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FREFACL

‘This handbook was prepared to assist those coord%pa%ing the
VITAL Career Information Center program in participéfing schools
and agencies. It is designed primarily for use by counselors or
other cdopdinators as an instrument for presenting VITAL occupational
information to students who are'ihterested in gainful employment
after leaving school. Tﬂis applies parficularly to those students
in junior or senior high school who are searching for careers to
enter. rzlementary school bersonnel may also benefit from the handbook,
The handbook provides information which the coordinator can share
with students; teachers, librarians, 'and other professional
personnel as a part of the career guidance aﬁd education programs.

The information provided iﬁ/gg;’handbook brings together the
data and materials developed by the VITAL Career Information Center-
in ¢onjunction with those of similar centers iﬁ some thirty-three
other states. Since career information is an essential part of
the career guidance program, efforts have been made to relate the
handbook contents to the .goals and objectives of this program as
stated by the Student Services Bureau of the Louisiana State
Department of Education in its guidebook.:* The materials supplied
in the handbook provide a sou?cé of aids suggested for implementing
the career information aspects of the céreer guidaneé program. These
supplement recommendations made in the guide developed by the Student .
Services Bureau. It is hoped that this handbook and the materials
included will provide a standardized basis for systematic dissemination

of career information to those needing the data and materials

provided. by the VITAL Career Information Center.

% See Appendix B, pp. 175184 for "Objectives" of Louisiana State
Plan for Career Education and "Guide for Career Guidance,
Student Services Bureau, Louisiana S}ate Department of Education
iii t
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VITAL CARE?’ INFCR™ATICON CxNTLR

BACKGRCUND

The VITAL Career Informatiéh‘aéﬁfér was established July 12
lé?l. as %n exemplary project funded &nder authority of thg
Vocational Education Act Amendments of 19€68. VITAL is.an =
acronyn for Vocational Infermation Techniques Applied Locally.
Tbe NITAL Career Information Center was established fog the !
Sé?uring of reliable. relevant. local obcgﬁational information
fé?m employers and furniching this to students, teachers. and
co&nsel&rs in\ap easily readable form on microfilm aperture : ‘ “
cards, called Viewscripts. An aperyufe\dard is a data pro&eés
card with a small film windcw near,; one end which éontains
microfilmed occupational information.j This process mukes 1t
possible for up'to~Qate. valid, localized cccupational informsa-
tion to be secired, produced, disseminated and made ayaiiable,
cr a large ~ﬂale,us-ing modern technology.

-

The project was initiated as a joint effort of nine parish
. .. /
school boards in the Baton Kouge region and,the Louisisna Jtate :

JDepartment of fducation. This consortium wgg\proposed by -
rast katon Rouge tarish 5chool Board guidance gupervisor for
establishment of the project to serve as a model for statewide
‘application of its services. The directora?e was made’ up of

superintendents for the parishes served--Ascension, fast Iaton

wouge, zast Peliciana, Iberville, Livingston, Pointe Coupege.
St. Helena, West Batcn Rouge, and West Feliciana--and a -

~ >
representative of the State Department of fducation. uui&\sce




*See Appendix, on "Need for Career Guidance

/

(Student Services) Bureau, coordinating supervisor and the VITAL
director. The number of pabticipating parishes has continual}y
increased since the establishment of the program. (Sge
Appendix--p. 79 "Organizational Chart VITAL"). An Advisory
Committee was also established (See Appendix, p. 11?_ ;/
"Organizational Chart Advisory Committee").

- Housing and clerical supplies have been provided by the
Louis;ana State beparﬁment of Education, Student Services Bureau.

They are ﬁow supporting extension of the Center's services

-

2
2y

stétewide as part of career guidance program” with finanéiai_
assistance for additional pr&fessional personnel and materials.
The equiﬁment for photographing, processing, and reproducing
" microfilm aperture cards containing Viewscripts--localized
occupational information——aléng with the reader-printers used
to view and make copies of the Viewscripts, was obtained at
the beginning of the project. Additional reader-printers or
‘readers obtained by schools for the use of the microfilm or
micfofiche materials‘will need to be purchased by participaﬁing
schools or school systeﬁs. The Center will furnish the cards
,to those who purchase the necessary equipment to use these as
funds and personnel permit (See Figure 1. VITAL Career Information
Center with Satellites).
NEED

The task of making a career decision in a growing and changing
society is a coﬁﬁiéx\qnefﬁé With the advent of automation and
technological change, job oppo?tunities have been drastically
altered. For example, hew indﬁstries have generated new
employment opportunities while:at the same timg“many thousands
of production-type jobs have completely disappeafgaf\*hlgyyw'

T

PP l;{_%, 176 \\«

O ) -Appendix, on "Nature of Career Guidance," p.




SATELLITE

/ VITAL
PRODUCTION CENTER

Functions:

e Collects General Information
Writes VIEWscripis
Microfilm Scripts
Produce Duplicards
Disseminates to Satellites
Provide8 Inwgsrvice for
Satellites

SATELLITE (sl

Equipment:
-~ ® Processor Camera
e Card Copier
e XKey Punch Equipment

Satellite = Intermediate Service =nd Information Colleciion tenter. Collect
local information and send to Center for inclusion in its VTTAL f
deck. No nicrofilm eguipment necessary.

User = Schools and/or agencies naving microfilm readers and/or reader-
printers. '

” ° ;

——3¥ = Dissemination of VITAL decks and provide {n-service training to |
users. / ’

"""" = Feedback from users concerning implemsntation of the system, in- :
service needs, qualily control of microfilm documents, additions .

' needed in occupational coverage, and information input if available.

'ﬁ") = Flow of feedback from users and the local information from Satell‘te |
for inclusion with general information collected by Production Center
to form VILW deck unique tc their locale. Return of microfilmed
decks to Satellites. )

. Figure 1. VITAL Career Information Center with |
’ Satellites
ERIC 14
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Aruitoxt provided by Eic:

sccupations the amount and type of education and iraining

needed to enter the occupation have changed. The composite of
these change factors necessitates a systematic approach to
maintainfng current cccupational and educational information.
Such a system would make available to those confronted with a
career decision the best information on which to make career
chcices as part of the career guidance and education prccess. i

In making a career decision students must be informed about
a variety of aspects of the world of work. They need to know
which occupations have an oversupply oi workers as well as those
where shortages exist. They need to be aware of the varigﬁs
types of new occupations being created by a technologicall
society and those where é.need no longer exists.

Providing studenis with career information that 1s current,
zccurate, and readily understood has been the goal of vocational
guidance specialists for many years. in many school systems
the provision of appropriate career information materials is
more a goal than a reality. Available materials come from

diverse sources in varying formats and usually lacking specifi-

[ e

city to the local situation. “uch of this occupational literature
also is out-of-date because of the inescapable time lag inherent
in conventional production and dissemination procedures. [any
curreni materials, having been prepared for recruitment purpcses,
cannot always be relied on for the objectivity desired when
students must make choices using factual information. The mcst
importanp aspect of career choice is to know. local and regional

’,

opportunities and reguirements for employment .*%

See Table 12, p. 168

See chart .n "Need for Career Information, Guidance and Education,”

p. 172
L

-




A related préBlem arises from difficulties in filing and
retrieving occupational information. Although numerous procedures
have been employed, a majority of the students make limited use
of thé information contained in typical occupational files.
Abundant evidence exists to substantiate these and related
weaknesses of’Eurrent programs providing occupational information
to students, 83% of whom in Louisiana will not complete college. !

in 1965, San Diego County (California) initiated the first
VITAL-"like" program, which was desiéﬁed to alleviate many of

the criticisms about occupational information. VITAL--an

acronym meaning “"Yocational Information Techniques Applied |
Locally"--is a system designed to collect, abstract, synthesize,
produce, store and disseminate career information in Louisiana schoolg.
This system, which utilizes the microfilm aperture cards as '
the mode of presentation, has met with rapid, widespread

acceptance. School systems in more than thirty-three states

have initiated a microfilm occupational information system and

other states have such plans. : l

ADVANTAGES OF WICROFILM APERTURE CARD

The advantages of utilizing the microfilm aperture card as |
a delivery system ior disseminating career information include:
(1) economy, (2) compactness, (3) versatiliﬁyf (4) ease of ‘/
updating, (5) fast and accurate filing and réirieving, and
(6) computer adaptability. ! |
A. Economy. A single microfilm aperture cJLd can contain up to

nine pages of career information capahle of being viewed '

repeatedly by numerous users. Thus, it makes possible a

wide dissemination without the use of a printing press with

1o | ,

\¥;
[




its inherent high costs of paper and processing. Microfilm
can be processed and disseminated at a fraction of the cost
of prinfed materials.”

B. Compactness. Up to nine 83" x 11" sheets of paper can be

revlaced by one 3" x 7" aperture card. Consequently, one
- small filing cabinet can contain information that, if in

paper form, would require exiensive storage facilities.”™™

C. Versatility. The use of microfilm permits the dissemination

of information via a viewing screen. If the user wishes, a
paper copy from a reader-vrinter for personal use may be
obtained with the migrofilm copy being retained in the file
for other users The data is adaptable to microfiche, réel
and cartridge tape.

». Updating. The distribution capability of microfilm eliminates
the need for reprinting thousands of copies for each change
needed to update the information. In most cases, the
original document can be microfilmed with only the new

information being retyped. This is usually done annually

or as needed.

Filing and retrieving. The key punch capability of the

&N

microfilm aperiure card allows for the automated filing gnd
retrieving of information through the.use of data processing
equipment. In addition to job title, other data can be key ) 1
ﬁunched into the aperture card. This keypunched data, . 1

either singularly or in various combinations, can then be \“

#*3ee Appendix, pp. 103-l, "Format of Microfilm -Viewscript"
w##See Appendix,p. 102, "Aperture Card Layout"
i#i+tSee Appendix pp. 105-107, "Microfilm Aperture Card Data for Keypunch"

used as selection factors in retrieving cards from the system.”™ ™ i
1
(
|




F. Computer adaptability. A computerized system, with its |

more extensive capability and speed for data storage,
retrieval, and analysis, may be interfaced with the
microfilm aperture card approach, thus adding value and new

dimensions to both systems. A microfilm aperture card

i

which combines the’use of microfilm with a data processing

input document can reap the benefits of both systems. A
\\ computerized "student data base" can facilitate the career

\
search by using student data to sort out and list suitable

1.

\ occupations for investigation. See "Student Informatimn Form,"pp. 16-163
IV\ DEVELOPMENT--The steps in development of the VITAL Career

JInformation Center were:
!

A. TIMPLEMENTATION

1. The need for current, valid, easy to read occupational
information in the schools was determined as the result
of meetings and workshops with counselors and others in
the school system and assessing the expressed interests
and needs of students by the originators of the program.

2. After application for funding of the project had been
approved, the Center was established by a directorate.
A director-resource writer was hired by them, and the
equipment purchased for operating the Center, which
was housed in the Louisiana State Department of
Education, Guidance Bureau. Participating schools were
also provided equipment and supplies. (Fig. 3, pp. 79, 186)

3. The objectives for the Center were set up and approved
as stated below. Plans, procedures and schedules were
established to meet these objectives. (Fig. U4, p. 80, 186)

«

Objectives

To provide current, reliable, local and regional career
information for use in schools by students, teachers,
counselors and others,

To disseminate career information on a large scale
using modern technology.

To furnish materials for more effective career guidance
services.

Qo 7 16




L.

5.

6.

7.

8.

9.

To provide for feedback concerning career-oriented
students by a follow-up system for use in effectively
influencing the career development of other studentse

"To improve effectiveness of counselor as a facilitator
of career guidance and education in the school through
interaction with faculty, studerits, and others.

To develop lines of communication with counselors,
faculty, and the community so that they will be involved
in\the ongoing career guidance, training, development
and\placement of students in occupations leading to !
careers,

To Qevelop data to be furnished educational institutions
on new advances and techniques in vocatignal-technical
fields from which new programs and curricula may be,
developed. *\ }
To establish a foundation upon which a,statéﬁide program

of occupational information can be evolved by\extension |
of the services of the Center, . \\' -,

The literature was researched and a study was made to
acquire pertinent general occupbational information |
from all available sources. (See Bibliography, pp. 180-203) |

Recommendations for the program and data were obtained
on more specific types of occupational information 4
available from other VITAL-"like" centers, labor, trade,
commercial, vocational, educational, employment,

technical and professional associations and organizations. l

A study was'made of the type information needed by the
target population of non-college bound students, their

average reading level, and skill-training types. The |
present and future manpower demands and needs of employers,
and entry-level job opportunities in the regional labor
market were estimated from available manpower, labor market
and census data. A list of entry occupations to be

covered by the VITAL Viewscripts was made. A determination |
was made as to the types and number of employers from |
whom local occupationaliinformation on entry jobs was

needed. (See Tables1ABj2, 3, L, pp. 81-84 and Figures 2AB,

pp. 10AB; and Figure'lL, . 80 in Appendix

A representative sample $f business, industrial, and

governmental establishments were selected for surveying.

(Tables 3, L, 5, 6, pp. 83-86)

Two"Cccupational Information Survev Formg" (Forms 1, 2,

pp. 90-96) were developed and approved by consultants

and advisors,

A publicity campaign was engaged in to stimulate the
securing of localized occupationgi information from
employers in the region. Promotion talks were made

8
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before employer, educato., counselor, and civic

organizations and groups. Appearances were made on

radio and T.V. programs and spot announcements used

by the stations. Newspaper publicity was also secured.
(Fig. 3, pp.97-98)

10. Occupational Information Survey Forms, with a cover
letter explaining the VITAL program, were mailed to the
employers to secure the following types of data:
(Forms 1 & 2, pp. 90-96)

a. Information on the establlshment

b. Entry-level occupations in which an individual
could develop a career, including
1l.) job titles

short descriptions

employment statistics

manpower demand

education acceptable or preferred

training needed before the Job

training given on the job

special skills needed

minimum age

sex

experience

other requirements

advancement and promotional opportunltles

pay and benefits

L] L] - L]
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11. Follow-up of the surveys was made by personal interviews,
telephone calls, and contacts from persons assisting the
Center, such as school counselors, members of Kiwanis,
Key, and Rotary Clubs. (Form 3, pp. 99-101)

12. Data obtained from the survey was posted, tabulated,
analyzed, summarized, and a file built on each occupatlon
(See Figure %A Production Flowchart for Viewscripts’, pd0A4;p.108
Figure 2B. Chart Showing Occupational’ Demand, Supply,Resources)

13. The survey data was combined with other existing

\ / occupational information acquired and that developed by

\ the Center. This was synthesized into a ferm to be

placed in a standardized format for microfilming and
placing on the aperture card$s. (Form L, Format, p. 103

B. PRODUCTION

/

1. VITAL Viewscripts--The VITAL Viewscript includes the
following kinds of information: (See Fig. 6 and Format, pp.lO2—3H

\ a. What You Do in This Job (Job Desecription)

\ b. Where You Work (Work Location, Environment, and |
- Conditions)

c. When You Work (Hours and Days of Work)
d.‘ What This Work Will Pay You (Earnlngs)

9. 4U
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t

Other Benefits You Have to Help You on This Job
(Fringe Benefits)

What Future You Have in the Job {Prospects for
Employment and Opportunities for Advancement)

What You Should Be Like to Do This Job (Personal
Traits, Temperaments, Interests, Goals)(See pp. 137-150)

What You Need to Know and Be Able to Do (Aptitudes,
Knowledge, Skills, Physical Abilities) (See pp. 137-9, 151.-9)

How School Will Help You Get Ready for ThlS Work
(Preparation and Training Needed)

Where You Can Learn How to Do This Job (Special
Type Courses, Training, Educational Institutions
or Provisions Available)

Thlngs You Need Toc Do Before You Look for This Job
(Social Security Card, Union, Apprenticeship,
Physical Exani, Birth Record, School Record,
Certificate, License, Diploma, Application
Interview, Special Tests, and Other Requirements You
Need to Meet Before Seeking the Job)

Where to Find. This Work Around Here (Employers,
Employment Agencies, Youth Opportunity Centers,
Vocational Rehabilitation Center, Newspaper
Classified Ads, Friends, Reldtives, Counselors,
Unions, Special Youth Service Organizations, and
Agencies You Need to Get 1n Touch With for
Employment)

“here Zlse You Can Find Out More About This Kind
of Work (Pubdblications, Resource Materials, and
Persons that Will Give You More Information About
the Occupation)

Cther Kinds of Work Almost Like This (Dictionary
of Cccupational Titles Job Tltles. and Code Numbers
of Related Occupatlons)

dicrofilm’ Aperture Cards (Data proce551ng is done by
hand until computer processing is available)(Fig. 7, p. 107)

a. A draft of the Viewscript is typed and edited by
consultants and staff, and reviewed for corrections
and approval.

The final draft is typed and proofread.

11




¢. The microfilm script is photcgraphéed, developed,
and printed and mounted on a Jaster Card in the
Processor-Camera,

d. A quality check is made on the ‘laster Card.
e. The Master is labelled and"use record" stamped on back.

f. The Master is key-punched with coded data which is
on the Viewscript.

g. The necessary number of copies of the master are
reproduced on the Uniprinter.

h. The copies are key-punched with selected data on
the Master and the master stored (Pable 7, bpp. 105-106).

i. The cards for all Viewserints are collated into
decks (See Table 84, p. 108, and Table 8B, vn. 109).
t

j. The cards are disseminated to the coordinators in
participating schools and organizations. The cards
are listed alphabetically with D.0.T. code numbers.

k. Surplus copies are stored until needed.

3. The information on the cards was reviewed by
students, counselors, teachers, and authorities on the
occupations covered, prior to a try-out in the sclhools.

4. The initial deck of cards was distributed to the
counselor-coordinators for participating schools during
a meeting in which the procedures for use of the cards
and equipment were demonstrated.

5. Frackets of new and yp-dated cards have been distributed
as sufficient quantity are produced to mail as a set.

6. rertinent information is arranged for keypunching on
the aperture card ;and includes the job title and code
number as classified in the Dictionary of Occupational
Titles number (DOT),” consisting of nine digits that
allow a complete-breakdown, which provides single unique
job listings. Space is provided for the nine aptitudes
that arg measured by .the General Aptitude Test Battery
(GATB) . In this space the Cccupational Aptitude Pattern
(CAF) is to be keypunched and labeled with the amount
and types of aptitudes needed. C(ther less essential
aptitudes are also labeled. The OAP includes those
aptitudes that the GATE research has identified as

*See Table 9, pp. 11l0a and b, and llla and b
#:3ee Form 18D, p. 132a 12
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being most compatitle to the needs of the individual in
relation to job success. The recorded date of issue is
the key to insure updating annually or as needed.
Cther space is provided on the card for keypunching
additional information. A space is provided on the back
for students to sign and date after each use. This can
serve as "use record” for assessment purposes. (See
Appendix, Fig. 6, p. 102, Table 7, pp. 105-106)
EVALUATICHN

(@]

A try-out of the cards was conducted for further evaluation,

and ratings were made on about 4000 forms by students,

counselors and teachers. The results of the try-out indi-

cated that out of a total value of all ratings ona 5-pairt scle, 85.5%
indicated the information as being of "much help" or "very

much help" as presented in the Viewscripts. In addition,

the raters nreferred the longer seven to nine page descrip-

tions over the shorter four or five page descriptions.

sven though both forms were written on a low reading level,
at about the sixth grade, it seems the shorter forms have

an advantage for students in grades below the secondary
level, who are exploring occupations. Therefore, Viewscripts
have also been developed in the shorter form for appropriate
occupations, which can be used at the junior high school
level. Viewscripts can be supplemented with audio-visual
aids, such as cassette tapes of the occupational information,
slides, film strips, films, transparencies, and related

media. (See "Form 27 for Rating of Unit Activities by Student," v. 160)

Follow-up is being made in workshops and training sessions
with counselors and others using information from the VITAL
Career Information Center, :RIC, and on career education,
curriculum, guidance.and the development of.school career
centers. (Forms 29, 30, 31, pp. 16k, 165, 166)*

rvaluation é; VITAL-"1like" Programs

The goal of any VITAL-"like" program is to enhance the career
decision process. Although the detailed objectives of
individual VITAL programs differ to some extent depending
upon their local needs, most programs .are committed to

the following objectives: .

To produce current, accurate, realistic, understandable
occupational information e

To localize this information for a specific area,
region or state

"o make this information readily accessible to students

sufficient evidence exists on the reactions of students and
staff members participmating in VITAL-"like" programs to

S2 11
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\ clearly demonstrate that the VITAL system is a viable
method for providing career information, as indicated by
the following documented findings::*

Student reaction to use of VITAL-"like" materials

Students, when asked to compare Viewscripts to

occupational information they had used preyiously, rate VITAL-
like material more helpful, understandable, realistic,
interesting, complete, and current.

Students generally tend to discuss information
) obtained through the VITAL-"like" system with their
T parents. S

Fifty percent of VITAL-"1like" users have never used
occupational information in the past.

Over eighty-two peépent of Viewscript users indicate
they will use the -system .again.

2

Seventy~six percent of the student body tend to use
Viewsdripts one to four times a year and, of these,
sixty~one percent found them helpful or very helpful.

Fifty percent of Viewscript users, one year after
leaving high school, indicate they used Viewscripts
in arriving at a choice of.a job.

Fifty-five percent of the students using Viewscripts
make an effort to obtain more information about a
specific occupation.

*  Educators' reactions to VITAL-"like" prograums

The introduction of VITAL materials in a schnol/career
increases the use of other .ypes of career
information.

The introduction of VITAL-"1like" programs in a school
increases the participation and interest of the total
school staff in career guidance and education.

The introduction of Viewscripts in a school increases
the effectiveness of the career guidance and education program.

Eighty-three percent of teachers use Viewscripts in
classroom activities.

Seventy~five percent of educators feel Viewscript
is Dbetter than other information currently in use.

»

#See Bibliography, p. 1B7 and VIEW, p. 203
1
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EXTENSION--The Center continues to build on the foundation

® it has laid and profit from 1ts experience to provide improved
services.

l. Expansion. The coverage of additional occupations will
' be expanded as the VITAL services are extended.into
other regions of the State, as the need arises and®
demand is indicated. The types and number of occupations
covered depend upon the occupational information needed
by the target population, skill training, and entry-
S level job opportunities for careers in the regions being
) ) served. The determining of the occupations for which
Viewscripts are prepared depends upon data obtained
from the regions’ and other sources, as well as the funds,
staff and schedule of the VITAL Career Information Center,

2. An Advisory Committee consisting of representatives
and leaders from business, industry, labor, government,
education, civic, and service o“ganizatlons assists the
VITAL Career Information Center in securing community
cooperation in meeting its obaectlves (Fig. 8, p.11l2)

a. The involvement of’ key community leaders is essential
to the success of the program.

b. The Advisory Committee is a valuable source of
information for obtaining occupational data, resource
persons, and materials for use by the schools.

c. Tﬁe Committee also provides feedback from employers
on their needs and views in regard to the VITAL
program and career education program in the schools.

. d. 3By the Advisory Committee reflecting a wide range
of occupational classificationsand levels in the
region, 1t assures a breadth and depth coverage of
career opportunities,

e. Being a working committee, its members reflect the
day-to-day practical involvement in the world of work
which can be communicated to students through the
VITAL Viewscripts and by other means stated in
Career Resources Information Directory.

Fh

The Advisory Committee is an effective medium for
conducting occupational information and career
resource information surveys

g. yThe Committee can spearhead such undertaklngs by
recommending contact people from whom to galn a
representative sample of information, and in securing
their support for completion of the survey forms,

h. The Handbook Sectinn on "Sources of Occupaticnal Infarmation and
Techniques for Interviewing Resource Persons" (pp. 35-52)
provides mohre information on uses of Advisory Committee

members as resource persons.




3. The Carcer Recources Information Directory 1lists
appropriare individuals .'ho ec2uld assist the school
by providing talks, interviews, on-site visitations,
observation of workers, and materials on careers.

a. The VITAL Career Information Center, with advice
from the Advisory Committee, has ceveloped forms
and guides r conducting surveys to obtain
*information for the Directory fron employers, parents,
teachers, students and others. (Forms 5-17, pp.113-13L)

‘ b. The standardization of this material helps assure
suitable coverage of the information needed, the
collecting, processing, tabulating, reproducing
and dlstrlbutlon of the Directory to school
cocrdinators, and their use of. it in the career
education and guidince programs. ‘

-

c. The Handbook Sec.ien "Use of Resource Persons in
the Career Information Programs" can be consuited
for more information on utiiization of the Career
Resources Information Direcctory. (See pp. 36-66)

L. Coordinastion of the use f occupational and career
resource information by students and teachers is an
essential part of the career guidance and education
program. (Also see pp. 22-3!)

a. The school coordinator can use career information
and guidance instruments to establish a student
information data base. (Also see pp. 136-16l)

b. The student data is compared with requirements for
occupations listed orn the data-process microfilm
aperture cards containing the Viewscripts. This
assists students in se1e0u1ng the various occupations
they may wish to investigate for careers. (See pp. 102-107)

c. The data accumulated on the student from sel{-
assessment forms, cumulative records, questionnaires,
and standardized test records can be processed in
a way so that it will be compatible with the type
of data on the Viewscript aperture cards.: This
permits the sorting out of those occupations that |

' students would most profitably explore. (See pp. 161-163)

d. A list of Lhose occupations sorted by the computer

cap be printed out with their Dictionary of 1

Occupational Titles code numbers. This process

can be used to expedite the career guidance process, 1
l
1
{
1

and assist in relating the career education program
to the personal interests and abilities of the
student. (See pp 108-111, and “How to Read Job
Bank Data," p. 185)

|
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5. Self-evaluation forms have been develop by tne VITAL
Center for ratings by students of their interests, _
personality traits, mental abilities, achievement in~_
school subjects, physical abilities, and abilities to
work in various environmental and working conditions.
Another prepared form allows the student to assess
himself in relation to the occupational requirements
on the Viewscript microfilm aperture card. (Form 18, pp.136-20

a. These are means of stimulating the student to seek
more information about himself in the career
development process. Such data may be obtained
from the self-evaluation form8, and instruments
administered by the guidance office, as well as
that obtained in a career guidance class or |
through activities within the career education
curriculum. {See Forms 19-2L, pp. 1l1-153)

b. Thus, the initiative and decision for acquiring
such information .and requesting assistance from
the counselor rests with the student.

6. Computerized data processing procedures have been
recommended by the VITAL Career Information Center
for tabulating information on the Viewscripts, Career
Resources Information Directory, and Student Self-
Evaluation Forms. Coding svstems have been suggested
for this purpose. (Table 7, pp. 105+, Fig. |7, p. 107, Form
28, pp. 121—163) . '

7. Materials for use in Cooperative Career Education
have been developed by the Center for the State
Department of Education and various parishes. The
Center has furnished them materials for use in the
cooperative career education program and models.
Materials were prepared for:

a. The career education curriculum guides
b. Career guidance guidelines

\ c. Forms to evaluate career education publications
and audio-visual aids -

d. Summaries of related materials in the ERIC system
Research in Education directories and on microfiche™

3. Follow-up forms have been prepared for‘ége in the
"follow-up" of recent school leavers and graduates.
These are of assistance in ths in-service training /
of counselors and clerical personnel in the distribution,
posting, compiling and summarizing of the "follow-up"
study. Procedures have been established for summarizing
and evaluating follow-up data in statistical and
narrative form. A continuous "follow-up" of students
is essential to the evaluation and improvement of the
career education and guidance programs.

#Microfiche available from Director, Research Coordinating Unit
E]{U:‘ of the Vocational Education Bureau, State Department of Education

17 .
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10.

11.

12,

Community support has resulted from cooperation with
committees, organizations and agencies in activities
related to the VITAL program, such as business,
industrial, labor, and civic associations; State
Department of Employment Security and Employment Service,
Louisiana Educational Association; Louisiana Teachers
Association, Loulsiana Personnel and Guidance Associ-
ation, Louisiana Vocational Guidance Association,
Louisiana Counselors Association, Louisiana Employment
Counselors Association, Louisiana Association of
Counselor Educators as well as the American Personnel
and Guidance Association, National Vocational Guidance
Association affiliates, and the National Conference

of Career Education Centers. The Director represents

the Center at meetings and participates in projects

of those-groups related to VITAL. (Also see pp. 27-29, 182)

Plans for expansion--The VITAL Center has the basic data,
background, eXperlenoe,nequlpment and "facilities to prepare
occupaticnal information for all regions of the State,

if adequately funded and staffed. The expansion of

this program is the mest economical niethod of\maklng

the Center's services available statewide. The Center

cen assist the regional parish coordinators in estab-
lishing committees, obtaining standardized forms,

setting up training programs to secure and use the
occupational and career guidance information needed.

The Center continues to work’with other State departments,
sections, and agencies to maintain up-to-date local
information through the standardlzlng and coordinating

of manpower studies and career information gathering
teclmiques for use in its program and Viewscripts.

Continued Development-—The VITAL Career Information
Center ﬂontlnually kédeps informed of the latest informa-
tion to improve the materlals preparaﬂ to meet its
objectives and to prov1de the services which it was
established to render. '(See Table 10, pp. 168- ;69)

The Center primarily serves these groups:

Students, Parents, Teachers, Counselors, Librarians,
Administrators, Employers

By Furnishing the Following Services:
Schools~--~

-- Up-to~date, easy to mse local occupational
information

-- Reader-Printers for reading and printing out
copies of microfilmed data

18
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tudents--
-- ‘A wide range of relisble, current, pertinent local,
/ regional and national occupational information for
vocational guidance

7- Educational requirements and training opportunities
i for jobs

{ -- Basily readable vocational orientation data for
disadvantaged, dropout and handicapped

-- Economical print-outs of data selected from micro-
film aperture card for further exploration and
discussion with parents, counselors and teachers

-- Method of relating students' interests, gbilities,
aptitudes, and aspirations realistically to jobs

Parents--

i
i
f
{

-- Opportunity to participate in children's vocational
guidance by having access to print-outs of realistic
occupational information

School Personnel--

-- Means of keeping up with job requirements, markets,
pay scales

-- Way to have at fingertips a wide variety of infor-
mation on world af work .

-- Equipment to encourage students' vocational guidance

-- Sources of publications and materials on occupations

-- Names of persons to contact in business, industry
and government for further information on jobs and
field trip arrangements

~-- Methods and materials for including vocational
guidance in curriculum plannlng, development, and
instruction .

These Values are Rendered:

-- Increases availability of relevant, reliable, read-
able local cccupational information

-- Br~adens know’odge of "world of work"

-~ Allows exploratiun of many occupations

19




-~ Makes education more realistic and related to
career choices

-- Aids in career planning and development to
fullest potential

-~ Informs of "education for work" opportunities
available--part-time work, vocational education,
school-work programs, apprenticeships

-- Gives opportunity to relate aptitudes, abilities,
interests and aspirations realistically to job
requirements

-- Provides better preparation to become successful
worker, and greater contributor to family and
community

-- Stimulates self-understanding, creative thinking,
decision making, goal setting and achieving

-- Encourages vocational orientation and productivity
of the disadvantaged, potentlal dropouts, and
handicapped

-- Stimulates more use of vocational guidance and
counseling services

-- Expands the fields of study chosen by students

-- Increases enrollment and number of offerings
in business, vocational and technical courses

-- Promotes motivation for more diligent application
to education programs--tending to increase
grades and decrease drop-out rate

-- Better prepares students for entry in labor
market on realistic basis

-- O0ffers employers better qualified and occupatlonally
oriented job applicants

-- Provides more applicants w “h potential for
success and satisfaction on job

-- Tends to reduce employee dissatisfaction and
turnover--improving stability and productivity
of work force

-- Ttimulates better student-teacher-counselor-
parent relations--helping "bridge the gap"

-- Allows students a smoother change over from
school work to employment

O 20 s
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Helps coordinate work of educators with employ-
ment counselors, personnel, and resource people
in the community

Establishes a means of encouraging and following-
up the career development and progress of an
individual throughout his work life

Provides a centrally located clearing house for
local, regional, state, and national occupational
and career development information

Brings together more effectively the services

of all organizations and establishments which
affect the education, guidance, and employment
of individuals

The materials and services of this program are
available to other public, private, and parochial
school systems as funds and personnel are provided.
The Center has facilities for duplicating aperture
cards in large quantities,which is limited only by
the amount of staff and funds available.

/
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} CCORDINATING UTILIZATICL OF THe VITAL CAREER INFCRMATION CENTER SERVICES IN CCHOOLS

The most important step in the total VITAL program is its effective

utilization. Without effective utilization all of the activities and costs
preceding it are meaningless. Proper use of the VITAL system incorporates

the participation of counselors, te¢achers, and students.::

PROCEDJRES

VITAL is primarily an information system and as such it represents but
one element of atetal career guidance program. To be successful, 1t must be
integrated into the existing guidance progrém and the school curriculum.
when integrated, counselors and teachers will be better able to help stude;ts
in planning course selection related to career aspirations. The relating of
academic program to individual interest should result in better student moti-
vation and progress._

Teachers will.find VITAL an excellent resource when building instructional
units in most subject areas. Use of VITAL will enable the teacher to make
subject matter more meaningful and effective because it relates classroom
learning and experience to the world of work and to the things that hold
student interest. '

The VITAL program provides teachers and counselors with:

e A wide variety of information about jobs that might be
interesting and attractive to young people in a given locale or region.

® An occupational information dissemination system which
enables them to keep up-to-date regarding the.world of
work.

e An abundance of occupational information in an casily
accessible form.

® A tool which can be used to motivate students to begin
career planning.

#See Appendix, pp.175-18l, "Guide for Career Guidance"
Q N
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INITIATING VITAL IN THE SCHOOLS

VITAL can be introduced to both the staff and students in a variety of

/

ways. It is important, as soon as possible, to make the potential users
aware of VITALand its content.

Several activities can be planned by school utilization cooréinators
and the career information specialist from the production center. Some

examples are: ) )

~

e Call a meeting of the guidance staff to explain the VITAL
pProgram.

e lMeet with all school department or subject matter heads _to explain the use
of VITAL in general and, in particular, its value and re-
lationship to each subject matter area.

e Usec available supplementary materials from the production
center (e.g., posters) to advertise the availability of
VITAL. Develop similar materials at the school level.

. e Advertise the availability of VITALin the school newspaper.

e Arrange for a school assembly or individual visits to class-
rooms {e¢.g., all English or sqcial studies classes ) to explain the use of VITAL
to students.

! e Arrange for aVITAL bulletin board display in the libary and
in each classroom if possible. Classroom displays should
emphasize the subject arcas for which the classroom is used. .

e Arrange to present the VITAL program at a PTA meeting.
Parental involvement in the use of career information
is a necessary ingredient in a sound career choice.

® Demonstrate reader and/or reader-printer equipment and

explain how to use VITAL most effectively to students
and staff.

® Encourage students to verify their vocational plans with
parents, teachers, and counselors.

e Conduct a VITALpublic relations program including talks

before service clubs, parent organizations, various media
Groups, professional organizations and advisory committees.

23
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Functions of the utilization coordinator include the following, some of

which should be carried out in cooperation with the guidance director or other

school

ERIC
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staff members:

Work with teachers in preparing curriculum materials to use
VITALas an integral part of special classes in the study of
occupations.

Work with teachers in prepari»t curriculum materiai.s to use
VITALin regular classes as a means of relating academics to
work.

Conduct, or coordinate, supervised visits to industries
offering occupations such as those coveréd by VITAL.

Organize VITALmaterials to meet the needs of special groups.
(E.g. All VIEWscripts relating to building trades for use
in Building Trades Course.)

organize VITAL according to interest survey scales, carecer
clusters, industrial classifications, etc.

'/ .
Train clerical personnel to assist students in locating and
using all career materials.

Establish a faculty-student career; guidance committee to
encourage input from all school segments in establishing and
maintaining a responsive vocational guidance program.

e : ‘
Schedule community speakers and consultants for discussion
with teachers and students. '

Maintain a listing of part—timé and summer work related to
VIEWscripts.

Inform teachers and students of pertinent vocational films,
filmstrips, and other audiovisual aids available fcr their
use.

Involve other guidance and counseling agencies in the career
guidance efforts of your school (e.g., State Employment

Service), -

Conduct, or coordinate, supervised visits to institutions
offering training programs in various occupational fields.

Prepare bulletin board displays about VITAL.

Explain the use of various VITAL indexes and other related
occupational materials.

Parental and community interaction

: 2l
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10.

11.

12.

13.

14.

15.

METHODS AilD TECHNIQULS WHICH CAN BE UTILIZED _
IN° MAKING OCCUPATIONAL INFORMATIOIl AVAILABLE TO STUDENTS ~ -~

Through special classes in occupations.

Through such courses as personality development which include special
units on occupations.
] .
Thr.ough regu]aﬂ curriculum—English, social studies, industrial
education, Home economics can be particularly helpful in presenting
opportunities to youngpeople. Occupations can be studied through thomes,
special writing assignments, autobiographies, term papers, and other
reports.

Assembly programs.

Charts prepared by teachers of various subject matter fields portraying
occupational opportunities in their field.

Home room programs devoting time to the discussion of yocations and
career problems.

Encouraging independent reading of biographies of great men who have
been successful in various vocational fields and providing lists of
beoks and novels which have a vocational emphasis. Teachers in the
various subject matter fields could be encouraged to compile such lists.

Ve
The organization of a vocational club, to discuss various occupations
and other projects.

Preparing news stories for the school paper. Both students and teachers
can be enlisted for this project.

Encouraging teachers in the various subject matter fields to devote
time to the discussion of their vocational field they are considering.

Encouraging the student to seek his own information through correspondence
with people successful in the field he is considering,

Helping students becoire familiar with the various professional services such
as SRA, Bellnan'Vocational Services, Careers Inc., Doubleday Multi-liedia,
and Chronicle Guicance Publications, and the services they have to display.
Library displays.

Making provisions for students to attend conferences which have a vocational
theme.

Scheduling discussion groups to discuss various vocational problems of
interest to young people.




Making use of hébby clubs to encourage young people to try out various
skills which may lead to a vocational interest.

Arrange for interested students to take tests, in addition to the
regular school testing program, which may give them more information
about what interests, skills, abilities and personality characteristics
they possess.

"18. Supervised visits to various industries so students will have an
opportunity to observe workers at work on various jobs. When possible,
make arrangements for students to talk with men and women who work in
their particular interest field.

19. Supervised visits to institutions offering training programs in various
job fields.

20. Assigned reading in various trade and professional Jjournals. !

21. Supervised part-time and summer work experiences to acquire skills
and first-hand informationabcut working conditions, training experience,
and job "try-out."

22. Arranging for discussions, confereﬁce and panel discussions of health,
social and personality characteristics required by various jobs.

23. Arranging extracurricular activity programs to assimilate actual job
conditions. :

24, Prbviding posters, film strips, motion pictures, and other displays on
a continuous basis throughout the school year to give students
information about jobs and training opportunities available to them.

25. Arrangement for a special ewphasis bulletin board where students can |
go to get up-to-date information concerning the world of work. This
bulletin board should be centrally located and changed at least once
each week.
|
|
|
|

26, Charts, graphs, and posters are valuable visual aids for the counselor
to use.

27. Sponsored radio and television programs in which both students and
teachers can participate. [n some instances counselors have regular
programs. Parents can also be used for such programs.

28. A regular newsletter service for students and parents which emphasizes
important vocational information.

29. The use of opaque and transparency projectors to present information
in classes and to parent-teachex groups,

30. "Go to College Programs" where representatives from various colleges are
invited to give informaticn atout their colleges.

31. Supervised visits to schools, business firms, and
industrial institutions having training programs.



33. Arrange for interviews with teachers and trainees in selected fields of work.

34. Arrange "job analysis" assignments in particular fields of work.

35. Encourage students to make job scrapbooks.

36. Specialized assignments in various classes of the curriculum which
assimilate various types of training and educational experiences.

37. Special instruction and demonstrations in classes and group guidance
programs on hew to secure a job, including an objective analysis of
abilities and limitations. ,

38.. Participation in vocational clinics and vocational forums emphas1z1ng
steps in choosing a job , preparing for the job chosen, break1ng in
on the job, and making progress on the job.

39. Providing a program to keep the student continually informed of
career-jcb opportunities through school "current event" classes. .

40. Sponsor essay contests or public speaking classes with prizes which
have & career emphasis.

41. Providing individual counseling. This is the heart of the information
program as it is in other aspects of the guidance program. p)so use groups.

42. Acquaint all advisors and counselors with various government publications
and their use, especially the Dictionary of Occupational Titles.

43. Keep up-to-date on all films, filmstrips, and instructional television
presentations which will supplement your school's occupational files.

44. Utilize the Viewscript system as well as other occupational materials )
by making it available to teachers for use with their regular classroom
activities.

45. Work closely with the local offices of the Department of Employment Security, Youth
Op, :rtunity Center, by usin, Job Bank information and wmaking apprepriate referralst
to them and by utilizing the materiats and resources available from them.”

46. Keep current a list and description of all locaf occupational training
opportunities available to students.

47. Encourage students to avail themselves of any approoriate special
activities designed to assist them in their career development
(e.g., work experience, training programs).

48 Initiate a care 21 guidance conmittee composed of counselors,
teachers, and students to put into action as many of these suggestions
as possible.

“fee "How to Pead the Job Bark Data," p 195 fﬁg&
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Supplying information in the form of catalogs and other literature about

colleges, universities, voc.-tech., pruprietary, correspondence schools, the armed
service schools, apprenticeship programs and other training institutions.

Such information should be in all school libraries and available for all

students.

27




50.

Obtain through your chamber of commerce and local wunion offices
taped quickie commercials on jobs or apprentice training
opportunities, These could be played during school announcement
broadcasts, .

Be .sure each classroom teacher has a Viewscript poster to serve
as the focal peint for a career display in each subject matter
classroom, Creating these bulletin boards could be a student
project through the student government council or an art class,

| \




Student Research

Students could research and develop an occupational cluster or they could
make slides, films, and tapes and set up a career center in the library

for other students.
k\\\\ Student Produced Career Filns

If you have a photograph club or a television station in your school, ask

them to produce a career film. They could interview individuals engaged
" in careers that they would be interested in knowing more about or have
them follow a worker for a day. These films, produced, written, and
directed and shown ia vour schocl will have far greater appeal because
you are using local talent and local resources. This could also be done
at the eleuentary or colliege lewvel.

’
3
v

Student Involvement - Students have many new auwu refreshing ideas and can
be of valuable assistance when planning events for vareer activities. We do
things to and for students but never with them. Student Ccuncil, National
Honér Society, Key Club, the 4-H Club, and other student organizations
should be invclved in helping to plan school as well as community obser-
vances. Materials prepared by the student can stimulate more interest in
your'community than those prepared by the professional as it will have a

" more personalized meaning for the community.

P

Teacher Involvement - Teachers can conduct activities that are related to their
subjeat matter areas, but we as professionals have an obligation to pro-

vide this information to them. They can help plan assemblies and sponsor

art as well as journalism contests. Teachers will be far more receptive

to your program if they are involved in the early planning stages and feel

that they have contributed to the program. '

State and Local Advisory Councils

Many more people have to become involved in career education if it is to
have a major impact on the American schools and on the general public.
These people must be in the decision-making position, members of the state
legislatures, members of state departments of education, members of local
schogl,hoards,'local labor organizations, and local school superintendents.

__—Involve them in the planning of your activities and make them more aware
of what career educat.on is all about.

~——

Library Displays

Library displays, career displays in your local malls and shopping
centers. Assembly programs in your schools. Tours of your local
industries and businesses. Parents'nights in your local schools.

Retired Individual Involvement

Involvement of the retired individual who has a wealth of experience and
expertise to offer to the young; i.e., Jobs of The Thirties--what they

were like then, how they have changed, and how many have been abolished
due to advanced technological changes.,

Q ' 29 41
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ADVANTAGES OF THE VITAL PROGRAM IN T{E UTILIZATION OF QCCUPATIONAL INFORMATION
The VITAL program provides students with:

e Readily accessible occupational information that is concise
and easily understood.

e The opportunity to obtain immediately a personal copy of
information for subsequent discussion with counselors,
teachers, parents, and peers.

e A central source of occupational information\that is .
localized to fit the area in which he lives. \ y

e Clues to other sources of career information. \

. {
e Information on how his school program relates to
occupational choices.

VITAL assists in the task of organizing, synthesizing, and disseminating
quantities of occupational information and in keeping such informatior -

to-date and stored in a form and manner which makes it easy to locate and

use.

Although the need has been identified, the solution does not rest with
the VITAL system alone. Skillful and effective methods of utilization and

implementation must be developed within the schools which adopt the materials.

THREE UTILIZATION METHODS

Typically, VITAL has been used by schools in one of three ways:
e As a curriculum-based system.
® As a counsclor-based system.

e Unstructured utilization.

The curriculum-based system involves the use of VITALas an integral

componen. of the total school curriculum. This approach necessitates a
close working relationship between the guidance department and the teaching
faculty of a school. Teachers and counselors work together to incorporate

the career education concept in all irricular areas of the school Program

Ao
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by assimilating career guidance in the instructional process. VITAL, as a
vital element of the career guidance program, adds relevancy and local sig-
nificance to the instructional process.

Career units are often developed as an added activity in the curriculum-
based VITALutilization method. These can serve as a focal point of the career
education appraach used in the school curriculum. The curriculum-based modell
provides tge most fertile ground for VITAL to grow as an effective tool to

enhance the career development of students. A coordinator for this method is needed.

_ . (14
The counselor-based system is the most common use gg_the VITAL gystem

found in schools.™ VITAL is here perceived as a tool of the guidance department,

to enhance the career counseling and assistance given to students. Teachers

are made aware of the VITAL program and are encouraged to refer students to

the quidance department (and VITAI)when vacational concerns and/or activities
occur in the classroom. Vocational guidance (including VITAL) is perceived as

a valuable outside resource éor the instructional process. While the counseclor-
based method provides a setting by which career guidance and its information
element can enhance the vocationql knowledge and growth of students, this
approach does tend to strengthen the erroneously held belief that "“career"

and "“education" are separate entities that are merged at the end of the

instructional program rather than at its beginning.

The unstructured approach to utilizfng VITAL usually involves the use of

the library as the location of the VITAL equipment and materials. The main
strength in this approach is the fact that théVTTAI.materials are (library
passes permitting) accessible on a casual basis to a greater number of
students. This method also lacatesVITALwith the other information resources

of the school.
% See Appendix, "Responsibilities for Facilitating Career
Guidance,"pp, 178-183
31
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Although the ease in filing and retrieving information was one of the

/
initial objectives of the VITAL program, the system gds considered much more

than a means of locating and checking out job briefs. Ics isolation in the
schiool library could relegate it to this function unless there is close
nonitoring by paraprofessional or trained student worker and coordination
by counselor and librarian.

/
UTILIZATION COORDINATOR/

rrobably the sir,le wmost important key to the development of a strong
scl.ool VITAL program is the employment of a good utilization coordinator to
¢

supervise the imélementation of VITAL,coordinate its operation with that of

othier vocational .suidance materials, and serve as the liaiscn person with

the production center. In most schools the coordinator is a guidance counselor.?®
yualifications of the utilization coordinator should include the followiny:

1. A thorough knowledge of the VITAL system as well as other career
education materials and testing instruments.

A rnastery of the structure and uses of the Dictionary of Occupational
Titles (DOT). The DOT code provides linka,e among most vocational
materials. In-service progrars sliould provide emphasis on

developin_ an understandin, of and a capability in using the DOT's
code, structure, and materials, particularly Voiume II,

A thorou h knouled e of career development theories and their
relationslhip to career guidance practices. The main need of
ti.e classroor teacliers, however, will be to know Low to incorporate
the VITAL syster. into practice within their own subject areas and
to acquaint students with VITAL.

A worling anowledsze or basic fardliarity with the operations of

i odern business and industry to allow the coordinator to carry out
effectively the functions required of the assignmnent. Interest

in assistin, youth to learn about occupational opportunlties would
be a basic requirement.

The ability to describe the VITAL progran, in any settin: insiis or
outside the school, so that the school and community may jointly
encoura e students to i:ake effective use of thbe service.

Ability to work with otlers and _ive leadership in ccordinating
VITAL services in the total school program and curriculum,

7. The ahility to do teacliin, and counseling,

¥ Ses Appendix, pp.178-180"Competencies Needed by Career Guidance

o Cooralnator“ under_ "Responsibilities for Facilitating Career
EMC Guidancef! pp. 178-183 32 Ay
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FACILITIES, EQUIPMENT, AND SUPPLIES NEEDED FOR UTILIZATION

students and staff.

ERIC

Facilities. It is possible to move éhe VITAI.equipmeht into thé class-
room for special units. Such a practicé encourages teacher involvement in
the career guidance program of the school. However, unless ample equipment
is available, such mobile use should be bn a request basis since its use in
a classroom may biock the general student body from easy access to the VIEW
information.

More and more schools are now initiating career resource rooms in which
all available career information is centralized for the convenience of the
Such a room makes an ideal location for the VIEW reader
or reader-printer and materials. Many schools which have initiated career
resource rooms have hired paraprofessionals or career-aides to assist students

\
in finding information and to perform the filing and scheduling for the

counselor. ‘ \

N\
Equipment. To utilize the VITAL materials, schools will need either
N

~

a microfilm aperture card reader or reader-printer. The reader-printer, in
addition to allowing students to read the microfilm contents on a viewing
screen, presents the us;r with the opportunity to print a full size (8 1/2"
x 11") copy of the information available in the mikrofilmv(at a cost of
from five to ten cents per page).

When possible, a reader-printer should be available for student use.
Due to the difference in costs, many schools have initiatced their program:

with the microfilm reader and, when possible, a reader-printer was added to

serve one, and in some cases, two schools.
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Caution is advised in purclasin, equipment for your gchool. Be sure
the equipuent can be used for tue VITAL microfilm aperture cards and that
the lens size of the equipnent correctly corresponds with the reduztion ratio
used by tle VITAL production center. (For example, if the VITAL microfiln
is a four-page format, a 14,88X lens is required and a 23X lens is needed
for a nine-page format). This can also be used for microfiche and cartridge.
ticrofilm readers, as pointed out earlier, cost from $150 to $300 and reader-
printers range from $690 to $2000,

Supplies and maintenance. Paper costs for the reader-printer range from
5S¢ to 10¢ a sheet, with 10¢ being the most common price. Paper is ordered in
rolls or reams (depending on your reader-printer) from the local sales office
or franchise of the company making your reader-printer,

Contact the microfilm equipment and supply dea’erslisted in the

Yellow Pages of the telephone book for further information.
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SOURCES OF OCCUFATIONAL INFORMATION

Original sources of occupational information are quite obvious.

They include the workers who do the job, the person who employs them, and

the government agency which issues the license and/or regulates emplby-

ment. All other sources of occupational information are intermediate

sources which in some way, at some time, obtain their information from

these original sources.

Original. sources can be located in several ways: (1) by examining
the classified telephone directory; (2) by consultind local offices of

the state employment service or other placement agencies; (3) by con-

sulting the local Chamber of Commerce, labor unions, repragentative employers,
professional and trade associations; (4) by asking teachers, students,
friends and relatives; and (5) by consulting appropriate personnel in schools,
colleges, and universities who are responsible for training and placing

students directly into working situations. (See Appendix, p. 182, "Community
Members" under "Responsibilities for Facilitating Career Guidance'")
There are a number of methods available for the collection of
.original local information, including surveys, questionnaires, and recaction-
naires. Practice has shown that of the many techniques available, the one-
to-one interview is the most valid and accurate method. Competence in
interviewsing, however, is acquired only after careful and diligent study,
. and practice.
The use of resource persons from the business-industry-labor-government
conmuhity and those who have retired from positions in such establishments offer
the greatest source of occupational information. Such resource persons can give

firsthand information about career opportunities in the region through school

presentations and arranging for on-site visitations, interviews, and observations

of workers in various organizations. There are some basic ideas, assumptions, and
procedures which need to be considered in using these sources of occupational
information. These will be discussed briefly as related to each source.
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Occupatiopal Information Resources Are A Basic Aspect of the Career Education Program

Career EZducation represents a movement aimed at instilling an emphasis
on education as preparacion for work throughout all levels of American education,
It seeks to do so in ways that neither demean nor detract from any other worthy
objective of American education. Rather, it simply recognizes that our current
post-industrial occupational society finds relationships between Education and
work becoming closer and closer each year., Some way must be found of accommoda-

ting this increasingly close reclationship in our system of public¢c eduecation, \\\\
. ‘\\
The Career Education wovement canuot succeed it carried out only within

the four walls of she schocl., Success of this movement will be predicated on the
active involvement of thc business-labor-industry communityv. as with®any call tor
a jor change Lﬂ education, Caveer Lducation has met with'considerahle resistance

on the| part of many educators, At this point in time, it seems clear that Careecr
Educatiion will not survive long if it has to depend solely on initiation of change
on the part of educators alone. American education badly needs the kind of impetus
for éhange that can pest come through the expressions of need for change on the part
of nﬁe business-labor-industry community. The Careecr Fducation movement holds great
poténtial for creating changes that will make education more rclevant and responsive
to the current and projected nceds of our free enterprise system. It 'is a movement
that can be effectively converted into reality only with the full support and parti-
cipation of the busincss+labor-industry community. Education, in these times, can=~
not be accomplished solely within the walls of the established schools. The real
world of worl: cutside of the formal edurational system must quickly become a part

of the total system of American educativ.. Career Educaticn represents a movement

:hat sccks to make this happen. (See Appendix Table 11, p. 171, and pp. 173-186)

e Use of Resource T son

Basic fdea:

Many Career Education programs, througn boih parental and local civic
associations, have established large lists of workers fron 2 very widc variety
of occupations. Each worker has vcluateered to respond, thrcugh either pnone
calls or personal contacts, to requests that come from students, teachers, or
counselors for information about his or her occupaticn, In addition, sonme
volunteer to present informztion and ansver questions befuors groups of studenis

in the classroon, The VITAL Center has developed procedures and forms for
ped p ,

El{l.icreparlng a Career Resources In_form%i,éion Directory including resource perccns.

s (1‘
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Assumptions:
A 1. Workers ave the most valid sourcec oi irnformation zbout litfe styles
) inv;}yed in occupations. It is better to find »ut what an occupation is really
like from one who is in it than from »an article describing it. Employed workers
who are successful in their jobs can serve as cffective models for youth.
2. Many employed workers will be willing to volunteer their efforts

to help youth make more intelligent vocational choices.

Erocegg_x;egz

1. Occupational resource persons trrom industiy neca o be trained Lo
perform this function. Their tvaining must enable .hem to discuss life styles
associated with their occupations as well as the ability to describe the work
they do and the preparation required for it,

2. The climate for this program must be established in the business-
industry-labor setting. If chief executive officers from a number of organizations
form an executive committee or regional advisory committee, they can establish
a climate that will encovrage volunteers for the occupational resource program.
Workers volunteering must feel that their company supports them and will provide
them time to participate. i

3. A program calling for occupational resouice persons
to visit in schools requires a central organizational structure. The VITAL
school coordinators might provide this central organization or it could come
from a consortium of employers. The school system, too, needs a central organ-
izing agency for thls program to work. Both schools and employers need to have
contact persous who can be calied quickly wien problems or questions arise.

4e A number of occupaticnal resource persons from cach occupation
need to be recruited fer this kind of program to woxk. You can't kéep calling
on the same :erscen time after tirme. Some feedback system is essential so that
occupational resource persons can learn how to function more effectively. Such
a sysfem will also provide for replacing incffccrive occupational resource per-
sons. You can't expect all of your volunteers to be successful when tpey try

to relate to  ctrudents and tecachers in the school setting,

37
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Use of Retired as Resource .Rerson

\
\

Basic idea: \

Several Carcer Education pragrams have placed great emphasis on using
retired workers as resource persons for\Carecer Education. They have identified
such persons from a wide variety of occupational fields. Once identified and

solicited, such persons meet with students, teachers, and counselors to discuss

their former occupations ag theymight apply t today's students. They talk about

the work values that are mcaningful to them, demonstrate the specific vocational
s«ills they used on their jobs, and express thelr personal opinions regarding

their former occupationsand the life styles they led to.

Assumptions:
1. Retired workers have a strong neced to\gontinue feeling useful and
valuable. To ask them to participate in Career Educalion offers them a way to
enhance their own personal feelings of self.worth and provides students with
valuable insights regarding life styles associated with various kinds of careers.
2. Even if the skills of the retired worker are no longer in demand,
students can learn much from such workers regarding the values of a worlk-orientcd
society. Additionally, students can receive graphic illustrations regarding ways

ia which technology speeds occupational change.
Exggeguigﬁ:

L. ,Multlple ways exist to identify retired workers for this program.
These include secking nomes from Golden Age Clubs, civic organications (who
usually list retired persons separately in thcié directories), from company
directories that list retired former workers, and from labor unions,

2. Employers will be happy to supply lists of persons about to retire.

Such persons can provide a ready tie-back to their former cmployer that will help
schools in many ways. It may also case the shock of retirement for some persons
who are looking for something to keep them busy.

3. A referral file of retired persons will be essential for use by
school perspnnel. Such a {ile can be maintained by a retired person's association
or by thc local chamber of commerce. If a person’'s name is on the list, it is
essential that someone see that he or she is called upon to serve.

4, Retired executives may be especially interested in working with

gifted and talented students interested in entering the business world.

Q 38
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5. Usc & person rfceiay retived and one vho retirved several years
ago {from a similar position (o6 sho.: hich school studerts Low vapidly ,ols ¢nd
occupations change. .

6. Conduct a carcer day using retired persons as resource persons, Ask
them to discuss their entire carccr (not just their last job) so that students
will better understand the concept of "career" as a succession of choices madce
through lifc.

7. Use retired fomer workers as classroom aides who will help teachers
discover aud {ind ways to emphasize the career implications of their subject
matlcr. Retired workers can Leach teachers a great deal about the world outside
of education.

8. Establish training programs to train retired persons to work with

teachers »rd with students from the elewentary school through the high sche~l,

The Mee of Se-ouwr~e lercens i Arrapgine Fxchanre Iropramc Between Rucine:--cz and Schoo

Basic Idea:

It has been proposed that exchange programs be initiated whereby school
teachers, counselors, and administrators would spend anyyhere from a few days to
a few months working for pay outside of education, and that business-labor-industry
persomnecl be invited to spend some time teaching their occupational skills to high

school students and adult education students.

Assumptions:

1. School personuel often lick an understanding or appreciation of the
world of work outside of education. Ilany have never worked outside the school,
If educators are to tcach students about the broader occupetional society, it is
ecsential that they actually exnerience what it is like to work in the free enter-
prise systen.

2, Business-labor-industrial personnel have wany things to teach students
abouc work that today's teachers are not equipped to teach. In addition, some
occupational skills needéd by today's students aren't taught in public schools,

but could be taught by workers possessing such skills.

Procedure:

1. Meke two fnventorics: (a) an inventory ot persons witl, occuprtinnal
skills who are willing aund can be released for a time to tesch in the schools, and
(b) an inventory of occupational skills (such as math, typing, etc.) possessed by
school personnel that industry might need. Given both inventories, it should be

possible to set up exchange progrzms vhere neither the school nor the inductry
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2, Get school personnel involvad in working with industry on ruch things as

BIE (Business-Industry- Educatiex) days or Junior Achievement programs. School und
industry people need to know each other better before we try to set up any am-

bitious exchange program of school with industry personnel,

3. Exchange programs will work best when a specific need exists on the part of
either the schools or industry for ckills the other might possess. It is unrealis-
tic to expect that each will need the other at'the same time. However, both should
énd coula be flexible enough to respond to needs of the other for personnel. Don't

expect exchange programs to work when neither schools nor {ndustries feel they need

)

personnel from the other. One or the other should know what they need, why they
need them, and what they @ant them to do.

4. Exchange programs will .work better if both schools and industries set up
internal teams to work with persons who come to them on an exchange basis. The
exchanged person' is certain to have many questions and needs a quick, easily
identifiable resource to turn to when such questions arise,

5. Consider initiating an exchange program by assigning one personnel
specialist from industry to work, say, with one elementary school. He could help
all teachers in that school incorporate career implications into their teaching.
Teachers could then be assigned, on a rotating basis (a few weeks at a time for
each), to the personnecl department from which the industry man came, Teachers

should have cnough skills to partially fill the gap left by the personnel man.

The Use of Resource Persons in Arranging On-Site Visitations (Field Trips,

Basic_Idea:

Career Education advocates have proposed that extensive field trip
programs be developed so that students (and their teachers) from K-12 have a
wide variety of opportunities to observe workers actually performing in various
kinds of occupations and work settings. In the clementary school, pupils could
learn to appreciate work and the necessity for work. In the junjor high school,
pupils could see occupatiors in cich of the 6areer occupational clusters. 1In
the senior high years, students would observe vorkers in their tentative areas

of occupational choice,

Assumptions:
1. Most students will be more likely to enter jobs in the geographic
area where they are growing up. Thus, it is important that they learn about work

in that area.
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2. Pupils can't learn about the world of work only in textbooks. They
necd to sce work being done at the worksite.

3. Teachers would acquire some nuch necded information abeut oceupations
aud implicaiions of their suﬁjcct mattcr for those occupations if they take students

on ficld tcips.

Procedures:

1. Before ficld trips arce taken, the school and the buswuess or
industry to be visited should jointly agrce on ¢bjectives to be sought by the
field trip. Too many ficld trips take place whoée school officials don't know
what they arc looking for and industry doesn't know what to show them, \\\

2.’ Encourage employers to set up community resource workshops for
tcachers, In such workshops, teachers could be made awarc of what the enployer
has to offer during a field trip, who the contact person is, and special pro-
visions that necd to be made before bringing students in for a field trip.

3. Establish a communily resource occupational bank listing occupations
and employers willing to be involved in field trips for youth. The local chanber
of commeice could establish such 2 bank., It .nould contain a description of the
experiences possible on a field trip and the name of a specific industry person .
to contact for making field trip arrangements. Such a data bank could be shared
with out-of-school youth groups such as youn; pcople's clubs and service groups as
well as with scﬁools in the zrea.

4, It is too expensive for enployersto service all students through
ficld trips, video tapes could be made showing some students on {icld Lrips.

These could then be played for other students in lieu of their actually visiting
industry. If employer represcatatives could be present in the school to "rap"

‘with students who have vatched the video tapes, they might be just as cffective

as field tripg.,/' FJ/

5. Feedback after ficld trips is essential jn which employer repreccoen-
tatives aroe rrcsont\in the scheol to respond to questions students raise regavding

what they saw on the field trip.
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INTERVIEWING THE REGOURCE PERZON

The following generul guidelines may accicl the inteXviewer %o avoid mistake:,
learn how to concerve hic effortc, and ectablich effedtive working relaticnshipa
with those being interviewed:

Prepariny for the Interview

Learn as much as possible, in c3vance, about the industries, bucinesses,
and the jobs on which you will be collecting data.

Select interviewees carefully, seeking information only
from those who are qualified to provide accurate, up-
to-date facts. Usually this is the manager or personnel director.

Secure enough interviewees to assure adequate and accurate
data. Get a representative sample of all sizes and typec of employers.

Prepare an interview outline or list of questions in advanca,
but be prepared to modify your outline as necessary during
the interview. A standardized form to be completed will serve as a guide.

Make appointments in advance, and give the interviewee an
advance idea of the type of information you will be seeking.

Conducting the Interview

After general introductions, gather less sensitive data first
in order to establish rapport and cdoperation. Save more
sensitive questions (e.g., salary, union requirements) until
good communication has been established.

Ask only one question at a time, -but be sure to get all
needecd facts.

Phrase questions so that they arc easily understood and do
not imply that you want a particular answer.

Give the interviewee an opportunity to contribute in additon
to answering specific questions.

After the Interview ‘

Complete the information write-up as soon as possible,
while the data facts are still fresh. Take notes to use in completing form.

Check the information listed (or summary of interview
data) by the interviewee for accuracy before dissemination.

Difficulties in using original sources are obvious. The resource

. |
This 1ceds to be supplemented with information from a variety of othe- <6ﬁrces.

persons may be hard to locate or reluctant to provide informat ~n. Those
who can be reached may provide only one viewpoint of the ‘job. Also, the

1nformdtlo# given may pfovide only a partial picture of the occupation.

v

L2

o2
It -




ITI.

ITI.

USE OF RESOURCE PERSONS IN THE CAREER INFORMATION PROGRAM

WHAT RESOURCE PERSONS ARE--They are people who can "teach”
our children about careers from the "textbook of their
experience." There is a wealth of resource persons with a
variety of career-related experiences in many occupational
fields who are available. ‘

HOW PEOPLE QUALIFY AS RESOURCE PERSONS--They are qualified
becguse of the:

A. Vork done in their occupations

B. Interests, knowledges, skills, and 2bilities developed
C. Related hobbies or leisure time experiences

D. Accomplishments achieved in the community

WHY RESQURCE PERSONS ARE USED--Resource persons are needed
for the contribution they can make to the career education of
students by:

o
A. Providing students first hand knowledge of employing
establishments; actual occupations--their duties, require-
ments, working situations and environment, opportunities,
advantages and disadvantages, and ihe contributions to
the community,

B. 1Indicsating tne needs for relating what goes on in school
with actual jobs,

€. Stimulating students to see meaning in their classroom
preparation for carseers and thus increasing interest in
school work,

D. Giving concrete illustrations or demonstrations of the use
‘ of things taught and learned in the classroon,

E. Providing students experience in planning, decision making,
critical thinking and problem solving in career-related
activities,

F. Developing in students the powers of observation, asking
questions, searching for information to solve problems or

auestions about careers and seeking relationships to school
work, o
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1II. WHY RESOURCE PERSONS ARE USED (Continued)

G. Making knowledges and skills more functional--learning to
use by using, and learning to do by doing.

H. Couordinating learning activities by bringing them together
end using them in meeting practical problems and situations
in preparation for future careers.

I. PFacilitating the combination of group learning and individ-
nalized and personalized learning experiences for students

with simiiar and different needs, abilities, and interests.

J. Emphasizing good human relationships and the practicing
of th/em .

K. Expanding the opportunities for understanding and developing
~the responsibilities involved in community citizenship,

IV, WHEN RESOURCE PERSONS ARE USED--

A, They are utilized when by so doing better learning eXperiences
are provided for students than would be obtained from
other sources.

B. They are a part of planned instructional program and
curriculum, utilized at an appropriate time in the scope
and sequence of teaching-learning activities,

C. They are a natural outgrowth of the learning experiences
planned or underway.

D. They are suited to the developmencal levels of the students
involved, and their career interests, knowledges, skills
and abilities.

E. They can help students in meeting specific objectives of
career education as indicated by measurable changes in
individual behavinr and development,

F. They are adequately prepared by their experiences to give
a competen’', realistic, current, and understandable picture
of the career areas covered.

G. They are available at a time when their use is most needed
and effective in aiding students to develop the necessary
knowledges and skills for performing the work done in the
occupation or career, and will likely motivate them or

N lead them into activities and learning experiences of value
related t» the career.

H. They are able t- stimulate interest in new information and
skill development, related to specific careers,




IV. WHEN RESOURCE PERSONS ARE USED (Ccntinued)

I. They are able to l2ad students to participate in a variety
of classroom activities involving role playing, dramatiza-
tions, reading, research, reporting, using wusic, drawing,
graphic display, btulletin board exhibits, construction or
experimental projects to expanAd and illustrate information
obtained on careers.

They can show the inter-relationship between school subjects
needed in the worid of work

They can stimulate students to want t> learr more about.
the careers by hands-on experience, on-site visitations,
interviews and observations of workers arnd employers, &and
through the uss of materials or products supplied by the
resource person,

They are worth the time and adjustments in scheduling to
involve them,

They effectively use the time allotted to them,

They =re located where suitable travel arrangements and
time cut from their businesses can be arranged.

They zre not overburdened by excessive calls for presenta-
tions, #2 as to cause posr relationships.

P. They are scheduled by a school and parish coordinator so
that all =chonl needs are met without duplication of effort
by teachers and counselors and some means of control is
used. The person doing the coordinating must be capable
of identifying the resource persons who can best meet the
needs of specifir teachers and students. PFrequently a
counselor is in a good position to be acquainted with the
various aspects of the situation to recommend and schedule
resource persmns and visitations. They can use a Career
Resources Information Directory to coordinate thess&  — "
arrangements,

Q. They are listed in a Chreer Resources Information Directory
and have completed a "Career Resource Persons and
Materials Inventory Form," which can be used for reference
By che school coordinatorand teacher.

Y. HOW RECOURCE PERSONS ARE LOCATED--

A. Surveys are conducted at schools, employing establishments,
civic, bhusiness, labor, industrial, and professional organization
meetings t5 securc comnletion of forms by persons willing
and able Lo, serve as resourcs persons (See forms S5ty 1,0, pp.+13-1

B. Students may take forms home for parents, relatives, or
neighbors to complete, R
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V. HOW RESOURCE PERSONS ARE LOCATED (Continued)

C. Teachers may complete forms listing their competencies,
and those of others they know who may serve, including
students. Teachers may have persons they recommend to
also complete the forms.

D. Counselors may coordinate the issuing, completion, collection,
and assembling of forms used at the schools to locate
resource persons through the classrooms, faculty, and schoo..
organizations--student and parent.

E. Counselors, teachers, students, and administrators may
contact employers directly on the job to secure completion
of survey forms for resource persons. This can help
community relations with the schools and provide educators
first-hand knowledge of career opportunities and resource
persons in the community. :

F. Advisory Committee members can contact members of their
establishments and of the civic, business, professional,
industrial, labor, or governmental organizations to which
they belong to secure completion of resource person survey
forms by fellow members and associates,

G. Various media can be used to inform the public of the need
for resource persons and the steps to go through to become
registered, and find out "who is willing to do what"

H. TUse previously accumulated data from surveys made by other
organizations and groups.

VI. HOW RESOURCE PERSONS WILL BE LISTED

A. After all the survey forms and data obtained on potential
resource persons is collected, assembled, processed,
analyzed. and evaluated, the basic data will be pr.nted
out in a form which can be distributed to the school
coordinators, as a (Career Resources Information Dircctory

B. Resource persons will be listed in the <Career Resources
Information Directory as follows: -

1. SPEAKERS AT SCHOOLS

a. Occupational group--three digit code number in the
Dictionary of Occupational Titles, Part II (Secc ->. 110-111)

b. Career areas (Occupational Titles)

c. Name of resource person
d. Position (See D.0.T. threc-digit code)

e. Name of employing establishment (by Standard
Industrial Code and abbreviated name of organization) (pp. 86-87)

f. Address and telﬁghone number
ERIC SO




Speakesrs at schools (Continued)

Grade levels for which appropriate, school, address

Methods of resentation (Demonstration, discussion,
talk, audio-visuals)

Arrangements needed to be made in advance by teacher

1.) Contact coordinator, get approval, contact resource per

2,) Type presentation, date. time, equipment, place arrang

3.) Pre-planning activities: (Forms 11-15, pp. 125-129)

Make part of year's plan;arrange 3-l. wks. in advan
Review "Check List for Requesting Sncakers" (p. 12
Prepare information needed by cocrdinator;submit
Prepare information needed by resource person
Advise resource perscn on particulars by phone-le
Prepare students for participation, taking notes
Plan methods of student reporting, using in teachi
Secure forms for reporting use ' and evaluation
Follow-up plans

PO MO Q0 TN
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2. INDIVIDUAL OR SMALL GROUP INTERVIEWS WITH CONSULTANT

a. Occupational group D.0.T. Part II three digit
code numbers \pp. 110-111)

b. Career sreas (Occupational Titles) (D.0.T. three-digit co

c. Name of resource person
d. Position title

e. Name of employing establishment (by Standard
Industrial Code and abbreviated name of organization) (pp

f. Grade levels for which appropriate
g. Address of place for interview; telephcne number
h. Arrangements needed in advance (pp. 61-67, Forms 11, 17,
pp. 125, 13L)
1,) Contact cnordinator, get approval, contact resource pers
2.) Arrange with resource person-date,time,place;student
materials, tranaportation; letter of suggestions

to resource person; preparation of students for
intervieuv.

W7 .




VI. B. 2. h. Arrangements needed in advance (Continued)
3.) Preparation (See pp. 125-13l)

) Plans for questions, letter of suggestions
) Supplies, transportation arranged for
) Background information prepared and provided students
.) Recording of interview planned, equipment obtained
) Class reporting procedure planned
) Use in teaching determined
) Forms for reporting and evaluating obtained
) Follow-up, including "thank you" letters prepared

3. ON-SITE VISITATIONS (FIELD TRIPS) (See "A Guide for On-Site
Visits,"p. 53 and "Example of Guide for Field Trips..." p. 60)
a. Occupational group--D.0.T. Part II three digit
code numbers (See pp. 110-111)
b. Careers areas (Occupational Titles) (D.0.T. Three Digit Cod4q
c. Name of resource person

d. Position title

e. Name of employing establishment (By S.I.C. code
and abbreviated name) (See pp. 86-87)

f. Grade levels for which appropriate and size of group

g. Address of place for visitation; telephone number
h. Arrangements needed in advance (See pp. 125-123, 13L-135)

1l.) Contact coordinator, get approval, contact resource nerson
2.) Type visit, how made, date , time, place arranged

3.) Preparation--planning: (See pp. 53-69)

a.) Tour plan, schedule, personnel, processes,
activities, services and/or products to
be observed, questions to be answered
Applications for and approval for field trip
Parent permit slips issued and received
Transpértation arrangements made
Reporting and follow-up plans, evaluation, "thank
you" letters.

U e e Mo
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l.. OBSERVATIONS OF INDIVIDUAL WORKERS (Form 17, pp. 134-135)

a. Occupational group--D.0.T., Part II, three digit
code numbers (See pp. 110-111)

b. Career areas (Occupational Titles) (D.0.T. Three Digit Code)

48
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VI. B. . uobservatins f Individual Workers (C ntirucd)
c. Namc oI resource person

d. Pocition title
e. Hame of employing establishment (by 3.I.C. and
abbreviated business name) (Sec p». 56-57)

f. Grade or age levels f»r which appronriate
. Addrces -1 place for visitation; telephone rumber

&
h. Arrangements needed in advance (Sce op. €7-63, 125-122,
13i:-135) .

1,) Contact crordinator, get aporoval, cnntact resmurece werso

2.) %prange bservaticn date, time, »nlace, student prevara
ion

3.) Preparatiosn-vnlarning (See vp. 67-69)

.) Purposes, oracedures stated, transnortation arrang
) List things to learrmj>b name., dutics, tools,
cquivment, materials used, skills and abilities ne
Facilities, »rocesses, vraduct or services »nrovide
Worrkeres attitudes toward vork,emnl rer, sunervissr
Preparation required, opprrtunities as a

carecr, how to enter, advance, fubtiure outlnok /
4,) Tne revorting, c¢valuatiocn, follow-uw prncedurcs

o W
. .
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S. CAREER Ai'D ©CCUPATIONAL MATERIALS (F.rms 7-12, pp. 1.6-12.,
187-203)
a. Occupati.nal group--D.0.T. Part II, threc digit
code numbers ?See »~. 110-111)

b. Carcer arcac (Occupational Titles) (D.0.T. three dij

i
(¥

it codg
¢c. Types »f material and grade levels:

1,) Audio-Visual Aids (charts, displays, films,
filmstrips, pictures, slides, transparencies,
recordings, etc.)

2.) Reading Material (books, bibliographies,
directories, job descriptions, périndicals,
persomnel handbook, training manuals)

3.) Pragrammed data (Printouts from data orncessed
informati-n on jabs, training, etc.)

t

i
L.} Resource material: (articles, equipment, models,
samples, products, tools, ete.)

37
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VIII.

5. Career and Occupational Materials (Continued)
’
d. Resource Persons or Other Sources of Careecr ard
Occupational Materials

¢. Addresses of sources
f. Values (advantages, disadvantages)

/7« Rating/Evaluation {1. Very Good, 2. Good, 3. Average,
[L. Below Average, 5. Inferior-Poor)

h. Instructional areas applicable (courses, units,
specific topics/projects)

PLAMNING USE OF RESOURCE PERSON (Forms 11, 12, 13, pp.53-35, 125-129°)

A.

o

txy

g

H.

Work with coordinator in reviowing Career Information
- . a . ﬂ1{ L.GF{‘ 0 - . Dpnf‘\ [}]
Reszurces Directory and 'Che:» ist ror Obtaining ReSource Perc-ns

Select appropriate resource person and alternates suited
t> purpnses and phase of career education program

"

Secure approval for use of resource person from s:hool cconlirat-

Contact resource person in person and/o» by phone, discuss
needs, secure cfervices,schedule.Send lebtter of corfirmation =nd
cuggestions. After presentation file reporting-:valuati-r T-~wmr

Advise rosource person on particulars--specific pirposes,

age-group, size of group, time available, backgroind and
oreparation of students, interests of students, waiere,

date, time of rresentation, transportation. (This is ca-~r»dina’ ---
teacher briefirg of the r3scirce persor.in conversatisn and i-- 2n.)

Consider arrangement of room, equipment and facilities
required, checking those to be suppliec by resource perssn;
thnse by schoo?l.

Assenble mater .als and develcp plans fcr in-schocl
preparation of students, participation. recording, follow-'n

Inform other teachers of plans, in case the activity can be chared
or will take your student’s out of their classes during aci.vity

PREPARATION FOR US® -  ZSOURCE PERSON (TEACHER AND STUDENTS) (pp. §53-5,
(7-6%, 70-77, 125, 134-135)

A.

Ar-use interest) provide background and readiness throurh
use ~7 materials, films, diszussion, reading, bulletin
brard disnlays, etec.

Kero dally 1-og of plannirg for activity (Done by students).
Present qualifications, background, interests of resource

person (obtained from "Resource Persons and Materials
Inventory Form") (Forms 5, 6, 7, 8, pp. 113-121) -
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VIII.

IX.

PREPARATION FOR USE OF RESOURCE PERSON (Continued)

H.

I.

N.

Formulate specific purposes for presentation.
Suggest how resource person can meet purposes in conversatior/letter.
Identify special information to be sought by students,

Develop 1list of questions to be answered by resource
verson. (Send copy to resource person in advance of activity.)

Select one or more students to serve as recorders. (Brief students
on what a8 recorder is expected to do.)

Provide each student with duplicated copy of questions to
be answered and activity plans.

Arrange for student hospitality, introduction of resource
person . ’

Establish conduct and behavior codes for activity.
Plan for question-and-answer period.
Suggest how to express appreciation.

Indicate importance of impression the group makes ‘on the
resource person,

PRESENTATION BY RESOURCE PERSON (Forms 11-13, pp. 125-129)

A.

B.

E,

F.

H.

I.

In introductions of students, do them properly and clearly.
(Introduce recorder)

Introduce resource person and state briefly and clearly
why he is here and what he is to do.

Follow plans prepared for the activity.

Keep interruptions to the minimum. (Both students and
resource person have plans--make them work. )

Teacher keep in background so resource per-on will talk
to students.

During question snd answer period, follow procedure agreed
upon in preparation for activity.(This time is primarily for
the students, not for the teacher.)

Protect time for end of activity«Appoint a clock-watcher,
if necessary.)

Express appreciation to resource person.

Make comments of ccnstructive criticism in the spirit of
fair play. ’
51
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X. FOLLOW-UP ACTIVITIES (Form 11, p. llo)
A. Report of recorder on the presentation.
B. Check-back on answers to questions.
C. DNote new questions and problems that emerge .

D. Evaluate the presentation in terms of how well the
group managed itself. .

E. Discuss critically how the presentation could be improved .
F. Send letter of appreciation to resource person.
G. Write up visit for school newspaper, local press.

H. Arrange displays of audio-visuals, published materials,
programmed and other resource materials.

I. Use expressive media to portray what was learned.
J. Relate findings, etc.,to school subjects and problems.

\
|
K. Share experiences and learnings with others by reports :
to other classes, invitations to visit displays, materials |

on bulletin boards, etc. |

|

|

1

L. Prepare a notebook of activity as a record for use in
further work and for use of other groups, or tihe teacher,

using the same resource person or studying the sane
problems.

M. Suggest that students talk with parents and other people
about how the visit was planned and what was lear:ed.

N. Prepare evaluation report for school files and for resource
person.(See suggested forms for "Evalustion of Resource Person,”
"Teacher's Repcrting Form," "Resource Ferson's Reporting
Form," and "Form for Self-Evaluation by Resource Person,"

Forms 1LA-B, 15-16, pp. 29, 30, 130-133, 16l, 165)

)




A GUIDE FOR ON-SITE ViSITATIONS (FIELD TRIPS)*

—— — | —

A field study trip is a plarned experience outside of the regular classroom. !

The experience may be called a trip, a school journey, an educational travel
program, or an excursion. The name is unimportant. It is essential, however,
that the community itself, as well as the teacher and the administrators,
understand what field study trips can contribute to the total educational
prorram.Q fioing outside the classroom is a most effective learnin; technique.
Psychology maintains that people learn best from first-hand experiences.3 This
is true only if the trip is an integral part of the‘educational program.
planned to accomplish certain ends which could not be accomplished as well

by any other approach. Trips 225 EEE sake of takinz trips are wasteful 2£

time and ineffective 225 learninp.h The field study experience encourages

the learner to be a 'spectator, participant, observer, interviewer, and

statistical and case study data gatherer." The learner is in contact with the

real situation and such an experience results in the best learning.s Olsen
outlines some general objectives for uéing field study trips.6

1. To stimulate imagination and learning by providing sensory perceptions
which cannot otherwise be experienced.

2. To deepen insight into even familiar phenomena in the envirorment, for as
these matters are freshly interpreted, they take on new meaning.

3. To integrate classroom instruction by exposing the artificiality of
conventional subject matter divisions, and by enabling students to view
facts and forces as they exist in their everyday relationships in living
communitiehi

L. To arouse student interest in new areas of thought and activity.

5. To teach the art of living with others from experiences of planning,
sharing, traveling and working together.

6. To facilitate opportunity for personal experiences which are real.

——
Wve "Footnotes" listed at conclusion of guide.
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7. To motivate school work by utilizing natural curiosity and guiding into
exploration arnd discovery.

8. To build character *through practical necessity of developing such traits
as courtesy, patience, sportsmanship and cooperativeness.

Each trip is made up of three essential parts. First is the pre-

planning 3 second, taking the trip ; and third, the follow-up activities.
PLANNING THE TRIP

The success of any field study trip depends on how much thorough, pre-
planning, and organization the teacher has employed before the students
leave the school. Preparation is the keynote, if the student is to have a

pleasant and fruitful learning experience.7

Check List for Planning the Tripd Scheduled | Done

1. Has permission been granted by the proper authorities?

a. Has permission been secured from the principal and
the superintendent?

b. Has permission been secured from the parents?

c. Has permission been secured from the place to be
visited?

2. Did the teacher and the pupils cooperatively plan the
trip?

a. Have the objectives been established?

b. Have questions been formﬁlated?

c. Have safety rules been established?

d. Wad there discussion about conduct and courtesy?

3. Have the students participated in gathering background
information for the trip?

L. Have arrangements been made for chaperones or adult
leaders?

5.” Have pre-arranged rest stops been scheduled?
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Scheduled

. Has the program been confirmed by those in charge
at the destination?

. Has the class discussed the mechanics of the trip
so they know what to expect?

. Has the class discussed what things to look for?

9. Has the class discussed the importance of the trip
and vhy time is taken for it?

10. Have final instructions been printed for the N
students?

'11. Have all the proper arrangements been made for
transportation?

a. Are all the vdhicles covered with insurance?

b. Do the driyers have proper inétructions?

c. Are maps necessary to direct the drivers on the .
planned route? . : . : .

TAKING THE TRIP
As the trip gets under way, effort should ts made to see that it keeps to the
time schedule.® The itinerary should follow as closely as possible the original

planning. Ample time should be allowed to avoid a late return to school .10
See. "Final Check List," p. 58.
Olsen gives a last minute check list which will guide the teacher in the

final preparation just before the trip.ll

1. Check the physical comdition of the students.

2. Check the attire of the students for its appropriateness.

3+ Check to see if all students brought all essential carfare, lunches,
equipment, etc.

L. Check to see that all students returned the consent slips.
5. Summarize briefly the purpose of the trip.

6. Determine whether the students with special jobs understand their
responsibilities.

7. Emphasize the importance of safety first and point out any hazards that
will be encountered.




8. Review the esserntials of good behavior.
9. Have the class get drinks and go to the rest rooms before they leave.

The fol1owin§ suggestions will help to make the trip both safe and
successful,lg

T

1. Establish definite routines for all trips -- to reduce the management
factor to a minimum.

2. Use the "buddy" system. the.each student responsible for knowing
the whereabouts of his buddy at all times.

3. Put slow moving pupils at the head of the line to set thie pace.

‘4. Train leaders to stop at corners and designated places before crossing
- streets.

5. Put reliable persons at the end of the line to prevent straggling.

6. When the class is crossing the street. stand in the center of the
. crossing to direct the-traffic.

7. On train trips, avoid the first and last cars if possible.

8. Particularly with little children, arrange for all to visit the toilet
before leaving the school.

9. Encourage pupils to bring their lunches in boxes wrapped, tied and
labeled.

~

10. Discourage carrying more than a ﬁredetermined amount of money and limit
the types of purchases.
FOLLOW-UP ACTIVITIES
The field study should not end with the trip. Some of the most important

. learnings take place in the review and summary and other follow-up activities,13

The whclo trip should be discussed and evaluated.by pupils, boih in relation

to the subject being studied and in relation to methods of improving future trips.lh

£30s
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X
Check List for Follow-Up Activities15 \ Yes
1. VWere the purposes of the trip fulfilled? \
2. Did the group find answers to the questions? \
3. Did the trip provide helpful information for the ‘
unit under study? -
4. Could the trip fulfill other objectives? N
5. Was the trip beneficial and the best way of
securing answers to the problems?
6. Was it worth the time and effort?
}. Was it worth the cost?
R, Were, there any unexpected problems that pre-
planning should have answered?
9. Were the guides properly informed and prepared?
10. Were the students properly prepared?
11. Were any new interests developed?
12. Should the trip be recommended to other
classes?16
13. Could the teacher develop skills in observation?
1L, Were social skills and responsibilities developed as
the group planned. worked and travelled together?
15. Were meaningful language skills developed from
outlining. keeping notebooks. writing letteké,
and giving reports?
16. Did better understanding result between the

teacher and students as they worked together in

planning for and taking the trip?
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FINAL CHECK LIST

o

i Scheduled Done
1. Check the physical condition of the pupils. Frake sure
parents have taken care of all necessary medication.
2. Check the attire of the pupils for its appropriateness. |
St— Check to see that all pupils returned the consent slips.
L. Summarize briefly the purpose of the trip.:
5. Determine whether the pupils with special jobs understand
‘their responsibilities.
6. Emphasize the importance of safety first and point out any
hazards th;;—éill be §ncountered.
7. Have the pupils establish their own rules of good behavior.
8. Have the class elect their own group leaders (one/five
pupils).
9. Make name tags for all pupils, teachers, chaperones and
tour leaders., .
10, Make attendance lists for chaperones.'
11. Hhave the class get drinks (short ones) and go to the

rest rooms before they leavs.

'RY;
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FINAL CHECK LIST

’

Done

! Scheduled
T, Check the physical condition of the pupils. Make sure
parents havo taken care of all necessary medication.
2. Check the attire of the pupils for its appropriateness.
3. Check to see that all pupils returned the consent Slips.
4. Summarize briefly the purpose of the trip.
5. Determine whether the pupils with special jobs understand
their responsibilities. .
6. Emphasize the importancevbiisafeti first and P°inEMEBE,any~«a-~—
hazards that will be éncountered.u,ff~”’”bﬂfﬂjﬁj’ -
7. Have the pupils establish their own rulés of good behavior.‘
8. Have the class elect their own group leaders {one/five
pupils).
9. Make name tags for all pupils, teachers, chaperones and
tour leaders.
10. Make attendance lists for chaperongs.
11. Have the class get drinks (short ones) and go to the

rest rooms before they leave.
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2.

3.

A,
.Planning for visit to manufacturing
plant or other employing establish~

m
L

ent:
Visit school shop and identify

some of the manufacturing

machines such as lathe and

milling machines. Visit
and huve

teacher point out some of the
equipment .

Students should be prepared to
discuss ‘manufacturing or
occupations with

the factory representative.

Student Comnittee thould make
arrangenments with resource
person for visit.

’

Students should choose two
occupations they would like
to study and report to class
on, after visitation to plant.
a) Biphasize importance of
these occupations
b) Find out approximately how
many persons are erployed
c) What is future status of
these occupations?
d) What training is needed
to enter?
e) Do you have to be a
high school graduate?
£) Is there an apprentice

program for this occupation?

Make arrangements for visit to
local manufacturing plant or
printing plant. Class should
be divided in groups of four
or five students. One adult
should be invited to go.

EXAPLE OF GUIDE FOR QN-SITE VISITATION (EIELD IRIR)

Have resourcé persons from manufacturing plant
or visit class.

The followinz
organizations arc cooperating witn
this study!

Resource Person

Organization

Resource person should be prepared to
discuss specific occupations in his
plant. He should be preparing the
students for their visit,

If the resource person could bring some
material with him to demonstrate what
is done in his plant it would be muci
more effective, For example, materials
showing various manufacturing operations
and an explanation of what machines and
what jobs do this, such as a film or
filmstrips.

Other operations should also be
demonstrateds

Students should help make arrangements with
resource person for class visit to plant.

Resource person sﬁould, if at all possible,
be the host, when the class or members of
the class visit the plant.

Resource person should explain what they will
see and prepare the students to get the
most out of their visit.
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Topical Outline Supgestidns for Teaching=-learning

Activities
5. Choocing students for plant Students wishing to make plant visit should
visit. show an interest,and only those with
a genuine interest in manufacturing
or Should be allowed to

Jake the trip.
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Tapical Outline

Sugprestions for Teaching-learning
Activitics

B,

Procedure for scheduling

field trip to manufacturing or

Coordinatax: Office,

_School,

‘ldentiry the plant you wish to visit
and the day and the time. Indicate the
name of the resource person who visited
Your class and the plant he represented.
Also indicate if you have enough adults
(1 per 5 students) going on the trip, and

finally, give the numher of students
you intend to take.

employing organization

Arranps field trip through,_ Counselar-~
Students should be divided into groups

before they leave the school.

Resource person should know ahead of time
the number of youngsters and adults
visiting. He should be given an opporitunity
to plan the plant tour so that students
will be given an opportunity to se=
individuals performing in their occupations,
Students should get a chance to talk to

two or three of the workers observed.

Several committees mirzht be used effectively
and individual students given personal
responsibility for carrying out assignmenis,




Topical Outline

Sugrestions for leachinr-learning’
Activitics

I.

C.

Review of field trip
Identify occupations observed

Classify occupations accordirng
to category or type of work
involved.

63

Make a complete 1ist of jobs seen
on field trip,

Discuss manufacturing plant or other
places visited and what they are
engaged in producing.

Have student cormmittees report to
class on their particular occupations.
Give class an opportunity to ask
Gquestions of the committee.

Have class classify the occupations

. discussed as:

Unskilled Professionel Clerical
Semi-skilled Technical Sales

Skilled Managerial Service
Have students give theilr reasons

for classification.

Show slides and filmsj3 listen to tapes made
during field trips.

Each group will be responsible for

making a report to class on their
observatlons.

)




Topical Qutline

Suggestions for Teaching-Learning

D.
I. Preparation for visit to
-training facility.

1. Education and training
required (high school,
post-high school, on-the-
job training)

A. ‘Where education and

training can be acquired

1. Local high school

2. Local technical high
school

3. Apprenticeship
program’

L. On-the-job training

II. Plan visit to training facilities

Use "Check List for Planning
Visits," pp. 54-55

6L

Teachers should go over with the class
the training facilities available to
them. Guidance counselors will be
helpful.

Visitations will be arranged by
Project Director (Resource Person)

Teachers should requests a date for
visiting

employing organization areas. & two
period block should be scheduled which
will include travel time.

Members of and

staffs will explaln their programs and

discuss with students how they might
apply for the vocational courses.
Training facility may be visited.
Resource Person will make arrangements.

PR




Tapical Outline

Suggestions for Teaching~learnine
Activitics

- 4 lo

o

e

Field trip to tralning facilities

65

Arrange field trips to traininz sites
where students can observe training
programs. Make arrangements for
students to talk to individual
trainees and also be given an
overview by the institution.

Divide students into small groups

for training visits but bring them
together for their interview with

the instructors.

Have students prepare specific
questions they will ask.

/s




Tepical Outline Suppestions for Teaching-learning

] Activitics
—— _F_: v -
F, ]
I. Review of training facility What vocational courses are taucht?

field trip.

Discuss traininz and identify Machine Shop

specific occupations for which Drafting

the training was aimed. _ Graphic Arts
Automotive Repair
Service Station Operation and Managzement

Appliance Repair
What vocational courses are taught?
Machine Shop
Drafting
Electronics
Electricity
Aatomotive
Plumbing .
Carpentry -
Heating and Steamfitting
Meter/Small Engime Repair
Hairdressing and Beauty Culture
Barbering
Iicensed Practical Nuraing
What occupational courses are tanght?
GO
" I. Post-Inventory and Evalucticn




GUIDE SHEET ON WHAT THE STUDENT MIGHT WANT TO KNOW

History of the occupation : N
Importance of the occupation and its relation to society .

Dutles
A. Definition of occupation
B. Nature of the work

Number of workers engaged in occupations

Qualifications /

A. Age

B. Sex /

C. Special physical, mental, so€lal, and personal qualifications
inciuding those obviously n¢cessary for services in all types of work

D. Special skills esscntial for performance on the job

E. Special tools or equipment/essential for the performance

F. Selection

G. Legislation affecting occupation

Preparation

A. General cducation

B. Special training, including probable cost of training
C. Expericnce

Mecthods of entering

A. Public employment service
B. Special employment agencies
C. Civil Scrvice examinations
D. Apprenticeship

E. License, ccrtificate, etc.
F. Other methods and channels

Time required to attain skill

A. Special apprenticesiiip or union regulations

B. Length of period of instruction on the job

C. Length of time before median and maximum rates of
pay are reached

Advancement

A. Lines of promotion: jobs from which and to which
workers may be promoted

B. Opportunity for advancement
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10.

11.

12.

13.

14,
15.

16,

Related Occupations
A. Occupations.to. which job may lead,
B. Occupations from which one may transfer

Eamings
A. Beginning wage range

B. Wage range in which largest number of workers is found

C. Maximum wage received by most highly skilled

D. Median and average salary, if available, and difference for

sex and age groups
E. Annual versus life earnings
F. Regulations
G. Benefits
H. Rewax:ds and sa ‘sfaction other than monetary
Conditions of work )
A. Hours

B. Regularity of Employment -

C. Health and accident hazards

Organizations .
A. Employers
B. Employeecs

Typical places of employment

Advantages and disadvantages not otherwise enumerated
Supplementary information

A, Suggested readings: books, pamphlets

B. Trade and professional journals
C. Other'sources of information

D. Lists of associations, firms,or individuals who may provide

further {nformation
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EVALUATION OF JOB OPPORTUNITIES

Rate each job on the factors in the left hand column according to the

" following scale: P
e

_T> 1.Excellent -~
<2,Good
3.Average h
/. Fair
5AP06}.‘
Title of Title of Title of
- v Job #1 Job #2 Job #3

Beginning Salary

Possibility of Raises

Work Environment

Physical Demands

Convenience of Location

Reputation of Firm

Pringe Benefits

Co-worker Relations

Use of My Abilities

Interesting Work

Pressures

Learning Opportunity

Variety of Activities

Service to Others

Opportunities for ad- .
vancement |

Hours of Work

Social Status

TOTAL SCORE!

i
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VITAL
GLOSSARY i

. Section 1

Aperture cayd--An "IBM"-type card with a small film window near one end which
contains microfilmed occupational information.

Aptitude--The capacity for learning; a natural ability.

Career Analyst--A professional trained in the art of researching general and
. local occupational information and writing job descriptions.

Dictionary of Occupationa® Titles (D.0.T7.)--A publication of the U.S. Department
of Labor which contains a numerical and alphabetical 1ist of all the jobs
in the United States.

Entry skills--Those skills which the individual must master before he is
considered for initial employment in a given occupation. ///

General Aptitude Test Battery (GATB)--An aptitude test developed by the Federal
Government (Department of Labor) which has a high correlation between
aptitudes and job success.

Genéral Occupational Information--Those things about a job that remain ccastant

in any geographical areaj i.2.,physical traits, personality traits and
aptitudes. {Local variables depend upon differences in employer requirements)

Handicapped--A disadvantage that makes achievement unusuaily difficult.

Hard copy--The copy ow "printout” of the cccupational information contained on
aperture cards.

JGB family--A group of cccupaticns which all regquire closely related entry
skills, aptlitudes, and training. (Cl sters group ali ocrupational 1l-vels in & field

Local ~ccupational informalion--Those job characteristics, conditions, pay, benefits
r2quirements that are pertinent to a specific geographical area .and menpowe: neceds

Occupational Aptitude Pattern {0AP)--A cluster >f aptitudes as reflectad by
the GATB which specities capacities considared important to a workuer in
relation to adeguate performance in a specific job or occupatiocnal family.

On-campus work station--Vhe part-time assignment of a special education student
to work with and assist regular employees of the school system who work
on the specific campus where the student receives training. Examples
would be assisting in the school cafeteria, assisting on-campus
maintenance crews, and assisting on-campus custodial staff. |

On-job-training--The student is placed in a specific job in the community
where he receives iegitimate training leading to possible future
employrent. The student usually works for a limited wage while in training.




Reader-printer--A machine which s placed inan accessibl
. : e plece at anh
making it possible for the student to read the microfil%ed infbréltigﬁl
on the aperture card and, if he so desires, make “take-away" copies of
that information. ( A Reader only allows reac’'ng, but not printing out copies)

Special education--The provision of services additional to, supplementary with,
or different from those provided in the regular school program by a
systematic modification and adaptation of equipment, teaching materials,
and methods to meet the needs of exceptional children. :

Teacher's guide--{ Curriculum Guide) A handbook designed to be used by
teachers. It introduces students to the basic concepts and attftudes
that are needed to enter the world of work.

Training station--Piace where a student is receiving some form of occupational
training, either on-campus work station or with some business firm in the
community.

VITAL— An acronym for Vocational Information Jechnioues Applied Locally.

Vocational--Being in training in a skill or trade to be pursued as a career,

Work station-TAny location where a student may be assigned to learn specific
work habits or trades and where he can be given supervision by his
special education teacher or by the vdcational adjustment coordinator.

World of work--A generic tem used to refer to all occupations that are
available to all people; used to indicate the world {n which a student
will live after completing high school training.

-
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VIT’AL CAREER INFORMATION CENTER

P. 0. BOX 44064 CAPITOL STATION
BATON ROUGE, LGUISIANA 70804

GI. SSARY OF CAREER GUIDANCE TERMS¥*
Section 2

Abilities ~ Actual nower to perform acts, physical or mental, whether or not
the po-err 18 attained by training and/or education. Ability implies thau
the task can be performed now.

Adaptarility - the quality of being able to adjust one's self to changing
exnectations within an occupation.

Adjustment - she process of personal modification which one must accept as

part of the changing worlde  Indica’ed by arffective behavior-feelings and emotions,
Jognivive behavior)

Apntitudes - The tendencies, capabilities, or potentials to learn or under-

S*a“d-\\norc> cr "ihe Jeneral Aptitude Tept Battery" can be compared with "Occupatiopal
Aptitude laviern” normec and "Opecific Aptitude irattern™ ncyms for local occupatlons.

Attitudes - Relate to tendencies to accept or reject particular groups of
i1ndividuals, sets of ideas, situations or values reflected in speech and behavior.

Avocational - An activity pursued in addition to one's work mainly for
leasure (hobby). Any individual whose career provides him with a means
of Jivelihood and some leisure time can find satisfaction through his
avocation in areas of life OSher than his career.

7. Cazeér - The sequence of occupations and/or jobs engaged in or occupied
throlughout the lifetime of a person.,

8. Career Development -~ A contimiocus, asvelcpmental process, a sequence of
choices which form a pattern throughout one's lifetime and which represent
one's zelf-concept.

S. Career Development Procegs - A lifelong process which involves a series of
experiences, decisions, and interactions, and which, taken cumilatively,

results in the formulation of a v .2 self-concept and provides the means
throuch which that self-concept can be implemented both vocationally and
avocationally.

10. Career Education - Means of implementing and facilitating an individual's
career develorment. . e

e

11. Career Plarning and Preparation - Describes the process whereby a persen
examines his interests and abilities in relation to careers. As decisions
are riade within his chosen career field, he must fulfill certain education
and training requirements. ‘
Cluster (See "Occupational Cluster") .
12. Cegnitive Beha.jor « The conreptual, pereeptusl, and motor procesces inmiol.ed in artivit:r.

13. Community - Body of indiv .duals organized into a unit linked by common in-
terests—-(society~at~large;people in general. NAlso, involves echool-community activitiee)

14, Concepts - Major ideas, thoughts or notions identified as essential to the
carecr develomment process.

s

15. Conditions - Circumstances which exist as a result of modifying factors,(For
example: the unemployment rate and its relationship to government spending,
working conditionc are the lor~ation, surroundings and en'ironment in whi-~h a
specific job o~rure,)

¢ From Wisconsin ana other state career curriculum pul ies, glossaries ane  lic*ionaries.
13




16.
17.

18.

19.

20.

2k,
25.

2.
28.

29.

33

Dacision Making - Determination arrived at after consideration.(Reauireé skills)

Decision<4Making Prncess - Act of deciding upon an occupational course of
action in a systematic way, using-decision making skills.

D.0.T. -~ 'Dictionary of Occupational Titles - Comprehensive occupational

informatinn resource which ‘classifies_jobs alphabetirally, numericallX by
worker trait, industrial categories, divirions, and groups; also describes Jobs.

Dignity and Worth - Degree of esteem (intrinsic worth) and relative values
of a person related to moral,intellectual ,and personal values.

Economic Structure - The arrangement of the econamic cemponents making up
the free enterprise system (incaue earmer, producer, consumer),

Educational Preparation - An educational process whereby a person meets
certain competency requirements in order to enter and remain and advance in
a certain occupation,

Employability - Being able to secure and maintain employment through proper
training and the exercising of good work habits.

Employment Trends - General direction, aevelopment and movement of Jjobs
which includes: (1) Whether workers are currently in demand; (2) Whether
employment is expected to increase or decrease; (3) What the main factors
are which can influence the growth and decline of the occupatione.

Entry Level - The first jobone assumes in an occupational area.

Enviromment - The surrounding conditions, influences or forces that influence
or 533325 The career development process.

Evaluation Procedures - Those procedures degigned t¢ test the effectiveness
of learning activities and objectives. {Student self-asseessment is one example)

Extrinsic - The easily identifiable and extranecus features of occupations,
* (Such as pay, hours) “

* Pinancial Aids - Monetary assistance which enables one to meet necessary

oceupational training and/or educational requirements. (Also called student aid)

S .~ Finding out what happens to students after they leave.eschaol

to aid their work or educational adjustment and improve the school's program.
< {

General Fdugation - Often referred to as a liberal education: ~It is training
of a broad academic nature which does not have & particular occupationul
objective, (May involve training which helps a student reach gensral life-goals.,
(Goals-Somethings which one desires or wants most to reach~-achieve)

Guidwwes -~ An organized effort to help the individual reach his full potential,

includin% self-assessment,careds dwarene<o, exploration, selection, preparation,
rlacement, and follow-up as gteps in the career development process.

Individual Potential - Describes the capacity of the individual for changing
and/or developing into a state of self-fulfillment.,

Industry - A group of productive, profit-making enterprises that have a

.similar technological structure for production and that produce or supply

technically substitutable goods, services, and sources of income.

(Also, an economic unit, generally at a single physical location where
business is cenducted or where rervices or industrial operations are psrformed.
An establishmens is classified by type of activity in which engaged and b
a numerteal code usirs the Siandard Industrial Classification (S10) Mamual.)

7h




37.

38.

35.
4o.

41.

42,

u}.

L1
45,

L6,
47,

49.

50.

Inotitutions - The sum total of the patterns, relations process, and material

instruments built up around major human activities. They regulate and
standardize the behavior of employees. {Also,educational institutions, cuch as s-hools)

Interdependency - Mutual dependence on one anotner.

\
Interests _ Through the study of self and occupations within the work world,
one expresses a preferenge for an occupational field or oareer arca. Intereste may be
2¥prersed vertally as preferencer, inventoried on check lists or nuerstionnairss,
manitested v actions. .ehavio. anl parti-ipation, and tested under controlled conditions.

Interplay - Mutual action‘or influence - cescrites a2 reciprocal relation-
ship.

Intrinsic - The internalized or inner values of an occupation which take
on a personal significance,

Job - Employment undertaken for ramuneration involving specific duties 1. an organization.

Job Description - Descriptive statement of account giving properties of a
particulgr_job. {Includes yurposes jutier, working conditions, pay, hours, renc-itc,
opportunities, worker traite and cualificabion requirements, training and otne’ job data)
Job Families - Describes jobs which are related through similarity in work

performed; tools, eguipment and materials used; knowledge needed; and mental

and physical characteristics required of workers.

Job Famaly - Employment related tirough common elsments of job or worker characteristics
such as similar jot duties; tools or equipment used; knowledges, skills and traits needed.

Job Level - Pogition of a specific job based on achievement, importance and

Vélug;k gobs mey be -eaked by preatige, wages. authorit;, freedom, education or intelligence
of workers.

Job Requirements - Specifics needed to satisfy a particular area of worke. knowledges,
8 s, .abllitles, personal traits, tzaining and experience required.

Learning Activities - Those teaching strategies identified to implement -
t9p1cal areas., Ihingo i.ns to bring about knowleizes, skillc, understandin-s, or behavioral
change.,

Learning Outcomes - Those achieved knowledges , ckillz, uniderctanlings, a*~i- iders or
appreciation. whioh have lemonotritei the reaching of objectives or behavicral change..
Leisure Time - Free time after the practical necessities of life have been

attended to, an increasing commodity in our scociety due to technology.

It is that time which may be filled with activity which lasits reward in

doing rather than in the end product. (May involve avocations, hobbies, or recreations)

Life Style - An individual's way of life determined by attitudes and values
expresgsed in a self consistent manner.

Objectives ~ The teaching vehicle used to develop an understanding of ah
expressed career development concept. (Usually ctatel in meacurable term..)

Qccupation - Vork activity in various Job settings in whicl. people engage
in a group of similar tasks organized in similar ways. It occupies the
worker for a period of time but does not require single-minded comma ament.
It requires differentiated training but may involve considerable retraining.

{Occupational Cluster- j group of occupatinna occurring at ell joh classilication
levels within & field or area o work)
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55.

6.

5T.

8.
59.

60.
61.

62.

63.

6k,

Occupational Clusters - Describes occupations which are related and grouped
according to type of work, skill or worker, &ad place where work is carried
on. Usually listed as a group of occupations arranged according to “job
classification levels within an area of work,

Occupational Expectations - Rewards and satisfactions which a person antic-
ipates from ar occupational choice which must be considered in relation

to self.,

Occupational Fields - Areas of vocations in society.

Occupational Information - Valid and usable data about oceupations, in-

cluding duties, requirements for entrance, conditions of work, rewards
offered, advancement pattern, existing and predicted supply of and demand
for workers, and sources for further information.

Occupational Level - Position of an area of work based on achievement, im-
portance and value. \
(On-Site Visitation--Field Trip/Observation)

Personal Attributes - Intrinsic qualities of an individual which he must
consider in reletion to his choice of job and/or occupation.

Personal Neéde - Reléting to a particular person in a private manner--

must be met through/his occupational choice.
Phagse - A stage or interval in a development or cycle,individually or as a group.

ement - Besing placed in the_ suitable class, section, socisl group, part-
time, full-time work or other activity. {Usually evaluated by a "f£0l1low-up")

Plant Tour - A visit or field trip to learn about occupations in an org nization.

Relevance - The identification of occupational elements which must be
pertinent, appropriate, or applicable to the individual.

“Self - The entire meke-up of the individual, emphasizing the relationship \

between the individual's changing perceptions of himself and & meaningful
career choice.

Self Appraisal - To evaluate one's self with respect to one's attitudes,
values, etc.,s0 that a realistic decision and choice can be made.

Sequential - Used to describe the continuous and aonsecutiv. phases of the

~areer development process. (Associated with scope - number variety, and
Lamp exi%y ofrghasesg ' P ? v

Service Occupations - Work which meets the needs , comfort, and saféty of pecple.

Significant Adults - People who through effective interpersonal relation-
ships influence the career choice of others.(i'arents, teachers, councelors, and
other resource people)

Skills - The ability of an individual to use one's knowledge effectively in
the execution of work performance. A developed aptitude.

Social Needs - Needs of society which are met through people working in
occupations necessary for the susténance of that society.
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70.

71,

T2.
T3

Th,

75
76.

77,

78.

79.

arecialization - Quality or state of being specialized for use of employment
in special lane of work.

Stage - Period or step in a process, activity or development.

Technical Occupations - Cccupations related to specific mechanical and
scientific knowiedge.

Technology - Application of scientific principles to industry.

Topic - Specific teaching content which enables the implementation of
stated objectives,

Values - Standard of judgmeni accepted by persons, groups, or institutions,
stemming from and conditioned by their societal contacts.

Vertical Mobility - Movement between jobs congidered to have different status.

Vocation - Implies a dedication or long-term commitment with a high level
of requirements, rewards and expectations of work engaged in by an iudividual.

Vocational Guidance - An "individualized" aspect of the educational program
whnich is designed to enable each student to reach his full potential in
the area of career development,

YWork - Fulfillment of job duties, expectations for which one has been em-
pliyyed in order to provide a “purposeful" means of livelihood.

Work World ~ The breadth of career opportunities, and the unique aspects of
occupations in relationship to an individual preparing to make a career
decision.
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TARGET POPULATION
SELECTED
|

> & X
DEFINE JOBS TO BE DEFINE INDUSTRIES DEFINE DEMAND

SURVEY&D TO BE SURVEYED COLLECTION REGIONS

DESIGMN DATA

COLLECTION

INSTRUMENT
L

- T

¥
SELECT DATA

COLLECYORS

4

TRAIN DATA

COLLECTORS.

COLLECT DATA

PROCESS DATA

: PRINT REPORTS

DISSEMINATE
REPORTS
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Fimure L. Sequence Chart for Occupatinonal Information Survey
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MANUR AT [l e s ceeeeeeesoennnosrssasecnccscaceb
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‘Lumber & Wocd ProductSeeeeeeeconeceseasascenses

Furniiure & Sl el e eeeeseecetsecossosasscesse
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Primary Metal Producis.iievececeecescesecsccons
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FER™TNT CISTRIBYT Y 2 A, L

TOTAL £ ATYRINE A A TILITEES
MR IRDSTAT DIVINIONG Y

LT

DEFINITION QF INDWSTRY CRCUPS

The industrial clessifications zovered in/{his release are as follows:
Ve

-

MINTHS fatrac.ion of minerals such as crude oil and natural gas
productidn and nct,::l Qas lxquxds, oii and gas field
contract field cervices, salt, sulphur, sand and gravel

qusrries.
CONSTHUCTION Jeneral contrectors in the construction of buildings,
* nizhwiys, kridges, ond special trades, such as plumbing
mnd puintjng,
FAUFACTURIDLG Prodaction of o finished product which is reody for
utilization or cinemption; and ceri-finished product to
becor o rav material for further rmanufacturing.

, bus und pipe lines with related services;

TR AT, Au/, wotes, traes )

COMCLITATI N & werehouuing telephorte and telegraph services; raodio-tele-
UITLITI O vitio. <t tione elect.ic, a1, steam and water companies.
TRA ¢ Weoie le merch w45 enjyeged an Luying and s2lling on thar

Concocounit, Peto il «tores stlling general merchindise
including departrent stote, grocery stores, restaurants,
Pardeasre, apparel and wtemotive supplies.

-I' Sy ING., Fanve, security dealers, loan agencies, insurahce carriers

& BEAL LOTATL na lrokers, and real estate agents and brokers.
SPRVICES & Hotcls und lodging places; personal, busiress, repair, and
MISCLLLARE WS amusement services; medical, legal, engineering, and

other professionsl services; education institutions; nonprofit
re~bership organizacions; and other miscelluncous services
aze¢ ingluded,

GOVERNENT This division iacludes all Federal, State, local, and
internotional government zctivities, such as the legislative,
Jjudicial, and ad=irisirative functions as well as government-
osned or opersted businmess enterprises.

1970 1971 1972
Total “overcd Fmployment 100.0% 100.0% 100.0%

Mininay 6.9 6.8 5.6
“ont.:ct Construction 9.8 $.8 8.7
Mot acturing 23.9 23.3 19.1
Trans., Corer. & Utilities 11.9 11.2 9.1
Tride 226 30.1 27.0
Finice, Ins. & kes)l Tetate e 5.8 5.3
Service s a M50 llaneous 1.6 13.0 15.4
Covernrent LT - ——— 9.8

‘ (Jl) ’
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1970 CENSUS

RANK ORDER OF THOSE EMPLOYED BY OCCUPATIONAL CATT.GORIES

\ RANK OCCy PATIONAL' CATEGORY EMELOYED PERCENT
1, Profsssionsl, technicsl, snd kindred workers 20,383 19.87
s, Teschers, element;ry and aecondary gchools 4,300 4,19
b. Heslth workers 2.6-33 2.37
2, Clerical and kindred workers 18,470 18.C0
3, Oraftsmen, foremen, and kindred workers 15,884 15.48
a. Construction craftsmen 5,127 4.99
b, Mechanics snd repsirwen 3,049 2.97
4, sw.-vx\c; Yotkars . 11,595 11.30
4 Cicaning snd [food service workers 5,871 5.7‘2
L be Parsonal and health service workers 2,748 2.68
.c\ Protectivy service workers 1,363 1.33
5, Manhgers nn_d administrators, except farm 9,428 9.19
s. Sslaried 8,035 7.83
b, Self-employed in retail- trade €275 66
6. Opsratives, except transport 7,829 7.63
7. Ssles workers 7,283 7.10
- s. Ketsil Trade 3,851 3.75
8. Labgrar, except farm 3,734 1} 3.64
9, Trsnsport equiprment operarives 3,705 3.61
10.  Private housthold workers 3,508 3.62‘
. 11,  Farm wcrkers 758 74
TOTAL EMPLOYED, 16 years old and over 102,577
LABOR FORCE CHARACTERISTICS
OF EAST BATON ROUGE PARISH
RANK ORDER OF THOSZ EMPLOYED IN OCCUPATIONAL CATEGORIES OF
DICTIONARY OF OCCUPATIONAL TITLES (D,0,T.)
(Based on>127970ep!un Data)*
) NUMBER
RANK D.0+Zs OCCUPATIORAL CATEGORY EMPLOYED PERCENT
1. Professional, Technical, and Hanagerial occupations 29,811 29,06
2, Clerical and Ssles Cccupations 25,753 25,10
- 3. Machine Trides, Banch Work, and Structural Work 15,884 15,48
Geeupations (ircluding foremen)
4. Serviceé Gecepations 15,103 14,72
5. Labordrs (8ll categuries, except farnm) 3,734 3464
6, Fozcr Zrefght and Transportstion Occupations 3,705 3.61
7.  Farm Vorkers . 758 74
XCTAJ. EMPLOYED, 16 yrs,-F 102,577 99,98
*

The Jata from the censug {8 not ectirely covpstible with the occupational
categorics used in the D,0.T. Therefore comparisons need to be used with
caution, For exszple, the census places craftsmen, foremen, and kindred
workers sl in one category instead of aeparating them into managerial,
machine trade, bench work, and structural work occupations ss is done in
the D.0.T, The census slso has a separate category for lsborers, while
the D,0.T. classifies laborers for ¢ major category of occupstions.
Furtherrore, the census does not havr A specific ovcupational clasai~
flcations within each category as doe¥ tie D.Q.T.

83 VITAL Curcer Information Conter
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TABLE 4.
RANK ORDER OF

TYPES OF EMPLOYERS HAVING LARGSEST EMPLOYMENT
IN
BALON ROUGF AREA

(Based on Labor Area Trends, Dec., 1972)

RANK INDUSTRIAL CLASSI%ICA?;ON TYPE FMPLOYMENT PERCENT
\ 1. Government-Federal, State, Local® 31,300 22,8/
2. Trade-Yholesale, Retail 25,100 18.32
3., Services _ 15,400 11.24
L. Contract Qonstruction 12,425 9.07
/5. Chemical and Petroleun Products 11,700 8.54
6. Finance, Insurance and Real Estate ’ 6,650 4.85
7. Trénsportation,,boﬁmunicé%ion, and Public Utilities 5,475 4400
8, Focd and Kindred Manufactured Products _ . 1,825 1.33
9. Printing and Publishing E 1,1c0 .80
10. ) Agriculture - / 1,100 .80
11, Fabricated Metal Products 850 .62
12, Stone, Clay and Glass Products 850 - .62
13, Crude Petroleum Production and Mining 500 .36
14. Lumber and Wood Products Manufacturing 300 22
Subtotal-~ 104,975 83:61

A1]1 other non-agricultural employment--self-
employed, unpaid family workers, and domestics

in private households 14,950 10.91
A3l others employed in manufacturing of goods 1,100 80
TOTAL BPLOYMENT 130,625 95.32
Unemplofed--varies, but as of Dec., 1972 6,375 4,65
TOTAL CIVILIAN LABOR FORCE 137,000 99.97

Includes all regular government functions and governmeni operated
familiss
facilities,

N\
Compiled by VITAL Career Information Center
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CONTACT
PERJON
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TABLE 6.,

Titles and 1
I i<ion

Division R.

Divion C.

Divicon D.
1

Major Group 33
Major Group 36,

Muyjor Group 37
Major Group 38

Major Group 30,

Machinery, except clectrieal . .. __.
fileetrical and electrome machinery, cquipment, and
suappbes .. o0 oL L. -

- ’,'
— /
FORMS AND ENVELOPES NEELED BY CONTAGCT PERSON FOR SURVEY
BY STANDARD INDUSTRIAL CLASSIFICATIONS .
(Two Digit Codes)
CODES = BUSINESS, INDUSTRIAL, ORGANIZATION GROUPS Number of
Enve -~
lopes { Return
) i  Induste Long }Short for ] Enve-
e~seniptions of Industries...... o . o Lol oLl Ll e ... :
Ageiculture, forestry, and fishing_ .. ... ... ... ... ._... Forms Forms jMailing lopes
Major Group 01. Agricultural production—crops.._......o.....o...... -
Major Group 02. Agricaltural production--livestocke.. ... . ...._.___
Major Group 07, Agricultural services __.._ ... ... . _ .. ... . ____.
Major Gronp 08. Forestry. . ... ... oo i el
Major Group 09, Fishing, huriting, and tmppmg .................... = emem—
Muining oo L s e el fer camme a
Major Group 10. Meta! nining._.._ e, Cemeanann- -
Major Group 11. Anthrnm{e LV
Major Gronp 12. Bituminous conl and lignite mining. ... ...._o....._.. -
Major Gronp 13. Oil and gas extraction. ... ..o ... .. o oo ___
Major Group 14. Mining and.quarrying of nontetallic mineials, except .
s fwels ... .. ...__. -
Construction ... . .. .. Ll e i -
Mnjor Group 15. Building construction—general contractors and opera-
tive builders.. . . ...
Major Group 16. Construction other than building construchon—g@ncral
. CONUINCLOrS .« . et e e imcimeccan mecmanooa
Major Group 17. Construction—specinl trade contrnctors ..............
AManwfacturing . T L meeeoeeeeeee PO
Major Group 20. Food and kindred producta..-__..- .............
Major Gronp 21. Tobaceo MANUACHIeS. e oo e e e e
Major Group 22. Textile mill produets_ .. ..o ...
Major Group 23. Apparel and other finished products mnde from fabrics )
nad similar matefials.. ..o Lol L.
Major Groiip 24. Lwmber und wood products, except furniture_._...._..
Major Giroup 25, Furniture and fixtnres. oo oo ooooooe oo
Major Group 26. Paper and allied produets. ... .. .oo._...... e -
Major Group 27. Printing, publishing, and allied industries .. .. . . __
Major Group 28. Chemicals and allied produets. oo oo oo oo ..
Major Group 29. Petroleyun refining and related industries..o.oooo. ...
Major Group 30, Rubber nnd miscellaneous plasties products. ... ._...
Major Group 31. Leather aud leather products. .. ... ... ...
Major Group 32, Stone, clay, glass, and concrete product_ . . -
Major Group 33 Primary metalandustries .. ....... .. .. .......
Major Group 34, Fabricated ctal products, cxcept machinery and .
transportation equipment ... .. ... .. ... __.

Trs anspertation equipment .. .- R

Mea-uring, nnalyzing, and cuntrolhm, mstrument
photographic, mvdieal and optical goods; m\tch(-\
and elochs. _ Lol .

Micellaneous manufacturing industries. el .

Diviston 1)

Major Group 40.
Major Group 41.

Tran-portntion, comnrunications, clectric as, and sanitary services..
l ’ ’ ’

Railroad transportation. . ... ... ... ..._._..... e
Local and »uburban tfpsit and internrban hlghway
passenger transportation. . o .o . . iiceouo.n

Major Group 42. Motor freight transportation and “arehou-«nng .....

Major Group 43. U.S, Postal Serviee. oo oo oinn e oo

Major Group 44. Water transportation. . ... .. ... ..., __. c
Major Group 45. Trnnsportation by nir... . ... ... _.___.__.

Major Gronp 46. Pipe Jines, except nawral gas_..__. ... . . ...

Major Group 47. Transportntion eervices. ... ... voceu.ae e ..

Major Group 48. Communication... . ... ... .. .. ..

Major Group 49. Electric, gas, and =anitary services..... .. __...___

SUB-TOTALS

86

101




FORMS AND ENVELOPES NEEDED BY CONTACT PERSONS FOR SURVEY
BY SIANDARD INDUSTRIAL CLASSIFICATIONS

. (Continued)

CONTACT PERSON CODES'BUOINEOU, INDUSTRIAL, ORGANIZATION GROUP3
Number of
Enve-
lopes
Short for
Forms | Maili
Division ] Wholesalc trade... ... e e me e iemee - maaavem—an e ema. ..
Major Group 30. “holc:ale trade—-durable goods. ... ............ ...
| Major Group 5i. Wholesale trade—nondurable goods_ ... ... __._
Division G} Retail trade. ... . . oo i o Ll ..
Major Group 52. Biilding aterials, hardware, garden suppiy, and
mobile home dealers... ... _..._... ... .. ...._.
Major Group 53. General merchandise stores..._..... ... ........
Major Group 54. Food SLOres... .o o. . wueenme oo ceeaen
Major Group 55. Automotive dealers and gasolmc service stations...
~ __|-Major Group -56. Apparel and aecessory StOres .. ..o omomon o ooooe--
- - Major Group 57. Furniture, home furnishings, and equipment stores_ .
Major Group 58. Eating and drinking places....... meemeccaccaann
Major Group 59. Miseellaneous retail o ... oo oo o o0
Division H{ Finance, insuranee, and-real estate ... . .o.oooo..... e mecccmmmenaaan b .
Major Group 60. Banking .. .. .. .. .
Major Group 61. Credit agencies other than I)anks ..................
Major Group 62. Security aud commodity brokers, dealers, exchanges,
) - and Serviees . . .. oo eaeeen.
Major Group 63. Insuranee. - - _ ..o i
Major Group 64. Insuranece agents, I)rokcrs, and serviee_............. '
Major Group 65. Real estate. .. oo e oo e e oot
Major Group 66. Combinations.of real ecstate, insurance, loans, law
T T PP
Major Group 67. Holding and other investnient offiees......._....... .
Dwision LfServices. .oovooooomooe omooro [ | .
Major Group 70. Hotels, rooming houses, camps, and other lodging
- Places. e s A
-7 Major Group 72. Personal serviees __ ... ..o oo oo .. . -
Major 'Group 73. Business serviees. .. .. .. oo icoceoi e
Major Group 75. Automotive repair, services, and garages. .. ... ...
Major Group 76. Miseellaneous repair Serviees. .. .o oo oo oo oo
Major Group 78. Motion pietures.....0.. .. . .__. e e e
Major Group 79 Amu~ement and recreation sert sees, exeept Motion
pictures . . . L. _____. . e ..
Major Group 80. Health services. ... _.. ____. . e e e maeee-
Major Group 8%, Legal serviees o ooo v ooom oo o
Maujor Group $2. Fducational services..._ ... ... e e I
< I Major Group 83. Rocial <crvices. . .. e e .
Major Group 84. Museums, art g.lllonc~ I)otnni(::\l and mulogu al
gardens. e L .. :
Major Group 8§6. Membership organizations.._._.... - e mmean
Major Group 88. Private households. ... ... ... _. e
Major Group 89 Miscellancous serviees. . ...
A 3 v aemas— S
Major Group 91. Executive, legislative, and general goxcrn ncnt
except finanee. ... ... ... ... ... ... ... ..
Major Group 92. Justice, public order, and safety. ... __. .. e
Major Gronp 93 Public finanee, taxation, and monetary policy ... ... o
Major Group 94 Administration of huinan resonrces programs, ... _.
Major Group 95. Administration of environmental quality and housing
PTOGIAMS. . L e emiemeeaen .
Major Group 95. Administration of economic programs..._.. .._._..
Major Group 77, Natwonal security and international affairs.__ .. ...
Divisron K| Nonelassifiable establshments. .. ... ... ... .
Major Group 89. Nonelassifiable establishments.s. g oo . __. -~
TOTALS
Q . 'J fut 87 — i
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VITAL CAREER INFORMATION CENTER

LOUISIANA STATE DEPARTMENT QOF EOUCATION
421 NORTH BSTREET P, O. BOX 44084

~ BATON ROUGE. LOUISIANA 70804
. ) VOCATIONAL

INFORMATION
TeCHNIQUES

~ VocationaL
InFoRMATION

¥ . APPIED
ﬁ:::f: - oo FORM 1--LETTER Locany
Locarwy . !

Dear Employer:j

Today the new . pmphasais in our educational system is on career
information and guidance. Students want to know what career
opportunities and requirements occur in our local area. - A
snecial Advisory Committee made up of representatives from
business, indvstry, labor, government, education and civie groups

ds cooperating with the VITAL Caresr Information Center to meet
‘these student needs.

\

You can make a valuable contribution to the career development of
these students in our area schools, your future employees, by
completing the attached form. The information you provide will
be kept strictly confidential and be ‘used for statistical purposes
only. By completing the form you will be helping to assure the
better preparation of students te\become successful and satisfied
A employees. ;o
Please complete the information on each entry -level occupation
that will lead to a career in your organizatign. Fill out all of
those items on the form which apply to your organization. If
you have previously completed similar forms for the Center, please
review and make changes in items that need to be updated.

If you can spend the time of a coffee break to complete this i
form, the results should be quite rewarding in the type of
applicants you will receive for employment. When you have completed
this, return it to the VITAL Career Information Center.

Thank you for your cooperation.

Yours very sincerely,

~ 1

89 ’

Q  The VITAL Project is co-sponsored by the Louisiana State Department of Educatiqﬁ and School Boards of the following Parishes.
Ascension, East Baton Rouge, East Feliciana, Iberville, Livingston, Pointe Coupee, St. Helena, West Baton Rouge, West Feliciana.
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VITAL CAREER INFORMATION CENTER

LOUIBIANA STATE DEPARTMENT OF EDUCATION
421 NORTH STrZET P O Box 44064

BATON ROUGE, LOUISIANA 70804 «
. . YOCATIONAL

INFORMATION
TeCHNIQUES
APPLIED

Locauy

VocaTionaL *
InFORMATION
Tecuniques \
ArpuieD e )
Locarry - IFOR!i 2--LETTER -
..

-

Dear Employer: .
\ E

Today the new emphasis in our educational system is‘gn career

information and guidance. Student: want to know what career

opportunities and requirements occu. in our local area. A

Special Advisory Committee made up of representatives from

business, industry, labor, government, education and civic groups

is cooperating with the VITAL Career Information Center to meet
these student needs. ’

You can make a valuable contribution to the career development of
these students in our\area schools, your future employees, by
completing the attached form. The information you provide will

be kept strictly confidential and be used for statistical purposes
only. By completing the form you will be helping to assure the

better preparation of students to become successful and saticfied
employees. !

Please complete the information on each entr&-level occupation
that will lead to a career in your orgahization. Fill cut all of
those items on the form which apply to your orgenization. If .
you have previously completed similar forms for the Center, please
review and make change? i, items that need to be updated.

If you can spend a few minutes of your time to complete this

form, the results should be quite rewarding in the type of *
applicants you will receive f ,p employment. VWhen you have completed
this, veturn it ty the VITAL Career Information Center.

Thenk vou\ far your ccoperation. -

Yours very sSincerely,

¢ .o . A P S RS 3 S RS R TR S E
N . T Ty —teve] LIl L o yaup aotat L bee
.
Lol ; Lo ot Yoo AL Rhe Ind o reiatd g s
e * - LAad
> ‘e h
12

The VITAL Project is e-sponsared by the Louisiant State Department of Education and Schon! Boards of the followine Pari hes
Ascension, East Baton Rouge, Fast Fehiciana, Iberntle, Livingston, Pointe Coupee, St Helena, West Baton Rouge West FeliGana .
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FORM 2

VITAL CAREER INFORMATION CENTER
P. 0. BOX 31064,CAPITOL STATION

. ° BATON RQUGE, LOUISIANA 70804
: YITAL CCCUPATICNAL INFCRMATION CJRVEY FORM
( L fons i
, fopfideniial)
INSTRUCTIONS: Will you please complete one of these forms for each job title. Place checks
in tho appropriate boxes and writo in the spocific information requested.
: = - 5\
1. NAME OF ORGANIZATION : N
. 2. DIVISICN OF ORGANIZATION (i any) -
’ 3. STREET ADDRESS '
4. MAILING ADDRSSS
5. TOWN ' 6. PARISH 7. up =
.* 8, TELEPHONE(S) i EXTENSION )
?. NIMBER Of‘ EMPLOYEES: Regular: Seasonal: ; Part~Tize:
. 10, YOUR NAME 117 Title
A
12, OFFICE LOCATICN Roon
13, CLASSIFICATION OF CRGANIZATION (Check the mafor division and category, then write in the .
\ N spaces below the gpecilic type of business, industry or |
\ organizaticn, and pripaipal products, activities or services)
Ao ___ AGRICULTURE, FORESTRY, AND FISHING: . !
1 1) Agriculture ___Services (2) __Forestry (6) Other (State):
___Crops ___Sofl €3) ___Fishing i
___Livestock __Veceriprary (4) ___Hunting !
___Landscape (5) __ Trapping :
/I

B. __ MINING:
(1)__0il and Gas Extraction;

(2)_Other Minerals: (___Clay; __ Gravel; __Sale; ___Sand; —__Shell)

C. ___ CONSTRUCTION: .
(1) Contractor: (__ _General Building; __Heavy Construction; ___Special Trade)

D. ___ MANUFACTURING:

(1) ___Food (7) __. Chenicals (13) ___Fabricated Metals
(2) ___Apparel (8) ___Petroleus (14) __ Machinery
() ___Lumber and Wood (9). ___Rubber; Plastics (15) __Electric Equip.
t+ ___Furniture (10) __Leather (16) __Tiansportation Equl
: (5) ___Paper and its Prods (l1) __Stone, Clay, Class Prod, (17) ___Instruments, Photo.
(6) ___Printing; Publishing (12) __ Primary Metals Medical, Optical Goods
. (18) ___ Misc.(Othec type prx
. . (Scate):
E. . TRANSPORTATION AND PUBLIC UTILITIES:
(1) ___Local and Inierurban (3) ___W ter Transportation (e} __Electric, Gas, and /
Passenger Transit (4) ___Transportation by Air Sanitary Services
(2) ___Trucking and Ware- (5) __ Corzmunication \ (7) ___Other (State): :
housing AN
\ TN
Po ___ WHOLESALE 1RADE (State type): \ ~ .
oo G. ____ RETAIL TRAJE: !
(1) ___Building Materials (&) ___Automuve‘ Dealers & (7) __Eacting and
& Garlen Supplies Service Staticns Drinking Places
(2) __General Merchandise (5) __ Apparel and Accessory (8) ___ _Miscellaneous '
Stores Storzs Rectaii (All Others
(3) __Food stores (6) ___Furnituce and Home 1.e.,Drug Stores)
’ Furnishing Stores (9) __Other (Stace):
He ___ FINANCE, INSURANCE, AND REAL ESTATE: ’ |
- (1) __ Banking (3) ___Insurance Carriers (s) Other (State): |
' (2) __OCredit Agencies Other (4) __ Recal Estate ‘ -
than Banks
(OVER)

ERIC Jvto i

) e
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% (2) Sub-PfOf./

I. ___ SERVICES

(1) ___Hotels and Other (5) ___Miscellaneous Repair (9) ___Educativnal Services
Lodping Places Services (10) ___Social Services

(2) __ Fersonal Services " (6) __Amusument & Recreation (11) ___Miscellaneous

¢3) ___Business Services Services Services (Account.,

(4) ___Auto Repatr, Services, (7) ___Health Services Architectural &
and Garages (8) ___Legal Services (12) Engineering)

—Otner:

~ —_—

Jo ___ PUBLIC ADMINISTRATION--GOVERNMENT (Division):

13, SPECIFIC KIND OF BUSINESS, INDUSTRY, ORCANIZATION:

14, PRINCIPAL PRODUéTS, ACTIVITIES, AND/OR SERVICES: 15. DATE:

16. OCCUPATIONAL INFORMATION:

A. JOB TITLE: __

B, BRIEF DESCRIPTION OF WORK DONE:

C. CLASSIFICATION OF OCCUPATION: (Please check the occupational group the job best fits in)_

(1) Professionu}firchitecture, Art, Englneering, Math., Physical Science, ﬁlfe Sclence.
Soclal Science, Medicine, Health, Museun, Library, Law, Religion,
Technical Writing, Entertainzent, Recreation prof., sub-prof.,techk. cccupaticas
3) Adminéstrative Spcclallza:lon‘(Accountlng, budgeting, analyzing personnel and
waterials in the production, distribution, and consumption of goods and services)

%) Line or Organization Management (Official, Executive, Supervisory, Managerial Wors)

(5) __Clerical (Stenozraphy, typing, flling, recording, collecting, distribuzing
information)

‘Y (6) Sales (Selling or influencing qustozers in favor of products or services)
. Ve ‘ .
(&3] Service (Housekeeping, cooking, fsod serving, personal serving, public serving
or protecting) -
(8) Farring, Fishery, Forestry (Growing, harvesting, pathering, protecting plants/
- animals)

(9);___Processing (Refining, Mixing, Treating working materials and products)
(10) Machine Trades (Feedin,, Terding, Operating, Controlling and Repairing Mackines)

(11) Bench Yokl (Usiny handtools and bench cackines to ~ate, assecble, repair and
inspect relatavely small objects and raterials at bench, worktabie, or conveyor)

(12) Structural Work (Fabricatin,,, erecting, installinz, paving, palnting, Zoustructin;
reparring structures or structural parts of large ob jects)

(13) Other Work (Transportins, deliverin,,, packaping, warehousing, servicing utilities,
amusecent, recreation equipsent, zining-~logging, graphic arts preparaing)

s

D, EMPLOYMENT STATISTICS AND OPPORTUNITIES (Flease supply the figures and inforration

\ requested)

Number
(1) Workers are presently erployed in this type job In our organization

(2) Workers may be needed {n this type job in 1 year in our organization
(3) Workers zmay be needed in this type Job in 5 years in our organization

%) Workers were replaced by turnover in this job the past year

-

5) Demand\{or aew workers {n this Job 13: (Check one) (a) Declining;
.
(b) Not changing; (c)___Increasing; (d)__ Continuously high
(6) The {isquuncy of opportuhities for advancement within this job are:

(a) __ None; (b) ___ Pew, (¢)___¥Moderate, (d) __ Great; (e)___ Very Great

(¢)] The frequency of opportutiths for procotion from this job are:
(a) None; (b) Few, (cf Moderate; (d) _ __ Great; (e) Very Great
— pESA J— L —

r) 3 b \-\‘\ )
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N
. E. EDUCATICN AND SKILLS NEZEDED BEFORE ENTERING JOB (State number of years and tyje3 of
\ educatlon accepted and preferred. Also state skill{s) needed, materials used, luvel
of performance required, such as- Typing Skill, operating typewriter, &) w.p,z. Iccurately
Amunt of Education : Types Years (a) Skill{s) needed:
) Mininum: )
Accepted , Preferred ‘\
(1) \YISe yrs. elementary grades 1-6 R
(2) } junior high school 7-8
(3) senfor high school 9-12
%) business school (1-2) (b)-Typeld of data, people, things
(5) vocational-tech. school (1-2)]*  dealt with:
«£6) junior college (13-1i4)
€)) college (13-16) T T3 — -
- (8) graduate school (17-20) (c) Level(s) of perrorrance:
F. KINDS OF TRAINING AND LEVELS OF ACHIEVEMENT NEEDED BEFORE REGULAR EMPLOYMENT IN JOB
Levels of Achievement (Chefk)
Abovs delow
School Sub jects Types (State), High | Average jfAverage jAverage|Low -
- (1) Social Studtes '
f (2) English
) 3 Matheé-.atics
(4) Science
(5) Trade and Iﬁdusérial
(6) Yocational-Technical
(7) Busiress and Clericil
(8) Foreign Language
(9) Hoze Econonics
(10) Arts
' (11) Cooperative Work- ’
Study
(12) Apprenticestip
. [ I
(13) Other . ! '
2
G. KINDS AND AMOUNTS OF TRALNING WHILE WORKING TO LEAUY :HOW TO DO THE JOB
Kinds of Training: (Check) A~ount: (Chec¥ azouat for eact kind an:z
state type cf trainirg)
(1) ___ No 2orzal training aceded {1) ___ Skort demonstraticn orly
(2) _ Regalar On-The-Job training (23 ___ Up ttrough 30 days
(3) ___ In-the-plant training given (3) ___ Over 30 days through ) conths,
in organized classroom study '
) (4) _ Apprenticeship training | (4) _ over 3 vonths through 6 ronths
(5) ___ fob-Reiated Tr’Aining in (5) ___ Over 6 cx nths thrcugs I yeat
educational igstitution
. ! (6) ___Cver 1T year t'tough Z ycars
(6) ___ Other (stste):
' (?) ___ Over Z years (state amount)
H., AGE, SEX, LICENSE, CERTIFICATE, UNION MEMBERSHIP, “‘%‘JST REQUIRE‘IENT.’:(Chcck,corpIcte requireren:
= (1) ___ Minimur Ase Accepted; Preferred (5) ___ Erployment Interview
(2) __ Percent:Males {n Job; Ferales (6) ___ License (Tvpe }:
(3) ___ Work Certificate: (7) ___ Union Mecbarship:(Cost): —
(Type):
(4) ___ Writren Application for wotk (8) __ Test(s) (Type(s):
i)
o 9l.a (
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Aruitoxt provided by Eic:

I. FREVIO.S ACTILVITIES RELCIRED (Chech)

(1) ___ Noae requirea
(2) ___ School activirixzs relates fo work {Typc):
(3 Yart-tize or pe-iodic work (IType):

@) __ Full-tice wrk in other jebs (Tvpes):

(5) . Other (State): °

J. PROMOTION FATHS (Things needed for advancement and prozotion, and types advanted job

!kdvcnced Job Pcssibilitiss(by levely)

possibiiities)
Things Needed:

N {1) ___ No advancezent &n job : K1)
(2) ___ No promotion from job X2)
(3) ___ On-the-job training ' 3)
(&) ___ Special In-Flant Classes (4)
(5) ___ More fcrtsal training outside husiness X5)

(63 ___ Time o= job (duration, senfority.exesience)i6)

(2} ___ Production vate and quelity (7}

(8) ____ Other (State) X8) o
K. WAGES, SALARIES, AND COMMISSIONS {Cozplete all blanks and cizcle tize period coveréd)

(1) Minicum entry $ per (circle) hr., wk., mo,, yr. # . % Cozz,

(2) Average made by nost § per (circle) hr,, wk., wo., yre f % Comm.

(3) Maxicuz earned {n jcb S per (circie) hr., wk., wo., yr, ¢ % Comm.

(4) Average nusber of hours 1n work period: hours per H Overtic:::__h:s.______
L. FRINGE BEJEFITS (Chess type of incentives recelved and , if applicable, the amount

turnished by esployer)

(1) __ Housin:, _ All, _ 7-rarc (14) ___ Travel Allowance: ___All;__ 7% \

(2) __ Meals: __ All, __ %-pPart (15) ___ Advarced Training:__All;__ %

(3) __ Uniforzs- __ All, ___7-Fart (16) ___ Further Education:__ All;__ 7 “

(4) __ Cleaning: ___All, ___%-pPare (17) ___ Dpiscounts: “ on:

(5) ___ Tips: __ Al}; __ =%~Part (18) ___ Bonuses:

{6) ___ Overtime Pay: X Pay (19) ___ Pard vacatrzons:

(a) After 6 cos: Jdays
(7) __ Health Insurance:___ All; __ 7-Part (b) After % yro:___ — days

(8) ___ Life Insurance: ___ All; __ 7-Part

(8) ___ Expense Accounts: ___ All; —-Part

(c) After 2 yro: days
(d) After 3 yrs:_______ days
(e) After 5 yrs.: days
(£) After 10 yrs; __ ___ days

(g) After 15 yrg: days

(10) ___ Share in business proff:s:
Options to Buy Stocks: (20) ___
12} Sick Leave: After vk,

(13) __ Accidert Insurance:__ all;

(h) Other: yro:

(21) ___ Other: (sl;cntc)

days

Pensions at Rctirement

. %-Part

M. Incoce Var.stles: (Chect)

(1) Self-emplayed (4) Seasonal (Mos.):
) —

(2) __ comtssion {sype: __ (5) shifc (1imes):

(33 __. Overtlge (ray): (6) Other (State):

—_———

7

' : (Amount)

., -

s (Anount:

Wb
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¥, WORK ENVIRONMENT AND WORKING CONDITIONS (Check those that apply to the joh and the amount) |

3 CONDITIONS AMOUNT ~ CONDITIONS AMOUNT I
(Check those that apply) (Lheck decree apply) {Check those that apply}(Check degre ,
’ 1 o/ @ S -
¥, qu @ ‘;o
< A.L, L /0 & ey
N% .‘;) AN g/ s .
TS /N i
1./ 2/3/3% /5 e ‘
~ 11. told with temp-
. le__ Iadoors ~=- erturc changes '
2.____ fOutdoors 12. Hot with temp- a
—— erature changes
3.___ {n container i
(Crarped) 13. Wet ‘
4, Cutside con~ . '
tainec) object 14,___ liumid Atmosphere
S5.___ Deal with peopid 15,___Noise (Type):
6.___ Bz around peopie 16.__ Vibrations (Type)
7. Work aiona 17.___ Hazards(Type):

8. Travel (Type):

18._ _ Impure air/ poor
ventilation (Typ

9. Work daytime :
19 Other (Types):

10, Work nighttime - N

0. PHYSICAL ABILITIES REQUIRED (Check those peeded for the job and the amount of each checked)

~
! PHYSICAL ABILITIES AMOUNT h
PHYSICAL ABILITIES AMOUNT ! Check those neceded Check arount neceded) . -
(Check those neceded)  (Check ar.-ounthnecdcd).
/
2l
S/ E¥ETIEL L)
SIS
STARAFNLE N
172 /3/4 /3 o “REachIng .
1. Standing i 6.
: 17 Handlaing
2, Walking ¢ e
— l 16, Using ringers
3, Sitting | -_—
— { Te.___Tecling by , |
4, Lrfting l touching |
. 2V, Talring ‘
5. Carrying l J l’ i
. 2le___ Hearing “ |
6.__ Pushing | . |
2Z.___ Sceing [ /
7.___ Pulling \ l / i
= 23, Judging dis- H
8. i#and/azo . I ! ~ tance/ depth, }
: rl.‘i‘ic %, Color Visiow ~
S g?g:“'cs g 25 sensc o; “j
10.___ Stresgth | — soll \J i
P 26,___ Sense of { .
11, Clicbiag/ ' taste ) ’
Ralascing w1 T ‘
12, Stccping I 27.___ Working Spced :
e - 28, thypical '
13e___ Kneelang - nm‘o"l‘:ﬂlc /
29, Disabilitics
4, 3 —
16. Crouching f\c( ~ntable: |
15.____ Crawling
e - v 30, Disabilitles |
(OVER) Not Acceptable: ,,‘
(v _— i
Q 95a , ‘
1l -

o
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Aruitoxt provided by Eic:

P,

Q.

CHECK INTERESTS 112} 3]4|>s

i, Workin: with things and oblects

. !

2, Dealling with people in selling, providing, using

30043 and services

3. Doin,, tuae sare winds »1 hings in a set way

&, Worxin: with people Lo help them in  {ndividual or

group situations

5 Dolrg work which caras recognition and praise

6o Corzunicating thoughts and i{deas to people by
writing, taliing, or acting

7. Sclentilic and technical activities

8. Abstract and creative activities using imagination,
thinking, and understanding

9. Processing materials, overating equipment, and using
techniques not dealing directly witk people

10, © Workin. with materials tp, produce sowething that has

definite value and use

PERSONAL TRAITS (TEMPERAMENT) ( Check those traits needed and

amount of cach required for job)

CHECK WHAT SHOULD ACTIVITIES \ il213ta 15
HAVE TRAITS FOR DOING N
1+ ___ Doing many different things on the job
2. ____ Doing the same kind of things on the job 1
3. ___ Receiving instructions on what to do on the job . ‘
T

4. ___ Planning and directing own work and work of others AAJ )
S. ____ Vorking directly with people carrying out job duties
6. ___ Vorking alone or apart from others when €@oing job
7. ___ Changing people’'s feelings, opinions, hablts of

thinking about certain tdeas and things
&, ____ Doing work under pressure, stress, taking zisks,

dealing with the critical or unexpected !
9« __ Using personal senses or cormon sense in making

Judgements and decisions based on experience
10, __ Using measurable standards, guides, or facts in

making judgezents and decisions accurately
il ___  Interpreting feelings, idecas, or facts in own terms-

doing own thing .
12. ___ Belng very accurate in work and measuring how weil

things meet standards or limitations set i

95b
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R.  MENTAL ABILITIES (APTITUDES) NEEDED
(Check those needed and the amount required for the job)

CHECK

¥

MENTAL ABILITIES (APTITUDES)

Verbal (Word Use and Understanding)

Numerical (Use of Arithmetic and ﬁlgcbra)

1
Clerical (Listing, Sortirg, Filing, and
Checking Words and Nurbers)

Motor Coordination (Using Eyes-Hands-Fingers
Together at Same Time)

5.

Manual Dexterity (Handling and Moving Things
with Hands; Hand Movecent)

6,

Spatial (Understanding and Seeing Forms of
Plane and Solid Geometric Objects)

7.

Form (Seeing Differences and Details in Shapes
and Shadings of Figures and Lines)

8.

Finger Dexterity (Handling and Moving Objects
with Fingers; Finger Movement)

9.

Eye-Hand-Foot Coordination (Maving Eyes--Hands--
Feet Together At the Sace Time Doing Work)

10.

Color Discrimination (Seceing Similarities and
Differences in Colors and Shadings, and Matching
these)

8. IS YOUR ORGANIZATION INTERESTED IN PROVIDING RESOURCE PERSONS AND MATERIALS

FOR CAREER INFORMATICH, GUIDANCE, AND EDUCATION PROGRAMS? YES [ J; vo [/

Please return the completed form

11%

3-22-78
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FORM 3--LETTER
vVITAL CAREER INPCHEHMATION CENTER
VITAL PRGJRCT - Vocaticnal Informai..n Teunnijues Applied Locadly

P. 3. Box hLuoth, var.ic. Stat.on,
~ Bavon Rouge, lou.si.na 708y
Louisiana Department of Education
421 North Street

Dear BEmplayer:

The KIWANIS KEY CLUB MEMBERS are dssisting the VITAL Career
Informatior. Center in gathering nesded informati-n fr-m employers.
You are asked to cooperate with the KEY CLUB MEMBER in this gervice
activity. He is here to help you get better prepared employees

by securing ~ccupational information that can be used in the schools.
Recently we mailed an "Occupatisnal Informatisn Survey Form" to

you. We have not received the completed copy from you as of today.
You may have it in the mail by this time. We would appreciate
receiving the completed form within the next two weeks since it

is essential that we have this data to prepare the necessary
vacational guidance information f.ur the schools during this term.

We also have a time limitation fir completion of the project.

If you want assistance the KEY CLUB MEMBER will help you fill in the form.

The information you furnish will expedite the preparation of
occupational information materials {>r the use of students,
coungelors, and teachers in our sch>;1s. This should also help
prepare them to become productive and successful employees. The
data you supply can help us provide >ccupational information to
improve instruction by teachers, curriculum development by
administrators, and vocational guidance by counselors.

We will be grateful for prompt action and cooperation in this
Joint effort to bring about an economic and personal betterment
of employees and employers in olr community.

b

Very truly yours,

VITAL Project

Ihe VIT°L Preect is co-sponsored by the Loursiana State Department of Educat:ion
sn: Cohool Bearas of tne following Parishes: Ascension, East Baton Rouge, East
Felicians, Tverv.lle, Livingston, Pointc Coupeoe, St. Helena, West Baton Rouge,
Weot Feliciluna. 99 '



VITAL CAREER INFORMATION CENTER
P. 0. B9X 440(,4,(;:\|'|n{l. STATL N,
BAION ROUGL, LOUISIANA 70803

FORM 3 -
SUGGEDTED STATEMENT TO BE USED IN TELEPHONE CALLS TO RMPLOYERS AS
FOLLOW-UP ON FORMS SENT DURING OCCUPATIONAL 1NPORMATION SURVEY

Purpose: To assurc a reprecentative sample of cmployers haviag
ontry occupations being covered in the survey, it is
nccessary to follow up with telephono calls and/or peirsonal
contac. those employers who were sent forms but did not
respond. The cmployer is to be reminded of the form being
sont, - thie neod for the completion and returh of it and,
if necessary, our-willingness to send him another copy
and furnish him assistance in complceting it. Due to the
urgont need for the information, the cmployer is to be
asked to return the completed form within one week.

Procedure:
1. Ask to tallk to the manager, or personnel manager

2. Introduce yourself: "I am (your name) s
! a member of the Club at - B
high school, where I am a student." \

3. State purpose of call:

a. "Recently your Astablishmont was sent an "Occupational
Information Survey Form" to secure local data for
schools to use with students, teachers, counseclors,
and parents in careor guidance and education programs."

b. "The Center records indicate that the completed form has
not been reccived from your establishment."

c. "VWe nced this information in planning our careers.”

d. '"Will you please £ill out and return the form within one
week, to meet the deadline set b& the VITAL Career
Inrormayion Coenter to get thic information on the survey."

e. "If you can not locate the form, another one can be sent
to you."

f. "You can get assistarce in completing the form, if needed.".

g+ "We will appreciate your cooperation in holping studerts
to got this kind of occupational information. The
information is confidential and the name of your
ostablishment will not be used."

lte Questions:
a. "Will you be able to help us by sending in the completed form?"

b. "Did you receive the survey fora?"

tv "Do you necd another copy of thas form sent to you?

d. "Do you have any questions about how.to £ill out the form?"

¢~ "Which questions do you need help on?"

f. "Can you rcturn the complcted form %o the Center by the
ond of onc weck?"

S. "Thank you for your cooperation."

6. Record the results of the interview on the “"Telephono
Follow-Up Summary Sheet."

Q 7. 1If there are questions you caﬁ not answer, refer the
ERIC employer to the Conﬂ?a_eyd.havc him call 389-2591.

o o 100




Q

-ERIC

Aruitoxt provided by Eic:

Ve “annrag
tir ety
© Tecemnous

VITAL CARCLR INFORMATION CENTER ;
P. 0. BOX 44064,CAPITOL STATION, oA
BATON ROUGE, LOUISIANA 70804 3 \\ e

s
\5/{)@
FORM 3

TELEPHONE FOLLOW-UP SUMMARY SHEET
for
OCCUPATIONAL INFORMATION SURVEY FORMS

Instructiuns: Please chock below the results obtained from eazh cmployer

on the 1ist that you caolled on the telephone to follow up the securing

ofe completed Occupational Information Survey Form . When you have finished
this, return the form and list to the VITAL Career Information Center,

Room B81l, Louisiana State Department of Education, P. 0. Box ljj05h, Baton
Rouge, Louisiana 70804. We are sure that you will well represent yourself,
your family, club, school, the Center, and Department of Education in your
contacts. Thank you for your coopcration.

IHFORMATION OM EMPLOYER: PELEPHONE . COMHENTS
1. NAME OF CONTACT PERSON _RESULTS . N
2. NAME OF ESTABLISHMENT |5
3. STREET ADDRESS 2 gl &= Fl &
k. city, zIp Bl 2Q| Elsleels|2
5. TELEPHONE NUMBER Slglae|S[E]35] om] o
o Filol 8lo™l 23] 54
|l w| g2 o<l onfmn]xd
Hid [e] > Q o= = 0 Q [&)
oy oa 24 7] L3 ~ "
@ ~t ~f o U +3 el op
sl 2o 1215182 85 5¢
slAl%s|=| 218§ )188) 2
1. )
s
3
G
3. .
1. .
2.
3.
<
.:;. .
1.
2.
3,
2
De |
1, ‘
2.
3,
e
3. '
{
NAME OF STUDENT MAKING CALLS:
CLUB:
3CHOOL: ; DATE:
101 3
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VITAL CAREER INFORMATION CENTER

Guidance Section |\
LOUISIANA STATE DEPARTMENT OF EDUCATION
421 NORTH STAEEY P. O. BOX 44064
BATON ROUGE. LOUISIANA 70904
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Figure 6
APERTUR{IO%ARD - BACK

The VITAL Projct s corspunsured by the Lowsiana State Department f Fduaation and Schoul Boards of the following Parishes.
Ascension, Fast Iiatun Rouge, Fast Feliciana, Ibenville, Livingstun, Pumnie Coupee, St. Helena, West Baton Rouge, West Feliciana.
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VOCATIONAL FORM L
INFORMATION

T QUES *
Areued VITAL JOB TITLE:

CAREER ' INFORMATION D.0.T. NO.:

CARD NO.:

ON
DATE ISSUED:

JOB TITLE:

A.  WHAT YOU DO IN THIS JOB (so8 pEScRIPTION):

|
!

B. WHERE YOU WORK (work LOCATION, ENVIRONMENT, AND
CONDITIONS): ,

C. WHEN YOU WORK (HOURS AND DAYS OF WORK):
D. WHAT THIS WORK WILL PAY: YOU (EARNINGS) :

E. OTHER BENEFITS YOU HAVE TO HELP YOU
ON THIS JOB (rringe BENEFITS):

/

I

F. WHAT FUTURE YOU HAVE IN TH%{%JOB (PROSPEGTS

FOR EMPLOYMENT AND OPPORTUNITIES FOR ADVANCE T):

G. WHAT YOU SHOULD BE LIKE TO DO THIS

JOB (PERSONAL TRAITS, TEMPERAMENTS, INTERESTS, GOALS):

103
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i .

. i |
WHAT Y.OU NEED TO KNOW AND BE. ABLE

TO DO (APTITGDES, KNOWLEDGE, SKILLS, PHYSICAL ABILITIES):

HOW SCHOOL WILL HELP YOU GET READY.

FOR TH!S WORK (PREPARATION AND TRAINING NEEDED):

WHERE YOU CAN LEARN HOW TO DO THIS JOB
(SPECIAT, TYPE COURSES, TRAINING, EDUCATIONAL INSTITUTIONS
OR PROVISIO;JS AVATLABLE) :

THJI NGS YOU‘ NEED TO DO BEFORE YOU LOOK

FOR THIS JOB (social SECURITY CARD, UNION, APPRENTICE-
SHIP, PHYSICAL EXAM, BIRTH RECORD. SCHOOL RECORD, CERTIFICATE,
LICENSE, DIPLOMA, APPLICATION, INTERVIEW, SPECIAL TESTS AND
OTHER REQUIREMENTS YOU NEED TO MEET BEFORE SEEKING THE JOB) :

WHERE TO FIND THIS WORK AROUND HERE

(EMPLOYERS, EMPLOYMENT AGENCIES, YOUTH OPPORTUNITY CENTERS, . :
VOCATIONAL REHABILITATION CENTER, NEWSPAPER CLASSIFIED ADS,
FRIENDS, RELATIVES, COUNSELORS, UNIONS, SPECIAL YOUTH SERVICE
ORGANIZATTONS AI'D AGENCIES YOU NEED TO GET IN TOUCH WITH

FOR EMPLOYMENT) :

WHERE ELSE YOU CAN FIND OUT MORE ABOUT

THIS KIND OF WORK (PUBLICATIONS, RESOURCE MATERIALS,
AND PERSOI:? THAT WILL GIVE YOU MORE INFORMATION ABOUT THE
OCCUPATTON) : ,

OTHER KINDS /OF WORK ALMOS7 LIKE THIS
(DICTIONARY OF OCCUPATIONAL TITLES JOB TITLES, AND CODE
UHBERS OF RELATED OCCUPATIONS):

JoB TITLES CODI NUMBERS

104
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VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 ,CAPITOL STATION,
BATON RQUGE, LOUISIANA 70804

- TABLE 7
# Microfilm Apérture Card.Layout for VITAL
(To be used in Key Punching and Data
| Processing Occupational Information)
Field 1 Continuation Card Index Column 1 - *
Key
- Card 1 occupational informatim
i Card 2 Other information
e (See type “stated
e on card)
Field 2 Occupation Title Columns 3 through 14
Field 3 D.0.T. Code Columns 15 through 21
Field U Suggested Aptitude Levels (G.A.T.B.)Columns 22 -through 31
Column 22 General Learning Key :
Column 23 Verbal 1 - Above Average - High
Column 2li Numerical 2 - Average Range
Cclumn 25 Spatial 3 - Low - Low Average
Column 26 Form Perception
Column 27 Clerical
Column 28 Motor Coordination
Column 29 Finger Dexterity
Column 30 Manusgl Dexterity
Column 31 Other (See Microfilm)
Field § Related School Subject Aress Columns 32 through 41
Column 32 Social Science Key
Column 33 English X in column denotes
Column 34 Math related area
Column 35 Science .
Column 36 Trade & Technical
Coiumn 37 Business and Clerical
Coiwm 38 Foreign Language
Column 39 Home Economics
Column 4O Arts
Column 41 oOther (See Microfilm)
Field 6 Minimum Education Required Column 42
Column L2 Ke
1= gth-llth
2 = 12th
3 = 12th + 1 year
I = 12th + 2 years
5 = Other (See Film)
Field 7 Job Deals with: Columns 43 through 45
Column I3 People Ke
Column Ul Things X 1n column denotes .
Column 45 1Ideas significant area
105
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Field

Field

Field

Field

Field

Field

Fiela

Field

[Ne)

Physical Activity

Column L6

Critical Environment

Column L7

Occupaﬁion Open to Mostly:

Column 48

Special Restrictions

Column L9

License Required

Column 50

Training Available

Column 51

Special (See Microfilm)
Column 52
Microfilm Aperture

Revision Date

Column L6

Key

1 Strenuous
2 Moderate:
3 Light

Column L7

=

e
Indoors

Outdoors

Inner Space
Outer Space
Other (See Film)

VLW O

Column L8

e
Men
Women
Both

g

W+
mun

Column 49

g

w

=g

1 e
2 o)

Column 50

Key
X in colur denotes
license reguired
Column 51

©

g

1
2

=
o
v

Column 52

i
|

Columns 53 throuih 77
t

Column 78 = mon
Column 79 = month
Column 80 = Year
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“SYSTEM DESIGN FOR COMPUTERIZING VITAL OCCUPATIONAL INFORMATION SURVEY FORM*
(Submitted b{ Cerry Stringer, Data Processing Section, La. Department of Education)

Survey Form

Mailed to Employers

____9.

aven. e

ey Form

~.

g
;

—

\

~.

L e -

N

Completed & Returned Completéd Survey
to D, P, ~___> Form
Keypunched Cards
|
Load, Edit & Sort i Data on Drum
to DOT Order i
L i __”_______'_“_____‘J_ J B N )
/ T
uf//
fmem o e - ——— s
|
Process(Total, ? VITAL Info to place
Average, etc.) by ' > i on Microfilm.
|__poT code, L ——

* The Directory tnformation can be processed similarly to the above.

Figure 7.




TABLE 8A

ALPHABETICAL LIST OF ENTRY AND DEMAND OCCUPATIONS
FOR" WHICH VITAL CAREER INFORMATION CARDS HAVE BEEN MADE TO DATE

ALPHABETICAL LIST OF ALL CARDS MADE*

*1, Able Seaman *36,
2. Air-Conditioning Mechanic, %37,
Commercial *38,

*¥3., Automobile Body Repairman 39.
(Revised) *40,

*4, Automobile Body Repairman 41,
Helper *42,

*5, Automobile Mechanic *43,
{Technician) ) *44,

6, Automcbile Mechanic Helper *45,
*7. Automobile Service Station *46,
Attendant *47.

8. Beauty Operator 48,
9. Bellman *49,
*¥10., Boatswain *50.
11, Bricklayer Helper 51.
*¥12, Cadet Engineer *52.
13, Carpenter Helper *53,
*¥14, Cashier *54,
*15, Checker *55,
16, Chemical (Stillman) Operator*56,
17, Child-Day-Care Center Worker*57,
*18, Clerk, General 58.
*19, Clerk-Typist *59,
*20. Construction Worker II 60.
*¥21, 'Cook . 61,
¥22, Cook (Ship), Chief TLo*62,
*¥23., Cook (Mess and Third) 63.
*¥24, Cook-Helper 64,
*¥25, Deck Cadet *65,
%26, Dental Assistant *66,
*¥27. Digital Computer Operator *67.
*28, Dock Boss *68,
*¥29, Electrician, Ship *69.
30. Electrician Helper 70.
*31. EBngineer (Marine), Chief 71,
*32, Engineer (Marine), Assistant 72.
*¥33, Engineering Aide *73,
34, Fire Fighter *74,
*¥35, Fireman/Water-Tender 75.
*76.,

*77.
*¥Also available in a shorter form

108a
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Garageman, Industrial

Guard

Harbor (Ship) Pilot .
Household~-Appliance Repairman
Inhalation Technician Assistant
Janitor (Porter)

Junior Bngineer

Key-Punch Operator

Laundry Worker

Licensed Practical Nurse

Light Truck Driver |
Lithographic (Offset) Pressman
Lithographic Plate Maker
Long-Haul Truck Driver
Longshoreman '

Maid, General

Manifest Clerk

Mechanic (Automotive)

Messman

Nyrse Aid ‘
Oiler

Ordinary Seaman

Painter Helper

Parking Lot Attendant
Photoengraver (Stripper)
Photographer, Lithographer
Physical Therapy Attendant
Plasterexr Helper |
Plumber Helper !
Purser ‘
Quartermaster

Radio Officer

Receptionist

Reefer Bngineer

Sales Clerk

Salesman, General
Salesperson, General

Second Cook and Baker /
Secretary; ) y
Sheet Metal Shop Helper
Ship's Master

Ship Mate
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. TABLE A
A (Continued)

ALPHABETICAL LIST OF ALL CARDS MADE* (Continued)

*78. Ship's Carpenter
*79, Stenographer
*80, Stevedore
*8], Steward

82, Stock Boy (Girl)
*83, Telephone Operator
*84, Timekeeper
*85, Tugboat Captain
*86, Tugboat Cook

*87. Tugboat Deckhand
*88, Tugboat Engineer
*89, Tugboat Mate
*¥90. Utilityman (Scullion)
91, Waiter (Waitress)
¥92, Welder, Combination
¥93, Wiper ’

4




TABLE 8B

ALPHABETICAL LIST OF ENTRY AND DEMAND OCCUPATIONS BY GROUPS
FOR WHICH VITAL CAREER INFORMATION CARDS HAVE BEEN MADE TO DATE

ALPHABETICAL LIST OF CARDS BY GROUPS:
A. PROF., TECH., MGR. OCCUPATIONS D. SERVICE OCCUPATIONS (Continued)

1. Boatswain 9. Janitor (Porter)
2. Cadet Engineer 10. Laundry Worker
3. Chemical (Stillman) Operator 1l. Maid, General
li. Deck Cadet 12. Messman
5. Dock Boss 15. Second Cook and Baker.
6. Engineering Aide 1L. Steward
7. Harbor (Ship) Pilot 15. Tugboat Cook
8. Quartermaster 16. Utilityman (Scullion)
9. Ship's Master 17. Waiter (Waitress)
10. Ship Mate
11. Tugboat Captain E. TRADE AND INDUSTRIAL OCCUPATIONS
12. Tugboat Mate 1. Able Seaman
2. Air-Conditioning Mechanic,
B. CLERICAL AND SALES OCCUPATIONS Commercial
1. Cashier 3. Automobile Body Repairman
2. Checker . Automobile Bedy Repairman Helper
3. Clerk, General 5. Automobile Mechanic
. Clerk-Typist 6. Automobile Mechanic Helper
5. Digital Computer Operator 7. Automobile Service Station
6. Key-Punch Operator Attendant
7. Manifest Clerk 8. Bricklayer Helper
8. Purser 9. Carpenter Helper
9. Radio Officer 10. Construction Worker II
10. Reccptionist 11. Electrician (Ship)
11. Sales Clerk 12. Electrician Helper
12. Salesman, General 13. Engineer (Marine), Chief
13. Salesperson, General 1ly. Engineer (Marine), Assistant
1li. Secretary 15. Fire Fighter
15. Stenographer 16. Fireman/Water-Tender
16. Stock Boy (Girl) , 17. Garageman, Industrial
17. Telephone Operator 18. Household-Appliance Repairman
18. Timekeeper 19. Junior Engineer

20. Light Truck Driver
C. MEDICAL AND HEALTH OCCUPATIONS 21. Lithographic (Offset) Pressman

1. Dental Assistant 22. Lithographic Plate Maker
2. Inhalation Technician 23. Long-Haul Truck Driver
3. Licensed Practical Nurse 2ly. _ongshoreman
L. Nurse Aide * 25. Mechanic (Automotive)
5. Physical Therapy Attendant 26. Oiler
27. Ordinary Seaman
D. SERVICE OCCUPATIONS . 28. Painter Helper
1. Beauty Opncrator : 29. Parking Lot Attendant
2. Bellman . 30. Photoengraver (Stripper)
3. Child-Day-Care Center Worker  31. Fhotographer, Lithographic
L. Cook 32. Plasterer Helper
5. Cook (Ship), Chief . 33. Plumber Helper
6. Cook (Mess and Third) 3ll. Reefer Engineer
7. Cook Helper 35. Sheet Metal Shop Helper -
o 8. Guard , 36. Ship's Carpenter
S0
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TABLE 8B
(Continued)

ALPHABETICAL LIST OF CARDS BY GROUPS (Continued):

E. TRADE AND INDUSTRIAL OCCUPATIONS
(Continued)
37. Stevedore
38. Tugbonat Deckhand
39. Tugboat En-ineer
L1J. VWelder, Combination
Ll. Wiper
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DICTIONARY OF OCCUPATIONAL TITLES

THREF-01G1T OCCUPATIONAL CATFGORIES.

PROFESSIONAL, TECHNICAL, ANO MANAGERIAL OCCUPATIONS,

00,0] Occupations {n A
001. Architectural occupations .
002. Aeronautical engineering occupations ¢
003. Electrical engineering occupations
005. Civil engineering occupations
006. Ceramic engineering occupations
007. “echanical engineering occupationg
008. Chemical "engineering occupations
010. Mining and petroleun engineering occupations
011. Metallurgy and metallurgical engineering occupations
012. Industrisl erngineeringk occupations
013. Azricultural engineering dqgupntlonl
01% Marine engineering occupations
015. MNuclear enrineering occupations
017, Oraftsmen. n.e.cC.
018, Surveyors, h.e.c.
019. Occupations in architecture and engineering, n.e.c.
2 in ¥ sica) Sciences
020. Occupations in mathematics
02). Occupations in astronomy
022. Occupations in chemistry
D2%. Occupations in physics .
02+. Occupat{ons in geology
025. Occupations in meteorology .
029. Occupations in aathematics and physical sciences, n.e.c.
Oce
040. Occupations in agricultural sciences
04). Occupations in biological sciences
045. Occupations in psychology
049, Occupatfons in life sciences
05 Occupations {n Social Sciences
050. Occupations in economics
05). Occupations in political science
052. Occupations {n history
05%. Occupations in sociology
055. Occupations in anthropology
059. Occupations in social scfinces, n.e.c. -
07 Occupations in Medicine and Health
070. Physicians and surgeons
07}. Osteopaths
072. Oentists
07). Veterinarians
074. Pharmacists
075. Registered nurses ~
077. Dietitians
078 Occupations in medical and dental technology
079. O cupations in medicine and health, n.e.c.
_Oce c
090. Occupations in college and university education
£91. Occupations in secondary school education
092. Occupations in primary school and kindergarten education
094. Occupations §n education of the handicapped
096. Home economists and fam advisers
097. Occupations in vocatiengl education, n.e.c.
099. Occupations in education, n.e.c.
10 Occupations {n Museun, Library, and Archival Sciencas
100. Lidbrarians
101, Archivists
102. Museun curators and related occupations
109. Occupations in museum, library, and archival sciences. n.e.c.

180.

181,
182.
183.
184.

185.
186.
187.
188.
153

191.
193,
194.
195.
196,
197.
198.
199.

DIVISIONS, ANQ GROUPS

Lavyers

Judres

Occupations in law and jurisprudence, n.e.C.
[u) el op_and Theolo

Clergymen

Occupations in religion and theology, n.e.C.

13 Occupations in Writing

Freelance vriters

Writers and editors. motion pictures., radio. and television
writers and editors, publications

Interpreters and translators

Occupations in writing, n.e.c.

14 Occupatjons {n Art
Corsmercial artists

Designers

Occupations in photography
Painters and related occupations

Sculptors and related occupations
Occupations in art. n.e.c.

15 Occuparjoens in Entertsinment and Recreatiop
Occupations in dramatics

Jccupations in dancing

Occupations In ausic

Occupatiaons in aghletics and sports

Occupat fons 1n e;tertalnnent and recreation, n.e.c.

16 Occupations in Adwinistrative Specializations
Accountants and auditors

Budret and manaterment analysis occupations

Purchasing nmanacement occupations

Sales and distribution managerent occupations

Advertisinc manare~ent occupatinne -

Public relations management occupstions

Personnel and training administration occupations
Inspectors and {nvestigators, managerial and public service
Occupations in administrative specializations, n.e.c.

18 Managers and Officials, N.E.C.

Agriculture, forestry, and fishing industry managers and
officials

Mining industry managers and officials

Construction industry managers and officials
Manufacturing industry managers and officials
Transportation, communication, and utilities industry
nanagers and officials

Wholesale and retail trade managers and officials
Finance, insurance, and real estate mansgers and officials
Service industry managers and officials

Public administration managers and officials
Miscellaneous managers and officials, n.e.c.

19 Miscellan®ous Professional, Technical, and Managerial

Occupations
Agents and appraisers, n.e.c.

Radio operators

Sound recording, transcribing, and reproduction occupations
Occupations in social and welfare work

Alrplane pilots and navigators

Ship captains, mates, pilots. and engineers

Railroad conductors

Miscellaneous professions]l, technical. and managerial
occupations, n.e.c.

13
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201,
202,
203,
204,
205.
206.
207.
208,
209.

210.
211,
12,
213,
214,
215,
216.
a7,
219,

21,
222,
223,
224,
229,

230.
231,
232,
234,
235.
236,
237,
239,

240,
241,
242,
23,
249,

250,
251.
252,
253,
254,
255.
256.
257,
258.
259,

CEERICAL AND SALES OCCLPATIONS

20 Stencg: iphv, Tvping, Filing, w! Related Occupaticns

Secretaries

Stenographers

Typists

Correspondence « loris

Personncel - lerks

File cler¥s

Duplicatinr=~ichine ‘pertors

Miscellaneous of flce machine operators

Stenography, tepine, “tline, and related ~ocupatiens.nie.c.

21 Computing and Accaunt-Pecarding Mccupations
Bookkeepers

Cashiers

Tellers .
Automat c Jatireprocessii o juiph
Bf{lling-=achine operators
Bookkeepinp-machine doerators
Comput ing-machine operators
Account-recordinz-nachine cperators, ne.r.

Comput Ing and account-rvecording cccupitions, n.e.C.

22 Matertal ind_Productlon Recordinz Nccupations

Production clerks

Shippinz and recefving ¢lerks

Stock clerxs and related accupatinee

VWeighers

Materfal and production recording occupaticns, n.e.c.

23 Inforpation and Message T{gtpttucion Nccupat fons
Messengers, errand bove, wnd cffice Povs and mirle
Mafl clerks

Matl carriters

Maglepreparinz-and =11l candling-= o Fine operators
Telephone speraters

Telexraph perat- rs

Receptionists and fnfl. e=it1 n clegis

Information and 2essaee ‘L tpihalicn o upations,n o,

26 Miscellaneous vecienes o0 -
Collectors

Adjusters

Hotel <lerks, n.e «.

Direci serefce elerks, noo
Miscellwneous clericy]l - cupatfons .

jerat v

25 Sales=en, Ser f e
Saleswen, real e~taile ard in.urine

Saleszen, seruri=ics

Salesmen. iuviav, 17F cec s 44t e cives
Salesten, r1df  ant tele f<) o~ Reyd aqtns
Salesmen, totel services
Salesmen. trarup 1litt n
Salesmen, ~iinterance and repirit ses foex
Salesmen, *1lifties

Salesmen, =ris2im nd sfiertistw
Salesmen, «er.ice , A -~

ervices

ervioe.

26,29 28

/

Silesmen apd * glesversopns, Commed{ties

267,

280,

292.
293.
294,

96.
297.
298,
299,

salesmen and silespersens, horticultural and nursery
proda ta
“ilesmen and salespersons, agricnltural product<, n.e.c
SiHesmon and silespersons, foodwtuffs, beveragés, and
tobaces
“alesmen and salesnersons, textiles, textile products,
ind apparel
“ilewmen and <alesearaons, leather and leather products
dlesmen and Cdespersons, paper and paper products
“alesean ! salospertens, cherfeals and drug preparations
Wesmer vd salespersons, fuel and petroleun products
Salewmer gpd salesrersons, nlastics products
“alesmer pd galog ercors, rubber products
Salesmen and salespersens, stone, clav, and gliss products
Silesmen and salesperens, =wtal and =~ctal products
Salesmen and silesporeons, " ouseturniching.
Salesmen and Lalesperscrs, hotel and testaurant cquipment
and supplies
Salesmen and salespersons, industrial, censtructfon,
nfning. and drilling equipment and supplies
Salesmen and salespersons, tarm and parden equiprent and
supplicvs
Salesnen wd salesper<ons. houschold appliances and elec-
trical machinery. equipment. and supplies
Salesmen and ~alespersens, transportation equipment
Salesmen and aajespersons, busines< and (ormercial
rmachines, cquip=~ent, ané supplies
Salesren and salespersons, medfcal and dental equipnent,
<supplies, nd appliances
Salesnen and salesperwons, jewelrv and sflvervare
Salesren and salespersons, scientific apparatus
Salesaen and salespersens, photographic equipment
and supplies
Salesmen and safespersens, anusenent and sporting goods
Saleswen 1nd sailespersens. ~usfc and =u 14l {nstru~ents
Salec=er md svglespersora, comredities, n.e.c.

29_Mercrapdfsiny orvupatjons, Fxcept Sales

Siles clerde

Peddlers

Foutemen

Canvassers and solfcitors

At T 1onenrs

Shoppers

Demonstrators ind rodels
Msplay men and vindow trimmers
Y“erchandising occupatfons, except silesmen. n.e.c.
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Jo1.
Joz2.
303,
304.
J0s.
306.
3o7.
309.

310.

ni.
312,
313,
N,
315,
6.
7.
ns.
n9.

320.
321,
323,

324,
329.

330.
331,
332,
333,
334,
335,
338,
139.

Ja0.
341.

3L,
343,
344,
a6,
349,

SERVICE OCCUPATIONS

30 in)
Day workers
Laundresses. private fanily
Housekeepers. private fanily
Housemen and yardmen

Cooks, domestic

Vaids, domestic

Nursemaids

Domestic service occupations, n.e.c.

Sexvice Occupat s

and Bev S
Hostesses and stevards. fcod and beverage service, except
ship stevards
Waiters, wvaltresses. and related food servink occupations
Bartenders
Chefs and cooks., large hotel and restaurants
Chefs and cooks. small hotels and restaurants
Miscellaneous cooks. except domestic
eatcutters. except in slaughtering and packing houses
uiscellaneous food and beverage preparation occupations
Kitchen workers, n.e.C.
Food and beveraze preparation and service occupations.n.e.c.

rvice Occupatfons
Boardinghouse and lodginghouse keepers
Housekeepers, hotels and institutions
Jaids and housemen. hotels. restaurants, and related
establishnents
Bellmen and related occupations
Lodzing and related service occupations. n.e.c.

33 Barberfnp, Cosmetology, and Reljted Sexvice !
QOcgupations

Barbers

Manicurists

Hairdressers and cosmetologists

Make-up occupations

Magseurs and related occupations /

8ath attendants

Enbalrers and related occupations

Barberinz. coszetoloky. and related service occupat ions,

n-C-C}ﬁﬂb

34 Arus ement an
Attendants, bowlink alley and billiard parlor
Attendants, Rolf -course, tennis court, skating rink. and
related factlities '
Aause~ent device and concession attendants ’
Ga~hling hall attendants

Ushers

wardrobe and dressing-room attendants

A~use=ent and recreation service occupations, n.¢ C.

o i
.

—

350.
351,
352,
353,
354,
355.
356,
357,
338,
359.

361.
62,
363.

, 364,
L o365,

, 366,

369,

.
372.
3.
375.
376.
377,
38,

379.

381.
J82.
388.
389.

3hip stewards and related occupations

Pull=an porters and train attendanis

Hostesses and stewards. n.e.c.

Cuides, except hunting and fishing

vnlicensed widwives and practical nurses

Attendants. hespitals. rmorRues. and celated health services
Occupatfon tn niral care. n.e.c.

BagRapxe porters

Checkroor, locker Tee=, and restroes attendants
Miscellaneous personal service cccupations. n.e.c.

36 App..cl _and Furnishines Servsce Occuypaticns

{ aunderin: cecupaticns

Pryv cleaning vesupations .
Pressing occupations

Dveine and related occupations

Shov and lusearce repafreen and related occupations
Bootblacks and related occupations

Apparel and furnishinks service occupations. n.e.c.

37 Protective Service Occupations

Crossing watchmen and bricre tenders

Guards and watchnmen, except crossing watchmen

Firemen, fire department

Policenen and detectives, public service

Policemen and detectives, except in public aervice
Sheriffs r~d bafliffs

Soldfers, sallors, smarines, airzen. and coast guardsmen,
n.e.c. .

Protective service occupations,. n.e.c.

3R _Ryilding and Related Service Occupations
Porters and cleaners

Janitors

Elevator Operators

Building and related service occupations. n.e.c.

13a




101.
402.
403.
404.
405.
406.
407.

409.

422,
423.

424,

FARMING, FISHERY, FORESTRY, AMD RELATED OCCUPATIONS
(FARMING, FISHERY, FORESIRY, AND RELATED WORK)

40 Plant ¥arming Occ’.lpllions
(Plant Farming)

Grain farming occupatipns
(Grain farming) |

Cotton farming occurations
(Cotton farming)

Vegetable farming occupations
(Vegetable farming)

.Fruit and nut farming occupations

(Fruit and nut farming)
Crop speclalty farming occupstions
(Crop specialty farming)
Horticultural rpecialty occupations
(Horticultura! spacialty work)
Gardening and groundskeeping occupations
(Gardening and groundskeeping)
Plant farming occupations, n.e.c.
(Plant farming, n.e.c.)

41 Animal Farming Occupations
(Animal Farming)

. Dairy farming occupations

(Dairy farming)

. Poultry farming ocenpations .

(Poultry farming)

. Livestock farming occupations

(Livestock farming)

. Animal farming occupations, n.c.c.

(Animal ferming, n.e.c.)

42 Miscellaneous Farming and Related Occupations
(Mlscellaneous Farming and Related Work)

. General farming occupations

(General farming)
Farm irrigation workers
{Farm irrigation)
Farm couples
(Farm couples)
Farm machinery operators, n.e.c.
(Farmn machinery operating, n.e.c.)

. Miscellaneous farming and related occupations, n.e c.

(Miscellaneous farming and related work, n.e.c.)

43 Fishery and Related Oecupations
(Fiahery and Related Work)
431. Net, wcine, and trap fishermen
(Net, scinc, and trap fishing)
432. Linc fishermen
(Line fishing)
433. Fishermen, miscellaneous gear
(Fishing, miscellaneous gear)
435. Whaling occupations
(Whaling)
436. Marine life cultivation and related occupations
(Marine life cultivation and related work)
437. Sponge end reaweed gatherers
(Sponge and seaweed gathering)
439. Fishery and related occupations, n.e.c.
(Fishery and related work, n.e.c.)

44 Forestry Occupations
(Forestry)
441. Forest conservation occupations
(Forest conservation work)
442, Occupations in production of forest products, except logging
(Forest products production, exeept logging)
449. Forestry occupations, n.e.c.
(Forestry, n.e.c.)
45 Hunting, Trapping, and Related dccupatlons
(Hunting, Trapping, and Related Services)
451. Hunting and trapping occupations
(Hunting and trupping)
452, Hunting and fishing guides
(Gaide services, hunting and fishing)

46 Agreienltural Service Occupations
. (Agricultural Services)
161, Cottan ginning and compressing occupations
(Cotton ginning and compressing)
165. Blight and pest control and bindweed eradication occupations
(Blight and pest control and bindweed eradication) |

466. Animal caretaking occupations

(Animsl care)

467. Animal husbandry service occupations

(Animal husbandry services)

409 Agricultural service occupations, n.ec.c.
(Agricultural services, n.e.c.)
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500.
501,
502.
503.
504,
505.
509.

510.
s11.
s12.
513.
514,
515.
518.
519.

530.
532.
533.

534,
53s.
539.

540.
Sal.
542.
543.
§44.
546.
549,

Q

RIC

.

rd

PROCESSING OCCUPATIONS

S0 Ocgupatiops in Processine of Metal

Flectroplating occupations

Dip plating occupations

Meltine, pourine, casting, and related cccupations
pickling, cleaning, derreasing, and related vccupations
Heat-treating occupations

Metal spraylng, coating, and related occupations
Occupations in processing of metal, n.e.c.

51 Ore R

Mixing and related occupations

Separating, filtering. and related occupations
Melting occupations .
Roast ing occupatlons

Peuring and casting occupations

Crushing and grinding occupations

Molders, coremakers, and related occupations
Ore refining and foundry occupations, n.e.c.

) s od, Tobacco, an

MixinR, cempounding, blending, kneading, shi;ing,and related
occupations

Separating, crushing, nmilling, chopping, Rrinding, and re-
lated occupations

Culturing, melting, ferzenting, distilling, saturating, pick
1ing, aring, and related occupations

Heating, renderinz, melting, drying, cooling, freezing, and
related occupations

Coating., icing., decorating, and related occupations
Slaughtering, breaking, curing, and related occupations
Cooking and baking occupations. n.e.c.

Occupations in processing of food. tobacco, and related
products, n.e.c.

Proces Pa. and M
Crinding, beating, and mixing occtupations
Cooking and drying occupations
Cooling, bléaching, screening, washing. and related
occupations
Calenderin®, sizing, coating., and related occupations
Forming occupations, n.e.c.
Occupations {n processink of paper and related
naterials, n.e.c.

S4 _ Occupations in Processing of Petroleun, Coal,
Natural and Manufactured Gas, and Related Products

Mixing and blending occupaticns

Filtering, straining, and separating occupations
Distilling, sublinming, and carbonizing occupations
Drying, heating, and nelting occupations

Crinding and crushing occupations

Reacting occupations, n.e.c.

Occupations in processing of petroleum, coal. natural
and manufactured gas, and related products, n.e,c.

I

-

550.
5S1.
5S2.
553,

554.

555.
556.
357.
558.
559.

560.
561.
562.
563.
569.

570.
571,
512.
51,
574,
575.
579.

580.
581.
582,
583.

584,
585,

586.

587.
589.

590.

599.

55 Occupations in Processing Chemicals, Plastics, Syn=
thetics, Rubber, Paint, and Related Products

Mixing and blendink occupations

Filtering, straining, and scparating occupations
Direilling occupations

Heating, baking. drying, scasonint, melting, and heat-
treating occupations

Coating, calendering, laminating, and finishing
occupations

Grinding and crushing occupations

Casting and nolding occupations, n.e.c.

Extruding occupations

Reacting occupatijons, n.e.c. .
Occupations in processing of chemicals. plastics, syn-
thetics. rubber. paint. and related products, n.e.c.

56 Qccupations {n Procgesing of Wood and Wood Products
Mixing and related occupations

Wood preserving and related nccupations

Saturating. coating. and related occupations, n.e.c,
Drying, seasoning. and related occupations

deeupations in processing 3f Hn?d and wood products,n.e.

57 Jccupations in Processing of Stone, Cla Glass, a
Related Produgts

Crushing. arindine, and mixing eccupations

Separatind occupations

Melting occupations

Bakinc. drvinz. and heat-treating occupations

irorecnating. coating. and glazinn otcupations

Forming occupstions

Occupations {n procesaing of stone, clay, glsss, and re-

lated products, n.e.c. .

58 Occupations$ in Procesaing of Leather, Textiles, and
Relsted Products

Shaping, blocking, atretching, and tentering occupations

Separating, filtering, and drying occupations

Washing, steaming, and saturating ocCupationa

Ironing, presaing, glazing, stsking, csleadering, and

eabosaing occupations

Mercerizing, coating, snd laminsting occupationa

Singeing, cutting, shearing, shaving, snd happing

occupationa

Felting snd fulling occupations

Brushing and shrinking occupations

Cccupationa in processing of leather, taxtiles, and re-

lated products, n

Occupstiona {n processing pgpducts from ssaorted
materials \
Miscellaneour proceasing ocCupationa, n.e.c.

—
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600.
601.
602,
603,
604.
605,
606,
607.
609.

610,
611,
612,
613,
614,
615,
616.
617.
619.

620.

621,
622,
623.
624,
625,
626.
627.
628.
629.
630.
631,
632.
633,
637.
638,
639.

640.
641,
642,
643,
644.

649,

MACHINE TRADES OCCUPATIONS

cc tions
Machinists snd rslated occupstions
Toolmskers and related occupstions
Caar nachining occupeticne
Abrading occupstions
Turning occupations
Milling end planing occupetions
Boring occupationas
Sewing occupstions
Metal machining occupations, n.s.c.

61 Metalvorking Occupstions, N.E.C.

Hesmar forging occupations

Press forgimg occupations

Forging occupations, n.s.c.

Shast and bar rolling occupations

Extruding snd drewing occupations

Punching and shasring occupstions

Fedricsting meZaine occupations

Forming occupations, n.a.c.

Miscallansous metslvorking occupations, n.s.c.

{.:}
Hotorized vehicls and enginssring squipment machanics
and rapasiruen
Adrcraft sechanics snd repsirmen
Reil aquipsant machanice and rapsirmen
Marins mechanice asd repajruen
Farn machanice and repsirmen
Engine, power transmission, and relatad machanics
Matalvorking mschinery mechanics
Printing end publishing machanice and repairmen
Textile machinery and equipment machanice and rapairmen
Spacisl {ndustry machinary mechanics.
General industry mechanize snd repsirwen
Poverplant mechanics and repsirman
Ordnance and eccassories machanice and repairmen
Business and commarcisl machine repsirmen
Uti{lities service aechanica snd repsireen P,
Miscellaneous occupations in sschine inatallation 1nd repair
Mechanice and nachinery repsirwan, n.e.c.

64 Papervorking Occupations

Paper cutting, winding, and relatad occupations
Folding, crassing, acoring, and gluing occupations
Paper aeving octupations

Corrugating occupations

Fastening occupstions, n.e.c.

Paperworking occupations, n.e.cC.

650.
651,
652,
653,
654,
659.

660.
661,
662.
663,
664.
665.
666.
667.
668,
669.

670.
673,
674,
675.
676.
677,
679.

680.
681.
682,
683,
684.
685,
686.
689.

690.
691,
492,

693,
694.

£99.

65 Printing Occupations

Tvpesettera and composers

Printing press occupations

Printing mschins occupstions
Bookbinders and relsted octupations
Typecasters and releted occupstions
Printing occupations, n.e.c.

66 Wood Machining Ogcupstions
Cabinetmakera

Patternmakers

Ssnding occupstions .

Shearing and shaving occupstions

Turning accupations

M11ling and plening occupstions
Borink occupstions

Sewing occupations

Chipping occuvations

VWood machining occupstions, n.e.c.

67 Occupstions {n Mach{ning Stons. Clax, Glass. aad Rg-
A

Stonecutters and related occupations

Abrading occupations

Turnine occupations

Planing and shaping occupstions, n.e.c,

Boring and punching occupations

Chipping, cutting, sawing, and related occupstions
Occupsticns {n machining st~ne, clay, glass, and relstad
nsterisls, n.e.c.

66_Textils Occupations

Carding combing, drawing, and relatead occupstions
Twisting, beanming, warpinx, and related occupstions
Spinning occupations 1

Wesvers and relsted occupstions

Hosiery knitting occupations’

Knitting occupstions, except hosiery.,

Punching, cutting, forming, and related occupations
Textile occupstions, n.e.C.

69 Machine Tredes Occupstiong, N.E.C.

Plestica, aynthetics, rubbar, snd lesther working occupstions
Occupations in fabrication of i{nsulated wirs snd cable
Occupations in fabrication of products from sssorted meter-
1sls

Modelmskers, pattermaakeras, and related occupastions
Occupations in fabricstion of ordnance, ammunition, snd
related producta, n.s.C.

Miascellaneous machine tradeas ocsupations, n.e.cC.

14, ' ;
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709,
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111,
712,

713,
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715,
716

719.
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RELCH WARK GCCUPATIONS

*Q Accupaticns in Fehrd o l R {
Metal Produgts, NE, G,

occupations in fabrication, assechlv, and repatr of jevelrv
silvervare, and related produ.ts

Occupaticns in fabrication, asserdiv.ad repair of 3ools
and related products

vecuparions in assendis and repair of sheet-metal products..
n.e.d

Engravers, etchera, and relazed octupations

Filing 3rinding, %:ffinR, claaning, and polishing occups =
tiona, n.e.c.

Metal unit asserblers and adjusters, n.e.c.

Miscellanesus a¢ upations 1n fadrication, sssectly. and
repalt of metal products, n.e.c.

71 Pccupations in Fadricstion
Medical Apparatus, Photographie and Qptical Gooda,
watches and Clocka, and Related Py

Occupations in fabrication and repalr of instruments for
<measuXing, controllinR, and indicating physical charact-
\eristiks

Occupationa ¢n ‘abricstion and repaltr of optical instru-
ments and lenses

Occupations in fabricaticn and repair of
ard dental instruments and supplies
Occupations i fabricaticn and repatr of
Yccuputions tin fadbrication and repair of
ejuipzent and supplies

Occupations in fatrication and repair of watihes, ciuchs,
and parts

Qccupations . in fabrication and repais of engineering and
scientific instru~cnte and equiprent, n,e.c.

Occupations in ‘adrication . d repair of aotentific and
redical apparatus. photoRraphic and optical Bcods. wvatches
and clocks, und related products, n.e.c.

surgical, zedical.

ophthalatc goods
photogpraphis

13 _Occupations in Asgenmbdly and Repalr of Electrical Equip-
o

nept
dzcurations in assechly and repalr o¢ radio and television
recelving sets and phonographa
Qecupations in asserdlv and rapalr of ~otors,
and related products
O.cupations 1o anser*lv and
equip~ent
Occupations in asse~t.. and
antes snd fixt.res
Sccupationg .t wlncing
arsatuves, an? velaced
Qeeypaticns ir asser™l -
tubes .

Renerators.

repalr ¢ com=unications

repalr of electricai appli-
snd Aasvemh.op
rr~dgcta

¢ lizht bulba and electroni.

colls. —agners,

Jccupat! ng In o assemt . ant repalr o' electronic  com-
porents ind Axver. vies o oe ¢
[ATSREVE -7 PP T LR g 3 £ Sitra.e "atterles

irecaratiors o *atricati ¢ f e'eciriiA. wire and cable

Sregpation
~ent " e

15 isse~™'v gn¢ rejalr ¢ electrical equip~

30 apartins i~ Fabricstine and kepatr of Products
Mate o = A rred Materfals
. cugatirns {0 ‘adricatten and reptir f =usicatl insiro-
o0~ and parts
T ocymatiens Ar fabrf At ¢ oand reralr of
e spatione dr catricavion and repatr of
Sccyparine de o trg oatten and repalr of

za*es and tove
sporting goods
pens. pencils

ard €t e art arriss marerials, n e &,

Mecgpaty es 1 0. <f atior 34 repad:c <! nottons
eTmned ve o Care st n 3¢ repalr sf Yevelr e«
Tompatlore ga satzisaticn and repalr of ordnat.  and

1cesscries

ratlne
4D ] oter |
SE T arns
‘Ter

fr *ave,cardi oF ammurftion. firevorks,
e relased pr ducts

ir sabrication and repatr of products made
Inncrted ~aterials, noe ¢,

Je  Fatnti-~g
Tatter:,
Faorrters, spray

tirter earl~y 4~ ‘+ sted _rispatrions

Patretng e vvgs on, T orwasre” o upsticrs, n.e o

Tecr3ting. and Yela*ed Nccupations
bypoaeh B

111e

A
752,

753,
754

759.

i85,
7h6.
87,
788.
189,

790

794,
799.

‘ 1 30

*%  Yccepations tn Fabricattion and Repair of Plastics,
Rubk o1, Synthestcs, and Prlated Products
C.upattons n ‘abrication and repalr of tires. tubdes,
tire treads. and related products -
savine ~ut and cuttine occupations, n.e.c.

Fitting, shaping. cementing. finishing, and related
ocCupations. n.e.c.

Occupations {n fabricati. n and repair of rubber and
plastic footwear

Occupations in fabrication and repalir of miscellaneous
plastic products

Occupations {n fabrication and repalr of plastics,
synthetics, rubber. and related products, n.e.c.

76 Occupatiins in Fabrication and Repair of Wood

Progucts »
Bench carpenters and related occupations
Nccupations {n 1avinR ocut. cutting, carving, /shaping,
and sanding vood products. n.e.c. !
Jccupations {n assesbling wood products, n.e.c.
Jccurations in fabricallon and repalr of furniture,n.e.c.
Cooperage occupations
Cecupations tn fabrication and repair of wood products
%> 0 cupations 1n Fubrication aud Repsir of Sand,
Stone, Clay, and Glass Products
".rupatiens in fabrication and repair of jevelry, orna-
2ents, and related proiuc:s
Stone cutters and carvers
"lass blowing, prenalnF. shapinR, and related occupations
Occupations in coloring and decorating bdrick, tile, and
Telated products
Occupatrions in fabrlcn;lon and repalr of pottery and
porcelain vare
Grinding. ftliog, pollrhing. frosting, etching. clean-
inR. and related occupations; n.e.C.
Occupations in fabrication and repair of asbeatos and
polishing products, .b}aslves. and related msterfals
Modelnakers, patlernan\ers. a0ldmakers, and related
accupations
O¢cupations {n fabrication and repair of sand, atone.
clay. and glass products, n.e.c.

!8 Occupations {n Fabrication and Rapair of Textile,

Leather, and Related Products
Mciupations in upho.stering and in fabrication and repalr
of rmattresses and bedsprings
Laving ocut. marking, cutting, and punching occupations.n.e.c.
Hird severs, menders, enbrofdeters, knitters, and relatad
accupations, n.e.c. :
Fur working cccupations
Utcupations {n fabrication and repair of hats, caps. glovea,
and related prolucts
Tatlors and dresszakers
Seving rachine operators, garrent .
Seving machine operators, nongarment
Occupations in fabrication and repair of footwear
Gecupations in fabrication and repair of textile, leather,
and related products, n.e.c.

79 Bench Work Occupationa, N.E.C.

Occupations in preparation kf food, tobacco, and related
products, n.e.c.

Otcupations in fabricatjon of paper products,n.e.c.
Miscellaneous berch werk aczupatisns, n.e.c.

v re
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STRUCTURAL WORK OCCUPATIONS

80 Occupations in Metal Fabricating, N.E.C. ~N
800. Riveiers
801. Firting, bolting, screwing, and related occupations
804. Tinsmiths, coppersaiths, and sheet metal workera
.805. Boilermakers
806. Transportation equipaent assemblers and related occupations
807. Bodymen, transportation equipment
809. Miscellaneous occupations in metal fabricsting,n.e.c.
1
81 delders, Flam and
810. Arc welders
811. Gas welders
812. Combination arc welders and gas welders
813. Resistance welders
814. Brazing, braze-welding, and soldering occupations
815. Lead burning occupations
816. Flame cutters and arc cutters
819. Welders, flame cutters, and related occupations,n.e.c.

82 Electrical Assesbling, Installing, and Repafring
Dccupations

Occupations in assembly, installatfon, and repair of gen-

erators, motors, accessories, and related powerplant equip-

ment

821 Ocuupattons in assembly, instaliation, snd repair of trans~
aission and distribution lines and circutts

822. Cccupations in asserbly,. installation, and repair of wire
corrunication, detection, and siznaling equipaent

823. Occupations in asserbly, installatfon, and repair of elec-
tronic cormunication, cetection. and sfgnaling equipment

824. Occupations in asserblv. installation, and repair of light-
in2 equipment z=nd wuilding wiring, n.e.c.

325. Occupatfons in assemblv, installation, and repair of trans-
portatior and materifals handling equipcent, n.e.c.

826. Occupations in assembly, installation, and repair of in-
dusttial apparatus, n.e.c.

827  Nccupations in assemdbly, installation, and repatr of large

820.

houséhola aprliances and similar commercial and frdustrial
equipmer’

828. Occupations in fabrication, installati-n, anéd repair of
electrical and electranic products, n.e.c. .

829. oOccupaticns in assewblv, installation, and tepair of elect-
rical rroducts, n e.c.
84 Pafnting, Plastering, waterproofing, Ce=enting, an

Related Occupations
8.0,

Construction and maintenance paintera and relsted occupation
841 Paperhangers

842. Plasterers,and related occupationa

843. waterproofing and relatad occupationa

844. (ement and concrete finishing and related occupations
gas. Transportation equipzment painters and related occupationa
9.

Painting, plastering. waterproofing, cezenting, and re-
lated occupations, n.e.c.

RS Fx-ayastng, Crading, Paving, end R ;

._______gég_——z*fﬁvﬁtlnx, prading, and related occupatjons
51. Drainage and related occup~rions

852. Concrete paving occupation

853. Asphalt paving occupations

859. FExcavating, grading, pavinz, and related occupations,n.e.c.
86 Construction Occupations, N.E.C.

860. Carpenters and related occupaticna

861. Brick anu stone mascns and tile setters

862, Plumbers. gas fitters, steaz fitters, and related occupation

863, Asbestos and fnsulation workers

864, Floor laying and finiahing occupations

8€5. Glaziers and related occupations

866. Roofers and related occupatinns

869. ™Miscellaneu.s construction occupations, n.e.c.

89 Structural Work Nccupations, N.E.C.
891. 0Occupationa fn «tructural maintenance, n.e.c
892. Hoisting and conveying occypatisna, n.e.c.
.899. Miacellancous structural work occupaticns, n.e.c.

MISCELLANEOUS OCCUPATIONS

90 Motor Freight Occupations
Concrete-nixing-truck drivers

Duzp-truck drivers

Truck drivers, inflamzsbles 5
Tratler-truck drivers

Truck drivers, hLravy

Truck drivers, light

Motor freight occupations, n.e.c.

91 Tranaportatfon Occupationa, N.E.C.

Raflroad transportation occupationa

Water transportation occupationa

Afr transportation occupaticns

Passenger transportation occupations, n.e.c.
Punping and pipeline transportation occupations
Attendants and servicemen, parking iots and aervice
facilities

Miscellaneous transportation occupstions, n.e.c.

92 Packaging and Materials Handling Occupations
Packaging occupations

Yofsrinz and conveying occupations

Occupations in meving and storing z=aterials, n.e.C.
Packaging and materfals handling occupations, n.e.c.

93 Occupstiona in Extraction of Minerals
Boring, drilling, cutting, snd related occupations

Blasting occupations

Loading and conveying occupations

Crushing occupations

Screening and related occupations
Occupations in extraction of =inerals, n.e.c.

94 Occupations in Logging

Tizber cutting and related occupations

Log inspecting, grading. scaling, znd rslated occupationa
Log sorting, gethering, storing, and relsted occupsticna
Nccupations in logging, n.e.c.

95 Occupations in Production and Qti}:lbnxlgn of

Uttlities
Stationkry engineers M

Fireaen and related occupationa

Occupations in generation, transmaissicn, a-? distribution
of electric light and power

Uccupations in production snd distribut:icn of gas
Occupations in filtration, purificstion, and distributicen
of wvater

Occupations in disposal of refuse and sewage

Occupations fn distribution of steaz

Jecapations in transaisalon of cocmunications. n.e.c.
{ncupations in production and distribution of utilities,
n.e.c.

96 Arusement, Recrestion, and Motion Picture Uccupations,
N.E.C.

Motion picture projectionists

Models and stand-ins, n.e.c.

Occupations in production of motion pictures, n.e.c.

Occupations in radio and television producticn, n.e.c.

Occupatfons fn theatrical and related entertainment pro-

duction, n.e.c.

Miscellaneous adusenent. recreatfon. and motion picture

occupations, n.e.C.

97 Dccupations in Graph

Art work occupstions, brush, spray, or pen
Photoengravinz occupations

Lithographers and related occupations

Hand compositors. typesetters, and related occupatic »
Flectrotypers and related occupaticns

Stereotypers and related occupations

Darkroom occupations, n.e.c.

8cokbinders and related orcupations

Occupations in graphic art work, n.e.c.
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Vocationat

VITAL CAREER INFORMATION CENTER

LOUISIANA STATE DEPARTMENT OF EDUCATION
421 NonrrH 8TReer P. O. BOX 44064
BATON ROUGE. LOUISIAMA 70804

VOCATIONAL
INFOLAATION
TecHNIQURS

Arruieo |
InFORMATION Locauy
Tecuniques
ArpLiED
LocatLy

FORM 7--LETTER

SUGGESTED FORM LETTER TO BE USED IN SECURING APPROPRIATE RESOURCE PERSONS
FOR LISTING IN THE VITAL CAREER RESOURCES INFORMATION DIRECTORY FOR SCHOOLS#

Your cooperation is 1equested in a project to secure resource persons who
will aid the schcols in the career information program. Resource persons

are people who cun "teach" our children about careers from the "textbook

of their work experiences." They are persons who can help boys and girls

find out things they need and want to know about careers, and who can help .
them learn "how and why" to do the things they need and want to be able to do.
Rescurce persons have a wealth of career information, knowledges, skills,
abilities, and experiences that can be shared with students beyond what is
learned from books and in the classronm.

You can help us by completing and returning the "Resource Persons and
Materials Inventory."1 A copy is for you,to keep for reference. As a
succeseful person in your field of work you can make a valuable contribution
to the career ~ducation of students by sending the completed form to us.

After you return the form we will make a record of how your career experiences
“i1 inte the occupational types which occur inthe regionalbusinesres, industries,
pro‘essiomal,and governmental organigations. we will also list the types of
o-cupationzl information and materials you can provide, such as talks on the
descriptions, duties, requirements and benefits of specific occupations;
audio-vicual aids, reading material, programmed data, and resource materials

you can loan or furnirsh; iInterviews, worker obse:vations, and on-site visitations
you can provide. Later on, we will make a Career Resource Persons Directory
~ontaining the above type of information for all the careers of resource persons
‘from whom we receive forms. The use of resource persons vill be controlled.

Jde are acsking all persons who are willing and able to serve as resource persons
to fill out & form so no one person will be overburdened. You can help assure
the succers of our children having the best career information and education
program by completing and returning the form now. Thank you for your coopevation.

1 Yours very sincerely,
Please f£il11 ir as rmich of the form as :rou can

- }I
a.d state wher, an? ~here vou are available, ~

fan *e issned by administrator, principal, teacher, counselor, club leader, advisory
*ommittee member; business, industrial, civic, service, or gorvernmental organi-
zation official

The VITAL Project is co-sponsored Ly the Louisiana State Department of Education and School Boards of the following Parishes.
Aucension, East Baton Rouge, East Feliciana, Iberville, LivmgiTéPuinte Coupee, St. Helena, West Baton Rouge, West Feliciana.
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VITAL CAREER INFORMATION CENTER
P 0. BOX 44064,CAPITOL STATION,
BATON ROUGE, LOUISIANA 70804

FORM 7A°

LA e on A eney A MDYy oy Yi.z-_,-m DT :'

Ctudent want co know .t areer oppertani®ies and rejairements occur in ogr loral ares.,
Yon can make & taliatle corrication toward she sareer galdan-te ani edacatior of stilent-
D ervang a4 resodrce pecron. [lease ~cmplete this form ro we ~an know yoi belter an:
now you can test acsist students inoan ahvisory capstity. You will have the catisla~ticen
of kno~ing thal the dats you provide will ba ured for the benefit of students, teachers,
sounselors and vther: inteiested In ~areer information. TFleare raturn the complesed ‘orm
‘0 the VITAL “areer Information Tenter at the above address. Thank you for your coope:a®icn.

1. Yamen

N :
last First Middle
. . <. Title o to i%ion o1 cripation: :
o Briel Te-oriptlon of dork Tone: ¥
.
Lo Same 0f catumer , Ittty v, or Treanizaetion By whlich Implo.wid:

:
. 2. ines Arhreso:/4rect Noo and Name! : ; (P.0.Box) :
frpeyy :(Parish, 1 Tip) :
c. uminess llone: s 7. Tuilding: ; “toom Ne. :

2, et Jove I omasve held: (a) ; (b) 3 )
. ;04 sl :
y la eer Fre=las T Can Tell and Chow Things Atout:i'a) :
. ;( Y s

. o sa:patiopal Information ani Ma'srials I “an Talk Aboutl, Show and/or teovile:
? s{The~ I ) . e N .
(a 'ﬁw-‘vh k) 7rob takies, JPay, Benetits, / Tinployment Demani,
Jor Det criptions, MFintry Requirements, [ /Advencenment, Future Cutlook . - ‘

e Mﬁ‘-'iwl,"#v [_Filne, 7 Pictures, [/ 7Transparencies' ST e,

Ly

—/ e, L 0isplays, [ Filmacripe, [ Slider,

fd A .

i Re~ordinge,

...3-1-1&1 Harteryal: M abliograpt e, [ 7Joh Jes-~ript:ons,/ _JPersonnel Handtdok,
— woke, L Bookles, [T Diractories,/Periodical., L7 Train. Manual, :

o roprarm 4o uta
T hoi rom rem Procesced lr-ormation on Jobe, Training; [7(ther: ;

il Mate duler /. quipoert prurated, [ Example,lervices Jonderel,
o 1e mealed Coli/oMcdel's o Jeample(s),Produ~ts, [ JTcols 'sed, .

e

11, Matued!s) of Tresentation: he-k) J_7 “emonsivation, [ DMerussion, U ralk,
. . fulte

1o, reuipmct 2L 11 rwpply cor Treesmtacticna JProle Yor, " araen, 7~ ound “yetom,

R, B

— L3 sate)
17, gupment 1w i)l neet for irecentaclors L lroiestor L meen,, Sound 'y :tem,
—_— .
D H
— : -
L Y § SIS B “w o= are i o Jaulitorim {Cizen .
——
- - i < .
~ - . K — -’.‘_r - : :
Cate Ten Lt plevn w Seeded: . welated Inotey taor, 7 Tencter Vidid Firmo,

>
T
=

. '
o Tl e-g T ¢ . ar tear elp T oA Crovile 80 xe o emtptiong tebe

ERIC T 1
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Aruitoxt provided by Eic:

Racouree Parsons and Materiala Inventory Form
(Continued)

17. 1 will make arrangenen‘s 8t my place of business or organization for: (Check)
(s} T Inte:vieuws, by appointment as a consultant on:

{v) /__Un-site Viritations of: (State Parts of Organization);

(State Occupations of Workers);

() L_/Cbgervation of Individusl Worker by a Student Interested in Entering a Specific Job
(@) 70ther Activities:

. In making arrangemente for interviews, visitations, observations and prerentations
I prefer:
(a) Advance notice gf_C_:?days ;(b) By: [ TPhone, [~ JLetter, /_7In Person, /—JOther:

(¢; For participation by: /—7Students, Grades: /7 through T; [ Tlaachers;

LTcounselors; [ JParents; //0thars:
(Q} Sizeo_f_Grog-[:j; (e) Month{e) of Year: J F M A ¥ J J A S O N D ;

(f) Day(s) of Week: ¥ T W T F S S; (g) Howrsof Dag: 8 9 10 11 12 1 2 3 4 5
(h) Plpga of Assembly or Meeting: 3
{1) Bastrictions:
. My Special Interest Areas:

. My Talents or Special Skills:

. Hobbies I can Share Information About:

. Unirue Experiances I Have Had During Work Life (Career Related):

. Accomplishments, Honore, Awards, or Recognitions Earned:

. Organizations I belong to, Committees I am on, and Activities Participated In:
{a) ORGANIZATIONS (v) COMITIEES/OFFICES (<) ACTIVITIES

. Books, Reports, Artlclesz, or Papers written/ published:
{a)
()

. I have lived here /__J years. Before thisT 1ived E yearsz in other places, including:

. My education and iraininghave psen mainly in the field(s) of:

Obzained a®:

For Which I Recelved A:

. Date Form Was Completed:

N




FORM 7B

SCHOOL
RESOURCE PERSONS FORM

Students want to know what career opportunities and requirements occur in our local area.
You can make a valuable contribution toward the career guidance and education of students
by serving as a resource person. Please complete this form sc we can know you better and
how you can best assist students in an advisory capacity. You will have the satisfaction
of knowing that the data you provide will be used for the benefit of students, teachers,
counselors, and others interested in career information. Please return the completed form
to your school counselor. Thank you for your cooperation. '

1. Name: _

Last First middle"""'“‘

2. Title of Position or Occupation:_ _

3. Brief Description of Work Done:

4, HName of Business, Industry, or Organization By Which Employed:

5. Business Address:(Street Mo. and Name) ;(P.0.Box) __ _

(City) ;{Parish) (Zip)
6. Business Phone: ;7. Building: o (Room No.) :
8. Other Jobs I have held: (a) . . ;(b)
9. Career Field I Can Tell and Show Things About: (a) H

10. The Kinds of Occupational Information and Materials I Can Talk About, Show and/or Provide:
(a) Information: (Check) /_/Job Duties, /. /Pay, Benefits,/ /Emp]oyment Demand, .
[—_/Job Descriptions, / /_/Entry Requirerents,/ /Advancement, / _/Future Outlook :

y

.

{b) Audio-Visual Aids: /_/Films, ~ /_/Pictures,/ /Transparencies,/ /Other:
[ /Charts, /__ /Displays, / /Filmstrips, / /Sl1des, / /Record1ngs

) Read1ng Mater1a1 / / Bibliographies, / /Job Descriptions, /__/Personnel Handbook ,

/[ /Books, /. /Book]ets, /__/Directories,/, /Periodicals, [/ /Training Manual,

{d) Resource Materials: / / Equipment, /_ /Example, Services Rendered
/__/ Articles Sold /_/ Sample(s), Products, /__/Tools Used;

11. tethod(s) of Presentation: (Check) / 7/ Demonstration, / _/ Discussion, / / Talk,
/__T0ther: (State)

12. 1 will need the following equipment for my presentation:

119 73/10/218
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13.

14.
15.
16.
17.

18.

19.

20,

21.

\

\

\ Resource Persons Form
\ (Continued)
A\
\
I will make arrangements at\my place of business or organization for: {Check)
(a) Interviews Yes, No

(b) On-site Visitations \ Yes, No

(c) Observation of Individual Wotker by a Student Interested in Entering a Specific Job

Yes, No
(d) Other Activities: Yes, No
My Special Interest Areas: \\\ . >
My Talents or Special Skills: \\\ . >
Hobbieg I can Share Information About: .\\ >

Organizations | belong to, Cormittees I am on) and Activities Participated In:

{a) ORGANIZATIONS {b) COMMITTEES/OFFICES (c) ACTIVITIES

My training has been mainly in the field(s) of:

Unique Career Experiences I have had:

Other Comments:

This information on this form may be printed in a Community Resource Directory. Would
you be willing to be a resource in other scnools throughout the parish? Yes No.

Date Form Was Completed:_ ;Signed:

120
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1 4 y
PROJECT WOLUNTEER

Jown the Ranks of Involved People!

PROJECT VOL UNTEER 15 Jeeyed to help you zero moon YOUR arca
of iiteresy, takimg YOUR avadable tume and YOUR special il o
Jull consideration, ‘\pt.lelud”\ PROJECT VOLUNTEER 1s a free
computerized sy stem to match your backhground and your interest as
a citzen volunrecr with the pecds of community service agencies in
the Area. For'you to receive the most benefits
from this program you must be SPECINVIC, parucularly wthe area of
your iaterests and be as COMPLETE ws you can throughout the
quusnonnaire, ¥

Project Voluntoer

A computonized system to mateh the wteresis and backgrounds of
cizen vnlun:ucrs with the needs of community service agercies,

cC
Name

I -5 Code

————— Home Address ‘
G Card Number
7 -12 Oate

______ Telephone No,
13-14 _ _Referemce

t Occupinon . »

14-16 Accepued

} Firployer

Starndard Indusirizl Classirlcation Cede:

Buolless \adre s

Business Phong

Please hist sonial and service orpdniz e ns of wlich you are now d
nember

. TR
k Tnic can supplemeatl the v" M. Iesource Perucns and
Udnmi-1o Invon ‘,ory Form!

RYART T




Section VI

17-18 - Your ag¢

In the space orovided for cacl question, enier the apprupriate
number which best deseribes you:
19—5¢x

1 - Male 2 - Temale

20__N\Jariral Status:

1 - Marrwed 2 - vorced
2 - Single 2 - Widowed
2 - Scparated

21__Race-
1 - White
2 - Black

3 - Other (specify)

22___Do you have usc of 2 personal car?

|
1) 0 - No 1 - Yes
Q
w . .
23.__Religion:
¢ - Nou-denominational 3 - Jewish
1 - Protestant 4 - Other (specify)
2 - Catholic
24__Arc you interested i working with a reiigious organization?
0 - No 1 - Yes
(11 yes, enter an "X next to the one closest to your Inte.ests)
23___Non -denominational
26___Protestant
27__ Cuatholic
28___Jjewish
29___Other (spccify)
Section V2, Enter an "X" for yes. Leave biank for no.
30___1s work not involsed directly with people acceptable?
o : - . . . .
FRIC Indicate <X for all groups which you will be willing tc work with.

A

3



&

With what cultural or racial group(¢) would you he willing to work?

31 _Any racial groups

32.__Very predominately white
33__Very predominately black
34__Mixed
35__.0ther

For which of the following age group(s) would you prefer to do
voluntcer work?

36__.All age groups
37.—_Very young (lcsq than 5 ycars of age)
38 —_Children (3-12 yuars)
___Young adults (13-20 years)
40__ Adults (21 years and older)
—Elderly

Witat imes would you usually be available for voluntecr scrvice?

42___Almost any time
43___Weekday morning
44___Weekday afternoon
45___Weekday night
46__Saturday (day)
47_bunday (day)

Section V3. 1Tl blank at beginmng of question with appropri i
number.

48__1low often would you be available for volunteer serviel?
| - Spot job or on ¢all 4 - Once per week
2 - Once per month 3 - \ore than once Jd week

3 - Every two wecks

49___About how many hours per “shift would you be avalable?

1 -1 t02hours 3 - 610 8 hours
2 -3 to S hours 4 - Over 8 hours
5C__How long have you been a resdent of the Arca?

- 1 ycar or less 5 -3 ycars

» - 6 1o 10 years

- 11 to 15 years

4 ycars & - more than 20 vears

()
<
o
)
=~
n

‘ 15\1




o~

| _1 Y
N/

51_.Qn how many boards have you §¢rvéd?

‘;

t 0 - None 3 - Thrce

{ 1 -COne 4 - Four

' 2 Two 5 - Five or more

32___Amount of ¢ducanion you haye completed:

<~ ess than dth Grade 5> - jenior College Graduate
- Throun #th Gralde 6 -BAor BS

- ‘through 12th Grade 7 - Graduate Degree

- Somc College

»

1
2
3
]
Sccuna V4 - Phoase X0 all appropridte respoisces i cach group:#

Have you nac o ninael or voecanonal traming in any of the foilowing
poncral areas?

33— Building trades
54__Electrorics (elecurical)

31 _Fumshng crafts

St Graphic arte

3T__Mechames (sersice and general)
SE__Megd rades
30__Woodworans

USecreuarial skills

Al__Sewing

(2__Other (spectfy)

0T

Q
B

If you nave roceved a Bachelor's or jumor College Degree, what
W (were) your major ficld(s)?

63 __Busuies.

6i__Edacation

A5___Eaginecring

~6___tHome Economics

67_Performung Arts

b __Pre-Med, Nurswing or related ficlds

A Social Scence

TO__Soctal Work

7iScience

T2 _tlumanttwes/laberal Arts
- T3_Other (specify)

ovor e reccned a graduate dogree, wh i was your major ficld?

T4 Business
Ts__Education
To_Lpnracorne
TP forman Art, -
Q ¥ This information -can be related to the Dictionary of
[MC *  Ocawpasisnal Title "Occupational Categorics, Divisions,
)

u



Gr¢

1

(&
s,

ks

,8_\‘cdical (specity)
79 Sowral scwenee

80__Socl Work

0 2 (For kevpunch use only) -
7__Swicnces

§__law
O___tiumanitwes,/Taberal Arts

10___Other (specafy)

I which of die follominy areds have you had prior voluntoe:
service expernience”’

1l__.rect service wigh people, croups or individuals
12 Ingrrect service, such ds adnims ratse

17 __Wora op vith tungs, or dsing mar ual abilities
i and rasing

1f you have had prior volunteer service, o what general ficld(s)
was it”?

___Culwural acuvines

16__t vononac development
i?,__i.\!l-\.-h-‘)n
Ih__Youth programs
1V___Goversmental, forcigy or metropolizaa affaurs
20__Heal™»

—Human relacons
22__Pecredtion or ~poiis
23__Social service
24__Beduldication JGd or conlogicaily ornonied
25__0Oither (spedady)

0 what languaga(s), oticr Lo English, do you hane codvers -
tnonal proficiency”

26___Spantsh

27__t reach
28__(erman
29__lwalian
J0—Chinesc

3 Japanicse
32__0thet (specify)

Soenon V3, Please tndicate by o OX 7 f vou hove skills an .y of

’,l

ERIC™

Aruitoxt provided by Eic:

the Sollowing %
Skills ta sporis

33 _Camping
Y4 thkg

This informution can be rolated Lc “nc VITAL “iobbies

and Leisure Time Achivities® form.

[




531 ast ball
36___Foothali
37__Bashcth .l
3n__Volley Ball
39___Bowlm
JO__Fishing
H___Goli
t2___Tenmmns

3y Swunming
RET b AN
$__Other sports (specidv)

Ar{Shills

H6__Sculpture, Potiery

47__Dancing (bailer, tap, soctal or prof.)

da___Drawing, paimniing '
___Instrummental music (specify)
3p_—Vocal music

S1__Theatre arts

32__Modchng, grooming, personal hygiene
53_Reading aloud
34___Musical appreciatien
55__0ther arts (specify)
3¢
S

___Home ciafts (needlework, decoupage, knitting, elc.)

7 Handicrafts (woeodworhang, metal working, do=1t-yoursclf, ¢ic.)
W___Home decoratng

39__Gardemnyg

6(——Cooking

6i__Flower arrangement

62___Sewing

63__.Auto repairing

64__(Gther home crafis (specity)

aoet

Hobby Skills

65___hiaae

66___Stemp collecung
67___Coin, doubloon collecting
68___Rock ~ollzeung

o Photogiphy.

TO__Bird watching

71_Chess

T2_Bnidge

T3_Squaiv and 1ound dancing
74__Other hobby skills {srecify)
753 NC (Ior keypunch use only)

1o

ERIC .

Aruitoxt provided by Eic:




-
Technical Skills 3

6 3 (For keypunch use only)
7__Bookkeeping

8__Academic Tutoring
9___Salesmanship

10__Typmg

11__Public spcaking

12__Creative wriung

13__Library - bookbinding
14___Keypunching

15.—Other techmceal skills (spucily)

Section V6. In which of the following possible types of service

would you be mterested? 34t

16_work with the physicaily sick
17___Work on civic projects

18__Teach groups how to do something
19_.[Deal with numbers ang figures
20__Teach or unlize handitraft sklls
21__Serve on an agency board
22___Public speaking

23__Handle correspondence
24__Organize acnvities of others
25__Teach anindividual how to do sometrnng
206_Tclephoning

27__Work 1n the arca of ccology
28__Visit and encourage o fonely person
29__FFund raising

30_.Serve 1n an agency admumstranon

Section V7. In which of the followmng ficlds would you like to do

i

volunteer work? ##i

31__Performing for ndividuals or groups for mstrucuion,
engertamnment or therapy

32__Working for a cultural agency 1n a clerical, research or
writing capacity

33__Fund raising for a cultural organizatuon

34__Serving on the board of a culural agency

Economic development

35__Brmnging new business and mdusuy to

36.__Assistiig mnority businessmen
37__Serving on the board of an orgamzation devoted to advaneing
cconomic development

Relate 10 VITAL "Talents and Special Skills" form

Relate to VITAL "How Can Your Human Resources Be Fully
Used" form . )
Related to VITAL "Knowledges and Skills Needed in

icn" form

o »,upat -,
ERIC 17w

Aruitoxt provided by Eic:
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ILducation 1 "‘ <)

W Assistsg with the education of individuals or groups n a
spetial subject or skl

S__ Worang tar it cducational institution 1na clerical, reseaich
Or Writing Cdpacity

W__serving on the bodard of an organizanon Jevored to the
advancement of educanon

Loreign Attaars

Ho—Helping i othees that are mvolved i foreign affaurs

$2__Serving s an nwerpreter or tiaishator

Pi—_Eateruanmg foreign visitors

44—Serving on the board of an orgamzation devoted to the
advancement of foreign affnrs

Governmental or Mctropohitan Affairs

45 —Working witn & ncighborhood improvement assoctation

W___Parncipatig in groups working toward improving interparish
affairs

+7—lHelping 1n the prescrvatnon of local landinarks

+8—Scrving on the board of a specific agency or orgamzation

devoted o advancement of affairs

Sra

.
a

Health

49___Working directly with people with health problems

S0—Working m a health agency or institution wn a clerical,
research or writing capacity

S1——Fund raising for a health organization

32_.Scrving on the board of a specific health agency or
orgunization devored to the advancement of health

Jluman Relations

3__Working with g1up to develop better black-white relationships
4__Workiag in an office whose primary cuncern is human relations

S__Scrvieg on the hoord of an organization devoted to human
relanons

+ Ut n

)

Recreauon and Sports

S56__lelpmg to wack L sure-time acavitics to wmdividuals or
Fronps

57.—Working 45 a cown o1 assistant coach o sport

3%~ Assisung in the recreanon ficld in an administrative position

59__Scrving on the hoard of & specitic recreatonal agency

ERIC .

Aruitoxt provided by Eic:




-

[N
Youth Program U

o0__Wor King with anandny dud] young nerson

ol __War king with @ wroup of young people

02— Working ot dan admms i anve position of an og s o
dealing with youth

63_Serving on the board of @ specific ageney or organizatuon
devoted to the the beterment ot youth

Socral Service

O f—Working weh individuals, families or groups to mect
physical and cinontonal aceds

05—_Workung for a sacial scrvice agency m aclerical, rescarch
or writing capacity

6O__1"und rasing for @ partncular social agency or @ tederated
campadign

67___Serving on the board of a specific sociual service agoeney

Reautiticaton or ccologically oriented projects

08___Family planning, populeton planning

69___Wor hing on projects to physwally improve or beautifv
negliborhoods

T0—-Workmg on air, watcr or waste pollution problems

TIl_Servang on the bodrd of a specific agency or orgamzanoen
Jdevoted to the advancement of beaunification or ecolopy

& v »

72___1s 1t necessary that your service be performed m an area
close to vour ewn neighborhood?

] -Yues 2 - No

7374 — — —__Your Zip Colde

Secuon V8, It you liave anv comments vou wish to make, pladse do so:

R 8 R End Code

ERIC ?

’
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ERIC

Aruitoxt provided by Eic:

1071

PROJECT VOLUNTEER®

A' computerized system to match the background and interests of citizen vo!-
unteers with the needs of community service agencies,

AGENCY REQUEST

Through the use of this Request you will ba able to enfist the help of
‘pre screened ' volunteers who are specificaily interested in YOUR area and
who will pest sat'sfy YOUR needs and quahfications However, for greatest
effectiveness, it 1s very important that you keep the following hints in mind

1. Be as specific as possible. Your Request is in “competition” witn all other
Requests. Even though a volunteer may satisfy a number of Requests, top
prionity s given to the Request that most closely and completely matches
his qualifications.

2 Complete as much of the Request as possible. Because of the matching
system Used, 1t 1$ best to be as complete as possible.

3 Use additional Requests for different wypes of volunteers. Because you
must general.ze to include different types, you wili penalize yourself
Three different Requests for two volunteers each has a better chance of
being satistied than one Request for six people.

AGENCY REQUEST FORM

»

cc

1-3 Agency(SIC) Agency

45 _____ _ Request Address -
6 ______ Card

7-12 Date

Telephone

Narre of Contact

Title

This can be used to supplement the "WITAL Resource
Persons and Materials Inventoxry Form"

1o+




General nature of volunteer vsork to be done:

How many volunteers with the qualifications indicated below can You
effectively use at this time?

This request should be kept 1n effect-

Until cancelled ____

For months

Other comments®

15-16 Youngest age acceptable

17-18 Oldest age accasteble

Fill in appropriate number for each group which best describes the volunteer
characteristics desired:

19 ___ Sex

0 - Of no significance 2 - Female
R 1. Male

20 __ . Marqtal status:
0- Of no significance 2 Single ‘
1. Married 3 - Separated, Divorced or widowed

2 2
O ‘ 1 C) P

ERIC

Aruitoxt provided by Eic:




1

21 ___ Race: 1 C\ N

0 - Of no significance 2 - Black
1 - White 3..Other {spectfy) ______
22 ___ Useof personal car:
: 0 - Of o significance 3 - Required

23 ___. Rehgion

0 - Of no significance 3 - Jewish
1 - Protastant 4 - Othes (specify)
2 - Catholic \

24 t__ Do you require a volunteer for religious work?
0-No 1- Yes

I yes, indicate the appropriate denomination witha 1.

25 ___ Non-denominaticnal
7% ___ Protestant

s 27 ____ Catholic

N 28 __ Jewish

3 29 ____ Other (specify)

For each possibility enter a check (/) in the space if choice is appropriate.

30 ___ Volunteer will work directly with people

If yes, for what cultural or racial groups(s) will this volunteer
service be performed?

31 ___ Anyrace group

32 __GVery predominately white
33 ___ "Very predominately black
34 ___ Spanish spesking

35 ___ Other .

For what age group(s) will this volunteer service be performed?

36 ___ All age groups

37 ___ Very young (less than 5 years of age)
38 ____ Children (5-12 years)

39 ___ Young aduits {13-20)




- . 1oy

40 ____ Aduits {21 and older)
41 ___ Elderly

When would the volunteer’s service be performed?

42 ___ Almost any time volunteer is available
43 . Weekday morning

44 ___ Weekday afternoon

45 ___ Weekday night

46 . Saturday (day}

47 ___ Sunday {day}

Fill in the blank at beginning of question with appropriate number.

48 ___ How often should the volunteer be available?
. t
0 - Of no signifinance 3. Every wwo weeks
1. Spot jub or on czil 4. Once per week
2 - Once per month 5- More than once 8 week

49 ___ How many hours per “shift” would be required?

1-11to 2 hours 3. 6to 8 hours
2-3 105 hours 4 . Qver B hours
50 ___ How long should the voiunteer have been a8 resident of
the Area?
0 - Of no significance 5. 5years
1-1year 6-6t> 10years
2- 2 years 7.11to 15 years
3- 3 years 8. 16 to 20 years
4-4years .9 - more than 20 years

51 . On how many boards should the voluntesr have served?
0 - Of no significance 3
1-1 4.
2-2 5

52 ... Amount of education necessary:

0 - Of no significance 4 - Some college
1 - Less than 8th grade 5 - Junior coliege graduate
2 - Through 8th grade 6- BA or BS

3- Through 12th grade 7 Graduate degree




T

P'o

For each possibility 1n each group do one of the following: ¥

Enter 0 or Jeave blank if of no sgmificance

Enter 11f required

Enter 21f not required, but desirable

Vocational training of volunteer:

53 __ Building trades

54 ___ Electronics {electrical)

55 __ Finishing crafts

56 ._. Graphicarts

57 _._. Mechanics {service and general)

58 __ NMetal trades
59 ___ Woodworking
60 ___ Secretarial skills
61 __ Sewing

62 ____ Other (specify)

Bachelor s or junior coilege degree in:

63 . Business

64 ___ Education

65 __.. Engineering

66 __ Home Economics
67 ___ Performing Arts

68 ___ Pre-Med, Nursing or related fields
69 ___ Social Science

70 ___. Social Work

71 —_ Science

72 ___ Humanities/Liberal Arts

73 ___ Other {specify)

Graduate Degree in:

74 ____ Business

75 ___. Education

76 ___ Engineering

77 __._ Performing Arts
78 __ .. Medica! {specify)
79 ___ Social Science

80 ____ Social Work ,
7 . Sciences
8 . Law

9 ___ Humanities/ Liberal Arts
10 —_. Other (specify)

Thic irformation can be related to
Oegurational it~ Plceupaticnal

und Groupo”




Areas of prior volunteer service:

11 —- Direct service with people, groups or individuals
12 —— Indirect service, such as administrative
13 —— Working with things, or using manual abilities

14 —— Fund raising

Fields of prior volunteer service:

15 . Cultural activities
16 ____ Economic development

17 __ Education

18 ___ Youth programs

19 ____ Government, foreign or metropolitan affairs
20 ___ Health

21 ___ Human relations

22 ___ Recreation or sports

23 ____ Social service

24 ____ Beautification and/or ecologically oriented
25 ___ Other (specify)

Conversational proficiency in a language other than English

26 ___ Spanish
27 ____ French
28 ____ German
29 ____ italian
30 ____ Chinese
31 ____ Japanese

32 ___ Other (specify)

For each possibility, enter a check if skill is desired. Otherwise leave blank.*

Skill in sports

33 —— Camping

34 ___ Hiking
35 . Baseball
36 - Football
27 — Basketball
38 — Volleyball
39 ___ Bowling .
40 . Fishing
41 . Golf
42 ___ Tennis
43 ___ Swimming
44 ___ Track
45 ___ Other sports (specif
* @"“Pis info;rmap‘gior(ls'pcany)bc ralated U0 tre VITAL "Hobbies

FRICi eisure Time Acilvities" form
1 ..
U



ERIC

Aruitoxt provided by Eic:

1

a

Art Skalls

46 ____ Sculpturs, Pottery
47 ___ Dancing (batlet, tap, sociat or prot,}
48 ____ Drawing, painting

49 ___ Instrumental music {specify)

50 _._ Vocal music

51 ___. Theatrearts

§2 ___ Modeling, grooming, personal hygiene
53 ___ Readingaloud

54 ___ Musical appreciation

§5 ___ Other arts {specify)

Home Craft skills

56 ___ Home crafts (needlework, decoupage, knitting, etc.)

57 ___ Handicrafts (woodworking, metal working, do-it-yourself, etc.}
53 ___ Home decorating

53 ___ Gardening

60 ___ Cooking

61 _ __ Flower arranging

62 __. . Sewing

63 ___ Auto repairing

64 ____Other home crafts (specify)

Hobby skills

65 _.. Magic

66 ___ Stamp collecting

67 ____ Coin, doubloon collecting
68 __.. Rock coliecting

69 ___. Photography

70 ___ 8ird watching

71 ___ Chess

72 ___ Bndge

73 __ Square and round dancing

74 _ __ Other hobby skills (specify) _

Technical skslls %

7 —— Bookkeeping

8 _ . Academic Tutoring

9 ___ Salesmanship

10 —— Typing

11 . _ Publc speaking

12 ___ Creative wnting

13 _ Library - book binding

14 .. Keypunching

15 __. Other techmical skills (specify)

Aluto o U TIZAL "Ialent and Opecial Sicills" form



Possible types of service ¥¥ \

16  __ Work with the physically sick !
V7 .. Work on*civic projects |
18 __. Teach groups how to do something

19 __. Deal with numbers and figures

20 ___ Teach or utilize handicraft skilis

21 ___ Serve on an agency board

22 .. Public speaking

23 .__. Handte correspondence, madouts snd envelope stuffing

24 ___ Organize activities of others

25 ____ Teach on individual how to do something
26 ___ Telephoming
27 ... Work in tne 3783 of conservation of ¢cology
28 ___ Visit and encourage a lonely person
29 ___ Fund raising
30 ___ Serve on an agency administration sub-commttee

In what fields would this volunteer’s services be required?

(Check all that apply.} %3

Cultural actinities

31 —— Performing for indviguals or groups for instruction,
entertainment or therapy

32 . Working for a cultural agency 1n a clerical, research or
writing capacity

33 —— Fund raising for a cuitural organization

34 _ Serving on the board of a specific cultural agency or an
orgamzation devoted to advancing culture at large

Economic development

.

35 —.. Bnnging new businessancindustry to

36 . Offering advice and assistance to minority businessmen
37 . Serving on the board of a specific agency or an organization
devoted to advancing economic development at large

-4

Education ‘

38 — Assisting with the education cf individuels or groups in a
spzcial subject or skill

39 - Working for an educational institution in a clerical, research
or writing capacity, or assisting the hibrary statf

4G — Serving on the board of a specific educational institution

or an organization devoted to the advancement of education
## Rplate to the VITAL “dow Can Your Human Hesowurses 3
RNdly Uced® form, also . . ]
*#% Kelote to the VITAL "Xnowledges ani Skills Needed Ir
an Oceupation® form
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Foregn affairs

’ 41 ___ Helping in oftices that are involved in foreign affairs
42 _ _ Serving as an intefg reter or translator A
43 ___ Entertaining foreign visitors \
44 _ __ Seruingon the board of a specific egercy or crganizat.on
devoted to the advancement of forewgn affairs
Covernmant or Vetrapo .tan affars
45 __ Working w.th 2 neighborhood improvement assocatior
45 .. Partic.petim g groups working towards improving inter- !
parish affars !
47 _ .. Helping.n the preservation of local landmarks |
48 ..__ Serving on the board of a specific agency or organizat.on
devoted to adv.ncement of affaurs
Health ’
48 _ __ Working directly with people with heaith problems
57 ___ Working in a heaith agency or institution in a clerical,
research or writing capacity
51 __. Fundrais.ng for a health organization
52 ___ Serwing on the board of a specific health agency or

organization devoled to the advancement of healith

£07T

Human relations

53 . \Wurking with group to develop better black-white re .. unships
54 . Vorking in an office whose primary concern is human relations
55 .__ Servingon the boaid of a specific agency or organization

deyoted to the advancement of human relations

Recreation and sports

56 __ Ha'ping to teach leisure-time activities o individuals o groups
57 _._ \Vorking as a coach or assistant coach i3 3 sport

58 . . A« stingintre recreation field in an administrative oo tion
59 _ Servingon the board of a specific recreational agency i

UiywhZation devoted to the advance™ant nf racreation and sports

Youth program

60 . Norking with an individual young person
81 — - Working a1t a group of young people
62 — \Workirg 'nar administrative position of an organization
deaing with youthn
63 - - 5S.1v.ng o the board of a specific agency or organizatiun devoted

Q to the betterment of youth )
ERIC 10
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Social service

64 . Worknipw thardwidaals, famdhes or groups to meet
phy stedi aod eimutona needs
65 . Vworking for a social service egency 1n a clerical, research O
or wrniting cdgacity
66 _ Fundrais v for a part cular social agency or a federated
, campaign
a/ _ Serving 07 the toarc of 3 secihic soual service agency o7

organizat.on Jevoted to the advancement of social survices
Begutfreation or Lcotog cally onented projects

Family p'erning populetion plannirg

Vo
71 Workirg on project, 1o physically imorove or beaut fy

ne ghborhoodds

i0 Viorking on air, water or waste poliv bon problems

71 _ Serving 01 the voard of a specific agency or organ 221 21
devoted 20 the agvancement of beiutification or ecology

72 XXX

73 _2ip Cudeof Agency . ..

ERIC |
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VITAL CAREER INFORMATION CENTER
P O BOX 44064,CAPITOL STATION,
BATON ROUGE, LOUISIANA 70804

FORM 10
OCCUPATIONAL INE RMATION REPORTING AND EVALUATING FORM
1

Please complete a separate copy of this form for each type of occupational {nformation or
material that you use or can rate, Check the appropriate category and fill in the infor~
matldt requested below, Then, rate the material on the back of this sheet, FPlease return
the completed form to the coordinator and the VITAL Career Information Center act the above
address. The informatlion you supply on the forr for each plece of material will be used
in compiling a resource materials bibliography to use in career guidance and education,

I. TYPE OF OCCUPATIONAL INFORMATION OR MATERIAL (Check) !

A. AUDIO-VISUAL AIDS:

: CHART PHOTOGRAPH RECORDING TAPE (Cassette)
|| DISPLAY PICTURE (Drawing) RECORDING TAPE (Reel)
| | FILM (MOVIE) "SLIDE PHONOGRAPH RECORD
|___{ FILMSTRIP TRANSPARENCY OTHER TYPE: (State)
| | MICROFILM TV OR VIDEO TAPE
B. PUBLISHED MATERIALS:
: AUTOBIOGRAPHY JOB CLASSIFICATION PLAN IN SPECIFIC ORGANIZATION
| __ | BIOGRAPHY MAGAZINE, JOURNAL, OR PERIODICAL WITH CAREER INFO.
| | CAREER FICTION MANUAL. FOR EXAMINING, SELECTING, CLASSIFYING,
i | DIRECTORY (CAREER INFO.) PLACING, TRAINING PERSONNEL
|| JOB DESCRIPTION RECRUITMENT LITERATURE
|| J0B FAMILY (CLUSTER) PERSONNEL HANDBOOK (] orHER PUBLISHED
|} JOBS IN SPECIFIC FIRM PAY PLAN OR SCHEDULE MATERIALS: (State)

C. DATA PROCESSED INFORMATION OR PROGRAMMED INSTRUCTICNAL MATERIALS:

PRINTOUTS FROM DATA PROCESSED INFORMATION ON CARE!:;RS
STUDENT INVENTORY, RECORDS, OR FOLLOW-UP DATA FOR USE IN CAREER GUIDANCE, EDUCATION
OTHER TYPES (State)

D. RESOURCE MATERIALS:

ARTICLES HANDLED/SOLD PRODUCT(S) PRODUCED (SAMPLES OR EXAMPLES)
- ARTIFACTS/OBJECTS ACQUIRED SERVICES RENDERED~DEMONSTRATION, DRAMATIZATION
¢ 7 N EQUIPMENT OPERATED ON JOB TOOLS/ MATERIALS/ UNIFORMS USED ON THE JOB
- EQUIPMENT-MOCK-UP, MODEL, OTHER RESOURCE MATERIALS:(State)
SIMULATED

11. DESCRIPTION OF INFORMATION

A, TITLE OR NAME:

B. AUTHOR OR RESOURCE PERSON:

C. PUBLISHER, PRODUCER, OR SOURCE:

D. ADDRESS OF SOURCE:

C. COPYRIGHT OR ISSUE DATE (if any):

D. LENGTH ; SIZE: ; SPEED:(FILM,TAPE,RECORD)

E. ILLUSTRATIONS: / ] COLOR; [/ BLACK AND WHITE; AMOUNT: ; MATERIAL:
F. GRADE LEVEL(S) (Circle) PRE-,K 12 34 56 7 8 9 10 11 12 pOST HIGH SCHOOL -

G. COST (if any): » DEWEY DECIMAL CLASSIFICATION (if known): ; NO.

H. USEFUL To: 7 STUDENT, /7 TEAUHER; /] COUNSELOR; /_J ADMINISTRATOR; [~ VARENT
1. OCCUPATIONS OR CAREERS RELATED TO:

II. PERSON RRPORTING: ; TITLE:
SCHOOL: ; ADDRESS:
Q CITY; ; PHONE: ; DATE:

ERIC o T 1ng
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Form 10.

(Cont inued)

111. RATING OF OCCUPATIONAL INFORMATION OR MATERIAL

'

Please rate the occupational information or resource material previously ﬁlatcd by
placing a check (v ) in the appropriate column for each of the following standards,
using the rating scale given at the right below, An example is given.

After rating all of the items add the number of checks in each column and oultiply
the number of checks by the point value assigned, then add the sub-totals to supply
a grand total.

A. BASIC PREPARATION: -

ING SC

RATING STANDARDS

Excellent &

Lol ol
=]

3

Inferior/ ©

Below Av.
Poor

ixample: Expands knowledge of world of work

1. Author's or Resource Person’'s background, competencies stated

2. Purposes, uses, and limitations clearly stated

3. Timeliness and up-to-dateness (data, terms, charts, illustrations)

4, Accurate statistical data, pertinent regionally,adequately .atated

S. Social and Economic Setting (nationally/locally) adequately covered

6. Sources of information fully credited and identified (documented)

7. Objectivity used 4n gathering and presenting material

8. Style is clear,concise; suitable vocabulary; interesting; inviting

9, Sufficient contents, index, and bibliography

1. Expands students’ knowledge of the world of work

2. Provides awareness of contributions of workers at various levels

3. Stimulates appreciation of satisfacsions found in/through work

Relates to classroom subject matter and curriculum

Provides orientation to concepts and skills needed for work

Encourages using exploration skills to learn job characteristics

Aids skill development in caregr~cholce, preparation, employment

Fits pattern of curriculum scope and sequence for career education

Stimulates setting of realistic aspirations, wmotivates reaching

Appropriate to level of human growth and developed on level aln i

12. Allows for individual differences in self-concepts, interests,

abilities, personal traits, ¥Ynowielges, skills, and background

a. To:al number of checks in each column

b. Sub-totals (Number of checks multiplied by point value of column)

c. GRAND TOTAL (Total value of all sub-totals added together)

Iuia’f}
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" VITAL CAREER INFORMATION CENTER .

P. 0. BOX 44064 ,CAPITOL STATION ,
BATON ROUGE, LOUISIANA 70804

FOR'' 11 -- CHECK Ll>I FOR REQUESTING S:EAKER
(Adaptable for Interviews, On-Site Visits, Observations)

This is & teacher's ,uide rfor requestin, a spealer, By contacting the counselor-
coordinator you would locate the nost appropriate resource person. The counselor
can be of optivum service to you if you will do the followin things needed

tor requesting a speaker:

LHINGS IO Du DATE ~ DONE

1. Seer three t) {our vee~s befcre -resentation

co Contact counselur-coordicazor N

Je State the topic yvou wo uld lise te rave oresented ciieeeecannns
4o Descrive thie rind oI spea.er w o would Lesu neet the  ceds
oi your rour, l.o. a e, Se | LIDniC Mdao . Cound, S142 eeeesess )
o Descrive tie unique cecds and a,e ,re'n o your students ...,
o wviilalt spea er, tlscud, toLic, needs. arrar €5 entsS ceeeeseens _ _
, e arevide inforration about the locaticn of pour school, room :
; date. * , ti.er _ )
o acil weere tie s/eaer will be et (scuool coifice, ete,)
At the na e vl Loe sersoa wio witlopeet hinm (student host,
wice, Lecations 3 Student: )
¢« a1l lie & ea er .as need vi sneclal equip-ent, facilities,
Toe.l . wwensiotocord, etce.,or pre-nlarnin naterials ..., —
£ o Dnowael a@s & e 1ot ot otree roedided for oLe
s wa er, and . tudent's questrons,  Lotal tlie: -
1i.  Requ2sl career literatire if oy want t> ese such
S L O s T
foe olliw - ro.cle ool ¢ l2trer and sugrestions.,. .
1. D U T 0T RS 0 CUTSC LAY Ul e e _ -
e o DL lea Sorr=(counselor) -
EaVER o 0RE . _ i CLASS iERI(D _

cat o OF dest L L 0 masen

TIILE ©F L GSITI

FIR' OR ORCANIZATION o o _ _
LeLE VoL o L Ao o . L o
asr bR oL o al D ( okl ) . e e e o
RLCO TRNMDATION: ) e e o
‘/
,//
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VITAL CAREER INFORMATION CENTER
~  P. 0. BOX 44064,CAPITOL STATION,
BATON ROUGE, LOUISIANA 70804

FORM 12
SUGGESTED LETTER TO RESOURCE PERSONS

(The items to be covered will vary with the developmental levels of
the students to be served in line with an experience-based,
sequential plan for career information, guidance, and education)

Dear :

our class, room s 3cnool

wants to thank you for agreeing to be a resource person %o help us

in our career education program by __making a presentation, providing:

interviews, on-site visitation, observation of workers, resource
e SRRy - —— L

naterials . We have made arrangements for this at

(location)
on , , at

3
(address) (day of week) {mo, day  year) . {time)
The following guide is suggested for your information, but this is
flexible. It is important for this to be as current, concise,
realistic. and clear as possible for the age, development, grade
level, and interests of students. The most appropriate items are
checked, which we need information on for the career(s) of

1. XName of accupstion (Iocal job titles and Dictionary of Occupational
Titles classifications may be used) —

2. Iypes of eggloying establishments in which the occupations
occur (the Standard Industrial OClassification categories and
names of local examples of businesses, industries, organizations
may be used)

3. What You do in this job (Description of job duties, activities,

and responsibilities; relationship of work to total organizational
operation) (I1lustrations, slides, production/organizational charts)

6. Jhat this work will pay you (Amount of earnings per hour, day,

L. Wnere you work (Work location, environmert, equipment (tools), clothes,
conditions) (rlllustrations, slides, photos, or other examples may beused)

5. When you work (Hours and days of work , including shifts,svertimeseasornl)

Week,/month, or year - entry level, average, maximum gross and net pay)
L

7. Other benefits you have to help you on this job (Fringe benefita--

insurance, leave, bonuses, discounts, retirement, social securiiy,union)

__ 8. What future you have in this job (Prospects for employment now and
in the future, opportunities for advancement withir and beyond

the.job-—ladder or promotion from entry level to highest attainable

position in career area and in orgdnization, technological changes)

126 l’},'d




9. What you should be like to do this job (Personal traits, attitudes,
temperaments, interests, values, goals suitable for a ¢areer in this
vecupationj for promotion, advancement; organization's requirements)

— 10. What you need o know and be able to do in this job (Mentaland physical

abilities--aptitudes, knowledges, Vgcabulary, skille-level of speed and
accuracy of abilities to work with data, ideas, people or things)

(]
(]

. School)Work needed for this job (Course preparation and training
needed

12, Where you can learn how to do this job (Previous experience,
activities at school or in career-related school, leisure-
time, part-time, periodic, or full time jobs; on-the-job
training, in-plant, apprenticeship, special vocational,
technical, or college training; or other types of training)

13. Things you need to have before looking for this job (3chool
records, dpplications, interview, certificate, license, physical
exam, pre-employment tests, union membership or apprenticeship,
tools, and other requirements)

1. Where to find this work around here (Places to apply for work
and information needed)

15. Hhere else you can find out more about this kind of work (Job
descriptions, audio-visual aids, published or duplicated
materials, programmed print-out data processed information,
resource materials, sources and addresses)

lo. Other kinds of work almost like this occupation which you
may consider

17. Any other information sought by students, such as: how and why
Jou got into your job, what are the values, good/bad features,
affect on family 1life, leisure time activities, hobbies, -
accomplisnments, and other questions related to the career or
>eceupation

19, lurpested follow-up activities to gain first-hand job knowledge you can

nelp with {In seh>ol; . on-site visitatinns, interviews, observations,etc)

We appraciate your cooperation with us in our career education
rreogram, and look forward to participation in this activity.*

Very truly yours,

#State ir waicn «f the following areas you are available to serve
a8 2 regirce weras: 1) this school: , 2) other

sl witalin a deslrrated area of the community as follows:
, 3) all of the community ,
4) parish , 5) region » 6) statewide _ .




VITAL CAREER INFORMATION CENTER

P. 0. BOX 44064 ,CAPITOL STATION,
BATON ROUGE, LOUISIANA 70804

FORM 13
GUIDELINES FOR SPEAKERS

«

We are very appreciative that you are willing to give up time
from your busy schedule to talk with students about your career
field. It has been our eXperience that students have concerns
about things that are listed in the following questions, in
addition to the basic occupational information requested in our
letter. Would you please consider these in your presentation.

1. Why did you choose this type of work?

.

2. How did you get into your present occupation?
3. Why did you take this job?
li.- Do you enjoy your work?

5. What do you especially like, find satisfying, and
rewarding about your job?

6. What do you like least about your work?

7. How do you adjust to these dissatisfactions?

8. How hard is your work?

9. Tthat kind of work load do you have?

0. What %re the pressures, strains, or anxieties of your work?
11. Aneyoﬁ tired when you finish work? \

12, Who depends on your work?

13. Upon whom do you depend?

1. Do you have security in your job?

15. Do you receive enough encouragement, credit, and
recognition for your work?

'16. How do you see your relationships to others in the business?

17. How do you see your job in relation to the organization as
a whole?

18. How does your job affect your personal life?

19, Would you want your son or daughter to enter your career
field?

128




20. If so, what would be your advice to them?

21. What difficulties do beginners often have in getting
started in this career area?

22. Are there problems getting this work because of sex, race,
creed, color, or national origin?

23. What special problems do entry workers have in adjusting
to their first job?

2l How can the school help prepare students for entering in
this career?

25. What other ways can you spend your time preparing for
this career?

129 - 1vo




FORM 14 A

SUGGESTED FORM FOR "EVALUATION OF RESOURCE PERSON"

Please complete  his forw after eaci

se .t a resvurce person and send a copy tuv the coordinatcr

to assist you and the schlioul in evaluatin, tue benefits experienced and makin, inproverents

in future use of resource persons.

RESOURCE PERSON:

; CAREER AREA/CCCUPATION:

SCHOOL:

GRADE. LEVEL(S): ; PERIOD/SECTION(S):

; COURSE TITLE:

; GROUP SIZE:___ M¥__F ®

T; TEACHER: _

ACTIVITIES BEING EVALUATED

RATINGS (Check

COMMENIS (Writ -/Type)

Type: (Check) A. __ Speaker,

B. __ Interview, C. __ On-site
visitation, D. __ Observation of
worker

[
=4

y
Good
Avera

w|Average

[ Below

N 1Good

v | Poorx

= {Ver

1. Planning

2, Preparation

3. Presentation as a whole

4. Information supplied requested and
needed about career area/occupation

5. Kept students' attention

6. Appropriate for students' develop-
mental age and grade level(s)

‘7. Data exact, current, factual,
tic with local applications

redalis-

8. Effective use of audio-visual ara.’/
reading/resource naterials

9. Style is clear, concise,
suitable vocabulary

10. Stimulates students' awareness of,
appreciation for, contributions of
workers in the career area(s)/
occupation(s)

li. Motivates and encourages further
investigation of and preparation
for career/occupations

12, Related to school curriculum/course/
classroom subject matter

13, Overall learning purposes adequately
fulfilled

14, Resultgd_invgzafiléble follow~-up
activities

15. Recommendation for using resource
person again

Q
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State su  estions for irprovin: future use:

School Teacher

131
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EMPLOYELR
INTERVIEW QUESTIONAILIRE
FORM 17
Particapant

Lrplovee

Why are you working?
A. Are the

you ma jor wage ¢arner i oyour ramily?

B Do you enjoy your wor' ?

. Why did you choose this type of wort?

D. Do you plan to stay with this tvpe ol work.in the rfuture?

I Have you ever thought of quitting?

How hard do you work?

A Can you determine vour ovestime?|
B What

- T
kind of work load do you have?

C. What are your hours”

D Salaryws  Minimum Max 1uum

E Other fringe benerits?

Are there pressuares, strains, or anxieties 1n vour work?

L]
What special problems () new empiovees frequerntly have in adiust.na

to the Yob?

What bena

successful in

are e nosti zmport;nn characteri=i.Cs tor

job?

petrsonal

the

What other requiremanis are necessary ror the job? _
A Education?

B Special skrils-

. On-the-job train:ng” \

In your opinion, what are the opportunities for\;\dv(mcement m

your pbr_

Are sobr

Ix> you get enough recognition from your work?

Yoa soecare 1n o your

What are your attitrdes toward un.ons and union membershap?

; J3L

Lo N




XI. Would you object to working with someone 1n a minority group?

A. Do you have any minority groyp members working here?

- et

XII. Does your employer encourage vou to get more training?

A. Do you feel limited because of your leve! of training?

B. Would you change your background of training if you could?_

C. Do you want to have your son or daughter follow in your
footsteps?
X11T. How do you see your relationship to the company as a whole?

XIV. ~-In your opin.on, what can the school do to do a better joo ofr

preparing people to fit i1nto your kind of job?

NOTES

— o — e — -
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VUTAL CAREER INFORMATION CENTER
INTERESTS AND TEMPERAMENT (FERSONALITY CHARACTERISTICS)
SELF-EVALUATION FORM

E

foase ~orplete r1s forr on tour dntereats o 1 terjera-ent (pers nality trairs o characteristics) as you see then,
= - INIERZSTS . TEMPERAMENT ¢ ~.RSONALITY CHARACTERISTICS)
State yeur raia interests oo .._¥ sState those things that best descxibe your personality-= the
ll real you:
} ] ] Tt —
| State your maln leiwsure time activities: - -
¥
1' i you have taken tie huder Loterest Inventory cieck the What do you think are your best personal characteristics: -
g areas in which you had the highest scores: (utdoor Work ___ 1 AMOUNT
Mectianical __ i Computational _, Scientific___, tersua-
; :1:1 N M—)ét"v‘;cft‘C—Cl'c’;‘;‘;‘l'"’—— Musieal . ST oT—ar—§ LACIIVITIES WHICH RELATE TO YOUR FERSUNAL TRAITS q el 9
r——m =l531 3 gm% Fur each one of the activities listed beliw chec!| [¢ 3 2123
D 2010 u — i3 ~ -1 = p— | 3
- _ 2S5 ¥ o 52 § the amount that the activity relates to your per-} 209 3 dl3
For each of the activities listed beliw chiechizi< - | < F2 21= ¥ sonal tralts and is agreeable to you: = [ <0<
t~e arount cf interest you have in it: [l SO0 Bl S O oy ln
1' l.‘aorxing with things and ob jects T. Do wmany difierent things oi Limemjob ]
; T 2, Do the same kind of taing on the job
y 2. Dealing witr pecple in the selling, 3. Recelving Instructions on what tc do on job
! providing, use of goods and services N e : oo . R
r 3. Doing the same kinds of things in a : 4. Planning and directing own work and of others
i set way _ _ — - —— - -
4> Vorwing wich people tc help them in 5. Working directly with people on job dut:ies
[* {ndividual or yroup situations T, Working alone or apart from uthers on jub
». Doing work which gives cecognition T
and praise 7. Changing people's feelings, opinions, habits
[7. Tormunlcatin, thouchts and ideas to of thinking about ideas and things
seople by writing,talking, acting 8. Doing work under pressure, struss, takiug
{ 7. Scieat{fic and technical activities risks dealing with the critical or unexpected
b T 9. Using personal senses or cormon sense in rak-
.. Abstract an! creative activities usiny 1y, judpewments and decisions fror experiegce J
173 ination, thinking , understandin, Aol i, Tsin,, measurable standards, puldes, or facts
[} Trocessia. materials, operatin; equij - il in making judgements and decisions_accurately ]
~ent, and using techniques not deal- 1. Interpreting feelings, ideas, or facts in
ing, directly with people _ own_terms, by doipns voux own thing Y S
! 7 W rvlng with raterials tu produce sore- !. Beiny very accurate in work and measuriny how
thirg that has definite value and use ) well things meet lirits or standards set
T Vou are n+t sure about sor€ of your interests and Le jrerdments and want to discuss these with your counselur and/ or teacher
corplete tre following and brin. this forr in with you when you cone for an interview: ‘
Nare: _ i vAe_ o School . Grade:___; Date:__ |

¥

l)‘t )

Q
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\ st 13T
YITAL CAREER INFORMATION CENTER
PERSONAL TRAITS
SELF-EVALUATION FORM

\
Please check the amount that each one of the statements below describes how you
look, worx, or acth.

FERSONAL TRAITS

RATE YOURSELF N WAYS Y.' LOOK, WORK

EACH STATEMENT OR ACT

1 Am ettractive and keep neat

7. Am courtenus, think of and respect others'® feelings

Am dependable, complete jobs assigned
Use abilities tm "thnink-up,! start and make or do things

Iy
G, Am lnoyal, stand up for my school, group or church
. Can remember and repeat things exactly as they wers
7. Fnllow directions quicky
H, Am ~rderly andé accurate
9. Keep conl, at ease, sure of self and abiiilies
17%. Am prompt and do things on time
11. Am friendly, pleasant, easy to get along with
2, Am tactful, have skill in dealing with people
13. Othar peopl _rust and believe in me
.. Other ways Wwork or act:
2.
b.

If vHu are 1.t sure about s wme f ywur traits a.d want to discuss these with y ur
~our2el r and/.r teacher, c¢.mplete the following ard bring tnis form in with y u
wher y . *me &Hr an interview:

NE WO 3 Age ;oBernonl ; Grade:

O

ERIC
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\ VITAL CAREER INFORMATION CENTER
P. 0. 8BOX 44064 ,CAPITOL STATION ,
HATONM ROUGE, LOUISIANA 70804
FORM v

TALEUTS AND SPECIAL SKILLS FORM

(3) TOW InTEREET
STUDENT

SCHOOL ) , GRADE

TLZRL 0% ACTIVITIES AND WHAT YOU DO

~ & e oy o wi oA =

- DEALING WITH DATA "% 1DNAG-

CHECK THE AMJUTST THar YU LIKE EACH OF THE FOLLOWING ACTIVITIE
ON THE RATING 3CALT TO THE RIGHT, USING THE POLLOWING GUIDE:
{1) HIGH, (2) AV aVERAGE, (3) AVERAGE, (l.) BELOW AVERAGE,

J. SYUTHESIZI ¢ (1 UTT.0s ThanTHER IDEAS, DATA,
I'W""’{If""‘"“ T DISTOVER FACTS AND/OR DEV"‘LOP
ﬁ'-snc-rpwx:-\—"n'(‘ 3 .

i

GO )"’;SD""IA’“""* =771y Ur SRDERLY STh.po FOR GETTING
WORE, DoUE SE 40TI00 T RE TAKEN, O BASIS OF
DATA AUALT..ED}

. ANALY L0 (SAAMin L3/ TR3TING AXD FINDILG OUT THE

ACCURACTY ANT VALGE oOF DATA TO STATE HOW IT IS
USEFUL) B
= NN RTy T T e e TR R S T e Y r’»"‘v'wm-r"‘-j ‘L‘
L }AL?JZ. hee o IR N S | .. .'.....{" PR o g
CLASSIF 1l TURORMATLON ABOUT DATA, P .CPLE,

I:u..;,;‘ TR mTOALT JRLOMIED OR CARRY ‘DJ.

Ly e
AL TIGL I EI

~
= TR T T T IS ST TN S R R T R T, L BT —
_‘ro O?‘ﬁ 7, FIFSYST .l L N O SIS 5 5 ) r.u s
——TTSTSATTT O race e v on s e fm A NTT AT . .-2 R
RyTLTS AL O S AT OASTINT CAN Bo TAKEN
.y DT ST .
IR SEET RIS RN

5. COPYL.G (PUTTDIT DWWl T: WATT5 SOMETHING HEARD OR
T RES xD AT RLIORTI O W.NDS Oh TTUMEERS I CERTAIN

~ ,.,, - - PERY
\ !I'Jf; Py AU

e - ——— s = e —— —

0 RS T T T TR T T PR I s =
:r'- OAA: ’&."{ Lilr N SR T O 14:..1.‘1., Mol by OR szlll\tu ARJL
e S IRy o R e TS et ot S o o ~n g -
THE SAME 72 7 LEFRRET BY USING SOME DTANDARD TO
T - e SYYTARS T v
SELECT, {°, TUOPECT, DXAMINE AND SAKE
AT ey Y “ ) \'r"‘)
L
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-
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TALENTS AND SPECIAL SKILLS FORM (CONTINUED)
PLEASE CHECK THE AMOUNT THAT YOU LIKE EACH TYPE ACTIVITY:
TYPES OF ACTIVITIES AND WHAT YOU DO (CONTINUED)

DEALING WITH PEOgiE—

0. MENTORING (ADVISING, COUNSELING, GUIDING TO
OTHERS - IN SOLVING THEIR PROBLEMS)

NEGOTIATING (EXCHANGING IDBAS, INFORMATION,
AND OPINIONS WITH OTHERS.- TO REACH AGREE-
MENT ON DECISIONS, CONCLUSIONS, OR
SOLUTIONS TO PROBLEMS)

INSTRUCTING (TEACHING OR TRAINING OTHERS BY.
EXPLAINING, SHOWING,  SUPERVISING ACTIVITIES,
AND RECOMMENDING IMPROVEMENTS )

/

SUPERVISING (FINDS OUT THE WORK TO Bk DONE,
ASSIGNS AND TRAINS OTHERS WHAT TO DO, AND
GETS THE WORK DONE THROUGH DIRECTION,
COOPERATION AND ENCOURAGING WORKEERS'
PRODUCTION)

DIVERTING (ENTERTAINING OR AMUSING OTHERS,
USUALLY BY ACTING, SINGING, DANCING OR
OTHER PERFORMANCES)

PERSUADING (GETTING OTHSRS TO BUY~A
PROD%CT, SERVICE, OR ACCEPT A POINT OF
VIEW

SPEAK ING-SIGNALING (EXCHANGING INFORMATION,
GIVING ASSIGNMENTS OR DIRECTIONS BY TALKING
OR USING SYMBOLS OR SIGNS)

——

SERVING (ATTENDING TO THE NEEDS OR REQUESTS OF
QTHERS BY QUICK ACTION)

AN
B, TAKTHNG INSTRUCTIONS~HELPING (FOLLOVS ORDERS,
HELPS AND ASSISTS WORKERS)

L7

19,



PLEASE CHECK THE AMOUNI YCU LIKE BACH TYPE ACTIVITY:

TALENTS AND SPECIAL SKTLLS FORM (CONTINUED)

TYPES OF ACTIVITLIES AND WHAT YOU DO { CONTINUED)

~

Te N

DEALING WITH THINGS-

RATING SCALE

T PRECISION WORKING (USING SPECIAL SKILLS AND
ABILITIES TC PUT THINGS IN PROPER PLACE ON
MACHINE OR ELSEWHERE AND SELECTING THE TOOLS
OR MATERTALS IEEDED T¢ DO THE JOB, THEN
CARRYRG OUT THE TASKS NECESSARY TO COMPLETE

___THE JOB)
5 OPERATING-ColTROLLL.: (STARTING, ADJUSIING,

PLACING MATERIALS I.. AD RUNNING A MACHINE,
READING GAUGES, METERS, DIALS, TURLING
VALVES TO REAULATE SPEED, VOLUME, TEMPERA-
TURE, PRESSURE, MOTIOH °F EQUIMMEIT ALD
MATERIALS ) \

DRIVING-OPERATILG

(CTALTI.G, STERRILG,
GUIDING, AD ILVILG COLTROLS Y HMACHIIES OR
EQUIPMENT 1) FOTLOW A GCOURSE: MAKE, SHAPE
OR RESHAPE MATH% ' ATS: ALD/OR MOVE THINGS OR

PEOPLE)

MANIPULATING (WORKIY, IIOVING, GUIDILG, OR
PLACING OBJECTS OW MATERIALS WITH THE USE OF
HANDS, FINGERS, #zuT, TOOLS OR DTHER

EQUIPMELT) ’

Vi

TENDING (STARTING, STOPPING, AND WATCHING THE
OPERATION OF MACHINES AIID EQUIPMENT, MAKING
SIMPLE ADJUSTMENTS AlD CHANGES IN PARTS)

TFEEDIRG-OFFBRARTIG 17UTe WALERIALD I MACHILE,
TAKES OUT AID MOVEG)

HANDLING (L1 10, CAROLIE:, MuVES, R TIANIDLES
77

ABIBCTS WTTH HANDS/HALNDT 0OL))

i
1

1Y%0
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VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 ,CAPITOL STATION ,

BATON %Lfﬁf, é{)UISlANA 70804

OCCUPATIONAL VALUES

RANK TN ORDFR FROM HIGHEST (1) TO LOWEST (7) THE IMPORTANCE TO YoU
OF THE OCCUPATIONAL VALUES LISTED BELOW: ,

RANK ~ OCCUPATIONAL VALUES DESCRIPTIONS

!
H

INTEREST AND

———

SATISFACTION - I VALUE AN OCCUPATION THAT CAN:

-GIVE ME A CHANCE TO DO THE KIND OF WORK T LIKE
-MAKE ME FEEL PLEASED AND HAPPY WHEN T DO IT

) ADVANCEMENT/
PROMOTION - I VALUE AN OCCUPATION THAT CAN:
' - GIVE ME A CHANCE TO GET AHEAD BY LEARNING MORE
- PROVIDE A GOOD OPPORTUNITY FOR ME TO ADVANCE
- MAKE IT POSSIBLE FOR ME TO MOVE UP OR GET PROMOTED
SALARY/WAGES/ [
EARNINGS/PAY - I VALUE AN OCCUPATION THAT CAN:
~ - PAY ME ENOUGH MONEY T O GET THINGS I NEED AND WANT
- GIVE ME A GOOD INCOME
- PROVIDE ME A GOOD LIVING
PRESTIGE/ ,
RECOGNITION - I VALUE AN OCCUPATION THAT CAN:
- CAUSE PEOPLE TO TRUST AND DEPEND UPON ME
- LET ME GET CREDIT AND RESPECT FOR THE WORK I DO
- MAKE ME FEEL IMPORTANT AND LOOKED UP TO BECAUSE OF IT
PERSONAL/
INDIVIDUAL - I VALUE AN OCCUPATION THAT CAN:
- FIT IN WITH MY WAY OF LIFE
- ALLOW ME TO DO WHAT I HAVE ALWAYS WANTED TO °
- PROVIDE AN IDEAL TYRE OF WORK FOR ME
PREPARATION/ .
ABILITY - I VALUE AN OCCUPATION IN WHICH I CAN:
- USE MY EDUCATION AND TRAINING
- APPLY MY APTITUDES AND TALENTS TO LEARN AND DO THINGS
- DEVELOP SKILLS BY BECOMING GOOD AT THE THINGS T DO
- DO THE KIND OF WORK FOR WHICH I AM BEST SUITED
- SECURITY/ .
) PROTECTION - I VALUE AN OCCUPATION IN WHICH: N
. - I CAN GET STEADY, REGULAR WORK
- THERE WILL USUALLY BE A DEMAND FOR WORKERS
- JOB OPENINGS WILL OFTEN OCCUR
- I CAN GET A JOB AND KEEP IT
- I CAN GET SOME THINGS IN ADDITION TO PAY, SUCH AS:
VACATIONS, SICK LEAVE, INS URANCE, SOCIAL SECURITY,
RETIREMENT, PENSIONS, AND OTHER EMPLOYEL BENEFITS
STUDENT , SCHOOL
GRADE , DATE
149

14,




VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 LAPITOL STATION ,
BATON IBQ}%G{EL LOUISIANA 70804

WCIPATIUHAL. GoALS

, ~'RANK TN ORDER FROM HIGHEST(1) T. LOWEST (7) THE GOALS WHICH YOU WOULD
LIKE TO REACH IN A CAREER, LISTED BBLOW: .

RANK ~° GOALS DESCRIPTIONS
FINANCIAL:GOAL

\ °

WANT TO MAXKE AS Vb(,.r{ MONEY AS POSSIBLE
- BE ABLE T0 GIT THE THINGS YOU WANT.
- TC BULID UDP A COLLFCTION, KEEP AND PRESERVE OBJECTS
- HAVE SAVINGS, '} LIVESTMENTS FOR FUTURE INCOME
ALD SLCURITY

SOCIAL ACCEPT-
ANCE GOAL - WANT T0 BE LNOKED UP TO OTHERS
: - RECEIVE ATTELTION 0N OTHERS AND BE ACCEPTED BY THEM
- GET OTHER: T0 LIKE AND RESPECT YOU
- FEEL NESLED AND WANTED AS A MEMBER OF THE GROUP

AUTHORITY-POWER
GOAL - WALT 7) BE A BUSS, SUPERVISOR, MANAGER, OR LEADER
- BE ABLE TO CONTROL AND RUN THINGS
- CAVE THe RIGHT. 10 LEAD PEOPLE OR TELL THEM WHAT TO
DO AkD TiHi, WAY TO DO IT

VWIORK-CENTERED
GOAL - WATT o TMARL ALL 77U CALD ABOUT A JOB AND HOW TO DO IT
- D0 A Gl JOB O ’JU CAIi GO AS PAR AS YOU CAN IN IT
- EITOY W RKING A"‘ A JOB TI{AT YOU LIXE IN BUSINESS,
TLOUSTIRY, ‘ﬂjmlx-mll’“, vt IN WORK ON YOUR OWN . /

SERVICE-(CENTERED '
GOAL - WALT T YELF P BE OF SERVICE TO OTHERS
- BIDABLE T ”‘”JA"H R TRAII OTHERS
- GO0 DUTIND wR vRUTECT OTHERS
- Al OTHRE T IIPROVE THEMSELVES OR MEET THEIR
SEQLONAL LEEDS AD A PERSON AND MEMBER OF THE GROUP
- FUILE OR COUNEEL “IUXRS TN HELP THEM SOLVE PROBLEMS
ATOUT TS, SCHS JL, DEALING WITH OTHERS AND THEM-
L'L L" :4
-~ TRLLD O TEDRD 00 TMURUVL THEIR HEALTH OR CONDITION

~ . PERSONAL SUZCESS .
GOAL - WAIT S TAFZ A AR FOR YOURSELF TO PLEASE YOU
- B SATISFLUD WITH YOURSOLF BY REACHING THE OBJECTIVE
YU SET FOR YOURSELF I YOUR JOB OR CAREER
- MAKE DI0 HOST OF WHAT YOU HAVE LEARNED AND ARE ABLE
TO DO WHLi. IN {4 JOB OR CAREER
- USE YR DALFNTS, GR THE WAYS YOU THINK, LOCK AND
ACT T, BYVRLES Y LR PR INGS, AND IDEAS BY PERFORM-
ACLS, WRLIINE, DRAWING, SINGING AND/OR PLAYING

B N -
- GATDLS x‘,fu o

FAMILY-CENTERED o
GOAL - WALT I CReVTDN NN RAITLE A GO0D HOME LI
- KR Y UR WAY 60F LIFL GOLNG Td YOUR FAMILY B
STUDENT , DG ,GRADE

DATE

o lf}u




1,

2.

S.

6.

9.

FORM 23

DIMENSIONS OF VOCATIONAL NEEDS

Ask Yourself: How important is it to an ideal job for

me, the kind of job I would most like to
have?

Check the box on the right indicating the degree of
importance you would personally attach to each item.

v

Ability Utilization:
I could do something
that makes use of my
abilities.

Achievement: The job
could give me a
feeling of accom-
plishment.

Activity: I could be
busy all the time.

Advancement: The job
would provide an
opportunity for ad-
vancement.,

Authority: I could
tell people what

to do.

Company Policies &
Practices: The com-
pany would adminis-
ter its policies
fairly.,

N

Compensation: My

pay would compare
well with that of
other workers.

Co-workers: My co-
wotkers would be
easy to nmake friends
with.

Creativity: I could
try out sone of my
own ldeas.

Neither
Important
Very Un~ Nor Un- Very Un-
Jmportant Important important important important
1. 2. 3. L 5

-l

151 140




Neither

Important
Very Un~ for Un- Very Un-
Impqrtant Important important important important

- - e e oA L

10.

11,

12,

13,
14,
15,

16,

17,

18.

19.

20.

Indenendence: I
could work alone
on the job,.

Moral Values: L
could do the work
without feeling
that it is morally
wrong,

Recognition: I

could get recog-
nition for the
work 1 do.

Responsibility:
I could make de-
cisions on my own.,

Security: The job

would provide for
steady employment,

SociaIIService:
I could do things
for other people.

Social Status: I,)‘
could be "somebody"
in the community,

Supervision-Human
Relations: My boss
would back up his
men (with top
management),

Supervision~
Technical: My boss
would train his men
well,

Variety: I could
do something dif-
ferent every day.

Working Conditions:
The job would have

good working condi~
tions,

h e

J

P

2uu




FORM 2L. PEER EVALUATION

1 am interested in learning more about how I work in
a group. Would you please help me rate my behavior
in this group? My name:

+ 1. Behavior -~ observed very often 5
2. Behavior - observed often ﬁ'
3. Behavior - observed some S <
L. Behavior - observed little : B 'g e ®. 9
. Behavior ~'observed ' - @ & 6 o
5 ehav e none = S5 a4 =
1- 2- 3- 1&- 5-

" Honest with other members.

Contributes to the group.

Expresses self clearly.

Surmarizes what is happening.

Yields to group pressure, conforms.

Provides helpful feedback to group members.

Listens with understanding to what others say.

Takes

lead in selecting topics.

9.

Shows

interest in people and their ideas.

10.

Knows

when to talk and when to listen.

11.

Helps

others feel at ease.

12.

Helps

gfoup to stay on subject.

Shows

that he likes us.

14,

Tends

to wander off the topic.

. 15-

Annoys others.

16.

Sets himself apart from the group.

17.

Runs away when faced with a problem.

18.

Shows

the task.

evidence of being well-informed regarding

19.

Contributes ideas that move the group toward its goal.

20.

Applies knowledge to solution of problems.

21.

Functions, in general, as a helpful and productive
group member.

-

153
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FORM
KNOWIEDGLS ANWD SETLLS CEEDCD IW AN OCCULATION
KHOWLOC LS LD CUUILLE - JATUVAGE ARTE
DIRECTIONS: WRITE CODL Luiir M5 1% CTATRS U RIGHT TC I'™MTJATE THE DEGRLE OR AllGU™NT COF

i
KNOWLEDGE AN/0ii o XYL “up 30 FOR ThD PARTISUILR OCCEATION,  (CODE SCHULOL tZVEL:
E - EIEIENTALY, JH- JUL0. Liol, Sk - SENIOR uIGH SCHOOL; C-COLLEGE) RA‘['ch_l

CCCUPATION:

Very linH

=

6, EVALUATION 1. MAKE JUDGE™ENTS (N:
a. TECHNIQUES USED 8Y A SPEAKER IN ORAL PRESENTATIONS
. INVOLVING THE CONPARISON OF READING SELECTIONS "TO PERSONAL
EXPERIENCES

c. GROUP DISCUSSTONS ON BASIS OF TECHNIQUES AND CONTENT
d. PERFORMANCE OF A MODERATOR IN A DISCUSSION
e. OPTIONS OF JOB OTYORTUNITIES ON BASIS CF INTERESTS, GOALS
f. READIXG MATERIALS

2. GOMPARE AND/OR CONTRAST:
2. DIFFERENT AUTHORS' STYLES OF WRITING
b, ONE PERSON OR THING WITH_ANOTHER PERSON OR THING
c. COMPARE AND EVALUATE MAJOR ALTERNATIVES
& WRITTIEN STATEMENTS, EDITORIALS, NEWS ARTICLES
¢ THE RELEVANCY OF SCEOOL_SUBJECTS TO PRESENT-DAY WORLD

3, INFER THE AUTHOR'S PURPOSE IN A BOOK OR ESSAY *

S, SYNTHESIS

-
.

COMBINE CONCEPTS, PRINCIPLES, GENERALIZATIONS BY ORGANIZING

SENTENCES AND PARAGRAINS TO DEVELOP A TOPIC

PRODUCE A FACIVAL REPORT FROM NOTES AND OUTLINE

WRITE -ORIGINAL STORIES, POEMS, COMPOSITIONS

DEVELOY _DRAMATIC TECHNIQUES

DESIGN A ‘IETHOD FOR MASTERING THE SPELLING OF WORDS

EXPRESS IDEAS I} VARIOUS WAYS ORALLY AND IN WRITING

ORGANIZE WORK A$SIGNMENTS

WRITE A NEWS ARJICLE .

TELL A PERSO‘U\L EXi ..RIE“»E E.' rECTIVr L‘

PLAN A DEBAL:., ’A‘IEL DISCUSS 10N

WRITE A RESE!RCH PAPER
/

-

\O(D\JO}I\S-\Q&N

——
-

READ CRIT rm,vl

NAKE IVFE:fE “CES DERI\,ED F\O {A L-I‘JE\ iAMCRA}’H

DET"RNI\'E KE')\TIO\S}” g LIONG IDEAS IN A TARAGRAFH

DETERMINE CORM AND . AITERY IN A "A_LITERARY WORK _
“PERCEIVE-
a, COMTEVT A'D S,F7.1_TECHNIGUES FRO'! ORAL i RESENTATION

'6, "DIFFEREVCES 1% SRITTEY RESENTATIONS

c. AUTHOR'S INIENT OR_rOINT OF VIEW;
d, TECHWIAUES USED i% WRITIEN WORKS
ANALYZE:
a. VIEW OINIS 13 EDLIGRIALS, NEWS ARTICLES
b. WRITIEN A'D ()AL SESENTATIONS __
c. OBSERVATIUN: _
d, TV _PROGEAS 0K “/IES
7. DIFFERENTIAIE LINE LSSES Al DIIFERENCES
8. DEDUCE DETAIL I WRILTEY_A'D_ORAL PRESEVTATIONS

.
.
.

UQUNP‘

3. APPLICATION 1. READ WITH 'EANING
j 2. WRITE WITH CLARITY
* 3. _INTERACT VERBALLY WITH OTHERS
4. LISTEN_INTENTIVELY_
5. USE CORRECTLY:
a, SPELLING RULES
b, GRAUDATIC IRINCIYLES _
c. PUNCTUATION AYU_CALXTALIZATION RULES
I, DICTIONARY AND JEFERSNCE MATERIALS
Te. TECHRLLUES OF ( GATL.E WRITLNC
- 6. _FOLLOW HRAL AND WRITIZ' L' TRUCTIOYS, DIRECIICNS
2 . COMPREHENSION *1. I'rrx«'arm i
2. $ITSTRICTIONS, DIRECTIONS, AND_INTORVATION _
b. ¢ ORAL 1 .sm,cmw SIRECTIUNS . AND  NFCRFATION
¢, PICTORIAL, GRAL m L AD_ST'BOLIC INFORATION
RECOGNIZE:
a. WORDS
b, SENTENCES
c. PARAGRAIMSE __
d. MAIN IDEAS
: SIMMARIZE:
]:K a. PARAGRA(HS _

—he STORTES.
- c. REFORTS

o ot s WX M B e e




KNOWIEDGES AMD SKILLS NLEDCD IN AN OCCUPATION

(NOWLEDGES AND SKILLS - jAGUALL ARIS (COTTTSUED

b i E R £ THE DEGRLL OR AMOUNT OF
E NS: WRITE CODE LETTER(S) 1.4 SPACES ON RIGHT TO INDICAT UN _—
PIRECTION KNOULEDGE AXD/CR SKILL EEDYD YOR THE .AQTICULAR (CCUPAT104.  (CODE Sv.\.h()OL LLVEL:
E - ELEMENTARY; JH- JUJICR HIGH; SH - SLNLOR HIGH SCHOOL; C - COLLEGE}

RATLIC
OCCUPATION: - 5 §
) >{.c b’ o
4l L3 TE 3]
4 Rl K K K
! B ) el ]
e L2 J3J5.0s.
= 2. COMUREHENSION 4, UNDERSTAND TECHNIQUES AND/OR RULES: OF:
a.LISTENING - HOW AND WHEN TO LISTEN .
_b, SPEAKING - CONVERSE, GROUT DISCUSSIONS, ORAL REPORIS
¢. WRITING - PRINT AND WRITE IN SCRIFT
o READING - WORD RECOGNITION, MEANING, STRUCTURE
¢ SPELLING - AGE APPROPRIATE WORDS
£, LANGUAGE - "CO2UNICATE UNDERSTA'DABLY
& ENGLISH - CORREGT USUAGE
h LIT ~ STYLE, FICTI* NON-FICTION
i CREATIVE WRITING - IPAGINAT. N, ORIGINAL, OWN IDEAS
1. KNOWLEDGE 1. BASIC FUNDAMENTALS OF: ~
: 2. LISTENING
b, SPEARING
<. HANDWRITING ‘\
d. READING ] \
—€: SPELLING - -
£+ LANGUAGE - b .
£: ENGLISH \
_h- LITERATURE
_3. CREATIVE WRITINC NER -
2._FOLLOWING DIRECTIONS
3._BOOKS AND MATERIALS B
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KNOWLEDGES AiD SKILLS NLEDED IN AN OCCUEATION

KNy rEDoIS AND SKILLS - JATHEVATICS

DIRECTIONS: WRITE CODT IETTLR(S) It SFACES 07 RIGHT TO I'DICATE THE DEGREE OR AMOUMT JF
KHOULLDGE AUD/0R Si TLL MUEDED FOR THE PARTICULAR OCCUPATION. (CODE STACOL LIVET:
-\\ E - LLEMENIARY; JH- JUNICR KIGHM; SH - SENIOR HIGH SCHCOL; C-COLLEGE}  ———- =
OCCUPATION: 3 =
- 44 N
. o SR
\ Szl %%
6o SVALUATION | £VALULIS: L2434l
o DETERMINANT F. CTCRS R R
. CONSUMER BUYING T SR
—COST OF LIVING PRI 10 0
: . DECISIUNE CONCERNING: N T
. s SRSQUAL FINANCES L! } :
~ COITARATIVE BUYLNG i R
— . CoST_ESTLIATLING [
& LROBLEN S LVING N
. A RARSE: - ”;
s _AUslcn., INDUSTRIAL, FINANCIAL ('ARKET QUUTATIONS !
VALUE OF THE DOLLAR 11
JCDGE THE_ADZ UACY “ITH WHICH CCiCLUSIONS ARE SUPPORTED BY TR
STATISTIC L D Th ; . i :
' ,JIDGE LUGICAL FALLACIZES I STATISTICAL DaTa [
’ L aCUL GRS TITESST RATES OF [IONEY LENDERS il
CUTARE AA2nINGS FRCY PAYMENTS PER HOUR YERSUS & IECEWORK
- COTTARE CUST OF viw VERoys COST OF OLD iTEMNS
JCIMPARE UMERICAL VALUES (LOWEST-MIGHEST; LARGIST-SN '.ii»T) :
s,  SYTIRESIS ., { TaBL2S, GR/FHS, AVERAGES, AWD OTHER DATE RN
2, 2w SOLUTIONS TC NUMERICAL EROBLENS vy
, GRAFHIC REFRESENTATIONS Lo
.. DEVELOP FCRIYLAS Pt
i REZARE FLOW CHARTS N
fLa GIOMETRIC EXPERIMENTS P by
- TLAN FERSONAL FIBANCES (3VDLITS. Ly
CRGAZIZE STATISTICAL DATA S
COMBINE CONCE(TS, FRINCT o.£5, GENERALIZATIONS I 1R0B.n s Syt ING . 1 3
—s —_— R
4. aLYST: L. DETARVEINE iR CEDURES IN 1R¢8LEM SOLVING g e
3. AVILUATE THE ReLEVANCY oF DATA ! i '
L. DREAW CONCLUSIONS REGARPING PROBLEVATIC SITUVATICN ; L
.. AVALYZE “ATH-MATICAL SCLGTILNS _ .
ALIZATEGNS FROM COCEITS NN
. 345 1r ARITINETIC REASOX P L1
. e T NATBE! Anan + GLCEL TS A'D 2 ERATIGHS L3 b
N ]
I AR
3 AotLICATD T STATICHS CF UMERICAL - VANTISIES BRERE
VALEYTS, RATIOS, A'D ERO: CETIONS i s
WLES (Ceoko oDl wiot io B DS, walimi. .o 4 1 !
CANTEULATIONS L4y M
.RUBLEMS: RN A
. USE BASIC MATH FACTS IR IR
—— COMPUTE Ly g
o CALCULATS _ Cyoly
e e m = — R ——— o 1
2. T iRaialng TDERSTA'D MATHATICAL TERMS i
2, CNDERSTAND THE USE OF:
a WHOLE NUMBERZ
N ' YLACE VALUE
o ' FRACTIONS
: MEASUREMENT
N ___ GEOMETRIC CONCEPTS .
- T ALGEBRAIC CONCERTS
i P EBCENTAGE FORMULAS _
N CALCULUS . L
. STATISTICS _ P
o e oo m - - ILME 43D CHRONCIOGY .
1. KNOWLEDGE 1o MATHETICAL 1ejis e .
T TR.LSIC MATH FACTS R I I N
2a, SRUERICAL AYD ALGHBRALC F FacTs . T T R
o _GRAFIIES |
DL GEGYETRY - 1]
L TSETS AP AAGIC T o T
Ce XROBLEM SOLMINC _ T . . 1
ue . id_’ Am ('IHU \“(l‘x o R Y TN N
_‘_‘___r_‘v-(,[l().l L 1
oo SWATH SVIBOLS ey Y 3
156K o
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KYMLEDGES 43D

~

MATHE?*IATICS
JULLS BASK

UPCY .HE Do0; T
GED)

Secale ¢ neml “uestion Development (G
LEVEL | P r ' 3RLTANS e ) CATITIN AT ATV AT oy ro
- L i REASONING DEVELOPMENT Ma: i wraticet Develogroent MATHEMATICAL DEVELOPAMINT
G Apply p.mcxpms of ’oglcai or scientific - Advanced zalculus:
thinking to 8 wide ranuwe of inteliectual nnd Work with l:mits, continuity, real nu
practical pmhmm Ir-al with noewsverhal her systeris, raran value theorems, a
symbailism ‘xormu.?s saentific couations, implicit {unction theorems.
g'apb.-; ravsieal notes, vtc.) in its mast dif- Modern alrebra:

1 ficult pro-es. Denld -nt'x a variery of abstinct Appiy fundamental concepts of theord
ang eoplrete ranabls Apor.rend the most of greups, rines, and ficlds. Work wi
WBStrase ¢Hasses of whmeerts dnifgrwt.zu eq(;xa:.cns. inear algebra};

Lo finite series, advanced operations metho
Apptv Browiedie of advenced retio £ i an
wsthematcal and =:atisteal ?{:d 's{l..’xchons of reai and complex va
techaques such as ditferen- Stz;d‘:‘i.cs ’
‘ual and integral caleulus, Work with mathematical statistics, mat

' actor anrlisis, and probabil- treal Bt d heatiol

i it determinatiubn, or work matical prokabuity and apphcations,

; Witk & wide VAriety of theo- pex;lmen:ul design, statistical inferen

P redcal mathematical con ami econometrics. 1‘

< H - . - - re - H
: " Applt prine: plc: ~f gegical or seieatific é;\?)s‘lczyn?)::?:écrg::g;iixticol Aigebra: 1
thinkuany Lo define prallems, collect data, os- p'ric'edure« as m.empuical = Work with erponents and ]oﬁa"lth

i tabtoh facts, snd draw aal ‘d A iusicns, and dnﬁw&m}! equativons hnear ecquatiens. quadratic  equation

1 Internret an exiensive vamory of techrcal e ] s mathemat:cal  induction and bhinomi

y instructions in mathematical or diagrame theorem, and peninutations. i

o mwatic form. D2al with several abstract and Calculus: 1

s cenerete var.ables 3 Apply cencepts of analytic geometry, di

! feventiations and ntegration of algc'ora

; fanctions with applications. |

' Statisties: ) 3

! Apply mathematical cperations to It

i quency distributions, reliavility and vali

ity of tests, normaul curve, anaiysis.

! variance, correlation techmques. cl

1 square appheation and sampling theot

| and factor analysis. ‘

4 Apply principles of rational systems® to 8 p,.i ) ordinary arithmetic Algebra: ‘
selve practical problems and deal with a nigebrae, sud geometric pro- Deal with syatem of real number
variety of concrete variables ir s.tustions ¢ectures 1 standard, prectical linear. quadratic, rational, exponenti

ERIC

where only Limited standardizasior exists.
Interpret a variety of instructions furnished
in written, oral, diagrammatic, or schedule
form.

appheattons,

logerithinic, 2ngle and circular functior
and inverse functions; related algcbra
soiution of equations and :nequalitie
liits and rontxnuty, and probability al
statistical inference., \
Geometry:
Deductive axiomatic gecometry, plane al
solid; and rectangular coordinates.
Shop Math: )
Practical application of fractions, pe
centages, ratp and proportion, mensur
tion, Digarithms, slide rule, * practic
algebra, geometric construction, and [
sentials of trigonometry

o : M‘ :
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Apply comnionsense understanding to carry
out instructions furnished in written, oral,
or diagrammmuatic form. Deal with problems
involving several concrete” vanables in or
from standardized sitnations.

Make anthmetic calculations
involuing fractions, decimals
and percentages.

N
N

*Compute discount, interest,. profit, and
Joss; commission, markup, and seiﬁng .
price; ratio and proportion, and percent- |
age. Calculate surfaces, volumes, +veights, '
and measures. !

Algebra: !
Calculate variables and Tormulas; mono-
mials and ‘polynosaials; ratio and propor-
tion variables; and square roots and .
radicals. !

Geometry:
Calculate plane and solid figures; circum-
ference, arvea, and volume. Understand
kindg of angles, and properties of pairs
of angles.

Apply commensense understanding to carry
out dy;:tailed but uninvilved written or oral
instructions. Deal with problems involving
a few concrete variables in or from stand-
ardized situations.

Use anithinetic to add, subtract,
multiplv, and divide whole
numbers.

Add, subtract, multiply, and divide all
units of measure. P’e;form the four oper-
ations with like common and deecimal
fractions. Compute ratio, rate, and per-
cent,, Draw and interpret bar graphs.
Perform arithmetic operations involving
all American monetary units.

Apply commonsense understanding to carry
ovt simple one- or two-Step instructions.
Deal with standardized situations with oc-
casional or no variables in or from these
situations encountered on the job.

Purferm sivople addition &nd
subtraction, reading and
copving of figures, or count~
ing snd recording.

Add and subtract two digit numbers.
!ﬂultiply and divide 10's and 100’s by 2,

y By U.

Perform the four basic arithmetic opera-
tions with coins as part of a dollar-
Perform operations with units such as _
cup, pint, and quart; inch, foot, and yard;
and ounce and psund, :

2‘\)()
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KNOWLEDGES AND SKILLS NEEDED IN AN OCCUPATION
KNOWLEDGES AND SKILLS - SCIENCE
) DIRECTIONS; WRITE CODE LETTER(S) IN SPACES O: RIGHT 10 INDICATE THE DEGREE OR AMOUNT OF

KNOWLEDGE AND/OR SiILL NEEDED FOR THE I'ARTICULAR OCCUPATION, (CODE SCHCOL LEVEL:
E - ELEMENTARY; Jil- JUNIOR HIGH; SH - SENIOR HIGH SCHOOL; C - COLLEGE)

OCCUPATION: RATING
o
wt v
= ]«
1]
N Q Y
uitic] =l
3] I LR
= fo B -2].4
[RERERRE
[ SRR () i,.. & .o
+

. .:',ru.\; T1¢, o 112G,

) (..u& L Np m{’(TI‘E\‘ INFOi ‘1. TION OR-

&2 DECY v, L¥ TERL OF RELEV, X R R
3 ;_m, 0N FCTOR:, UED i Dumm.\m'rs RSO S 1
l'...u-mll oD GATTER L. TG MKE DECISIONS o Lol m_,‘_;
2.DECIDZ & GENCE OF +3RFORMING EAVERLUENT: e o L

.,.CL.\CL E UI‘I[L\'T NECDED i

Pkt AL L e L] [ T T, g

:.k.\,nlU: 40 mL ..AT“\'T CCYENCE IIETHODS ARE USED : :

5. <YNTHE I_ . D3 IGK EXVERIMENT . IR RRA
% D2 IGN ND I REENT DENOW,TR. TION: SRR
"3 DL IGN CHEY, TIC RE; RE..ENTLTION T
o t=op

.o DLIGN V'ROCEDURE FOR ~TUDYING PROBLEMs

"+ DE_IGN IWE.TIG. TION OF PROBLEMS o e
_ - YRODUCE. NEY IDZ, . GR_PL/N. FOR SOLUTION OF FROBLEM.. v .. i I 3
~i» COMBINE CONCEXT ,_ GENERALIZATIONS, PRINCLILE. 77 7 "1 7 .
o ORG: NL:£ INFORILTION ..ND J mu.‘u__m___ T L k i
!

4, _NILY.L. I L DEIECT LOCIC ‘L ERRCR:, UNSTATED osUMETION- . . . ' | :
2 QUE.TION UNJUFVORTED GENRR. LI TXON. ... . . . . "1 1.
3N LYZE_INFORM TIO_)?»_Q_EE_I‘QE_LR()ﬁ_gE}I T S
4= FORM GENER'LIZ TION- REG BDING CONCEIT _ %D salici.i: .+ 1
< DETERMINE LOGIC, L F/L 1, CIEC Li KE <ONING_ ... ... . .
_—+ DI_TINGULM BET:EEN F. CT. ...n INFERENCE T T
~UNCLVZE LT D CRINCTILE S
3, _ PrLIC. TIGN L rilY F.CTs, CONCEPT , LI, IRINCLLC D ;
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KNOWLEDGES AND SKILLS NLEDED IN AN OCCUPATION
KNOWLEDGES AND SKILLS - SOCIAL STUDIES

DIRECTIONS: WRITE CODE LETTLL(S) IN SPACES 03 RIGNT TO IMDICATE THE DEGREE OR AMGUNT OF

KNOWLEDGE AID/OR SUILL NEEDED FOR TiE PARTICULAR OCCUFATION, (CODE SCHCOI LEVEL:

E - ELEMENTARY; Jii- JUMICR HICH; SH - SENIOR HIGH SCHOOL; C - COLLEGE)

OCCUPATION: RATING

-~

Very High
‘| Hich

...
o

R

Wl tioderate
-

3

Low
| None

6. EVALUATION 1, JAKE JUDGEIENTS ON:
- a. SOLUTIONS TO PROBLEMS

b PERSONAL DECTSTONS BASED U RELIABLE DATA
€ IOSSIBLE CAREER CHOICES
de__ . ETHNIC GROUP PROGRESS

CURRENT ISSUES
¢ HUMAN BEHAVIOR
#MAJOR THEORIES, GEWRRALIZATIUNS, FACTS
e ACCURACY TN REPORTING FACTS

STANDARDS

Do

IS

1.
5., SYNTHESIS 1.IERCEIVE:
a. COMPONENTS AND RELATIONSHIP IN CONFLICT
K) TAIVIOUA L VRLGL S NI SOCIRT CONTROL
‘CULTUORAL DIFFERENCES
mm'umu*w RALIZATIONS ANDY HYPOUTHESES CmAx}LE OF BEING
' TESTED ’ /
3, ORGANIZE INFORMATION AND IDEAS
. PLAN GR 7ROPOSE SOLUTION TO SOCIAL TROBLENS
, MAKZ VISUAL REPRESENTATIONS

. INTEGRATE LEARNING TROV DIFFERENT AREAS

4, ANALYSIS t DISTINGUISH FACTS FROM OPINION, RELEVANT FROM IRRLLEVANT, -
RELIABLE FROM UNRELIABLE
2, DETECT LOGICAL ERRURS, UNSTATED ASSUSTTIONS; Uw\m.\uu*
ASSZRTIONS !
3, CUESTION UNSUPFORTED CENERALIZATIONS
%o ANALYZE STATEMENTS Ow THE BASIS OF BIAS XS0 CLARITY
-« EXAHINE REASONS TOR CONTRADICTIONS T

3.APFLICATION [, USE DATA AND EVALUATIVE CRITERIA TO MAKE DECISIONS <
2, OBTAIN INFORMATYON FRON & VARIETY OF SUUKCES 1
3, RATSE UESTIONS AND SEEX AWSWERS
«, USEIRFORMATICN SOURCES AS REUTRED ™™ - —- + |
.. DT3CUSY "CORRENT YSSUES ™~
v, USE SIEPS 19 PROBLERSSOLITIG "= = = mmm s =
7, TARTICTPATE IV DEBATES ™~~~
U.T)E'Tm ORGANIZE I\ FORFATION T T
. ACUTRE "INFORATION THROUGH REXDISGT LIS mm.o UBSERVISG
1, SPEAK WITI ACCURACY “AND TOISE I -
« .« WRTTE WITW TLARITY AND EXACTNESS T
12, INTERPRET FICTURES, CHARTS, GRAPHS, TABLES; MAPS, GLUBES
1, Al’l'Lg FRZSEEEH SOLVL ‘G, AND (,RITICAL l"l.il\l\() bl\LLLb 10
SGCIAL ISSUES
1%, WORK COCPERATIVLY WITH OTHERS T |
. TARL RESFONSIBILYITY FOR OWY TERSONAL DEVELUFTEST i

2, CONI REHENSION !, UNDERSTAND SOCIAL STUDIES TERMS
2, UNDELSTAND FACTS AND PRINCITTES
++ UNDERSTAND TIME ARD CHRONCLIGY

. INTERFRET VERBAL MATERIAL
-+ INTERPRET CHARTS, GRAPHS, TABLES, TS, GLUBES
v. RECOGNI h"‘mrmrm TIS3UES
. ESTIMATE FUTURE TRENDS OR GONSETDERCES TNFLIED IX DATR
o, JUSTIFY TETHODS AND [ ROCEDURES
.+ DISTINGUISH BETWEEN TYPES OF TICTORTAL RATERIAL
. COMMUNICATE CRALLY AnD IS WRITING -

1, KNOWLEDGE ., SOCIAL STUDIES TERS
2, BASIC CONCEPTS
3, SPECIFIC FACTS -
¢, TIME AND CHRONOLGCY - - - -t
. PROBIEN= SOLVITC/CRITICAT.-TRINKING T 1
o, TIOMAR RETATIOWSHIY T
. PERSONAL DEVELOPHENT -
v+ STRUCTURE AND FUNCTIONS OF GOVERNMENT — — ———- -

.« MAPS AND GLOBES -
€
21u
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FORM 26 A -
WORK ADJUSTHENT

4 |

r .
Correspondance v Satisfactoriness}—| Retain
/
\ / 'L——~‘ Promote
\
. / —
Ability Set Re Ability t \ / L [Tronefer Ability
| quirements \ . Requircments
v . b——=1 Fire
! 1
\I
\ h
! 2 JOB 2
\ =
! e
\
/
;o
) / \ : ‘
Need Set Reinforcer / A " ouit Reinforcer
System / \ . System
! \ B
/ ¥ s
Correspondence Sotisfaction - Remo\n\
Points to be made about the chart: t l t,

a. Jobs can be described in terms of the abilities required-
(e.g., clerical skills, ability to sell, mathematical ability,
etc,), ‘

b.  Individuals can be described in terms of the abilities they
have (e.g., clerical, artistic, technical knowledge, etc,).

c. "Satisfactoriness" -—— the employer's evaluation of the .
employees -— depends on the correspondence between the abil-
ities required and the abilities pogsessed by employees,

d. _Jobs can also be described in terms of the "reinforcers" or
rewards that are available to workers (e.g., responsibility,
social service, variety, etc.),.

e. Individuals can be described in terms of the psychological
needs they have (e.g., advancement, variety, authority ). - (See
list in Appendix to this unit),

f. Job "satisfaction'" depends on the extent to which a Job pro-
vides the _reinforcers” or rewards which meet the individual's
needs, ‘

e Satisfactoriness - ability to perform the job'well - and satis-

) faction ~ the extent to, which the Job satisfies psychological
Deeds - are interdependent, (E.g., If one performs well he 1s
likely to get a sense oﬁ&achievement, recognition, more respon-

» + 8ibility, etc. Or, if ohe is satisfied he is more likely to
~  be motivated to use his gbilities in performing well.)
he When one is choosing ﬁn occupation, he should consider whether_
he has the abilities required and if the occupation offers
the ‘rewards he seeks.

i59 a

———




FORM 26 B
Aptitude -Parts Chart

The parts Chart below shows a sample item for each of the twelve test parts of the General
Aptitude Test Battery. One purpose of the chart might be to help you recall your experiences in
responding to each test part. Notice that there are nine aptitudes being measured by the GATB.

APTITUDE - PARTS CHART

LONG & COMPANY  LONG, .
JOMNSON & SIHTH  JOHNSON & SMITH
AMSTRONG F C APMSTRONG F.G

2\ 2
.ag
gl g
EA =
ol
2|
3] ©
=
=)=
P =
§§
—~
<
S—




VITAL CAREER INFORMATION CENTER
P. 0. BOX 44064 ,CAPITOL STATION,

BATON ROUGE, LOUISIANA 70804
FORM 27
FCIM FCE RATING OF UNIT ACTIVITIES
" BY STUDENT
YOUR NAME: ; TEACHER: s GRADE: sDATE:

Directions: For each stavemert listed below place a check mark {yf) under the
" word which you think tells how much this was done during the unit.

Add any other comments for improvement of unit on back.

STATEMENT : ’ RATINGS (Check one for each statement)

Very
tiuch | Much | Some | Little | None

1. Helped me learn more abou the opportunities
for occupations and careers in the Vorld of Work

2. Helped me learn more about what you do; need
to know; be able to do; yhat fgu Jeal withjwhen,
where and how you use the skills needed in a job

3. Helped me to learn more about my

interests, abilities, perconal strengths

and limits yhich can be useful in studying-about
occupations and careers -

4. Helped me to learn how to fini out more
about the occupations and careers which
I am interested in and have the abilities
to learn

5. Helped me to learn how tc find out about
other fields of work and rela‘el occupations
and careers besides those covered in the unit

6. Helped me to learn how %o work with others
in a group and in the class,to be used on the job

7. Helped me to learn what perocnal ways of
acting and doing things are neceded for job
success ~

8. Helped me see how my presrnt cchecl subjects
are useful in preparing for, get*ing, holding,
and advancirg in a career

9. Helped me learn how-to ge* the necessary
information on occupations and careers so
that I can compare the requirements with
my abilities and make up my mind what I want
to do

1. Helped me tc make plans for the subjects, skill-
training, and knowledge I will need to have to
get ready for occupations in which I am interested

11. Helped me learn how to find out mere about when,
where, and how to get the iraining neceded for
different types of occupations and carcers

12, Helped to locate and use career resource persons,
O _  organizations, publications, and audio-visual aidd160A
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STUDENT SELF=GRADING SHEET

ON OCCUPATIONS UNIT OR CAREER COURSE ACTIVITY RELATED TO A COMPANY ORGANIZATION

NAME _OCCUPATION

Obtaining a job is often a big problem, but more important is your ability
to keep your job and fulfill your employer's expectationms.

The following check list will allow you an opportunity'co evaluate your work
habits during this unit,

Think over each question carefully ana try to see yourself as your employer
would evaluate you. Rate yourself on each question by writing in the blank
one of the following numbers for the rating which best fits you on the question
as it relates to the job you have done in school on this unit: .

(1) always, (2) most of the time, (3) some of the time, (4) little,.(5) none
1. Did I'come to work on time each day?

2. Did 1 get right to work?

3. Was I honest with the supplies?

4, Did I make all days of work?

5. Did I follow company rules? (school/ class/ group rules)

6. Did I get along well with others?

7. Did I do my fair share of work?

8. Was I willing to learn how to do new things?

9. Did I take care of my equipment, supplies, and working place?

10. Did I complete each job on time?

__11. Did I keep others from working?

—12. Was I courteous to my fellow workers?

_13. Was I friendly and cheerful without wasting time? |

14, Was I willing to help others when they needed it?

15. Did I show respect for the things other people
knew that I did not know?

16, Did I take criticism without becoming upset?
17. Did I follow orders and instructions?

___18. Did I use safety and health carae?

19, Did I keep neat and dress appropriately for the work?

160B
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10.

FORM 29 A

t

) STUDENT EVALUATION BY TEACHER

To help students gain more information about
the World of Work

To aid students in better understanding their
personal strengths and limitations with
respect to occupations they observed -

To help students in planning their high scheol
or technical school programs in order to reach
tentative career goals )

To~he1p students explore related fields of work
and 'specific occupations in which they are
interested

Through class activities to teach students how
t¢ work bett.- with others as well as other
personal traits needed to be. a successful
jobholder in the future

. To help students understand the importance of

their presént school studies with respect to
getting and holding jobs in the future -

To teach students how to go about making
decisions

To aid students in organizing and planning
their career goals

To acquaint ctuldents with the many types of
educational ~nd training oppertunities there
are available to them

To acquaint ctudentc with the various books,
periodicals, organizations and perconnel that
are available to help them in making career
decisione

TOTAL CHECKS iCx EACH COLUMH
STUDENT,

SUBJECT ; GRADE
SCHCOL

DATE

Some of the objectives of the World of Work program are listed below.
a check (V) in the columns to the right indicating how well you feel thi. goal
was achieved by stud.:nts. ) )

»

Pleace place

Excel+ Good
lent

hver-~
age

Poor

None
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FOR 29B ,STUDENT OCCUPATIONAL

RATING SCALE
ON OCCUPATIONS UNIT

REER COURSE

OR CA

ACTIVITY

Student!s Name

Date

Rating Scale:

4 Excellent

3 Above Average
7 Average
Poor

1

Grade Equivalent:

648

1u

e




N FORM 30
RANDOM LOG OF CAREER DEVELOPMENT ACTIVITIES

Date

Project Educator
Non-Project Educator
Grade Level or Specialty

Total Purpose
Number Student
of Qutcome Time
Activities Objectives Involved

Career Development Activities

1. Classroom Activities

KA. Teacher Presentations

B. Student Presentations

C. Outside Resource P;;senta§ions
D. Library Research

E. Materials Display

F. Audio~-Visual Presentation

G. Other

2. School Activities

Committee Meetings

Faculty Meetings

Parent Meetings (Include PTA)
Individual Staff Conferences
Indiv. Student Conferences
Individual Parent Conferences
Large Group Student Programs
Other

YA

ZaOTImo Ow >

3. Community Activities

Ficld Trip Planning
Resource Speaker Planning
Touring Work Stations
Interviewing Workers
Other

mE 0w

ERIC B




FORM 31
PROGRAM REACTION SURVEY

[] Project Educator

[C] Non-Project Educator

1. In what ways has the Career Development Program heiped you to do a better
job professionally?
A. Increased my knowledge of career developitenrt concepts.
B. Provided a vehicle for increasing curriculum relevancy.
C. Provided useable materials for my work.
B. Stimulated more team work.

E.— Increased community assistance in education.
F. Other

G. No help

2. Did you feel you had a voice in the implementation of the program, if you desired?

[ Yes-
[::] No

3. The amount of time required for this project was:
Too much
14
Too little

4. The major objectives of the project as you sce them are: (Check all appropriate
answers) (

A. Meet national manpower needs.

B. Develop specific student job skills before graduation.
C. Integrate vocational and academic education.

D. Help students select an occupation before graduation.
E. Increase the use of community rcsources.

F. Other

G. Impossible to determine.

5. What are the highlights of the program?

6. In your opinion were the parents supportive in this program?

{7} Much [:I Little
[::] Sore [::] None




FOR: 32
COMMUNITY REACTION SHRVEY

1. How has the Career Development Program helped you contribute more to
the school and the students?

a. Increased my knowledge of carcer development concepts.
~ b. Made it easier for me to influence school curriculum.
¢. Increased my knowledge of school objectives, materials, methods.
i
d. Other
e. No help.

2. Did you feel you had a voice in the implementation of the program
if you desired? \

[] Yes
[ no
3. The amount of time required for this project was:

Too much
{ 0K
Too little '

4. The major objectives of the project as you see them are:
(Check all appropriate answers)

Meet national manpower needs

Develop specific student job skills before graduation
Integrate vocational and academic education

Help students select an occupatiqﬁ before graduation
Increase the use of community resources

Other

RARRY

Mmoo Ao

g. Impossible to determine.

w

. What are the highlights of the program?

\

[2,]

In your opinion is the schiool staff supportive of tne program?

[] Much [] Little
(] some ] No support

7. In your opinion arc the parents supportive of the program?

] ttuch [ tittle
[::] Some




Better prepares students for For further information, see the

entry in labor market on real-~ vocational guidance counselor or other

istic basis person responsible for the VITAL
occupational information and career .

Offers employers better qualified development program in your school -r

and occupationally oriented job community.

applicants

Provides more applicants with
potential for success and The VITAL {sreer Information Center
satisfaction on job State Department of Education
P, 0. Box uho6k
Tends to reduce employee dissat- Capitol Station
isfaction and turnover - improv- Baton Rouge, Louisiana 70804
ing stability and productivity
of work force

Stimulates better student-teacher-
counselor-parent relations - help-~
ing "bridge the gap"

Allouws students a smoother change-
over from school work to employ-
ment

Helps coordinate work of educators
with employment counselors,
personnel and resource people in
the community

Reader-Printer
Establishes a means of encourag-
ing and following-up the career
developmcnt and progress of an
indiridual throughout his work
life

Provides a centrally located
clearing house for local, regional,
state, and nationsl occupational
and career development information

Brings together more effectively Microfilm Aperture Card
the services of all organizations

and establishments which affect

the education, guidance and

employment of individuals.

Here'!s moi

)
A




budents for For further information, see the

rket on 1&- vocational guidance counselor or other WHAT I S V I TAL
person responsible for the VITAL

occupational information and career

petter qualified development program in your school or TO YOU?

y oriented job community.

Jicants with

Vocational

ess and The VITAL Career Information Center

b State Department of Education [nrormation
P, 0. Box M&O&é’ Techniques

loyee dissat= Capitol Station Aooli

over - improv- Baton Rouge, louisiana 7080b4 pplied

productivity L ocally

- ‘:
student-teacher- - =
%ations - help- by the

P

smoother change-
rk to employ-

rk of educators
selors,
urce people in

Reader-Printer

of encourag-
p the career
gress of an I
ut his work R

located : )
local, regional, T e
occupational
nt information

e effectively Microfilm Aperture Card

organizations
which affect
ance and
iduals.

Here's more about this service ---
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¥.11 urn the services of the VITAL
Career “aformation Center?

Serves:

Stuaerts, Parents, Teachcrs,
.Councelors, Librarians, ~ixind ¢rato
Empluyers

Furnishes:
- Schei is -

-~ Up-to-date, easy-to-use local
occupational information

-~ Render-Printers for reading anl
printing out copies of micro " lmed
data

-

Students -

-- A vide range of reliable, current,
pertinent local, regional, and
national occupational information
for vocationel guidance

~- Educational requirements and
training opportunities for jobs

-- Easily readable vocttional
orientation data for disadvantaged,
dropout and handicapped .

-~ Economical print-outs of data
selected from microfilm aperture
card for further exploration and
discussion with parents, counselors
and teachers

-- Method of relating students'
interests, abilities, aptitudes
and aspirations realistically
to Jobs

12/ 478
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Prrents -

-~ Opporturnity to participace in

children's vocational guidance
by having access to print-outs
of reallstic ecccupational
informution

S ool Personnel -

Values

Means of keeping up with jcb
requireme:ts, markets, pay scales

Way to have at fingertips a wide
variety o* information cn <orld-
of -wort,

Fquipment to encourage students'
vocational guidance

Sources of publications end
materials on occupations

Names of persons to contact in
business, industry and govern-
ment for further information on
Jobs and field trip arrangements .

Methods and materials for inclnui-
ing vocational guidance in
curriculum planning, development,
and instruction

Rendered:

Increases availability of relevant,
reliasble, readable local occupa-
tional information

Broadens knowledge of "world of
wvork"

Allows exploration of many occupa-
tions

Provides
become s
greater

Promotes
diligent
program -
gredes
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Frrents -

-- Opporturiity to particlpace in
children's vocational guidance
ty having asccess to print-cuts
«f reallstic ¢ccupational
frformation

S ool Personne! -

-~ Means of keeping up with Jcb
requarene:{s, markets, pay ccales

-~ Way to have at fingertips a wide
variety o' information con rorldg- -
of-vory,

-- Fquipment to encourage students' .
vogational guidance

-~ Sources of publications and
materials on occupations

-= Names of persons to contact in
business, industry and govern-
ment for further information on
Jobs and field trip arrangements

-- Methods and materials for includ-
ing vocationel guidance in
curriculum planning, development,
and instraction

Values Rendered:

-- Increases availability of relevant,
reliasble, readable local occupa-
tional information

-~ Broadens knowledge of "world of
work"

-- Allows exploration of many occupa-
tions

s

e
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Makes education more realistic
and related to career choices

Alds in career planning and
development to fullest potential

R
Informs of "education for work"
opportunities available - part-
time work, vocational education,
school-work programs, apprentice-
ships

Gives opportunity to relate
apLitudes, abilities, interests
and aspirations realistically
to job requirements

Provides better preparation to
become ‘successful worker, and
greater contributor to family
and community ,

Stimulates self-understanding,
creative thinking, decision

‘making, goal setting and

achieving

Encourages vocational orientation
and productivity of the disadvan-
taged, potential dropouts, and
handicapped

Stimilates more use of vocational
guidance and counseling services

Expands the fields of study
chosen by students

Incrcases enrollment and number
of offeringe in business,
vocational and technical courses °

Promotes motivation for mcre
diligent application to education
program - tending to increase
grades and decrease drop-out rate
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HaveE A CAREER
AND NOT JUST A LIVING--

|
LEARN apouT VITAL :

SEE YOUR COUNSELOR.
FOR More VITAL
INFORMATION [
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TABLE 11, COMMON NLCEDS

Who? When?

Career education should be desijned to ,ive every youngster a genuine
choice, as well as the intellectual and occupational sl.ills necessary to
- back it yp. Any youngster leaving school at any level without a "saleabl:
skill" needs career education,

Students lacking "'sale able shkills" are a diverse population in our
society. They vary in characteristics tn as large an exfrent as other students
with such training. Labels are only arbitrary classifications used to
describe persons with similar abilities or disabilities., A classification .
cannot serve as the basis for definin; the type of pro;rar needed by a
particular person. Each person should be individually assessed so tha: his
. program can be desizned to meet specific needs,

There are coiz.on needs and characteristics of the students lackin_
"saleable siills" that sl.ould be reco_nized as progrars of service are plaunned:

i. llay fail to possess feelin;s of personal adequacy, self worth, ]
and perspnal di nity; :iay have failed so often in schocl that ke is pri-ided
with a feelin of hopelessness, Hay also be unable to accept tle disabilit,
wl.ick lLas been reinforced by society's nejative stereotyping.

r.aster basic corrunication slhills and corputational-quantitati-e s'.ills,

3. May have limited mobility within his coirunity and thus have little
lnowledge of not only the mechanics of _ettin, about, of how tou use public
transportation, but also will lacl: i:portant inforn ation rejardin, the
courunityys seo,raphy. As a result, le ray not siew hinself as part of Lis |
cowmunit?. ’

2. HMay be frequently a disabled learner lii.ited in his capacity to ‘
|

4. Fay laci uersonal-social characteristics whicl intafere with iis
ability to functicn satisfactorily 'in a cownetitive wori. settin,.

5. lay lac.. oal orientation and particularly tiat w icl. relates to |
the selection of an occupational trainin;, area and the anticipation of
£11filluent in that area,

Te IMay bave unrealistic netions as te wlhat cccunational area would
ba - st aporopriate,

7. lay laci. eisosure to worler rodels, This is particularly true of
the lar ,e aurber of youth wlose families are plapgued by chlroaic unerployr.ent,
’

VITAL nas been dereloned to fit into curriculu., instruction, and
counselin:, to help eacl. stul~nt prerare for econo ic independence, persovnal
fulfillment, and an aspreciation for the di-nity of vori,

s,

Riret
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NEED FOR CAREER INFORMATIOW,
GUIDANCE AND EDUCATION

Career information, guidance and education is urgently needed
in Louisiana for:

1.

10.

11.

87% of the students who enter the first grade and <o not
complete cdllege

A wide rante of reliable lccal and regional career information

Readily accessible and easily readable carcer information is
needed particularly by each of the secondary school students in
eight educational regions . presently served by VITAL, including
a iarge number of those who are disadvantaged, handicapped,

and potential dropouts, not going to complete college

Motivation of each student to diligently pursue an educational’
program which will prepare him with saleable skills required
for entry in the career field of his chsice

Use of modern technology to assist students in efficently
selecting careers to investigate

A system whereby students can assess their irterests, )
abilities, aptitudes, attitudes and aspirations and relate
them to occupational requirements

Counselors and teachers to have readily available local
occupational information for student use se their time can be
better spent in career guidance and education

A center for coordinating career infermatinr-gathering and
disseminating to prevent duplication of eftorts

A systematic means or following up the career development of
individuals on a continuing basis, and to use this information
to improve caresr guidance and education

A clearing house for local, regional, state, and national
occupational and career information, benefiting from the data
and experiences of some thirty states havin, "VITAL-1ike"
programs in operation

Bringing together 'more effectively the services of the
multiplicity of organizations and establishments concerned

with the career guidance, education, and employment of
individuals
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NEED FOR CAREER GUIDANCE

-

t~

Now,teday's youth have more occupational choices available thah
ever before. As these choices increase in number, the problems of making
reasoned choices becomes more and more complex.

When the increasing number of available choices is coupled yith a reali-
zation of the increasing rate of change in our occupational society, it is
obvious that, for most of today's youth, more than one occupational choiqe\will
be necessary during their working 1lives. This compliéates matters still further.
When, in addition, one considers that, increasingly, occupational entry requires
a period of specific vocational skill training for most occupations, the
occupational choice problems facing youth become even more complex.

Qi;hout systematic assistance in the making of informed and reasomned
career choices, more and more youth will be faced with finding their occupa~
tional choices determined by chance factors rather than by their own decisions.
Our most precious right is that of the freedom each of our citizens is given to

lead his own life, make his own decisions, and, to the greatest extent possible,

control his own destiny. We cannot allow this basic, human ;ight to be eroded
by the increasing complexity of our society. .

Career guidance for youth is a responsibility that, in today's.complex
society, must be shared by many - including the schools, the home, and the
business-labor-industry community. Professional career guidance specialists
simply cannot do the job by tiiemselves, no matter how hard they try or how much
their number grows. Carcer guidance for youth must be a total community effort
i1f it 1s to succeed. Given such an effort, each youth can be aided to make the

kinds of career decisicns that will provide maximum satisfaction to the indi-

dual and maximum benefit to society. )
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In these times, carecr guidance for girls, as well as for boys, assumes
increasing importance. Career guidance for minorities and for the disadvantaged
1s essential for remsval of the barriers of racism and poverty that still
prevent many of our youth from realizing their-potentialities. Career guidance
for th;se faced now with problems of mid-career change is an increasingly
serious national problem. Career guidance for the gifted, for the slow
learners, for those who go to college and for those who do not are all obvious
categories of persons in need of career guidance. In short, career guidance
should te évailahla to all persons of all ages in all settings throughout our
land. It can and will happen in your community only if respcnsible personms,
agencies, and organizations throughout the entire community are willing to join

‘

in a united effort to help meet these career guidance needs.

17,
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AUIDE FOP CARER™ 7UTTAYCT
Prepared Ly
“tudent “ervices Bureau, State Demasrtment of Fducation

The operational definition of career education in the Louisiana State Plan
for Career Education begins: 'Career Education is a fundamentally student-

oriented process, geared toward the acquisition of skills by students which will

strengthén their ability to live meaningfvl, enjoyable, and economically reward-

*

ing lives."
To implement a statewide program of career education, ten general objectives

are set fonth: X
1. To provide educational experience, which will significantly
contribute to the natural maturation- process, ultimately
leading to the development of adults who are responsible
and self~dependent;

2. To provide counseling services designed to facilitate each
student's exploring the basic question, "Who am I?": .

3. To incorporate into daily school life, via the total %urriculum,
experiences from kindergarten through post- sccondary éducation
which are oriented to career development;

4. To provide specific skills designated as basic for any f?g
cluster;

5. To provide specific opportunities for students to define
curricular experiences individually svired to their neede
and interests; ;

6. To provide a continuous liaison between school and the -
outside world, particularly with reference to emﬂ]oymenr trends
and the availability of work;

~

7. To provide schools where students express a fecling that
they like being there;

8. To provide schools where yc : people and their experiences

—- are the upperrost consideration and where the faculty and {
staff are freed from much of the busywork restricting their
time;

9. To provide schools which complement to the fullest what has
been learned in prior years and where articulation between .
school and existing institutions, such as governrent, religion, \”'
and the family, is maximized;

10. To provide schools which comnlemert %to the fullest what :oth
sees 'and exper’ences in the world outride--where articulatin: with
busiress armd industry is max.nized.
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THE NEED FOR CAREER GUIDANCE
Today there are many social factors which converge to stimulate an in-
terest in the career development needs of persons of all ages. Some of

those are as follows:
1. Growing complexity in the occupational and organizatinnal =tr' cture of
society which makes it difficult for a serson to assimilate and
organize the data necessary to formulate a career.

2. Ever more rapid technological change demanding human adaptability
and responsiveness.

3. Increasing national concern with the neecd to develop all human talent,
including the talents of women and minoritiecc.

4. An ardent search for values which will give meanihg to life.
-5. The need for specialized training to obtain rntry jobs.

6. The apparent disenchantwent exprcssed bv st. den;s who have difficulty
rnlatlng their educations to their lives.

THE NATURE OF CAREER GUIDANCE .

A career guidance program assists the individunl to o-sirilate anl inte-

’

grate knowledge, experience and appreciations relatcd ‘o the folluwing career

development eclements:

1. Self-understanding, whick includes a prrsos': 1¢)sticnshis 10 his owm
characteristics and perceptions, and his relation biy to othiers and the
environment.

~— 2. Understanding the work society and those fact«rs that affec. its
#’/_,,///tonstant chang including worker attitudes a diccipline.

3. Awareness of the part leisure time may play in a personls life.

4. Understanding of the necessity for and the multitude of factors to be
considered in career planning.

¥

5. Understanding of the information and skills nccessary to ach:<ve self-
fulfillaent in work and leisure. 4

An illunination of these content areas may include career guiden o ex-
periences to insure that each individual:

- Gathers the kinds of data necessary to make rational career decisions.

175
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Understands the necessary considerations for making choices and accep:-
responsibilitv for the decisions made.

Explores the possible rewards and satisfactions associated with each
career choice considered.

Develops through work the attitude that he is a contributor to life and
the community. )

Determines success and failure probabilities in any occupational area
considered.

Explores the possible work conditions associatﬁd with occupational options.

Shows an understanding of the varied attitudes toward work and workers
held by himself and by others. \

Recognizes how ‘workers can bring dignity to their work.

Considers the possible and even predictable value changes in society
which could affect a person's life.

Understands the important role of interpersonal and basic emplo .t
skills in occupational success.

Classifies the different values and attitudes individuals may hold and the
possible effects these may have on decisions and choices.

Understands that career development is lifelong, based upon a sequen-
tial series of educational and occupational choices.

Determines the possible personal risk, cost, and other related conse-
quences of each career decision and is willinp to assume responsibility
for each consequence.

. Systematically analyzes school and monschool experiences as he plans

and makes career-related decisions.

Explores the worker characteristics and work skills necessary to achieve
success in occupational areas under consideration.

Identifies and uses a wide variety of resources in the school and com-
munity to maximize career development potential.

Knows and understands the entrance, transition and decision points in
education and the problems of adjustment that might occur in relation
to these points.

Obtains necessary employability skills and uses available placement

services to gain satisfactory entry into employment in line with occupa-
tional aspirations and beginning competencies.
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RESPONSIBILITIES FOR FACILITATING CAREER GUIDANCE

To assure program quality, consistency and sequence, some one person must
be asdigned responsibility for overall coordination of the career guidance
program. The competencies needed by that person include the following:

1. A thorough understanding of career development theo*f and research

2. Group process, human relations and consultative skills.

3. A knowledge of curriculum and how curriculum jis developed.

4. Understanding of the relationship between values, goals, choices and
information in decision-making.

5. A knowledge of the history of work and its changing meanings.

6. An understanding of the changing nature of manpower, womanpower
and economic outlooks.

7. Familiarity with various strategies and resources for facilitating
career development, including the utilization of school, the community
and the home.

It is the position of this paper that the guidance specialist possesses many

of these qualifications and is in a position to coordinate the career gulidance

program. Other educational personnel having these qualifications also are
in a position to coordinate the program.

The advent of career education has focused the interest of school people
upon the career development needs of young people and has provided an
opportunity for all educational personnel to extend their involvement. Career
guidance, to be functional in meeting the career developﬁent needs of today's
population, must be planned only after accounting for the needs of those to be
served and the impinging environmental conditions that exist. This means, then,
that the combined skills of the guidance team, vocational educators, academic
teachers, administrators, parents, peers and others in the individual's
environment need to be identified and appropriate learning experiences
proﬁided to make full use of the contributions they can provide. For
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descriptive purposes these role definitions will be discussed uanr the

headings Guidance 3pecialists, Vocational Bducator, Academic Teacher, Principal,
Peer, and bBuployers and {ther Community Members. .
GUIDANCE SPECIALISTS

The guidance team has appropriate understandings and competencies to
serve as facilitator and chanée agent in (1) assisting in school curriculum
development and instruct}onal methods, (2) assisting the individual in his
career development, an?j(3) communicating with parents and others. The

£
guidance team is composed of a number of specialists including, but not limited

r

to, education pergﬁnnel with the folluwing titles: Elementary Career Development
y

Specialist, Eleméntary Counselors, Junior Career Exploratory Teacher, 6rientation

and Group Guidance Specialist, Occu,ational and Educational Information

Specialist, Job Placement Specialist, Post-Sccondary Student Personnel Workers,

Guidance Counselor, Cooperative Work Experience Coordinator, Vocational Appraisal

Specialist.

The responsibilities of the guidince tean c¢an be classified as follows:

A. Program Leadership and Coordination

—
.

Coordinate the (areer guidance program.
2. Provide staff with the understandings necessary to assist
each student to obtain a2 full, competency-based learning
experience.
3. Coordinate the acquisition and use of apprepriate occupational, 4
educational and labor market information. . 1
4. Help staff understand the process of human growth and development |
and assess needs of specific individuals. ]
5. Help staff plan {or sequential student learning experiences in i
career development. |
6. Coordinate the development and use of a comprehensive, cumulative |
pupil data system that can be readily used by all students.
7. 1Identify and coordinate the use of school and community resources
needed to facilitate career guidance.
8. Coordinate the e¢v:luation of students’ learning experiences and use
the resulting data in coun.eling with students, in consulting with
the instructional eta{f and parents, and in modifying the curriculum.
9. Coordinate a job placemeat program for the school and provide for
job adjustment counseling.

ERIC

Aruitoxt provided by Eic:




.

Provide individual and group counseling and guidance so tha

students will be stimulated to continually and systematically
interrelate and erpand their cxperiences, knowledges, understandings,
skills, and appreciation as they grow and develop throughout life,

Help each student to realize that each person has a unique set of
characteristics and that, to plan realistically, each must appraise
himself fairly.

Enable each student to make use of available assessment tools and
techniques in examining his personal characteristics.

Assist students in identifying realistic role models.

Assist students in developing the employability skills necessary
for entry into employment where opportunities exist.

VOCATIONAL EDUCATORS
Vocational educators carry many of the same responsibilities as guidance
specialists in facilitating the career development of students who are en-

rolled in vogationzl education courses. Their unique contributions to a

comprehensive career education program may include the following:

1. Provide realistic educational and occupational information to students
and staff based on knowledge of occupational fields and continuous
contact with workers and work settings.

2, Identify and recruit resource persons in the employment communlty to
assist in the school program.

Provide exploratory experiences in vocational classrooms, labs, and
shops for students not enroiled in occupational preparation programs
and assist those teachers who wish to incorpeorate "hands on" types of
activities \ih their courses.

Identify'basXc and academic skills and knowledge needed tuv succeed in
the occupat}ok: of their field and communicate this information to
academic teachers and guidance specialists.

Assist academic teachers and guidance specialists in designing appro-
priate occupational exploration experiences.

Provide students with information about vocational offerings which
guidance specialists can help relate to kinds of carcers for

which students can prepare..

Assist students enrolled in vocational programs to analyge and inter-
prec their learning experiences for better understanding of self in
relation to occupations and the world of work.

Plan and provide vocational instruction which prepares students to
enter, adjust, progress and change jobs in an occupational field.
Assist students in identifying a wide range of occupations for which
vocational instruction is applicable.

Encourage employers to assist in expanding student awareness of
career opportunities.

Arrange observation activities or part-time employment for students
and school staff to help them learn more about occupations and work
settings.

Participate in the planning and Implementation of a comprehensive
career education program.
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ACADEMIC TEACHERS

The academi~z teacher also has a vital sct of responsibilities in career
guidance which requiresthe ability to accomplish the following:

1. Provide for easy transition of students from home to school, from onc
school environment to another, and from school to further education
or employnment.

2. Provide students with curriculum and related learning experiences to
insure the development of basic concepts of work and the importance
of those who perform work.

3. Provide group puidance experiences, with appropriate aid from guid-
ance specialists and vocational educators, to regularly demonstrate
the relationship between learning and job requivements.

4. Help parents understand antd cncourape the cuareer development process
as it relates to their children.

5. Provide opportunities vwithin the curriculum for students to have
decision-nakianr vxperiences related to educational and vocational
planning. :

6. Assist students in svatheqizing accumulated carcer development expe-
riences to prepare them for educational transitions.

7. Provide ca.ec¢r exaploratorv experiences to help students gain an under-
standing of worker charactericetics and work requirements,

8. Provide cxperiences to help students increasce their understanding of
their own capabilitics, interests and possable limitations.

9. Provide for carcer preparation experiences that will enable the indi-
vidual to acgquire skill« nece-warv to eater and remain in the world of
work at a lewvel approesriate o his capabilities and expectations.

10. Provide, as an exten~icoo ot tne in-school learn np experience, oppor-
tunities *or the indivilaal te enperience worl tirst-hand in a non-

threatenings cnv.oronrent,
DPRINCIPALS
The principal ¢ rries wlt 1 ot re roo 2Yility in his building for the guid-

ance program. More pecificatlly, his rewsensibilities are as follows:

1. Provide active vneovs o o-ont an! cupport of the program.

2. Espouse the idea ot career guidarae as a responsibility of each staff
member,

3. Commit him - 17 to es:-r.ntati.» ond flexibility in program and
curriculu-.

4. Arrange for in- .ervice cducation of staff in career guidance and human
reiat ions.

5, Organize and encourage the development of a career guidance committee
composed of staff members,students, parents and community leaders.

6. Provide necessary personnel, space, facilities and materials.

7. Encourage constant esalusrion and inprovement of the program.

Q 1 & .
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COMMUNITY MEMBERS

Although school staff members are extremely important in assisting youths
in their career development, there are other persons who also provide valuable
agsistance. They include parents, peers, and other cotmunity members.

, 1. Parents -- Without question parents can and should be the most in-

/ fluential role models and counselors to their children. Having some
measure of direct control over the environment in which their children
have been reared, they have the unique opportunity to expose them to
experiences appropriate for self-fulfillment. As their children enter
public education, parents share, but do not give up, the responsibility
for their development. Parents who take full advaatage of the information
given them by school staff members concerning the interest aptitudes
failures and achievements of their children, can use this background
of information to provide the following career guidance and counseling:

a. Assistance in analyzing their children's interests, capabilities
and limitatioms.

b. Explanations of the traits required, and working conditions and
life styles of workers in work areas with which they are most
familiar.

c. "Discussion of work values developed as a result of past experiences
and of. the consequences they have experienced.

d. Discussions of the economic condition of the family. as it applies
to the children's education and training nceds and assistance
in planning a course of actioa.

e. Help in using the knowledge, experience, and serviées of rela-
tives, friends, fellow workers and other resources in exploring
the world of work and in planning and preparing for their children's
role in the work society.

f. Provision of a model and counseling to their children during
critical developmental pericds of their lives in an attempt to have
children establish and maintain positive attitudes toward themselves
and others.

g. Exemplification of the attitude that all persons have dignity and
worth no matter what their position in the world of work.

h. Provision of situations that allow children to experience de-
cision-making and to accept responsibility for the consequences
of their decisions.

ji. Maintenance of open communication between school and home so
that the experiences of both settings can be used in meeting
student needs.

. j. Provision of opportunities for children to work and accept
, responsibility inm the home and community.

2. Peers -- As youths establish and experience interpersonal relationships
with their peers, they need to understand how to analyze and use these
experiences in their career development. A person's friends and
associates hgve an intense effect upon his values, attitude formation
and career expectations. Opportunities should be provided to allow
young persons to share their ideas with each other.
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The guidance team is in a particularly strategic position to capitalize
upon'the influence that young persons may have upon each other. Research is
beginning to demonstrate that peer influence can be harnessed and directed
to contribute to the favorable develcpment of youth. The strategy involves
teaching selected youngsters certain skills of counseling and human relatioms
and then using these young persons in a para-professional capacity. The use N
oé this or similar strategies will enable youth and young adults to accurately
perceive the challenges and responsibilities of being an active member of the
school's guidance team.

. Employers and Other Community Members -~ As contemporary schools open
their doors to allow for expanded community #nvolvement, it is
appropriate to discuss the possible roles members of the community may
play. Employers, employees, clergy, retired workers, community agency
personnel and others should be viewed as potential guidance team
members. Educators and parents must be ready and willing to team up
with other community members, especially when they find a child needs
specialized information or assistance related to career development.
Employers should provide work stations and observation experiences
and be available as career speakers for school programs. Industry and
business should demand a significant role in the education of youth, rather
than the token role they've had in the past. Since employers can
provide actual work settings, staff who understand the traits of workers,
and skill compétencies needed for entry jobs and job reteation, it would
be tragic if education failed to utilize this resource.

Career guidance specialists, wor. = in cooperation with vocational ed-
ucators, can do much to encourage full use of all community resources avail-

able for career development of young people.
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Through the combined efforts in Career Guidance of the counielor, students,:
teachers, ndliqiatrntora, parents, and community, the student should be able to:

1.
2.
\ 3.
4.

15,

16.

17.

18.
19.
20.
21.

22,

Identify and evaluate the values that govern his life.
Understand how his values affect his relationships with others.
Understand how his values may affect his career.

Identify his personality traits and distinguish those that are
desirable from traits that should be changed.

Analyze feeling toward social situatioms.

Role play interpersonal conflict.

Assess intrapersogal and interpersonal skills,

Identify decisions in daily ki:fe--personal, social, and academic.
Recognize alternatives in decision-r xing situationms.

Recognize and accept the consequences of his actions.

Observe and analyze systems others use in decision making.
Develop a personal system for .decision-making.

Recognize how he has achieved some important goal in his life.

Examine daily activities and evaluate their contribution to
attainment of set goals.

Assume greater responsibility for plarming his high school
curriculum,

Recognize various occupations compatible with his interests and

abilities.

Be aware of postsecondary school catalogues, applications,
financial aid information, etc., available from the school counselor.

Validate career decisions made in previous stages.
Demonstrate job interview skills.

Complete sample job and postsecondary school applications.
Demonstrate minimum skills for job entry.

Evaluate appropriateness of additional educational opportunities.

O
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VITAL CAREER INFORMATION CENTER
PO BO U0 0 T0L STATION
BATON ROLGL  LuoblAlLA - Juss

PROJECT OBJECTIVE

To develop a re~i-nally based career informati-n center
which will furnish its servi-c¢s statewide

OBJECTIVES OF CENTER

To provide current, reliatle, 1->-alized career information
for use in career uidance and education
Disseminate career information on large scale using modern
technology including micr~film and data processing
Furnish materials for impraving career guidance services
Develop student follow-up systen Co
Improve effectiveness of counsel~r as a facilitator of
career guidance and education
Develop lines of communication with counselors, faculty,
community so they will be more involved in career guidance
and education
7. Develop data on new advances and techniques in career
education and technical-v-secaticnal fields from which
new programs and curricula may be developed
8. Establish statewide prarram »f ogc~upational and career
information

[e2BNNAN S ¥ =l VN | V) | ond

ACTIVITIES OF CENTER

1. Collect ané assemble pertinent irnformation on career
opportunities using research and surveying procedures
Develop job descriptions of nccupations,initially, for
non-college bound student, disadvantared, handicapped,
potential dropouts
Prepare and process Viewscript, microfilm aperture data process
cards containing specific occupational information
Disseminate microfilm averture cards to schools
Research descriptive information about careers and
occupations
Participate in developin; Student Follow-up Studies and
surveys
Conduct in-service training for ~-~unselor-coordinators
Establish state, rerional and local VITAL Advisory
Committees ]
Aid Advisory Committees in securine career information,
guidance and educational materials and resource persons
for directories
10. Develop instruments for securing student self-evaluation
to use as data base to sort out Viewscripts for career
exploration
11. Cooperate with other sections of the State Department: and
nther agencigs in coordinatisn of manpower studies and
career information gathering techniques
12. Develop instruments for students, counselors and teachers
to evaluate occupational information, career resource
persons, materials and activities locally, regionally
and statewide
13. Encourage membership in LASCA, LVGA, LPGA, NVGA, APGA, other groups
1. Develop audio-visual aids on nccupatinsnal information to
supplement Viewscripts
15. Develop instruments to evaluate nccupational literature
and audio-visual aids

o 16. Expand Center's staff, supplies,gﬁnquacilities to extend
ERIC services statewide £
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Washington: Government Printing Office.
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Printing Office, 196).
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Naturalization Service. Washington: Government Printing
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Act 1L of 1373. Bat-m Roui-e: Louiclana State Departrent 0
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Science Curriculum Guide L-6. Baton Rouge: Louisiana State
Department of Education, 1)73.
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Bast Baton Roure Parish Seho-1 Board, 17/79.

- An Occupational Unit for Upper Elementary School.
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Sibley, J. Ashley, Jr. Report on National VIEW Conference,
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Louisiana State Department of Education, 1973.

» coordinator. A Report on Sources of Information
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Rouge Parish School Board, 1970.

Report on a Study of Louisiana's Human Resources.
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State Department of Education, 1973.

Social Studies Curriculum Guide, Primary Schools. Baton Rouge:
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Standard Terminology for Curriculum and Instruction in Local and
State School Systems. Dept. of Health, Education, and Welfare,
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Government Printing Office, 1965.
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