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I. DESCRIPTION OF THE PROJECT

This project, referred to by the participants as the "High School
Redirection Project,”" arose out of the Board of Education's concern for
"the large number of minority group youths who are leaving...high schools
before graduating." The Board proposed that it function Jointly with the
Manpower Development Training Program (MDTP) in a cooperative school and
work program aimed at redirecting potential dropouts toward academic suc-
cess and job training. The successful methods of the Manpower Develop- i"
ment Training Program in reorienting recent dropouts were to be applied
to potential high school dropouts. f

According to the Board of Education's project description, the major
objective of the High Schoel Redirection project was to "redirect potential
dropouts to continue full-time education and training with an educational-
vocational plan." A secondary objective was "to provide students who do !
not complete their high school education with job skills that will enable P
them to enter the labor market at the highest possible level while con-~-
tinuing in their efforts to upgrade their skills on a part-time basis
with an edacationsl-vocational plan." A third objective was "to test out
a curriculum designed for out-of-school youths and adults in which the
skills training, basic education, and Job orientation (group counseling)
are directly related to the skills needed for success in the on~-the-job
training component." The project was supported by approximately $46,000
jn New York State Urban Education funds and was to begin operation on
March 24, 1969. It actually began on April 21 and ended on June 30,

1969, providing students with five weeks of school and five weeks of work

experience. School attendance alt rnated with work experience on a weekly
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basis. Students were paid while they were working "in accordance with
established poliey."

The High School Redirection Program was housed in two Manpower Devel=
opment Training Centers, the Brooklyn Adult Training Center and the
Williameburg Adult Training Center. The project was designed to func-
tion in these Manpower Training Centers, which also serve adults, in the
hope "that the presence of serious adults intent on upgrading vocation-
al skills will set a purposeful tone to the operation and provide proper
role models coming from similar backgrounds and with similar disabili-
ties."

The project was to serve 200 disadvantaged male and female poten-
tial dropouts. Students were to be selected who were judged by their
sending high school counselor as likely to leave school before gradua-
tion; had passed their sixteenth birthday and had received credit for
their ninth year of schooling; met the physical requirements for the
work=-experience component; and were willing to attend the experimental
program, with the approval of a parent or guardian. The project co-
ordinator was to review, with the counseling staff of the sending schools,
the appropriateness of the nominees for the types of jobs and schooling
available in the experiment.

The actual number of students enrolled when the project begsesn was
186, drawn from three Brooklyn high schools -- Eastern District, John
Jay, and Thomas Jefferson. They met all the above criteria with the
exception of 35 students who had not finished and received credit for
their ninth year of schooling. Of the 186 students enrolled as of April

21, 1969, there were 171 on register on June 20, 1969. Fifteen students
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either voluntarily withdrew or were dropped from the program Secause of
poor attendance due in the main to severe personal problems; only one of
them was dropped because of inability to adjust to the progran.

The curriculum for the school weeks at the Manpower Centers con-
sisted of English, general mathemstics, Civil Service preparation, job
skills, and a group~guidance session. Each school day consisted of six
hours -- three hours of skills training related to the job assignment,
two'hours of basic education, and one hour of group cocunseling. (See
Appendix<A for semple of skills training curriculum.)

During the alternate work wee¢ks, students worked for any one of
the 29 New York City agencies. Their jJobs fell into three categories --
clerical, health occupations, and maintenance. Students were paid $59.00
(sophomores) to $61.00 (Juniors) for the work-experience week. They
were employed on New York City budget lines originally earmarked for the
High School Cooperative Education Program students, but not used for them.

The project encountered serious difficulties at the beginning which
took several weeks to iron out. These problems included: no provision
for student carfare or lunch money; cumbersome procedures which made it
difficult to obtain funds for student trips, staff conferences, and use

of consultants; and insufficient job opportunities.

II. EVALUATION PROCEDURES

The e- .iuation was based on questionnsires, interviews, observa-
tion visits, and examination of school records. (See Appendix B for
copies of the instruments.) Since the time allotted for this evaluation
was extremely brief, from June 1 to June 30, 1969, the findings are

necessarily tentative and impressionistic.
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The career of the student while in his sending high school was de-
tailed in aAstudent profile form, recording his reading score, general
grades, response to discipline, and attendance and punctuality. The
evaluators assessed the students' performaice in the project by obser-
vation of academic classes and group counseling sessions. The students
were rated by their work-experience supervisors on eight scales pertain-
ing to Job performence. Project clagssroom teachers' reports on student
attendance and lateness were also obtained.

Students' perceptions of the project, and their comparisons of the
project with their sending high school, were obtained by questionnaire
and interview. Perceptions by project staff of the students' academic
achievement and of the project as a whole were obtained by guestionnsire
and interview. In addition, the evaluators attended a parents meeting
st which there was discussion by parents, staff, and students on their

perceptions of the prolect.

IIT FINDINGS

The evaluators' examination of sending school records and conditions
verified the situation giving rise to the project.
A. STUDENT PROFILES - SENDING SCHOOLS

The 186 student profiles revealed that in the sending schools 93
percent of the students were one to five years retarded in reading. Ap~-
proximately T5 percent of the students were failing most of their high
school subJects, and 22 percent were considered discipline problems.

Attendance date indicated that 55 percent had records of lateness or

chronic absenteeism (defined as 30 or more days absence per school year).
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These student profiles confirmed that the students selected for the
project were performing poorly in the sending schools.

Tables 1 and 2 are based on an examination of the sending high
school records of 164 students in the project. There were records for
35 ninth graders, 59 tenth graders, 56 eleventh graders, and 1lh twelfth-

grade students, but in many cases the records were incomplete.

TABLE 1

NUMBER AND PERCENTAGE OF STUDENTS READING ON OR BELOW
GRADE LEVEL, BY GRADE

9th Grade 10th Grade 11th Grade 12th Grade

(v = 35) (¥ = 59) (N = 56) (N = 1k)
Reading Level N % N % N % N %
At or above grade level 2 5.7 5 8.5 2 3.6 1 T.1
1 Year below grade level 2 5.7 2 3.k 3 5.4 2 1h.4
2 Years below grade level 3 8.6 T 11.9 L 7.1 1 7.1
3 Years below grade level 8 22.9 L €.8 6 10.7 2 1.k
I Years below grade level 6 17.1 10 16.9 9 16.1 0 0.0
5 Years below grade level 5 14.3 18 30.5 8 14.3 0 0.0
6 Years below grade level 3 8.6 8 13.5 10 17.8 0 0.0
7 Years below grade level - - 3 5.1 5 8.9 3 21.b4
8 Years below grade .evel - —— - ———— 1 1.8 1 T.1
9 Years below grade level - —— - ——— - ——— 1l T.1
Not available 6 17.1 2 3.4 8  1k.3 3 21.k
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TABLE 2

NUMBER AND PERCENTAGE OF STUDENTS FAILING, BORDERLINE,
OR PASSING ALL SUBJECTS

School Total Failing Borderline Passing Ava?§:ble
Level N N % N % N % N %
Grade 9 35 2k 68.6 3 8.6 6 17.1 2 | 5.7
N Grade 10 59 39 66.1 9 15.3 11 18.6 0 0.0
' Grade 11 56 L1 73.2 9 16.1 5 8.9 i 1.8
Grade 12 1k 9 64.3 1 T.1 2 1h.3 2 1k.3
\i Total 16k 113 69.0 22 13.h4 2h 14,6 5 3.0

A total of L0, approximately 24 percent of the 164 students, were
considered discipline problems by their sending high schools; twelve of
R the 35 ninth graders (34 percent), 13 of the 59 tenth graders (22 per-
‘| cent), 11 of the 56 eleventh-grade students (20 percent), and b4 of the
14 twelfth-grade students (29 percent), were corsidered discipline prob-
lems.

Early'in June the evaluators visited the sending high schools, ob-
served conditions, and intérviewed the principals, administrative as~
sistants, and the guidance counselors. They found many problems inclu-
ding overcrowded conditions, limited availability of guidance counsel-
ing, and a traditional curriculum. At these three high schools there was
either no cooperative work program or else a limited one which would not
accept these students. The administrative staffs of the sending high
schools repeatedly told the evaluators that they could not be as much

assistance to the students as could the High School Redirection Project

because of insufficient funds and staffing.
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Unlike the description of the student profiles from the sending
schcols, the impression of these same students while in the project was
positive. Project classroom teachers' reports on student attendance
showed that T4 percent of the students were only absent four or fewer of
the 25 days they should huve been present at their academic classes.
The evaluators found the morale of the students in the project to be
high. This was determined by conversations and discussions with groups
and with individuel studeunts. The students were extremely verbal in
these situations, and capable of handling adult conversations in a manner
which belied their previous high school records.

The students' job supervisors rated the majority of students as
"average" to "excellent" in eight aspects of job performance. The sum-

mary ratings of 39 Job supervisors are contained in Table 3 on the

following page.




TABLE 3

RATINGS OF STUDENTS' JOB PERFORMANCE BY '
39 SUPERVISORS OF WORK EXPERIENCE f

- . ——

Number Rated

Excep- Above Below Extremely No -
tional Average Average Average Poor Response !
1
Courtesy L 12 23 0 0 0 é
Cooperation & B
Loyalty 4 8 22 2 0 3 =
. ;\‘{\‘u,;"
Inituitive 1 8 22 6 0 2
Lateness 11 5 13 2 0 8
Appearance 5 11 21 0 2 0
Ability to Follow »
Instructions 0 10 23 2 0 L -
3
Attendance 7 9 16 4 1 2 !
Job Performence 2 10 25 1 0 1 :

7

In general, the evaluators felt that the students in the project
were highly articulate, personable, and mature. They were impressed by
the students' capebility for success in this type of program, in marked
contrast to the sending school picture of them as potential dropouts
needing redirection. If this impression is confirmed by future more ex-

tensive evaluations, it may indicate the desirability of expanding

opportunities for potential dropouts in similar work-school programs.




C. PROJECT CLASSES

Observers visited four academic classes and two group-guidance ses-
sions in the project. When proJect teachers were highly skilled and
used innovative, relevant curriculum materials, there was a great amount
of student interest and participation; when traditional teaching methods
and materials were used, there was the same boredom, apathy, and poor
attendance as had been reflected in “he sending schools.

An exceptional lesson was observed by the evaluators in the area of
basic English skills. The teacher had discarded the traditional English
curriculum and was te:c:hing a lesson based on short stories. The stories
were from an experimental series of paperbacks titled "The Way It Is"
which dealt with ghetto life, illustrating both successes and failures.
Students were highly motivated and contributed excellent extended re-
sponses to a lesson based on comparisons with their own lives. The
rules of grammar and vocabulary development flowed quite naturally through
the lesson and the students were constantly attentive. Student attendance
was very high with only one absentee in the class. The teacher was dy-
namic and had excellent rapport with the students.

The group=-guidance lessons attended by the evaluators were Judged to
be extremely good. The guidance counselors had excellent rapport with
the students and an atmosphere of freedom permeated the classroom.
Students could sit where they wished, smoke, and leave the room without
raising their hands for permission. Topics discussed ranged from prob-
lems at home and school to Job objectives and how to achieve them. There
was & group spirit evident as students tried to help one asnother solve

problems.
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One lesson observed in the ares of health skills was rated as
unsuccessful and dull, The instructor followed a set outline and the
clags ~= only five students out of a possible twenty-two in attendance =-
sat in the rear of the room reading comic books or talking to one another.
The teacher, at the end of the lesson, told the evaluators that most of
the students, and particularly the boys, were not interested in jobs
in the health fileld,

D. STUDENT RESPONSES
Students were generally complimentary about the project. They
hoped that the program would continue next year. Specifically, students
cited the followling positive aspects: they received more individual
attention; they were treated as adults; they had more time to learn a
subject; they had teachers who cared about them; and they learned more
through direct job experience., The students were especially pleased
with the group counseling and felt this helped them to become more adult.
There were 139 students responding to a ~uestionnaire seeking their
perceptions about the project. Ninety-seven percent of the respondents
sald they would elect to stay in the project next year; only four respond-
ents indicated that they would like to "get promoted." Almost all
(131 students) felt that the project helped them in achieving their job
goals; eight students did not feel the project was helpful in this aspect.
When asked to indicate which subject or subjects in the project they
liked best, ali 139 respondents mentioned counseling, and 137 students
also mentioned English. The next most frequently mentioned subject was
typing; 63 respondents mentioned typing as one of the subjects they liked

best. The student participants were also asked which subject or subjects they

liked least; 87 students said there was nothing they did not like; 43

N




students said they did not like math; and nine students did not complete

this itém.

The students were asked to compare the High School Redirection
Project to their regular high school. Ninety-one percent (126) of the
students felt that the project was better. (Thirteen students did not
respond to the guestion.) The reason given most frequently concerned
the project teachers; 23 students felt that the project teachers "are
interested"; 22 students felt that the teachers "treat us like adults";
17 students said that the "teachers care"; nine students felt that the
"teachers understand us"; one student said that the teachers "love us,
not hate us"; another said the teachers are "great"; and another
participant expressed the belief that the project teachers "work harder."
Twenty-one students felt thet the project "gives us more freedom";
one said that "we are allowed to smoke"; enother stated thet "the old
school was & jail."

Nineteen students felt that the project was better than their

regular high school because "it gets us jobs." The remaining reasons,

i
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mentioned by one or two students, include: "less competitive", "more

fun", "much better", and "easier."”

i [
A1l but 36 of the 139 students who responed to the questionnaire K
answered the question concerning the type of job that they would like

to be prepared for: 73 students said they wanted to go to college;

12 students said they wanted to be clerical office workers; five said k'T

they wanted to learn to operate computers. The individual responses

renged from lawyer, doctor, to cartoonist, actress, motorman, and nurse.
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E. PARENTS' RESPONSES

At the parents meeting concerning the project, the evaluators found
that the 30 to 35 parents in attendance were extremely interested in the
current state of the project and voiced desires to help make the project
& success. Parents speaking at the meeting stated that the project of-
fered their children an alternative to failure in the sending high
schools.

The parents meeting lasted for approximately three hours. There
was discussion about the project by Board of Education administrators,
students, and parents. Several parents enthusiastically expressed their
belief in the validity of the project for their children and their desire
for its continuation. The same desire for continuation was exﬁreséed by
project personnel and students. Board of Education officials commented
that continuation depended on availability'of funds which was uncertain
at that moment.

Executive Deputy Superintendent of Schools, Dr. Nathan Brown, at-
tended the meeting and expressed his support for the project and his hopes
for its success. He said the project objectives were valid, particularly
in light of the fact that some 7,000 youngsters become school dropoﬁts
even before they ever reach high school.

The students engaged in a demonstration group-guidance session for
the meeting. Parents participated in part of the session. The consensus
of those in attendance was that the project should expand group~-guidance
services for the students and parents.

The parents and staff prepared an interesting buffet dinner of soul

food and Puerto Rican dishes. There was a genuine feeling of

g tv oo s nainpt wermelsag s e
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communication and interest throughout the evening, indicating an impor-

tant morale factor usually missing in large city high schools.

= v

F. PROJECT STAFF

T-» questionnaire to the project staff revealed a general endorse-
ment of the project goals and the belief'that students were benefiting
from the project. The interviews with staff, follgwing the analysis of
the questionnaire, reinforced the findings of a sense of staff commit-
ment and student-staff rapport. Every staff member, however, found prob-
lems in the project, e.g., too brief a period of time to plan and operate i
the project, insufficient staff to handle the wide range of student abil-
ity represented in the program, poor attendance by some students, and in-
appropriate jJobs. The major recommendations made by the project staff
were for greater planning time, extension of the program, greater involve- ﬁ
ment of parents and the community, and reorganization of curriculum and
administrative aspects of the program.

The staff almost unanimously praised the group~counseling class as
instrumentsl in helping to identify and overcome student handicaps while
helping them relate positively to adults in authority. There was a con-
sensus that students were developing skills, attitudes, and habits related
directly to employment needs. The students, it was felt, perhaps for the
first time in their school careers, were being offered a chance to suc-
ceed. The staff, on the whole, felt that they were instrumental in help-

ing the students attain positive goals through individualized instruction

and staff accountability for success.
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G. PROJECT ADMINISTRATION

There was overlapping and confusion in administrative procedures.
Organizational difficulties arose because of the placing of an indepen-
dent program, the High School Redirection Project, within the already ex-
isting independent Manpower Development Training Program (which operates
as a separate entity under the Board of Education). Within this organi-
zational staff structure, the staff felt there was 2a cumbersome chain of
command.

The Manpower Development Training Program, in the main, takes adult
dropouts and gives them job=skill training directly related to employable
skills. The MDTP Centers are under the jurisdiction of a teacher-in-
charge. The High School Redirection Project, housed in the Brooklyn Adult ;
Training Center and the Williamsburg Adult Training Center, was assigned
a special coordinator by the Board of Education. Responsibility for the
direction of the High School Redirection Project was, therefore, shared
by the special project coordinator and the teacher-in-charge. The powers
of the coordinator varied according to the duties allocated by the
teacher-in-charge of the center. Thus, the project coordinator had more

responsibility at the Williamsburg Center (e.g., direct hiring of person-

nel) than at the Brooklyn Adult Training Center.
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The following chart explains the organization of the project:

FIGURE 1

ORGANIZATION OF THE HIGH SCHOOL REDIRECTION PROJECT
AND THE MANPOWER DEVELORMENT TRAINING PROGRAM

Board of Education

Manpower Director

Board of Education appointed | Board of Education appointed
Coordinator Teacher~In-Charge
High School Redirection 1) Brooklyn Adult Training Center

2) Williamsburg Adult Training Center

Board of Education

SubJect Ares Supervisors

High School Redirection Staff

Teachers
Counselérs

Social Workers
Family Assistants

Translator
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The evaluators found that there was a great deal of staff insecu-
rity in the project. Staff salaries depended on the number of classes
taught in the Manpower Center and salary reductions occurred when a class
was phased out and not replaced with a new class. Also, High School Re-
direction staff did not have the same contractusl and fringe benefits as
other Board of Education teachers nor did they have as much time for in-
service instruction.

The High School Redirection staff was drawn from both outside sources
as well as from within the Manpower Centers. Thus, & tcacher in the proj-
ect might, and often did, teach a program divided between project and Man-
power classes. Manpower classes Were cycled according o the number of
weeks needed to complete job training and some classes ended before the
project was completed. Counselors were the only personnel hired specif-
ically for the High School Redirection Project as specified by the pro=-

Jject grant.

IV. RECOMMENDATIONS

The evaluators strongly recommend that the project be recycled and
expanded for at least one year. During this period, & more intensive and
extensive evaluation of the project should be undertaken. If the project
is not continued there will be a major problem in September 1969 for the
students who participated. Returning them to the sending high schools
meens that they will go back to couditions basically the same as in the
spring of 1969 before they entered the High School Redirection Project.

While this project was viewed positively by the participants, the
evaluators recognize that the period under review was very short and the

number of students small. Future projects should begin early in the
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school year; this would make possible better measurement of effectiveness.
Other recommendetions below are aimed at overcoming problems that may arise
if the project is continued end extended in time and in the number of
students served.

For future projects, permanent staff should be hired with some con-
tractual agreement guaranteeing a yearly salary plus fringe benefits.
Staff should be given special orientation and in-service training geared
to the project.

Special staff should be hired for the specific function of making
student job assigmments. Students should have intensive supportive on-
the-job supervision, preferably by counselors or someone femiliar with the
students. Detailed planning should take place to create smooth coordi-
nation between job training and job assignments. Wherever possible, on-
the-job training for students should replace "skills" training for Jjobs.

Orientation sessions for projects of this type should be held jointly
for employers, job supervisors, and academic staff. Joint meetings of
academic and job staff should be held frequently to creste a team effort.

Parents should be invited to become an integrel part of the project.
Group-guideance sessions should be held for parents as well as students-

If possible, counselors should visit students' homes as a supportive part
of the guidance program.

Project staff should work closely with industry and city government
to offer students jobs based on their capabilities and needs, rather than
jobs left over from unfilled lists for regular high school cooperative
work-experience programs. New areas of employment should be explored

with representatives of industry and civil service, who should sit in on

group-guidance sessions.

A | e TRt e .
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While it seems desirable that the program be located in the Adult
Manpover centers, it is recommended that, to avoid future questions of
staff authority and responeibility, any future High School Redirection
Project should be given its own staff linked solely to the project.

In summary, the evaluators feel that the program has the potential
for success and was succeeding despit> initial problems. The success of
the program seemed to be based on the use of successful counseling tech-
niques, high staff morale and expertis«¢, salaried employment for students,
and an adult atmosphere for students.

Some important guestions can be raised concerning the effects of a
project like this. How meny of these potential dropouts actually return
to high school? How many drop out? How many graduate? How many obtain
the skills necessary for successful emplqyment? It is recommended that
the progress of these students, as well as of those in eny future pro-

grams, be followed after they leave the program, since only a follow=-up

study can determine such long-range efiects.
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APPENDIX A
SAMPLES OF SKILLS TRAINING CUBRICULUM

Basic Education Outline - Diet Aide
Basic Education - Maintenance Man
Health Occupations - Diet Aide'
Maintenance Man

Skills Training - Clerk-Typist
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BOARD OF EDUCATION. CITY OF NEW YORK

MANPOWER DEVELOPMENT TRATNING PROGRAM

A SCHOOL AND WORK PROGRAM IN AN ADULT MANPOWER SETTING
FOR POTENTIAL DROP-OUTS NEEDING EDUCATIONAL REDIRECTION

BASIC EDUCATION -~ MAINTENANCE MAN
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1.1
1.2
2. - Basic

2.1

242

2.3

Occupation:
Basic Hducation

Maintenance Man

l - What Communication and Math Skills do I need?

Reading, Writing, Speaking
Arithmetic Skills and Problem Solving
Education Skills

Reading for Information
Locating main sections
Locating sub-sections
Reading for general information.

Dictionary Usage
Unfamiliar words for meaning
Words often misspelled and mispronounced

Maintenance Man Vocabulary
Folding rule
Square
Cross-cut saw
Rip=-saw
Soft. and hard wood
Mitre box

Arithmetic of Measurement--whole numbers
Review basic fundamentals

Addition

Subtraction

Multiplication

Division

Ruler Measurement Problems
Squaring stock
Cutting~-fitting stock
Shelving measurement

Reading for Important Details
Selection
Writing~recording
Outlining
Improving general comprehension




Al2

2.3 (continued)

Exercising Judgment Vocabulary
Temporary coverings
Carpenter's small tools
Renlacement jobs

Soap dispensers

Towel racks

Medicine cabinets
Planning maintenance jobs

Locks, hinges, door knobs

Transoms, windows

o4k Arithmetic of Measurement--fractions and decimals
Review Basic Operations for Fractions and Mixed Numbers
Review Basic Processes with Decimals
Changing fractions to decimals and decimals to fractions.
Equivalents of common fractions and decimals
Measurement Problems
Halves to 4ths, 8ths, 16ths, 32nds.
Ruler Measurement Problems
Hacksaw, cutter, reamer
stock-die

2.5 Reading for Guide Rules and Diagrams
Reviewing text content
Visualizing processes
Tracing, labeling, and following diagrams
Guide--Diagram vocabulary
Repacking--replacing valves
Clearing stopages
snake
plunger

2,6 Reading to Follow Directions
Identifying the Structure
Main sections
Sub sections
Applications

Review Dictionary Usage
Unfamiliar technical words for meaning -
Technical words often misspelled and mispronounced

Painting Vocabulary
Shellac knots
Putty, priming, sanding
Plaster patching
Finish coats
Cleaning and storing--brushes, pain-pots
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2.7 Reading to Understand Electrical Theory o
Identifying and Following the Series of Steps to Understand !
Ohm's Law

Combining Text and Formula for Application of Ohm's Law
Electrical Theory Vocabulary
Current electricity - Static electricity ¢
Flectronic Flow in a conductor - A.C./D.C. '
Amperage-Voltage
Conductors-~Insulators
Magnetism~~Metals
Attraction-~Repulsion
Electro-magnets

2.8 Arithmetic (electrical symbols)
Electrical Measurement Units
Reading Dials
Electrical Problems=--Kilowat Hours

2.9 Review of Reading for General Information and Following Specific
Directions
Reading of Technical Materials 3
Emphasizing Definitions, Formulas -
Relating formulas and symbols to the text

Vocabulary for comprehension, Word Recognition and Spelling
Listing Technical Definitions
Listing of Steps to Clarify Procedure

e e Y
*
P

Technical Vocabulary
Fuses--assorted kinds and sizes
Splicing, soldering, taping
Patent Connectors and Terminating Conductors




BOARD OF EDUCATION .
CITY OF NEW YORK

MANPOWER DEVELOPMENT TRAINING PROGRAM

A SCHOOL AND WORK PROGRAM IN AN ADULT MANPOWER SETTING
FOR POTENTIAL DROP-OUTS
NEEDING EDUCATIONAL REDIRECTION

HEALTH OCCUPATIONS =~ DIET AIDE
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A SCHOOL AND WORK PROGRAM IN AN ADULT MANPOWER SETTING
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BOARD OF EDUCATION CITY OF NEW YORK

MANPOWER DEVELOPMENT TRAINING PROGRAM

A SCHOOL AND WORK PROGRAM IN AN ADULT MANPOWER SETTING
FOR POTENTIAL DROP-OUTS NEEDING EDUCATIONAL REDIRECTION

SKILLS TRAINING - CLERK-TYPIST
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Occupetion Clerk-Typist City of New York
Skills Training Board of Education

1. Office Orientation

1.1 How does the office help production?
1.2 How is an office organized?
1.3 What is your future in office work?
1.4 What kinds of work are done in an office?
1.5 What skills do you need to enter and progress in office work?
1.6 What kinds of behavior are appropriate in an office?
2. Skills
2.1 Filing '

Importance
Alphabetic system
a) Characteristics, advantages, used
b) Preparing index, cross-reference cards
c) Applying filing procedures
d) Filing equipment, supplies i

2.2 Msailing and Packaging ;
Handling mail
a) Incoming
b) Outgoing |
c) Inter-office J
Weighing and computing postege .
Packaging

2.3 Telephone Techniques L.
Telephone personality training !
Courtesy
Directory Services ;
Types of calls ]
Receiving calls !
Placing caells “
Transferring calls

2.4 Duplicating (as required)
Collating, Jogging, Assembling, and Fastening ;
Mimeograph machine operation and mainterance "
Electronic Scanner and maintenance e
Photocopying machine operation and maintenance e

2.5 Typing (1 hour daily)




APPENDIX B
INSTRUMENTS

Student Profile Questionnaire
Student Questionnaire

Staff Questionnaire

Parents Meeting Invitation




Center for Urban Education

High School Redirection Project

STUDENT PROFILE

1.

Last name, First High School Date of Birth

Metropolitan Rdg. Grade Average Neme of Test. Date Score

3. Attendance by grade and/or years
Absent Late

Grade 7
8

(2) 9
(4) 10
(6) 11

L. Grades ~- Summary statement by grade, e.g. Just passing, failing most

subjects, etc.

10

11

5. Specific notations and/or remarks ~ Personality ratings

7
8

9
10

11

6. Elementary School

Birth Date (check)

8-/
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Center for Urban Education
High School Redirecticn Project

STUDENT QUESTIONNAIRE

Dear Student:

We would like to ask for your help in evaluvating the High School
Redirection project by answering a few questions. Your honest answers to these
questions will help determine whether or not other students are invited to
take part in future projects. Do not use your name on this sheet. Your
answers will be seen only by the Center for Urban Education evaluators.

1. Why did you leave your school to enter this project?

2. Which subjects do you like best in the project and why? Which do you like
least and why?

3. How would you compare this project to your regular school?

k. What would you like to see happen in September when you are supposed to
return to your regular school?




D M A AL et S a i i iabaels o s (ke £ 2 e il

B3 § )
y
5. What kind of job would you like to prepare for? %«‘f

i
6. Do you think this project has helped you prepare for a job? Why? i

N
i
I
I
e
b
b
‘ t
{
\
‘ ]
: |
8]
,
‘V
"t
;
/
» S

2
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Center for Urban Education i"

High School Redirection Project

|
STAFF QUESTIONNAIRE [ (

]

t

%

Dear Colleague:

The Center for Urban Education would appreciate. your
assistance in helping to evaluate the High School Redirection Project.
Your answers will be helid in strictest confidence and be used as part of
an overall evaluation without the use of any names. DPlease feel free to
consider this an open ended questionnaire and to include any comments you 1
feel would be helpful. |

e oo e o

Sincerely,
Bernard Flicker

1. What is your position ard Twnction? 3 1

T

2. How do you feel the project is achieving its three main objectives:

i A. Redirecting potential dropouts back to full-time education with an
e educational~vocational plan

B. Providing students who don't complete high school with marketable
skills while continuing to attend school part time.
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C. Testing out a curriculum designed for out of school youths and
adults in which the skills training, basic education and job
orientation (group counseling) are directly related to the skills
needed for success in the on-the-job training component.

How would you compare this project to a regular high school?

What problems if any, have you encountered in the project?

What specific recommendations would you make to insure the success of
future projects of this type?

Any other comments you may have?
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APPENDIX C
STAFF LIST

Bernard Flicker, Evaluation Director
Assistant Professor

Department of Education

Herbert H. Lehman College

The City University of New York

Mary Rita D, O'Hare, Assistant Director
Associate Professor :
Department of Education

Herbert H. Lehman College

The City University of New York




