvard University who chose to do their doctoral projects in Newton
while working as internes in the administration of pupil personnel services
in the Newton Public Schools.

My chief interest was in the improvement of the Newton program, but it

was recognized, also, that we had an obligation to develop models which would

have some general usefulness. It is not expected that all school systems will

be able to adopt the three models in their entirety. We do hope, however,
that they will be useful in suggesting ways of introducing and menaging less
elaborate programs which may be more feasible in financial terms.

Shortly after we started the Career Information Library and the
Follow~-Up Study, Professor David Tiedeman of Harvard was able to get a large

grant from the U.S.0.E. to undertake a research and development project on
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the use of the computor in facilitating the vocational counseling process.
This project known as Information System for Vocational Decisions (ISVD) is
being Jjointly sponsored by Harvard University, the Newton Public Schools and
the New England Educational Data System (NEEDS). The three projects in Newton
already started related naturally to the ISVD project and in some matters the
Newton projects and the ISVD project became identical. We are grateful for
the material and intellectual help received from ISVD.

The three young men (Circle, Clemens, and Kroll) initiated, organized,
and managed these programs. The descriptions indicate the thoroughness of
their work, but do not tell of the skill and care in human relations which
were involved. It is not easy to introduce new programs so that they are
accepted on their merits; none of these programs were forced on anyone. The
project directors had to obtain consent from the people involved in order to
rove ahead with their pregrams. To them must go the credit for the success
of the programs.

April 25, 1968

Edward Landy

Assistant Superintendent for
Pupil Personnel Services

and Special Education

Newton Public Schools
Newton, Massachusetts
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Preface

A primary goel of education in a democratic society is the maximum
development of individual potential. Among the many ways in which public
schools are pursuing that goal are through programs of guidance which pro-
vide opportunities for young people to come to know themselves and their
potentials, to explore ways of implementing themselves in the world of
work, and to develop educational plans for achieving tentative career goals.

Decisions in the process of career development are among the most
important decisions youth musi{ make. Yet our society frequently imposes
choice-points in the lives of youth without providing adequate information

gbout or means of understanding the implications of such choices for human

development. Particularly crucial decisions include those surrounding

curriculum choice in early adolescence, especially the decision to enter
or bypass vocational education.

Career decisions can only be as adeguate as the information about self
and the occupational world on which they are based. Pope once wrote, "What
can we reason but from what we know?" Comprehensive school guidance pro-
grams are having increased demands made upon them to assist young people
in understanding themselves and in meking adequate and satisfying decisions
regarding opportunities in educabién and work. A major obstacle for school

guidence programs is the complexity of keeping abreast of the changing

occupational world and of providing meaningful exploratory vocational exper-

iences.

The project of which this report is a part was undertaken in the Newton,

Massachusetts, Public Schools. The primary goal was the development of a
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comprehensive career information service to students and professional staff.
Immediate goals involved the establishment of an effective career information
library developed by Arthur M. Kroll, a follow-up program for collecting
information from former students developed by David B. Clemens, and a viable
Placement program enabling students to enter appropriate occupational roles
developed by Duncan F. Circle - all to be integrated into a unified, ccmpre-
hensive career information service. The final result of the integration of
these three services was the creation of the Career Guidance Resource Center
at Newton High School under the direction of Dorothea Overholt who had former-—
ly been project assistant in the development of the career information library.
Eleanor Wasserman joined the project for one semester to help in implementing
the guidance services provided by the center. Ann Caggiano became secretary
at the center.

The career information service was undertaken through the encourage-
nent of Dr. Edward Landy, Assistant Superintendent for Pupil Personnel
Services and Special Education, and Mr. Wallace J. Fletcher, Consultant in
Technical, Vocational and Adult Hducation, both of the Newton Public Schools.
The Technical-Vocational Development Program, Dr. J. Bernard YEverett,
chairman, supported the project in its inception and planning phase under a
Ford Foundation grant to Newton. Subsequently, the project received its
major funding (January, 1966 - June, 1968) under Public Law 88-210 from the
Bureau of Vocational Education of the Department of Education in the Common~
wealth of Massachusetts. Special recognition is made of Mr. Walter J.
Markham, Director of the Bureau of Vocational Education for his continued
interest and enthusiasm for the project and whose support made it possible.
The authors are also grateful for the services of both Mr. John P. Morine
and Mr. Lot H. Cooke, Jr., Senior Supervisors of the Bureau of Vocational
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Education, and Mr. Daniel H. Malia, department head of industrial arts,
Newton Public Schcols, and the many other persons in the Newton Public Schools
who have aided in the development of this project.

The authors are indebted to the part-time secretaries, who have helped

with the often tedious details of developing and operating the projects and

producing this document. At various times these have included: Nellie Rae

Burmen, :.u:y Cowan, Barbara Foley, Irene Hahn, Marjorie Kinchla, Doris Lacey,
Janet Margolin, Bodie Miller, Mary O'Doherty, and Celia Trumble.

Alice Sizer Warner has provided invaluable editorial assistance in co-
ordinating the differing ideas and styles of the four authors. The Data
Processing Center of the Newton Public Schools, Dr. Joel Berg, director, has
been of continuing essistance as the library was being accumulated. Edward
Donhowe of the center was responsible for programming the presentation in
Appendix A.

Printing of the document was done by the students of the graphic arts
department of Weymouth Vocational Technical High School under the instruction
of Mr. Dunn and Mr. Knott. They were assisted by the students of the graphic
arts department of the Blue Hills Regional Technical High School at Canton,
Mr. Coughlan, instructor. The cover design was by Joanne Tibnam, a student
in the advertising art department of the Blue Hills Regional Technical School,

Mr. Desjardins, instructor.




Table of Contents

Page

FOREWORD . . . . . . . . . . . . . . . . . . [] . Edward Landy . . L4 L4 . . iii
PREFACE L] L[] L[] L[] L ] L[] L] L[] L ] » L[] L - [ ] L[] L] L 3 L[] [ ] L[] L[] L] [ ] L[] L[] L[] [ ] L[] L[] [ ] L L v
SECTION I: INTRODUCTION . & » « ¢ o« ¢ o o o o o Arthur M. Kroll. . . . & 1

Background and Purpose of this Volume

Essential Foundations for a Carzer Resource Service

Changing Perceptions of Guidance Functions
SECTION TI: THE CAREER INFORMATION LIBRARY. . . Arthur M. Kroll. . . . . 13

Overview of the Newton Career Information Project
Guidelines for Developing a Career Information Library

SECTION ITII: THE JOB PLACEMENT SERVICE. . . . . Duncan F. Circle . . . . 39

Planning the Newton Job Placement Service
Operating the Job Placement Service
Guidelines for Development of Job Placement Services

SECTION IV: THE FOLLOW-UP SERVICE . « « + + . .« David B. Clemens . . . . 81

Introduction

Steps in Performing a Follow-Up Study
The Newton Follow~Up Program

Summary

SECTION V: THE CAREER GUIDANCE RESOURCE CENTER. Dorothea C. Overholt . . 140

Using the Integrated Career Information Service

Library Services

Guidance Services

Information Dissemination Services

Community Liaison Services

Ways of Relating with Students, Faculty and Administration
Evaluation of the Career Resource Center

What of the Future?

APPENDIX A: BIBLIOGRAPHY OF OCCUPATIONAL MATERIALS FOR CAREER PLANNING

APPENDIX B: INDEX OF PUBLISHERS

viii




Section | Introduction

by Arthur M. Kroll

Background and Purpose of this Volume « o o o o o o o o o s o o
Fssential Foundations for a Career Resource Service . « « ¢ o =

Changing Perceptions of Guidance Functions =« ¢« « ¢ ¢ o « ¢ o




it Lodls

W T

Background and Purpose of This Volume

This volume is the documentation of one school system's effort to provide
career information and career guidance to its own pupils. The discussion is
intended to be illustrative rather than prescriptive of a single approach;
school systems even in the same general geographic area are unique entities
with unique problems and pupils and personnel -- and no two school systems can
possibly organize themselves entirely alike. This volume is a case study,
then, not a "cookbook" to be followed exactly. But it is hoped that this doc-
umentation may become useful to school systems who are attempting to create a
career information service of their own.

The school system discussed here is that of Newton, Massachusetts, a pros-
perous Boston suburb of some 100,000 residents. Roughly equally divided among
Protestants, Jews and Catholics, the population is virtually entirely white,
well-educated, and profitably employed. While the town is primarily resi-
dential, there is a small industrial area, some wholesalers, and a normal
complement of retailers. Newton (originally New Towne at its founding in
1630) in the late 1960's finds itself almost completely developed with its
population levelling off.

Newton prides itself on having an exemplary "lighthouse" school system,

called by Time magazine,"... the most creative school system in the U.S. to-
day - - an 'island of change'." (1) Just under 20,000 students are currently

being educated in Newton's 23 elementary schools, five junior highs, two high
schools, and one junior college. Over the years, Newton schools have bene-

fitted from a constructive relationship with the various research-oriente .

e R S T T T

universities in the Boston ares.

N

(1) "Island of Change", Time, New York; Time, Inc., January 2L, 196k,
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This volume emerges from three collaborative projects developed in the
Newton Public Schools. Two of these projects, the Career Information Project
and the Follow-Up Program, received pilot support from the Newton Public
Schools, from a Ford Foundation grant for the Technical-Vocational Development
Program in Newton, and from the Committee on Pupil Personnel Services (COPPS)
of the Harvard CGraduate School of Education. These two projects, since
January, 1966, received major funding from the Bureau of Vocational Education
of the Department of Education of the Commonwealth of Maséachusetts under Pub-
lic Law 88-210. 1In essence, the Career Information Project attempted to de-
velop improved procedures for acquiring, processing, and disseminating career
information. The Follow-Up Program designed and implemented a system for con-
ducting comprehensive follow-up studies of Newton students. In 1967, a third
project, developed with funding from the Information System for Vocational
Decisions (a joint research project of the Harvard Graduate School of Education,
the New England Education Data Systems, and the Newton Public Schools) and from
the Technical-Vocational Development Program grant in Newton, developed a Jjob
placement service for Newton secondary school students. Because of the strong
interrelationships of these three projects, in 1967-1968 the three activities
were coordinated in a single Career Resource Center.

This document is written by four different people who worked on different
phases of these projects in Newton. It provides theoretical background for
the services, describes briefly the projects as developed in Newton, and pre-
sents guidelines for development of similar services in other school systems.
Also included is a major bibliographic index of materials assembled and used

in the career resource center.




Essential Foundations for a Career Resource Service

The making of choices, decisions, and life plans is one of man's most dis-
tinctly human attributes. Since man does not possess an inherent repertory of
responses to the world in which he lives, his behavior and actions depend pri-
marily on cognitive learning. The adequacy of such learning is directly re-
lated to the information to which the learner has access. People may be
considered as continuous, long-term receivers of information derived from

every aspect of life. Each new experience provides fresh "input,"

as it were,
for the human information processing system.

The schools provide a special orbit of information provision, especially
pertaining to the development of an increasingly differentiated perception of
self and world, and with mastery of cognitive skills essential for dealing
with such information. Within the schools, the instructional function in-
volves primarily the directing of a pupil's attention on subject matter out-
side of himself. The guidance function focuses the pupil's attention upon
himself as a self-actualizing being and tries to foster the pupil's attainment
of maximum personality development. Consequently, within these complementary
functions, the teacher's point of reference lies in the experience of others,
whereas the guidance worker's point of reference lies in the experience of
the pupil. The teacher seeks to communicate the experience of others as 1t re-
lates to the pupil. Guidance involves the pupil's examination and analysis of
his own experience as it relates to the experience of others. In other words,
guidance seeks to foster a differentiated perception of one's own experiences

within a context of the experiences of others. Included in such a general goal

for guidance is making accessible to students information for self-evaluation

S R T L L T

with reference to educational and vocational opportunities. ;

Decisions made in the process of career development are based largely on




available information about opportunities at work. The adequacy of a career
decision may thus be assumed to be in a direct relationship to the accessi-
bility and quality of available occupational information. Since persistent
changes in technology and society are rapidly modifying career opportunities,
career planning is becoming an increasingly complex process for students con-
templating entry into the working world. It has been said that 25 percent of
today's workers are employed in occupations that were non-existent twenty-
five years ago. Furthermore, estimates have been made that, in the not-too-
distant future, T5 percent of the working population will be in occupations
that do not now exist. Over 40,000 specified job titles are listed in the

1965 Dictionary of Occupational Titles. Not only are the careers from which

students may choose growing in multiplicity, but the matter is complicated by
the fact that many career opportunities are characterized by low visibility.
Often the nature of an occupation and its influences upon one's life style are
known only to those persons already engaged in it. Consequently, students, if
unaided, can hardly be expected to acquire an accurate understanding of the
complexities of occupational life.

In former times, when occupational life was less highly specialized,

parents assumed a responsibility for informing their children about

careers. Most parents today, however, find themselves severely

limited in vision of the breadth and variety of opportunities pos-

sible for their children. Lack of understanding by parents toward

this aspect of the child's education has led to a growing demand for

greater responsibility on the part of the school to assist young

people in their vocational development. (2)

It has been demonstrated that a person's knowledge of himself and of the

occupational world sets limits on the range of alternatives which enter his ca-

reer decision-making. As an example, a person's ability to differentiate

(2) W. Wesley Tennyson, et al., The Teacher's Role in Career Development,
1965 edition, Washington, D.C., National Vocational Guidance Associa-
tion, 1965, p. 9.
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between ‘occupations, both at the major occupational class level and at the
specific occupation within class level, affects the accuracy of his choice-
making. Holland (3) uses the illustration of a person who can think only of
laboring jobs versus clerical jobs making a crude choice with a relatively low
probability of adequacy. Conversely the individual who can distinguish types
of clerical and laboring jobs increases the probability of making an adequate
decision.

Vroom has expressed this factor of information limiting choice as follows:

Clearly a person's choice among occupations is limited to those

about which he knows something. If a person has no concept of what an

ichthyologist or an epidemiologist is or does, i% can have no effect

on his vocational decisions. For most peonle the range of possible

alternatives from which to choose is greatly limited by the restricted

range of information which they have concarning the world of work.

Furthermore, the conceptions which people have of the activities per-

formed by and rewards accruing to members of occupations are seldom

based on actual experience and may be greatly at variance with reality.

Rosenberg (1957) has compared the person making an occupational choice

to a hungry child with a coin locking at a long counter of sweets which

he has never tasted, who must Jdecide on one purchase. (L)

In reality, the situation is extended even further. The youngster must
make choices without ever having seen some of the "sweets.'" However, he also
is not prevented from rejecting his first choice and reselecting, as frequently

happens. Any individual, when faced with alternatives for choosing, naturally

is limited to those which he has perceived. Alternatives which have not en-

tered experience are, in fact, not alternatives at all. Adequate career de-

cisions can be made only when information about occupational alternatives,
the changing nature of work conditions, educational requirements, procedures
for job entry, and the like is easily accessible. Pope once wrote, "What can

(3) John L. Holland, "A Theory of Vocational Choice," Journal of Counseling
Psychology, Vol. 6, No. 1, Spring, 1959, p. LO.

(4) Vietor H. Vroom, Work and Motivation, New York, John Wiley and Sons, Inc.,
1964, p. T6.
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we reason but from what we know?" Therefore, the writers contend that the pro-
vision of ‘informastion for self-evaluation with respect to career opportunities
cannot be left to chance, but should be an ongoing guidance service within the
school structure.

Changing Perceptions of Guidance Functions

As any profession moves on to fresh emphases, there is a tendency to lose
sight of or to denigrate the significance of its predecessors. Similarly, as
guidance has moved forward from a rather narrow framework of providing voca-
tional guidance services to more comprehensive programs designed to meet a
variety of student needs, the importance of the career development process as
one facet of a total guidance program seemingly has decreased over the past two
decades. Only in the past few years has there emerged a resurgence of interest
in career concerns. It may be important, however, to review the possible rea-
sons why guidance for career development has been awarded a lowered priority.

Guidance in the secondary schools seems to focus on two major functions-—-
educational planning and the promotion of mental healtn —- neither of which
are considered within the context of career development. Our society, with
its major emphasis on college preparation, places certain demands and ex-
pectations upon the schools. Among these expectations is the valid assump-
tion that the guidance program should help students face the discontinuities
encountered in college selection and entrance. Guidance at the high school
level especially reflects this pressure in its preoccupation with course
selection and college planning. The writers contend that such concerns are
legitimate tasks for guidance, but that their value is diminished appre-
ciably when removed from the context of the career development process. Too
frequently educational planning has been regarded as synonymous with career

planning. Yet they are not interchangeable, for education is but one of
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several important considerations in a youth's development of a purposeful and
meaningful career.

Within a context of educational planning largely divorced from career con-
siderations, the non-college preparatory youngster becomes disadvantaged. Ed-
ucational planning loses its meaning for him when it is detached from work.
Community attitudes and values also contribute to widening the artificial dis-
tinctions between education and work. These attitudes are typically reflected
in a community's lesser regard for ‘technical - vocational (as opposed to
"geademic") education, and concurrently, for the students enrolled in such pro-
grams. The writers suggest that greater balance could be achieved for all stu-
dents if guidance operated within the larger context of career development,
rather than within a structure of educational planning for its own sake.

To be sure, such criticisms are broad generalizations ané do not reflect
a totally accurate picture of secondary school guidance in the United States.

A strong counter-argument frequently raised by guidance practitioners is that
they now attempt to deal with "whole" students and not with separate aspects
of their persons. Career concerns thus assume an appropriate position within
the total personality gestalt. Yet if one were to look for empirical evi=-
dence within schools of concern for occupations, one would usually find a
preponderance of time, effort, and resources devoted to educational rather
than vocational or career planning. One need only look at school libraries
to note the differential in space accorded to college catalogs and reference
materials as opposed to occupational information and planning materials.

A second major emphasis in school guidence programs in the United States 4

is the promotion of mental health. Efforts to date have centered for the most

part on "secondary" prevention, the identification and treatment of those stu-

dents who manifest emotional problems or some other disturbance in their




personality development and functioning. More recently, guidance personnel
have been intrigued by the concept of "primary" prevention, the development of
skills and strengths that will enable youngsters to meet and to cope natural.y
with the difficulties and discontinuities experienced in growing up. Among
these "strengths" is usually included the development of a healthy, realistic
self-concept. A variety of methods for fostering self-understanding have been
introduced to education. It is the writers' contention that the student best
learns to understand himself in relation to something, in this instance edu-
cation and careers. While studying career development problems, the student
hypothetically relates himself to opportunities at work and makes judgments
and asks questions about himself. Thus, & major mental health goal might also
best be accomplished in a context of career development. Before proceeding to
an extended discussion of the purpose of this document, it may be important to
survey a report by Wrenn of reasons for the low value placed upon vocational
guidance in recent years.

C. Gilbert Wrenn, in reviewing a Project TALENT study of what school coun-
selors do, (5) reports that counselors in a 5 percent random sample of all
United States public schools ranked vocational counseling in seventh place in
high schools and in fifth place in junior high schools, below such duties as
counseling for college, high school progrem planning, counseling for "devel-
oping potential," and counseling for "inadequate achievement." Testing and
teaching were the two additional tasks given higher priority than guidance for
careers by high school guidance workers. The causes of the current de-
emphasis of career guidance is complex, although we can identify some of the

(5) C. Gilbert Wrenn, The Counselor in a Changing World, Washington, D.C.,
Americen Personnel and Guidance Assoclation, 1962, p. 115.
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contributing reasons. (6)

In the first place, career guidance has become more complex and conse-
quently more difficult for counselors to master. Occupational demands are
changing rapidly, and new or modified occupations are constantly being added
to the scene, making documented occupational information quickly out of date.

For example, the 1965 revision of the Dictionary of Occupationsl Titles con-—

tains 6,000 job titles not listed in the 1949 edition. Educational require-
ments for job entry are increasing, and it may be difficult to distinguish the
various levels involved in an occupational field. Post-high school educational
opportunities are becoming increasingly varied, imposing greater pressure on
counselors if they are to be aware of the alternatives. An increased Pro-
portion of students aspiring to some form of higher education places greater
demands on the counselor's time. In fact, the rapid pace of change in the en-
vironment perhaps makes it easier for guidance personnel to focus on proximate,
school-oriented decisions than on the more distant, work-related decisions.

Yet avoidance of the future cheats students, since today's educational choices
form the bases of tomorrow's occupationul decisions.

An increased awareness by guidance workers of the complex nature and mul-
tiple determinants of career development perhaps has been discouraging and not
conducive to further development or practice in this area. It is no longer
adequate to test abilities, aptitudes, interests, and achievement and to re-

late them to perceived job requirements. Guidance workers increasingly

s+ e ke e b s B b T v

recognize the roles of attitudes, motivation, social pressures, and self-
concept in career development. Such factors are less readily assessed.

(6) We are indebted to C. Gilbert Wrenn for many of the ideas presented in
this subsection. His article, "What has Happened to Vocational Counsel-
ing in Our Schools, "(The School Counselor, Vol. 10, No. 3, March, 1963,
pp. 101-107) should be consulted for a full review of factors contribu-
ting to the lessening emphasis on vocational counseling.
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Accompanying his increased acceptance on the educational scene, the
guidance worker has new and urgent demands made upon him by school personnel.
Some of these demands have been unrealistic. He is expected to be a miracle
worker for underachievers, a trouble shooter in discipline problems, and a
general panacea for the varied problems of pupils. In some cases, demands
have been too heavy, and the counselor is expected to play too many roles. He
has less and less freedom to operate and to determine the roles he thinks he
should play. Although the guidance worker has played some of the roles ex-
pected of him rather poorly, he faces increased difficulty in delimiting those
sectors in which he may be effective and successful.

A more subtle influence decreasing the practice of career guidance in the
public schools is the assumption by some counselors that most "worth-while"
students will attend college, thus enabling a postponement of their vocational
decisions. Recipients of subtle social discrimination and second-rate help in
career planning are those students entering an occupation upon high school
graduation or leaving prior to graduation. Frequently overlooked is the fact
that education is but one aspect or phase of career development and that most
students, regardless of educational aspiration and attainment, will some day
enter the world of work.

Perhaps the most significant--though difficult to identify--influence is
a form of vocational snobbery on the part of guidance workers searching for
status and professionalization.

Tt is a sad truth that dealing with emotions and doing 'personal
adjustment' counseling is considered by some to be higher on the totem

pole than 'vocational counseling.' Nothing could be further from the
truth......tt (7)

Such a hierarchy is fallacious for several reasons. First, students are

(7) _:_[_b_i_.g.‘., P 101&.
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striving to develop goals and purposes in life; career planning is vital to

the development of such goals. Secondly, career development is probably as
affect-laden as any counseling problem (excepting counseling with severely dis-
turbed persons). Dichotomizing "personal' and "educational guidance from ca-
reer guidance is artificial because all are interrelated aspects of the de-
velopment of the whole person.

Counselor education programs have also contributed to the decline in pri-
ority of career guidance. Many counseling courses emphasize "psychotherapeutic"
techniques rather than the dynamics of counseling for decision-making or other
rationally—oriented approaches. A greater proportion of time is spent on
personality theory and methods for identifying, assessing, and treating per-
sonality disturbances than on career development theory and the uses of oc-
cupational infoymation. Many training programs fail to equip counselors ade-
quately enough to deal with '"nmormal" youngsters--the major portion of those
attending the schools. Guidance students who identify with their training tend
to place priority rankings on their activities in practice that closely re-
semble the priorities evidenced in their training.

Perhaps all of these influences to some degree have contributed to a
lessened emphasis on career guidance, but the writers believe that one
additional factor--the accessibility of occupational information--is perhaps
a most crucial factor. Most counselors cannot find the time to acquire, eval~-
uate, classify, file, retrieve, and disseminate information about occupations.
Since career guidance consists primarily of rational decision-making experi-
ences based on information about self and the world of work, any limitations
in the accessibility of reliable, adequate information preclude attempts to

develop guidance for career development.
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OVERVIEW OF THE NEWTON CAREER INFORMATION PROJECT

This initial section describes the establishment and management of the
career information library in the Newton, Massachusetts, Public Schools, pre-
senting a brief illustrated overview of the organization of the resource cen-
ter and delineating the tasks that comprise its operation and administration.
As such, this section should be regarded only as one example of a library
resource and should be used only as a general guide which points up the con-
siderations which of necessity are part of the functioning of an information
service. Thus the contents of this section should be regarded as open-ended.
New functions and responsibilities could be added as needed.

The second part of Section II presents more specific guidelines for de-
velopment of a career information library.
Purposes

The career information library in the Newton Public Schools was designed
to serve as a clearing-house for career information available through a vari-
ety of media. The major underlying assumption was that the tasks of acquir-
ing, classifying, evaluating, storing, and disseminating occupational infor-
mation had become sufficiently complex so as to preclude their being carried
out effectively by individual school counselors as part of their on-the-job
activities. Initially, a central resource center served as a model for the
development of satellite school-based libraries, and where school personnel
could preview and evaluate materials for possible purchase for their school
libraries. Among the specific functions of this central career information
library were the following:

(1) To acquire, classify, and file single copies of all types of
available career literature.

(2) To disseminate free and inexpensive career literature to school
libraries, student lounges and common rooms, school guidance
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counselors, and other appropriate potential users of occupational
information.

(3) To inform librarians and counselors of good, commercially available
career materials as they are placed on the market.

(h). To make certain collections of career materials available to school
libraries on a revolving loan basis.

(5) To make available to schools filmstrips, slide/record programs,
tape recordings, films, and related materials pertaining to careers.

(6) To keep abreast through continuous research activity of new develop-
ments in career information in the various media.

The project personnel also intended actively to encourage the establish-
ment of career resource centers in the libraries of Newton's five junior high
schools, two high schools, one technical high school and one junior college.
The model resource center would develop systematic procedures for acquiring,
processing, and distributing all types of occupational information. An at-
tempt was to be made to utilize electronic data processing equipment for
such applications as compiling bibliographic references, sorting, updating,
and manipulating references. Complementing the development of one major and

several satellite occupational resource centers was the intention to encour-

age staff and student utilization of career information. Complete description

of these later endeavors is contained in Section V, Using The Career Guidance

Resource Center.

Organization for Acquisition of Materials

Intrinsic to both the establishment and the maintenance of a career in-
formation center is the process of acquisition of career information materi-
als. Because the Newton project began with few materials on hand, a major
acquisitions program had to be undertaken. In the attempt to organize the
maze of available occupational materials for requisitioning purposes, several

basic bibliographic references and indexes were used. Although listed here,
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most are described in greater length in the Guidelines in the following

AT TR I L PR

section.

(1) Gertrude Forrester, Occupational Literature: An Annotated
Bibliography, H. W. Wilson and Co., 950 University Avenue, Bronx,
New York, 10452, 196L.

Lists over 5,000 pamphlets and about 1,500 books, including free
materials. The basic reference in the field.

(2) NveA Bibliography of Current Occupational Literature, National
Vocational Guidance Association, 1605 New Hampshire Avenue, N.W.,
Washington, D.C., 20009, 1965.

A compilation of acceptable occupational and related materials
which have been evaluated according to the NVGA standards.

(3) Counselor's Guide to Occupational and Other Manpower Information:
An Annotated Bibliography of Selected Government Publications,
Bulletin No. 1lhzl, Superintendent of Documents, U.S. Government
Printing Office, Washington, D.C., 20402, 1964,

The best single bibliographic source of government materials.

(4) Career Guidance Index, Careers, P.0. Box 521, Largo, Florida,
33540, monthly.

(5) Career Index, Chronicle Guidance Publications, Inc., Moravia,
New York, 13118, monthly.

(6) Counselor's Information Service, B'nai B'rith Vocational Service,
1640 Rhode Island Avenue, N.W., Washington, D.C., 20036, quarterly.

(7) "Current Occupational Literature," The Vocational Guidance Quarterly,
Guidance Information Review Service, National Vocational Guidance
Association, 1605 New Hampshire Avenue, N.W.,Washington, D.C.,

20009, quarterly.

(8) Occupational Index, Personnel Services, Inc., Jaffrey, N. H.,
03452, quarterly.

(9) Guidance Publications in Print, Associated Publishers, Guidance
Publications Center, Los Altos, California, 94022.

(10) Subject Guide to Books in Print

In addition, an inquiry letter (see Figure No. 1) was sent to every
organization listed in the Occupational Outlook Handbook, Job Facts,
and Career Facts.

A number of form letters were used in writing for free materials.
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Figure 1 presents the form letter used as a general inquiry. Figure 2 illus~
trates the letter used to request materials already known to project person-
nel. Figure 3 is the letter used to request multiple copies for distribution
within the Newton system.
A publishers' card file is maintained with up-to-date addresses of all
the sources used by the project.

Organization for Accessioning Materials in the Career Information Library

TIn accessioning of materials in the Newton career information library,
the following procedures are followed:

(1) Each document or piece of occupational information is catalogued
in a cross-index card file. Before it is filed, each document
has prepared for it an author card and a title card. These cards
follow the format used on standard library catalogue cards. Each
card contains....

author

title

classification number (D.O.T. or other)
publisher

year of publication

number of pages

price

The publishers' card file is checked to insure that the publisher
(with complete address) of the document in question is on file.
The publishers' card file should always contain an up~to-date
listing of every publisher of occupational information materials.

(2) All purely occupational materials are classified with the six-
digit Dictionary of Occupational Titles code number which most
accurately describes the occupation or occupations in question.
Where a document covers a broad range of occupations the first
digit or first two digits of the most appropriate D.O.T. classifi~
cation are used. If the document describes more than one specific
occupation, the D.0.T. number of the occupation primarily empha-
sized in the document is assigned to it, followed by a listing of
the D.0.T. numbers of the other occupations described.

(3) Material of occupational relevance, ‘but not applicable to any
specific occupation, is classified according to the "Supplementary
Occupational and Educational Information' file coding and filed
in the appropriate folder. Step #1 also applies to this type of
information.

(4) The Newton career information library subscribes to a number of
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Figure 1. Inquiry Letter

THE PUBLIC SCHOOLS

of

NEWTON, MASSACHUSETTS

Division of Pupil Personnel Services
88 Chestnut Street

Gentlemen:

Currently the Newton Public Schools is designing a system for collecting,
storing, and retrieving occupational information, utilizing data processing
techniques. Such a system requires a continuous updating and revision of the
materials on hand relating to the various occupations.

If you currently distribute materials related to occupations in your
field, would you please send us samples of the materials available? We are
interested especially in materials that might enhance our vocational guidance

program.

If you maintain a mailing list for the systematic distribution of such
materials, would you add our address to your list? The appropriate address is
specified below.

We appreciate any help you might be able to give us in this matter.

Sincerely,

Name
Position

Mailing Address

CAREER GUIDANCE RESOURCE CENTER
Division of Pupil Personnel Services
Newton Public Schools

88 Chestnut Street

West Newton, Massachusetts 02165

Bt L AR S N
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Figure 2. Letter to Request Materials

THE PUBLIC SCHOOLS

of
NEWTON, MASSACHUSETTS

Division of Pupil Personnel Services
83 Chestnut Street

Gentlemen:

Could you please send copies of the following information for use in
our guidance program?

If you maintain a mailing list for future publications related ©to guidance
and occupational information, we would appreciate your adding our name. The

mailing address is below,

Thank you very much for your help.

Sincerely,

Name
Position

Mailing Address

e w AR i 3 e

CAREER GUIDANCE RESOURCE CENTER
Division of Pupil Personnel Services ;
Newton Public Schools 4
88 Chestnut Street J
West Newton, Massachusetts 02165
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Figure 3. Letter Requesting Multiple Copies of Materials
THE PUBLIC SCHOOLS

of
NEWTON, MASSACHUSETTS

Division of Pupil Personnel Services
88 CHESTNUT STREET
WEesT NEWTON, MAss. 02165
969-9810

Dear Sirs:

As one aspect of its career guidance program, the Newton Public Schools at-

tempt to make available to students (through their guidance counselors) a vari-
ty of occupational and educational information. In order to help alleviate
duplication of effort of guidance counselors in requesting materials separately
(and the associated labor of distributors in filling numercus requests for
materials), we have initiated a procedure of requesting free and inexpensive
materials in bulk for distribution from this office to Newton's school coun-
selors (nearly 50 in number) and school libraries.

Would you please send 100 copies of each of the pamphlets listed below:
100 each: (1)

(2)

(3)

If there is a charge for any of the materials listed above, would you
pPlease quote us the per 100 price? Please do not ship materials for sale be-
fore receiving a purchase order from us.

Thank you very much for your cooperation and help in helping make these
materials available to Newton students.

Sincerely,

Mailing Address Name
Position

CAREER GUIDANCE RESOURCE CENTER
Division of Pupil Personnel Services
Newton Public Schools

88 Chestnut Street

West Newton, Massachusetts 02165
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occupational information services, notably those provided by Science
Research Associates, Chronicle Guidance Publications, and Careers.
These materials are ordered in duplicate. Steps 1, 2, and 3 apply
to these materials also. One copy of these materials is added to
the regular, comprehensive '"Occupational Information File" or
"Supplementary Occupational and Educational Informaticn File." The
second copy is added to the appropriate publisher's self-contained
kit, a complete set of which is maintained on an up-to-date basis

in the library.

(5) Catalogues, price listings, and similar cost reference materials
are not accessioned according to the procedures outlined above.
All catalogues are stored in a vertical file entitled '"Commercial
Catalogues -- Publishers of Occupational Materials." Before each
newly acquired catalogue is filed, the publishers' card file is
checked to insure that the information noted on the card is correct
and up-to-date.

(6) All acquisitions that are purely reference materials are classified
as "R" on their index cards and are shelved alphabetically by author
within the "Reference'" section. Similarly, professional books are
designated "PR" and are filed on the "Professional" shelves. All
bound materials (books, monographs, etc.) of a purely occupational
nature are stored on bookshelves, alphabetically by author within
three~digit D.0.T. categories.

Organization for Storage and Retrieval of Materials

Occupational information by nature varies considerably from the type of
material usually stored in the typical, all-purpose library. That is, whereas
general libraries are primarily involved in storage of hardbound materials
that are commercially available and readily catalogued, occupational informa-
tion may range in format from a single-page job description to a volume such

as the massive Dictionary of Occupational Titles. Consequently, three parallel

filing arrangements were designed for the Newton career information library.
These include (1) a system for books, Journals, and similar easily shelved
meterials, (2) a system for pamphlets, booklets, and similar soft~-bound mate-
rials, and (3) a system for leaflets, single-page briefs, and similar "flimsy"
material.

Books and other "Category 1" material are placed on regular bookshelves.

(See Figure No. L) "Category 2" pamphlets are stored in pamphlet boxes on
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bookshelves (See Figure No. 5), and "Category 3" materials are placed in a
vertical file in a suspended folder arrangement in four-drawer files (see

Figure No. 6). All three parallel groups utilize & similar coding system.
A1l purely occupational materials are classified according to the 1965

Dictionary of Occupational Titles classification coding. For supplementary

occupational and educational information of a supportive nature, a separate
filing system was created, using a modified version of the Baer and Roeber
filing plan. (1) Within the book division, in addition to a breakdown by
single-digit occupational divisions, additional separate sections were
created for (A) professional journals, (B) professional staff books relevant
to career development, (C) references and directories, and (D) general student
occupational workbocoks and related materials. A smaller vertical file ar-
rangement is set up for commercial publishers' catalogues. Sections are also
set up for storage of filmstrips, records, tape recordings, slides, and films.

The specific organization of the three vertical file sections is as
follows:

(1) Occupational Information File

This file contains the library's primary collection of unbound
occupational information. All materials are classified accord-
ing to the Dictionary of Occupational Titles coding system.

The suspended folders are labeled according to the D.O0.T. two-
digit coding. Within each suspended folder is a series of
manila folders which break the two-digit classification down
into the three-digit code. The first maniia folder in each
group repeats the two-digit code found on the suspended folder.
This general folder contains all broad area information not
classifiable into a three-digit grouping. Thus a subset of
folder headings would read as follows:

21 Computing and Account-Recording Occupations
210 Bookkeepers

(1) Max F. Baer and Edward C. Roeber, Occupational Information,
Chicago, Science Research Associates, Inc., 1964, pp. 470-kTh.
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Figure 5. Pamphlets and other "Category 2" Material

Figure 6. Leaflets and other "Category 3" Material
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212 Tellers

213 Automatic data-processing~equipment operators
214 Billing-machine operators

215 Bookkeeping-machine operators

216 Computing-machine operators

21T Account~recording-machine operators, N.E.C.

219 Computing and account-recording occupations,
NoEnCo

(2) Supplementary Occupational and Educational Information

This file contains information which is in some way relevant

to career development, but does not pertain to any single
occupation. Folder headings are numbered consecutively from

l, 2, 3, ... n, and are supplemented by a complete set of cross-
reference guides. A subset of folder and cross-reference guide
headings reads as follows:

f. AUTOMATION AND CYBERNATION. See also
OCCUPATIONAL TRENDS, SOCIOECONOMIC TRENDS,
TECHNOLOGICAL TRENDS.

Beginning Jobs. See ENTRY AND NONENTRY
JOBS, SURVEYS.

Blind Workers. See HANDICAPPED WORKERS
8. BUSINESS AND INDUSTRIAL ORGANIZATIONS

Campers' Jobs. See PART-TIME EMPLOYMENT
9. CAREER DEVELOPMENT.

Casual Work Experiences. See PART-TIME
EMPLOYMENT

(3) Commercial Catalogues —- Publishers of Occupational
Materials

This file contains catalogues and listings of career informa-
tion available from various publishing sources. All folders
are arranged alphabetically by publisher's name. The contents
of this file must undergo continuous updating as new cata~
logues replace old ones.
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Organization for Distribution of Materials

In preparing for distribution of free and inexpensive career information,

5 the Newton program follows these procedures:

? (1) Early in a school year a listing is assembled of all possible

' recipients of materials duving that school year. This list includes
such persons as school counselors, counselor interns, department
heads, and librarians. This list is then sent to a local data pro-
cessing center where multiple copies of pressure-sensitive address-
ing labels are prepared. These pre-addressed labels are a real
advantage in facilitating the mailing of free materials to school
personnel.

(2) TFree or inexpensive materials ordered in duplicate are usually
acquired in lots of 100. (2) When sufficient materials (10-15
different docurants) have been accumulated, a mass mailing dis-
tribution is warranted. The Newton distribution is as follows:

(a) one copy each to junior high and Ligh school counselors,
counselor interns, and Junior college counselors.

(b) five to ten copies to the department head (if appropriate)
whose subject area is related to the occupation describ-
ed in the literature.

(¢) +two copies to the head librarians in each of the Junior
high school libraries.

(d) one copy to the head librarian at the Newton Junior
College.

(e) remainder of material is divided among the high school
libraries where single copies are kept on file and
duplicates are distributed on a "take one" basis to
students.

(3) When any pamphlet is mailed en masse to school personnel, & notation
is made to that effect on the back of the title card for that
pemphlet in the reference card file. This helps eliminate duplicate
mailings of the same document in one school year. Repeat mailings
of especially good materialsg in successive school years is per-
missable and desirable.

Example: "Dist. to schools - 10/25/67"

(4) 8ingle copies of all available materials are retained on file at
the central career resource librasry. Occasionally, a given pamphlet
may be revised and updated. Newly received materials are eross—-checked
with those on file to insure that the latest revision is retained
and that all outdated materials arz discarded.

(2) Schools of varying sizes would have to determine appropriate acquisition
limits for their school.
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GUIDELINES FOR DEVELOPING A CAREER INFORMATION LIBRARY

Those persons assuming responsibility for developing and maintaining a
system for making information about career opportunities available need to
recognize essential aspects of a successful program. The following guide-
lines are equally useful for consideration in establishing a new program or
in evaluating existing practices. As such, they should be viewed as stimuli
for thought rather than prescriptive recommendations.

In preparation for planning a career information service, the following
basic referénces are useful:

(1) Baer, Max F., and Roeber, Edward C., Occupational Information:

The Dynamics of Its Nature and Use, Chicago, Science Research
Associates, 1964, $7.50.

(2) Hollis, Joseph W., and Hollis, Lucile U., Organizing for Effec-
tive Guidance, Chicago, Science Research Associates, Inc.,

1965, $6.75.

(3) Hoppock, Robert, Occupational Information, second edition,
New York, McGraw-Hill Book Company, Inc., 1963, $8.50.

(4) Isaacson, Lee E., Career Information in Counseling and Teach-
ing, Boston, Allyn and Bacon, Inc., 1966, $8.50.

(5) Norris, Willa, Occupational Information in the Elementary
School, Chicago, Science Research Associates, Inc., 1963,

$5.95.

(6) Norris, Willa; Zeran, Franklin R., and Hatch, Raymond N.,
The Information Service in Guidance, Chicago, Rand McNally &
Company, 1966, $8.50.

(7) Shartle, Carroll L., Occupational Information: Its Develop-
ment and Application, Englewood Cliffs, N. J., Prentice-Hall,
Inc., 1959, $9.00.

In addition, the reader should survey the portion entitled "Profes-
sional Texts" in the bibliography appending this volume. The complete

address for each publisher will be found in Appendix B, Index of Publishers.
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Develop an Adequate Rationale or Statement of Purpose for Introducing the
Service to Your School

Before undertaking the establishment of a career information service,
one shouia ask the following questions: Why? For whom? What? When? How?
The career information service should be congruent with the school's general
objectives and organization, as well as be effectively integrated with the
guidance program. Prior to moving ahead to develop the service, those re-
sponsible for establishing and conducting the program should review the field
and lay ground rules for acquisitions, organization, and service.

An advisory committee composed of counselors, teachers, librarians,
department heads, administrators, and representatives from business may be
involved in establishing objectives and recommending administrative action.

The Los Angeles County Superintendent of Schools Office's Guide to Occupa-

tional Materials in Career Planning (3) suggests that an advisory committee

consider such questions as the following:

a. How important is career planning? What responsibilities should
the school assume in helping students make realistic choices?
Is career counseling provided for terminal students and school
leavers as well as college preparatory students? Will informa-
tion on occupations be disseminated through group units or by
individual counseling?

b. What kinds of occupational information materials are most im-
portant? Will most students follow careers in the local labor
market, or will a significant number seek jobs elsewhere?

A survey of student goals and community jobs will help to answer
these questions. It is expected that students will explore many
fields as well as study one or two in some depth.

c. How much can the school afford to budget for books and other
publications?
Answers to "a" and "b" will determine the budget needs. Com-
munity resources such as service clubs may be interested in

(3) Los Angeles County Superintendent of Schools Office, Guide to Occupa-
tional Materials in Career Planning, revised edition, LACO No. L5,
Los Angeles, May, 1962.
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providing materials.

d. Who will assume the responsibility for selecting, purchasing,
and organizing materials in the occupations file?

What is everyone's responsibility is no one's. Duplications

can be avoided if all requisitions are handled by one person.
Savings can be effected through unit purchasing, especially in
multi-school districts. The local advisory committee will of
necessity have to evaluate its own needs in accordance with its
policies. It will be found that certain kinds of materials

are more valuable than others. Some occupations will need to be
stressed more than others. Community resources may be found that
augment the school budget.

The reader should remember that it is usually easier to obtain per-
sonnel and funds to support activities which have a strong supporting ratio-
nale and Justification. The previously listed professional references all
contain extended statements of why provision of occupational information
should be an intrinsic element in a comprehensive guidance program.

Responsibility for Coordinating the Career Information Service Should Be

Given to One Person

Because the processes of an information service require regular
supervision, one guidance professional in a school should be allotted time
to organize and maintain the service. Naturally, this person should have
some knowledge of information sources and processes of acquisition, evalua-
tion, storage, and dissemination of career information materials. Ideally,
the person coordinating the career information service should have clerical
assistance available to perform such functions as ordering, classifying,
filing, distributing, and similar details of a routine nature. In some
schools, student assistants may be available to help out with such details.
Generally, the coordinator should limit his activities to professional
functions pertaining to discovering information sources, establishing pro-
cedures, evaluation of materials, and developing new ways of communicating

information to students and staff.
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The amount of professional time devoted to such an information function
needs to be considered in the context of the size and resources of a partic-
ular school. One-third of a counselor's time and the equivalent of a half-time
clerk arz perhaps minimal levels for developing a workable service.

Funds Must Be Budgeted for Career Materials on_a Regular Basis

Career information libraries are rapidly outdated and need continuous up-
dating. Long-range plans need to be developed to permit acquisition and re-
placement of reference materials of established quality. Typical of such re-

sources needing periodic replacement are the Occupational Outlook Handbook

and the Dictionary of Occupational Titles.

Since financial support is the crucial factor in expanding and replacing
materials in the career resource service, funds for acquisition of materials
need to be available on a regular basis. Without adequate financial support,
maintenance of an effective information service is jeopardized, if not totally
unworkable.

Although free materials play an important part in the career information
service, funds are needed for publications that may vary in price from a few
cents to several dollars. The size of the budget required relates directly
to the stage of develcpument of the career information library - whether it is
a new service just getting established or an existing library that simply
requires maintenance. The size of student enrollment and number of schools
in the system also influence budget considerations.

To assemble a collection as extensive as that contained in Appendix A
would probably require an expenditure of $8,000 for materials only. The cost
of staff salaries, facilities, equipment, etc., would be additional. Thus
we emphasize the necessity for conceiving of the career information library

as a resource requiring development over a period of several years. Some
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schools who have experienced persistent difficulty in obtaining regular fund-
ing for informational resources have turned to local civic organizations for
financial assistance. Although such efforts should never substitute requests
through the normal educational budget, community group support may be useful
in helping initially to establish such an information service. Once fully
established, a career information library through selective acquisitioning

can be maintained on an annual budget of $400 - $600 for materials.

Establish Criteria for Acquiring Materials

The total volume of occupational information available is too great
to enable any but the largest school systems to maintain exhaustive files.
Consequently, acquisition should be guided by clear criteria. Who will be
the recipients of the information? What information is most appropriate to
this clientele? How is information best presented to these users? These
and related questions should serve in defining the limits within which an
information service can best function. One of the shortest routes to failure
-- given limited financial resources —- is trying to be all things to all
persons. It is preferable to define one's objectives and to try to perform
well within those limits.

Criteria for evaluating information are also necessary. The
National Vocational Guidance Association has produced & useful set of guide-
lines for preparing and evaluating occupational materials. (4) Unfortunately,
these criteria are probably too elaborate for evaluating each new acquisition
to the local information service. It is perhaps best for the person coordin- ]
ating the information service to have a working knowledge of these criteria
(4) "Guidelines for Preparing and Evaluating Occupational Materials,"

1605 New Hampshire Avenue, N.W., Washington, D.C., National Vocational
Guidance Association, 196k,
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and then to make rough evaluations of materials as they are received. This

may sound less than ideal, but time limitations usually preclude any more

rigorous efforts.

Locate Reliable Sources of Information

The major sources of career information may be grouped as follows:

Professional associations and organizations
Commercial publishers

Business and industry

Government - national, state, and local

Materials may be acquired by writing directly to the source, or items may
be pre-evaluated by searching any of the available bibliographic indexes.
So that the reader may be aware of existing indexes with their strengths

and limitations, these resources are here reviewed:

(1) The NVGA Bibliography of Current Occupational Literature,
1966 edition, is a product of the Career Information Review
service of the National Vocational Guidance Association.
This volume, which has seen successive, irregular editions
since 1956, compiles the listings of "Current Occupational
Literature" found in The Vocational Guidance Quarterly. The
1966 edition compiles the listing from Spring, 1963, through
Summer, 1965.

A1l entries are classified as to type of publication (14 cate-
gories) and evaluated according to a four-point scale, ranging
from highly recommended to not recommended. (Unfortunately,
explanation of the "not recommended" category was inadvertently
omitted from the explanation of the classificaticn and coding
system used.) Entries are listed alphabetically by title within
alphabetical subject headings adapted from Wilma Beunett's
"Occupations Filing Plan and Bibliography" .

The NVGA Bibliography makes no pretense of being either ex-
haustive or comprehensive. The listings represent literature
submitted by 131 publishers whose publications were reviewed
by the Committee.

This volume includes an index of publishers' names and addresses.
No entries include the Dictionary of Occupational Titles classi-
fication number, a severe limitation. BEarlier editions contain
listings reviewed during earlier time periods. Thus each new
edition ~upplements, rather than duplicates or replaces, earlier
editions. A volume of 114 pp., it is available at $1.00 per
copy from Publications Sales, American Personnel and Guidance
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Association, 1605 New Hampshire Avenue, N.W., Washington, D.C.,
20009.

Directly related to the NVGA Bibliography, of course, is
"Current Occupational Literature", a section of The Vocational
Guidance Quarterly. This section provides the most recent list-
ing of the Career Information Review Service Committee as they
are reviewed and rated by the Committee. This service includes
the same evaluation scheme as the Bibliography.

The Counselor's Information Service (S. Norman Feingold, editor)
is "a quarterly annotated bibliography of current literature on
educational and vocational guidance'. Published in September,
December, February, and May, this periodical provides non-evalua-—
tive listings arranged alphabetically by title within subject
headings arbitrarily assigned. This well-advertised service
concentrates primarily in listing substantial items such as
books, monographs, etc. It is available at $7.00 per year

from B'nai B'rith Vocational Service, 1640 Rhode Island Avenue,
N.W., Washington, D.C., 20036.

Guidance Exchange (P.0. 1L6L4, Grand Central P.O., New York,
N.Y., 10017) is a "bimonthly digest of current recommended
guidance literature'". Published bimonthly (September-October,
November-Decenmber, January-February, March=April), an annual
subscription costs $15. Covering many areas of guidance,
education, and psychology, this annotated digest includes many
occupational materials in its listings. Materials are arranged
alphabetically within subject areas. No D.O.T. classification
numbers are included in the listings of occupational information
contained in this bibliography.

H. W. Wilson Company, 950 University Avenue, Bronx, New York,
10452, publishes the Vertical File Index of Pamphlets ($8 yearly),
a monthly publication which notes significant pamphlet publica-
tions in the United States. Also cumulated annually, this
bibliographic service usually notes good occupational informa-
tion in pamphlet form as it is published. Its listings are non-
evaluative.

The Career Guidance Index (Careers, Largo, Florida, 33540) is a list-
ing of free and inexpensive career materials. Its listings are
well-annotated and include D.0.T. classification numbers. Pro-
vided as part of a monthly service during the school year, the

Career Guidance Index is not offered for sale apart from the
information service.

The Career Index is a bibliographic service published by
Chronicle Guidance Publications, Inc., Moravia, New York, 13118,
Issued monthly during the school year (September-April), this
service is available at $10 per year. Its listings are annotated
with ordering information and are arranged alphabetically by
publisher-distributor. Listings are not evaluated and no D.O.T.
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numbers are noted. This service is also compiled and indexed
annually. One unique feature of this service is its inclusion
of pre-printed mailing cards which can be used in acquiring cer-
tain materials in the listing.

The Subject Guide to Books in Print, U.S.A., edited by Sarah L.
Prakken, is published annually by R. R. Bowker Company, 1180 Avenue
of the Americas, New York, New York, 10036 ($17.50). A standard
reference in the book trade, this prodigious volume lists over
185,000 titles from 1600 publishers. These listings are grouped
into subject areas, following headings assigned by the Library

of Congress. Many books of occupational relevance are listed

under such headings as Occupations, Job Analysis, Professions,
Vocation, Vocational Guidance, Vocational Interest, etc. DBooks

are also listed under such headings as Agriculture as a Profession,
Music as a Profession, and the like. The reader is also instructed
tc investigate the subdivision "Vocational Guidance" under the
primary headings of industries and trades.

Guidance Publications in Print is a proposed series of twelve
volumes to be produced by Associated Publishers' Guidance Pub-
1ications Center (Los Altos, California, 94022). Volume I-III, the
"Occupational Information Group", are entitled I, Specific Jobs
and Job Specifics; II, The Job World; and III, Occupational
Autobiography, Biography, Fiction and Humor. To date, only two

of the proposed twelve volumes have appeared. Books, monographs,
pamphlets and the like are listed alphabetically in a subject

and title-oriented bibliography. Author's name, number of pages,
size in cm., price, and date of publication are noted. Pub-
lishers' names and addresses are not listed since Associated
Publishers serves as a distributor for all the publications

listed in its bibliographic catalog. No evaluations are pro-
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