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ABSTRACT z

' This is a manual of lesson plans developed for the
junior high level as part of a comprehensive career education program
called Career Achievement Skills Training . (CAST) developed by the
Pontiac Public School Personnel, Pontiac, Michigan. These lessons
include two components: (1) student procedure sheets-behavioral and
sequential steps leading to attainment of the career skill, and (2)
teacher procedure sheets-instructional program steps containing a
method and strategy for teachers and counselors in teaching the
student steps. The purpose of this manual is to increase the number
of methods, strategies, programs and resources available to teachers
involved in career education. It is recommended that this lesson
manual be used in conjunction with the rest of the CAST program.
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The following material is easentially dsrived from the
works of Dr. John Holland. Jhe majority of the material coues
from Dre Holland's Self Directed Sesrch (8DS) instrument.

The SDS is copyrighted by Consulting Psychologist's Press,
577 College Ave., Palo Alto, OCalifornia 94306,

This material is being tested as part of the Career Achieve-
ment Skills Trairing (CAST), a revised Research and Development
Projeot in Vocational Education conducted under Part C of
Public law 90576; a supplementary allocation to the Michigan
Department of Education, under OE Letter of Assurance
#V-261041~L, subcontracted under Grant Award OBO=0~72-0749.

The purpose of modifying Dr. Holland's SDS instrument was
to investigate the following questionss

1. Can the instrument be simplified to be use~
ful for junior high and elementary school
studeuts?

2. OCan the instrument be modifiad to facilitate
computer scoring of student responses?

3. Can the instrument be modified to be consis«
tent with the processes and objectives of the
CAST programs? :

This modification of Dre Holland's instrument is solely intended
for limited use as part of the research and development of the CAST
program. Anyone wishing to use this material in any way must receive
written permission froms '

Dr. John Black or

Dr. John Holland

577 College Avenue
Palo Alto. California
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ACTIVITIES -

Darken the cirdle (@) under "L (for LIKE) for those activities you have enjoyed doing
or would like to do. Total the number of circles you have darkened.

L REALISTIC : L SOCIAL .
0 Mx electrical things 0 WUrite letters to friends
O Repair cars 0 Attend services st a church or tomple
0 Fix mechanical things (ex. - scouts, church youth groups,
0 Build things with wood youth divisions of political parties,
0 Drive a truck or tractor ' recreation leagues)
0 Use metalworking or machine tools O Help others with their personal problems
-0 Work on a hot, rod motorcycle or 0 ' Take care of children
bicycle 0 Go to parties
0 Build models 0 Dance
0 Cut out and sew a garment from a O Read books about people and the way
pattern they act
0 Take courses in cooking and sewing 0 Play team sports
0 Plant and care for a flower or 0 Go to sports events
vegetable garden 0 Make new friends
O 1oraL N0, OF L's ~ () TOTAL NO. OF L's
L INVESTIGATIVE I, ENTERPRISING
0 Read science bhooks or magazines 0 Convince others to do what you want
0 Work in a science laboratory 0 8ell something
0 Work on a science project 0 Discuss current events
0 Bulld rocket models 0 Operate my own service or business
0 Work with a chemistry set 0 Attend a weekend meeting
0 Solve math puzules O Give talks
0 Play chess 0 Serve as an officer of any growp
0 Work with chemicals O Show others how to do or make something
0 Take higher math courses 0 Meet important people
0 Study plants and animals O Be a group leader / g‘é
0 Read about special subjects on 0 Help a friend running in a school election
my own O 10TAL N0. OF L's
(O TOTAL NO. OF L's L CONVENTIONAL
g
L ARTISTIC 0 Keop your Zesk and room neat
0 Sketch, draw or paint 0 Type papers or letters for youraelf
O Attend plays or for others
0 Design furniture or buildings 0 Add, subtract, multiply and divide
0 Play in a band, group or numbexs in business
orchestra 0 Operate office machines of any kind
0 Practice a musical instrument 0 Keep detalled records of expenses
0 Go to concerts or musicals O Take a %yping course
0 Read popular fiction bocl:s 0 Work in the office
0 Draw yortraits 0 Toke a Business Matha course
O Read plays 0 Assist the teacher with correcting papers
O Read or write poetry 0 Put letters, reports, records in order
0 Take Art courses 0 Write business letters
(O TOTAL NO. OF L's (O TOTAL NO. OF Li's
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COMPETENCIES

Darken the circle (@) under "Y" (for Yes) for those activities you cam do well.

Total the number of circles you have
REALISTIC

I have used wood shop power tools
.such as a power saw and lathe

I can adjust engine parts

I have operated metal shop power

tools such as a drill press or
grinder 1

I can refinish furniture or woodwork

I can cook a meal using recipes

I can cut out a dress using a patteran

I can grow flowers and/or vegetables

I can plan and shop for a week's meals

I can make simple electrical repairs

I can repair children's toys

(O TOTAL N0. OF Y's
INVESTIGATIVE

I can name three foods that are high
in protein content

I understand how electromagnet works

I understand photosynthesis

I can use multiplication tables

I can use a ruler to measure

I can locate a street using a map

I can identify some constellations
of the stars ]

I can describe the job of the whate
blood cells

I understand the use of ¢ross refer-
ences in a dictionary or encyclopedia

I use the telephone directory to locate
people and services

O TOTAL NO. OF Y's
ARPISTIC

I can play a musical instrument

I can sing in a choir

I can perform as a musicel aoloist

I can act in a play

I can do a painting or sculpture

I can do modern or ballet dancing

I ¢an sketch people so that they can
be recognized

I can make pottery

I can design clothing, posters, or
furniture

I write stories or poetry well

O TOTAL NO. OF Y¥'s

OO0 O =

O00O0O0O0O

O O O OCOO0OO0O O &

G OC O0CO0OO0O0QCO

ened,
SOCIAL

I have helped earn money for charity or
a walkathon

I cooperate and work well with others

I can be a good hoat (hosteas)

I can teach children easily

I can plan entertainment for a party

I am good at helping people who are
upset or troubled

I have worked as a volunteer aide in a
hospital, clinice oxr home

I am a good judge of people

I can plan school or church social
affairs

O TOTAL 0. OF Y's
ENTERPRISING

I have been elected to an office in
school

I can hélp others do or make something

I am good at getting people to do things
ny way

I kmow how to set a goal and plan a
course of action to reach it

I know how to get help when I can't do

" a job by myself

I have acted as a spokesman for some
group in presenting suggestions or
complaints to a person in authority

I won an award for work as a salesman
or leader

I have started a club, group, or gang

I can figure out different ways of
getting a job done

I know how to be a successful leader

O TOTAL NO. OF Y'a
CONVENTIONAL

Y

0 I can organize the tools and materials
in a school or home shop

0 I can predict and plan most of my
income and expenses for the next month

0 I can alphabetize and shelve books in
a library

0 I can put letters or reports in order

0 I have held an office job

0

0

0

0

0

OO0 © 00000 OO0 =

© O O OO0 O =

o 20 O

I can organize my room

I can do a lot of paper work in a
short time

I can use an adding machine

1 have been treasurer of a group

I can keep records of my expenses

() 70TAL NO. OF Yt

I am good at explaining things to uthers

g
(o)
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O O 00O 000 O000 ¢

CO0OO0O0O0000CO0

OCCUPATIONS

This is an inventory of your feelings and attitudes about many kinds of work.
Show the occupations that interest or appeal to you by darkening the cixcle (®)

under the "I" for Yes.
REALISTIC

Alrplane Mechanic

Fish and Wildlife Specialist
Green House Operator
Medical Lab Technician
Conatruction Inspector
Radio Operator

Filling Station Attendant
Tool Desgigner

Sewing Instructor
Electrician .

() TOTAL NO. OF Y's

INVESTIGATIVE

Biologist = Studies the human body

Census Taker

Anthropologist - Studics eartn's
history of men

Zoologist - Works with animals

Chemist ~ Works with chemicals

Market researcher -~ Studies people's
opinions

Writer of Scientific Articles

Investigator of fire or auto
insurance claims

Geologist - Works with rocks and
minerals

Botanist - Works with plants

() TOTAL NO. OF ¥'s

ARTISTIC

Poet

Musician

Author of Books

Commercial Artist

Newspaper Art, Music or Drama Critic
Art Gallery Owner

Singer

Conposer

Writer of Flays

Theatrs Stage Manager

) T0TAL NO. OF ¥'s

145
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SOCIAL

Religious Worker

High School Teacher

Nurse

Speech Therapist

Physical Education Teacher
Playground Director
Psychologist

Social Science Teacher

Asst. City School Superintendent
Counselor

() TOTAL NO. OF Y's

eNeRoNoNoNoNoRoRo oy o

ENTERPRISING

Advertising Agent
Store Owner '
Television Producer
Hotel Manager
Business Executive
Restaurant Worker
Master of Ceremonies
Salesman

Announcer

Political Campaign Manager .

C) TOTAL NO. OF Y's

OO0 OCOCOOC 5

CONVENTIONAL

Iibrarian
Treasurer

Traffic Manager
Mathematician
Court Secretary
Bank Teller

Tax Export
Computer Operator
Payroll Clerk
Bank Pregident

() TOTAL NO. OF Y's

‘87A
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Darken the circle next to the occupational area in which you are most interested.

C) Education
O Business (Detail)

QTechnology
C/ Business (Contact)

C Service

Darken the cirele next to the highest educational level you plan to attend,

O Less than High School
O High School Diploma

O High School plus some training
(Junior College, Trade School)

O College Degree {four years)
O More than four years of College

38a
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SELF-ESTIMATES

Rate yourself on each of the following traiti as you see yourself when co ed

with other peraons your own age. Give the most acourate estimate of how you

see _yourself, Circle the appropriate number and try not to rate yourseli the
e oﬁ oh

aan each ability.
MECHANICAL  SCIENTIFIC  ARTISTIC  TEACHING  SALES CLERICAL
ABILITY ABILITY ABILITY ~ ABILITY  ABILIMY  ABILITY
-
HIGH 5 5 5 5 5 5
A I I 4 4 b
AVERAGE 3 3 3 3 3 3
e 2 2 2 2 2
10W 1 1 1 1 1 1
0 0 0 0 0 0
MANUAL MATH MUSICAI,  FRIEND-  MANAGERIAL OFFICE
ABILITY ABILITY ABILITY  LINESS ABILITY  ABILITY 3

HIGH 5 5 5 5 5 5
4 t 4 i 4 b
AVERAGE 3 3 3 3 3 3
2 2 2 2 2 2
10w 1 1 2 1 1 1
0 ¢ 0 0 0 Q

e
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Dear Parents:

For approximately one hour a week, beginning first semester,
my class has been selected to participate in a special career
program called CAST (Career Achievement Skills Training). The
purpose of the program is to help my students learn how to explore
their interests and the many jobs which relate to their interests.

After exploring several jobs which they would like to learn
more about, they will decide on one and spend a short period of
time, if possible, working with, or observing a person working at
that jobe. We are calling this experience an interview-internship.
These experiences will provide the class a wealth of first-hand
information about workers, the work they perform, and how their
work does, or does not, relate to the things in which my students
are interested.

The students are not being asked or encouraged to make a
decision about a future job, but simply are being taught:

1) skills to use in exploring their interests and
abilities .

2) skille to use in expanding and narrowing the many
jobs which could meet their needs and interests

2) skills to use in preparing for their future career

I feel it is important for students to learn how to make deci-
sions so that the choices they make in life will be ones based on
accurate knowledge of themselves and the situation at hand. It is
my hope that through these activities, my students will learn how
to make better decisions so that they can direct and control their
own lives.

Because I know you are concerned about your child's future,
I will be contacting you at a later date, concerning ways in which
you might participate in the program. If you have any questions,
please feel free to contact me.

Sincerely,
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INTERNSHIP PROGRAM

Description

The internship experience is the heart of the CAST program. CAST
students spent an hour or more with a person working in the job which the
students had selected using the decision-making process they had learned.
Small and large groups of atudents exploring the same job would observe
the work setting and then, interview the employee by asking questions about
vhat was required of him/her on the job (see junior high lesson plan for
questions). With this information, the students would re-evaluate their
‘decision to determine if the job was more or less favorable to them based
on the new information acquired from their "people source'. (Students in
CAST learned to gather infomation for their decision from people and thing
sources - the internship was the main people source.)

As mentioned above, the size of the group varied with internships. Some
internships involved two or three students and others as many as 20. The
larger groups were interested in exploring the jobs of secretary, lawyer,
forest ranger, stewardess, nurse, doctor, engineer, police person, teacher
and sportsi. The smaller groups explored archeélogist, accountant, writer,
astronaut and actress. (See Appendix 119A in lesson plan book for a complete
listing of internships.)

Coordination

An internmship aide was hired to coordinate the internship arrangements
between three schools. This was a total of eight classes and some 200
students. She worked approximately 15 hours per week for five weeks. Her
major responsibilities included:

1) scheduling internships,

2) finding internship contacts,

3) securing internship placements,
4) arranging transportation,

5) utilizing support people,

1638
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These areas will be discussed below:
Scheduling Internships

Internships were scheduled at the convenience of the 30 participating
employers. Thus, the students would be scheduled for an internship anytime
during the school day or on the weekend, if necessary. Because the students
were being taken out of class, the internships were kept to an hour. The
entire internship program itself was scheduled over a three to four week
periocd, beginning the first part of April.

Finding Internship Contacts

Many groups of people were used as sources for internship contacts.
Parents, trainers, friends and teachers were used to génerate names of
people to contact for Internship Placements. These names were kept in an
Internship Contact File. This file was begun last year for the internship
progras and served as a good source of names. (See example in lesson plan
book, Appendix, 119A.)

110A

Securing Internship Placements

local people were utilized as internship placementa for the students'
selected jobs. Occasionally students would have to go out of town, but this
was kept to a minimum because 1) local involvement of business and industry
personnel in the career program was encoursged and 2) transportation costs
were to be minimal.

Employers were first contacted by phone and explained the purpose of
the CAST program and their role in the internship phase. Then a date and
time was set up for the internship. They were sent a list of student ques-

. tions which they were required to answer when the students arrived. After

+he internship, the employers were sent a thank you letter and a postal card
on which to write their responses concerning the internship.

Arranging Transportation

Finding adequate transportation was difficult. School buses could not
be used, so parents, teachers and counselors drove where possible. 1In
addition, some project money was spent to rent a mini-bus which transported
fifteen students at one time.
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Utilizing Support People

While the internship aide prepared the employers for the students,
the teachers prepared the otudents for the employers. Teachers had
students prepars questions to ask and then, had the students practice
their interview programs. In addition, the students developed internship
readiness programs which included sending a letter to their parents
explaining the internship, getting permission from their parents, as well
as clearing their absence with other teachers. (See Appendix 119A for copies
of the forms.) PFollowing the internship, the students evaluated them as
to whether or not they would recommend the placement for the following year.

Teachers were notified prior to the internship as to what students
would be going on their internships, on what day and at vhat time. If a
driver or aduit supervisor (an adult who would accompany the students on
their internship) was needed, the teacher would be asked for suggestions.

(If at all possidle, the teachers would go with their students:) The
internship aide would check with the teachers following the internship to
assess how valuable the students-had found the experience.

Counselors (trainers) wers utilized as a liason between the teacher a
and the internship aide. They assisted with transportation and internship
Placement needs. They were also informed as to what and vhen students were
going on internships, so that they could help supervise the arrangements.
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Outcomes and Recommendations

The following paragraph will address the major outcomes of the intern-
ship program and will include recommendations for planning fr.ture internships.

Internship Coordination

. Although having a part-time aide arrange :I.ntomah:lpo saved the teacher
time, it did create cuwwunication and coordination problems within and _
between schools. Many teachers felt they did not have the time to ccordinate oL
the internships. Others felt, if given time, they were in a better position L
_to arrange internships around their own schedules and for their own students. .
This would give them a greater responsibility for the uuccou of the intom-
ship if their time was invested in coordinating the 1ntornah1p progran.
Working through a second party, they felt, caused them to lose some of their
close involvement with the internship program. It aleso complicated the
communication of information to all the people affected by thi intornlhip
program. Thus, the following alternatives were suggested for intormhip
coordination.

1., Each teacher coordinates own internships. 'H.n must bo given to

make contacts, placements and secure tranlportnt:l.on. Por ou-plo.
- substitutes could be used to release the teacher to plan :I.ntcm- B R
ships.

2¢ All teachers within one school who are involved in the CAST prognq

could coordinate their internship efforts. share contactu. place-
ments, buses, etc.

3 An internship aide within each building could arrange all intern-

ships and in addition, an ovornll coordinator could be hired who
had public relations, eo-unity and CAST bnckground

4. Bchool counselors could secure internships. '

5. - 8tudents could find their own internships.

In general, it was felt that teachers should be involved, to some
degree, in coordinating the internships because of the importance of the
program in snhancing teacher-community relationships. It allowed community
personnel and teachers to communicate about the educational nedds of students.
It offered both teachers and community personnel an opportunity to work ;
together in a very concrete way. It gave both parties a chance to see the
role the other played-and could play in helping young people plan their carser.
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Finally, it allowed students the opportunity to learn how to use community
resources as a rich source of learning about themselves and others.

Scheduling Internships

It was difficult scheduling all internships in a three to four week
block. There would be more opportunities for including different kinds of
internships if the coordinator could offer the employer a wider range of
alternative dates. Also, if the employer contacts were made early in the
Year for those jobs in which most students wanted internships, then th-—~e
would not be the rush to set them all up at once. If the internships we.<
staggered over a two-month period, then this would be less disruptive for
the teachers whose classes they would be missing.

Finding Internship Contacts

Finding internship contacts was not difficult for the internship aide.
The following steps, which she followed in identifying names and arranging
the internships, are also recommended for the classroom teacher.

1. 8Send a letter to parents asking for names of potential internship

contacts.

2« Contact personal friends and have them ask their friends.

3« Ask other teachers to contact their friends for names.

k. Use local or county Career Speaker Resource File. (Tha CAST
Internship File from last year's internship placement was a
valuable resource--each aschool could have their own file which
could be added to each time an internship placement was made.)

A major recommendation concerned using the computer to file all the
names of people willing to give their time for internships. This would
include all the past internship contacts. The computer would allow immediate
retrieval of their names, addresses and frequency of use of possible intern-
ships. This information must be easily updated and should provide some form
of evaluation by the student as to the appropriativeness of the internship.

Becuring Internship Placements
More lead time was necessary for internship placements. It was

recommended that as soon as the students have selected their two jobs, the .
internship contacts shculd be made. A two-month block of time should be
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alloved for these placements. It was also recommended that employers be
better prepared for their intern student. The following are recommended
steps to improve the internships.
' 1. Contact employer and explain the CAST program and reason for
the internshipe.

2. Explain what he/she can expect from students as well as what
students can expect from him/her. Also, find out any special
instructions needed for internship.

3. Arrange time and date for internship.

4. BSend him/her a letter explaining what questions the students will
be asking as well as reminding him of what he/she has promised to
do for the students. Include the list of students, the name of
the adult supervisor, the date and time of the internship. (1f
this arrangement is being made far in advance, a reminder should
be ment to the employer a little before the internship.)

5. Visit employer personally beforaz the internship, if possible. This
would allow the teacher to explain step-by-step what the employer '
would have to do for the internship as well as answer any of his/her
questions. This visit would be particularly helpful in briefing
the employer on how he might deal with different age levels.

114A

Arranging Transportation

Locating transportation was the most difficult part of the internship
program this year. Several strategies were recommended. One recommendation
was that if school buses were not available, all possible parent drivers
should be contacted early in the school year, so that a driver pool. could
be formed. Then when drivers would be needed, there would be a list from
which to work. If large numbers of classer ere involved, two or three
full-time drivers might be hired to shuttle students to and from internships.
It was also recommended that counselors, principals and community workers
be used to transport students.

Utilizing Support People

The participants felt that the students were well prepared. The only
suggestions were that the students write out their questions beforehand, so
that they would be assured of getting all of their questions answered. The
participants strongly felt that after the internships the atudents should
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objectively evaluate the -experience as to its appropriateness for future
internships. This might eliminate those people who believe that a "quick
trip around the place' was the goal of an interanship.

The counsslor's role was seen as & coordinator, chaffeur and, by aome,
as the deliverer of the program either in its entirety or at lszzt thoss
parts dealing with internships and decision making.,

General Suggestions

Internship Alternatives

Because of internship transportation problems and students lacking
interview experience, it was strongly recommended that a series of graduated
internship experiences be established. This would help keep the transpor-
tation needs to a minimum and would insure that students would not be sent
out on an internship until they were ready to handle the oxperience. BSuch
a plan might look like the following, which includes a series of steps
starting with the least difficult and ending with the most difficult.

10 Internship - alone for minimum of one hour at employer's place

of business _ |
9 Internship - group (3-6) for minimum of one hour at employer's
place of business

1154

Interview role model in class ~ alone

Interview role model in class - part of panel or in group
Ask questions as part of group on field trip

Observe and write down questions to ask while on field trip
Interviev school person in class - alone

Interview school person - part of pansl or in group
Interview parent at home

| VIV I AN I i B -]

Role play interview in class

Different zrade levels could select the appropriate intarnlhips from
the above list. With the abova asteps a student could start at the beginning
of the CAST program with a level one internship and progress to whatever
level is possible for that student. Or, a student could start with a level
ten internship and develop that particular internship throughout the
program. The teachers unanimously agreed that every student must have some
level of internship.




Students could be assessed as to what step they could easily accomplish
and their internship could be the next step in this sequence. Also students
could rate each other on the effectiveness of their interviewing lk.ill
This internship plan has the following advantages: )

1. Having students,practice interviewing many role models and going

out on several class field trips will exposs all studonts to many
jobs other than the one they are exploring.

2. In this way, the students and teachers receive a more general

covarage of career information. It also breaks down job stereotypes
(racial, ethnic and sexual) by presenting a variety of role models.

3. This exposure aleo serves as & motivator to students to work hard

for an individual internship. . '

4, Having role models come in to the school givu pnrontl a chance to

participate in the program. '

S. Rele model visits could be shared with other classss not in tho

CAST program. This might encourage other teachers to get involved.

8lze of Group

The size of the internship group stiould be from three tv six. It was
found that in groups smaller than three, students were reluctant to ask
questions. In larger groups, all students could not get the oppoi'tunity to
practice asking their questions. Some employers prefer a larger group
because it appears more efficient. However, employees need to understand
the difference between a field trip (which is what most of them are accus-
tomed to) and an internship.

Teacher Participant on Internship

There was a definite split on the participants' feelings towards their
involvement in the actual internships. Some felt that they had no business
on the internship because that would take away from the student in that
the employer would tend to address his/her remarks to the teacher and not to
the student. Some felt that it was important to the student to do this “on
their own'. The other teachers felt that the following were definite benefits
to their participation:

1. They could "get a feeling" for what their students were experiencinz

8o that they could better understand the student's feelings
regarding the internships. '
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2. It would give them an opportunity to evaluate the employer.

3. They could evaluate how well their students asked questions.

k., They could guide studenta' questioning, where necessary. If a
parsrt or other adult supervisor is used, he/she should be
prepared as to what their responsibilities should be.

S« They could evaluate how well their students' questions were answered.

6. They could help students interpret the information in relationship
to their values.

7« They could help students discriminate between the job and personality
of the employer. |

Teacher S8election of Internghips

Teachers should decide what kind of internship would be most appropriate
for their grade level. At the early grade level, CAST teachers ussd parents
and role models as internships within the school. At the junicr high level,
most of the students went out on internships.

Teachers should decide how many internships they want and how many
times throughout the year they want to schedule them. CASBT teachers could’
only schedule one internship for each student, but it was recommended that
students have as many internaship or interview experiences as possible.

117A

Parent Involvement

A Parent Involvement program was highly recommended. This would begin
at the atart of the CAST program. Suggestions for such a program may be
found in the lesson plan booke.
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STUDINT RELEASE FORM
Student

I have been involved in the CAST Program throughout this year. Part of
our program requires participation in an "internship! activity. The
internship involves selecting an occupation I am interested in, then inter-
viewing a person in that occupation. '

I will need to be absent from some of my classes, I have the
responsibility to make up any work I might miss during my visitation.

The day of my internship is ’
I will be leaving the building at ' and return at °
I will be visiting : : '

1st Hour
2nd Hour
3rd Hour
4th Hour
S5th Hour

EMPLOYER EVALUATION FORM

Would you be willing to participate in the "Internship Program" next year? |

Yes No
Do you have any comments or suggestions concerning the visitationa?
———ﬁ'
' ]
FIILE CARD EXAMPLE
I - Helicopter Pilot
Contact - Lt. Don Kratt
Ogk. Cty. Sheriff's Dept.
Narine Division Phone 3358194
1200 N. Telegraph Main Office 332-8371

Report to: Terry Cranston

Job Activity - Fly in Helicopter
Rating - &4
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INFORMATION FORM

The following Information Form could be used to communicate to all
personnel involved in the internship progranm.

Trip Name
location and Directions to Location

Driver's Name

Driver's Phone Number
Adult Supervisor's Name
Adult Supervisor's Phone Number
Departure Time
Return Time
Names of Students

Hilk

Fick-up Location
Employer Contact Name
Directions on where to meet employer contact

|H

Employer Contact's Phone Number

Special Instructions
Money Needed

Dreas
Ianch

Send copies to:
~The CAST Teacher -Driver

~Counas»lor ' ~-Employer
~Principal -Adult Supervisor
-3ecretary ‘

This information should be given out three days before the internship is to
be held (minimum of one day's notice).

il I
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PARERT LETTER

Dear ’
As you know, is participating in a new Career Xducation
Program. is interested in finding out more about being a
and a o We need your help to provide

him/her with this chance.
One way you can help is to give us the name of a person who could give
 thie opportunity. This could be either you or someone you know.

The person should be someone who would let watch him/her or
work with himmer. We would like to go to the job one time and
spend at least one hour. -

If you or s>meone yYou know can do this, fill in the spaces below. Be
sure to ask the person pormiuibn to use his name.

Name

Place of Employment:

Name of Jobs:_

Work Telephone:

Home Telephone: - ,

I will call this person within two or three weeks to make arrangements
for when can come and what he/she will be doing there.

A second thing you can do is to help us with transportation. Please
indicate below if you would be able to take _ to the job and
bring him/her btack. Even if you do not know anyone with whom
can work, indicate if you could help with his/her transportation.

Check the line that tells where you ciun help:

— Can provide transportation anytime
Can provide transportation on weekend
Can provide transportation Auring school hours
Can provide transportation during after achool hcvrs
Canno%, provide transportation
e Would be wiiling to take other childrsn beside oy cwr
Please return this iei.es beisrs o (day and date)

i b o5 [e3
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If we do not hear from you by this date we will assume you are not able
to help. Without your help, particularly with the transportation, we may not
be able to give this experience.,

Thauk you in advance for your cooperation.

8incerely,

Teacher

Project Director
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TRAINING PROGRAM

Org;nization‘

The following pages will explain the purpose of the Career Achievement
8kills Training:

1) Selection of Participants,

2) Preparation,

3) Training Procedure,

4) Teacher Observation,

5) Follow-Up Training,

6) Trainer Observation Training,

7) Materials,

8) and Recommendations for future training.

A two-week training was conducted from 8:00-5:00 for approximately
25 selected teachors.and counmelors who were paid and received credit for
their participation. The training was led by Dr. Ted Friel and Dr. David
Berenson and eight Pontiac trainers who had besn in the CAST program the
previous year and were serving as trainer interns. It was their responsi-
bility to assume leadership for all follow-up observations and training.

Purpose of Training

The purpose behind the CAST ina;rvico training was to give to the
teachers and counselors the skills they needed to further develop and deliver
the CAST program. This is based on Dr. Carkhuff's philosophy that the
effectiveness of a pro  ~am is a function of the skills of the people delivering
the program as well as the effectiveneas uf the programs developed. So to
insure the highest level of delivery and deveiopment in the CAST program -
training is esse.tial!

Selection of Participants

All Pontiac teachers and counselore were asked to apply for partici-
pation in the CAST program by completing a Human, Education and Career
aslection inventories developed by Carkhuff Associates which is found in the
attached research rsport. "TPoachers were chosen based on their inventory
scores, grade level aud availability for a two-week workshop in August.
Content area was not considered important in the selection criteria. ic
were trying to identify effective teachers who could develop, deliver and
disseminats the student and teacher skills. Their content speciality was

secondary to overall effectiveness in the above skill areas.

182

123A




Preparation Yor Training

All of the CAST teachers were sent a pre-training assignment so that
they would have some base of understanding befors training began. They
vere asked:

1) to resd The Art of Teaching, The Art of Helping,
The Art of Dovologin‘ a Career and The Art of

Problen Solving,
2) to select the parts which related most closely to their needs, and

3) to discuss these sections during the first class:

Fraining Procedures

The training outline was as follows:
1) An overview of the project objectives was presented and
. the teacher's role and rgsgpnaibilitiu defined.

2) An overview of the human, educational and career training
vas givon and related to the prnject goals which were pre-
sented in terms of student outcomes.

3) Training conditions and expectations were cxplalnod.s

4) The two~week training achedule was previewed.

Mornings

1) The Human Achisvement Modules were presented, based on Dr. L
Carkhuff's book: The Art of Helping and The Art of Teaching. L
(Vol. I and II,) This was done in a large group.

2} The human aciievement or interpersonal skills were then prac-
ticed in small groups with two poople playing the roles of
helper and helpee while the rest of the group gave feedback.
Each group had a trainer who was a counsslor from last yeir'l
progras. The trainer had primary responsibility for providing
direction and feedback for the group. '

3) The homework assignment was given. The teachers and counselors
vwere to practice the skills they learned and to write down what
happened as a result of their use. These results would be
shared the following morning.

g0 bibliography in Appendix, p. 128A.
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Afternoons

1) The Career Achievement Skills were taught in a large group to
the teachers and counselors using the new lesson plan books.

2) The elementary and junior high comic book, "The Story of Who!
was used as a visual model for the CAST programe.

3) The Art of Problem Solving was given as a homework assignment
along with the caree— decision-making assignment.

L) The career achievement homework assignment was having the
teachers and counselors be students and do the lessons in the
lesson plan book. It was felt that only if the participants
had gone through the book as a student would they be able to
ottoctivol& deliver the program to their students. In addition,
they were asked to list ways they might deliver each lssson.
This gave each teacher a pool of strategies from which he/she
could chooss in delivering his/her lesson.

Second Week Afternoons

After the teachers and counselors were familiar with the career skills,
the afternoons were spent learning the educational skills necessary to
further develop and deliver the CAST program. The Art of Teaching served as
the basis for this training. Teachers and counselors developed and practiced
delivering their own lesasn plans to other members of the group. The group
members would then rate them as to how well they used the human, educational
and career skills they had learned.

Evaluation

Teachers were evaluated on the same paper and pencil inventory they
had taken in the beginning of the program. This gave some indication of
their growth scores due to training.

Classroom Obgervations

»

Follow~up is the key to effective implementation of any inservice
program. Teaching skills during a two-week workshop dies not assure that
they will be used correctly in the classroom. The reason for this is the
conditions of training are vastly different than the conditions in the
vlassroom. Therefors, to insure that all teachers could, in fact, use the
skills in their classroom delivery, periodic classroom observations were
nade.
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This was achieved by assigning each trainer one or two teachers to
observe and follow-up. Where teachers and trainers were in the same building,
those trainers observed those teachers. In the other cases, the trainers
had flexible schedules which sllowed them to observe the other teachers in
their respective buildings.

Scheduling of observations was handled between the teacher and
trainer. In the beginning, each trainer visited the classroom once a week
for the entire CAST class period. As teachers became more comfortable and '
proficient in their delivery the frequency of visits was much less and for
shorter periods of time. On the average each teacher was observed approxi-
mately eight times from November to May.

During these visits, the trainer was evaluating how effective the
teacher was presenting the career content as well as the effectiveness of
his/her human and educational delivery skills. To pesform the evaluation,
the trainers used an observational checklist developed by Carkhuff
Associates personnel. This list described the guality of the behavior in
each of the following areas: (These areas are further described in the
project evaluation report.)

1) Methods

2) Content

3) Strategies

4) Attending

5) Responding

6) Reinforcement

Using a five-point scale developed for each area, the trainer would
record all the teacher's behaviors for a 45-minute period. At the end of
the observation, the trainer would have a yrofile of the teacher's delivery
in each of these areas. Based on *his information the trainer would briefly
give feedback to the teacher and -a1d make an appointment so that the
teacher and trainer could discuss the observational checklist.

Muring these follow-up sessions the teachers and trainers discussed
the content presentation and the delivery and how they could be improved.
The checklist was used to select the area where the teacher had the greatest
chance of improvement. Together, teacher and trainer set a behavior goal
within the deficient area and wrote a program which the teacher would

-126A

practice for the next observation.




Teacher Observational Training

In order to observe and develop these programs for teachers, the
trainers had to be trained. This observation training was conducted
monthly by Dr. David Berenson. At this time problems and areas of concern
regarding any part of the observation and follow-up sessions were discussed
and programs develcped to alleviate them. Here is an example of one
trainer observational program: C

Trainer Observation Program

1. B8et up appointment with trainee.

2. Obsorve for one hour a week at first until you can discriminate
areas of greatest need. '

3. Respond to strength.

b, Initiate goal and progream for area needing attention.

5. Duvelop small programs so that they can be achievad in one
week's time,

6. Feedback to me on Fridays major areas needing to be addressed
at university class.

Teacher Follow-Up Training

One night a month the teachers in the CAST program met with the
trainers for fol.sw-up training sessions for which they received university
credit. The skills the tsachers were having difficulty with were reviewed
and practiced. Teachers made tapes of their classroom sepsions and reviewed
them vith their trainer to discuss strengths and wealnesses.

These classes were valuable to the teacher and trainer. Teachers
reveived additional skills and program plus help in those areas where it
was needed. Trainers had a chance to assess vhere the group atood in
relationship to the akilla being addressed and could develop tiwir programs
to help the teachera,
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Materials Used -

Carkhuff, R.R. Helping and Human Relations Vol.I & II. Practice and
Regsearch. New York: Holt, Rinehart and Winston, 1969.

Carkhuff, R.R. The Development of Human Resources. New York: Holt,
Rinehart and Winston, 1971.

Carkhuff, R.R. The Art of Helping. Amherst, Mass.: Human Resource
Development Press, 1972.

Carkhuff, R.R. The Art of Problem-Solving. Amherst, Mass.: Human
Resource Development Press, 1973.

Carkhuff, R.R. - Berenson, D.H. - Pierce, R.M. ~ The Art of Teaching.
Amherst, Mass.: Human Resource Development Press, 1973.

Carkhuff, R.R. - Friel, T.W. - The Art of Developing a Career, Amherst,
Mass.: Human Resource Development Press, 1973.

Carkhuff, R.R. - Friel, T.W. - How 'Who' Finds His First Job - Eiementary,
Amherst, Mass.: Human Resource Development Press, 1972.

Carkhuff, R.R. - Friel, T.W. -~ How 'Who' Develops His Career - Junior High,
Amherst, Mass.: Human Resource Development Press, 107X,
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BEST COPY AVAILABLE

Training Outcome Recommendations

Ilength of Time

Most participants felt that the tine was well spent and although
the days were long, they were necessary. They felt that the training
might be even more beneficial if there were three weeks, with more time
given to the career content. Some felt the training should be
interrupted by a chance to implement the skills one at a time before
going on to the next skil'.

Content
Hun.an

All participants felt the need for more training on tie Human
S8kills. They recommended that the pace be slow enough for them to
internalize the discriminations before moving on to the next piece.

I. addition, they felt the human skills should be introduced and
practiced within their own content area first ratbher than in the

career &rea as in training. The unfamiliarity of the content restricted
them from effectively using their interpersonal skills. Also they
stated that too much time was spent in small groups and they recommended

1294

practicing the human skills in a large grour training mode so that

they could learn to use the skills under conditions similar to their
classroom setting. They felt that the taping that was done was helpful
but more training sessions as well as their classroom delivery would
help them make finer discriminations in assessing their own human skill
development.

Education

4
¢

As in the Human, the participants urged that more time be spent
training the Education Skills. This area was covered too quickly in
training. Particular emphasis, they felt, should be on developing
learning strategies and content (facts-progmms). These skills would
nssist the teacher in individualizing and extending the curriculum to
meet the needs of his/her students and hia/her school. They also
recommended spending more time developing strategies for the Career
skills so that they could have been more prepared when beginning to
teach CAST.
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Career

They felt by going through CAST as students, until they had mastered
the content, was essential. Although this was attempted in training, too
little time was devoted to it. Once having learned the content they could
practice the delivery process which included the use of the human or inter-
personal skills. When teachers are trying to be both student and CAST
teacher at the same time, they get confused. Thus, their interegation of
the Human and Career is incomplete. '

Format of Training

Some felt the format was excellent. Others wanted more time in small |

groups for inatruction as well as practice.
Most Valuable

Of all the training skills the teachers felt both the Human and Educa-
tion skills to be the most valuable. They felt that these skills had
helped them grow personally and professionslly. These are also the skills
that were most generalizable into their own contenf'area. Thus, teachers
were seeing positive results of skills utilized in their speciality area
an well as the career area. ,
Classroom Observation

There seemed to be a need for fewer and more indepth (finer discrim-
jnations) assessment of the teachers deficit areas so that programs could
be tailored tn individual needs. Some teachers felt that more time should
be spent giving feedback on one area of deficit while others felt they
wanted to know about all areas. They also recommended that one skill area
be targeted, programs developed and practiced before moving on to another
areae

Jumping ahead before mastering of any area leaves the te.~her frus-
trated and discouraged over his/her seeming lack of progress. The teach-
ers suggested that another way to overcome these frustrations of not feel-
ing like progress is being made is to use a recci'ding system where the
teacher can chart his/her progress so that they can receive feedback re-
garding their own growth. In this way, the teacher can see that improve-'
ment is being made.
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BEST COPY AVAILABLE

Evening Classes
Most participants felt that the Wayne State University class could
have been spent working with:
1) content, and
2) individual elementary and junior high needs.
They felt it met often enomgh but cculd have been more personalized.
Too wuch time was spent on delivery rather thsn on training.
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