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PROJECT SUMMARY

Period Covered - July 1, 1974 through June 30, 1975

GOALS AND OBJECTIVES
The Mt. Ararat School Guidance Department will develop, field test, and

evaluate a secondary school job placement model, which is integrated into an

existing guidance program.

‘The proposed project will be comprised of nine priorities:

I. Develop and field test a "Placement Team" model approach
to job placement

ITI. Develop and field test an instrument to assess the extent of
the need for job placement in a secondary school

ITI. Organize and conduct an on-going program of job development

IV. Organize and conduct learning activities to teach students
job-seeking and job-keeping skills

V. Provide Job placement services

VI. Organize and field test a program of follow-up services to
past graduates

VII. Explore the relationship between secondary school job placement
and night adult education programs

VITII. Organize and conduct a program of dissemination of project
materials and expertise

IX. Organize and conduct an evaluation

PROCEDURE

A comprehensive job placement service was established within an ongoing secondary
guidance program, Within this model activities were conducted in five areas:
namely, needs assessment, job development, student development and placement,
follow-up and evaluation. A placement team approach was developed to provide

a model for small rural schools with small or non-existent guidance staff.

RESULTS

4L highly successful job placement program was established. For example, all
graduating seniors available for job placement were placed. The success of our
effort led to the writing of legislation to provide similar services to all Maine

hisgh school graduates. All objectives were met. -
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EVALUATION

A third party evaluator visited the project on two occasions. The Deputy Commissioner

of Education for Vocational Education viewed the project as has the exemplary project

director for the state. Pre- and post-testing evaluation procedures were designed
in all student development activities. A follow-up program was conducted to deter-
mine graduate satisfaction with our first year activities, Satisfaction of the

business community was determined by interview.

CONCIUSIONS

The need for job placement assistance among high school students is significant.
In-house vlacement programs best meet this need. By either reordering of priorities
of existing guidance staff or by the establishment of a placement team, high schools
can meet the placement needs of graduating seniors. The public relations benefit

of this activity among parents and the business community is dramatic. It is
recommended that all secondary schools be urged to develop plans to provide job
placement services as part of its total placement effort. Legislation is

recommended as the best mode to effect this changeo

PROBLEM AREA

Unemployed youth is a dramatic problem in the state of Maine. The 1970
census found, for example, that one out of every ten eighteen-year-olds in
the labor force were unemployed. dJobless youth in the first five months of

1972 numbered 7000, up 1900 from a similar period in 1971 (Maine Manpower,

1972). While the number of graduating seniors is increasing yearly at a
rate of approximately seven percent, the projected increase in total employed

is projected to increase only 2.2% through 1980 (Manpower Projections to

1980). At the same time the percentage of graduating seniors wishing to enter
the labor market seems to be increasing. The percentage of seniors attending

higher education has declined 13% from 1970-73 (Maine Educational Facts,

1971-72). Thus it would appear that the already high unemployment rate of
youth can be expected to grow even larger as the numbers of youth entering
the labor market increases at a far more rapid rate than the number of new
jobs available. In the project's Maine Employment Security District, 21% of

those receiving full unemployment benefits were under twenty-five.

The recent economic recession hag further aggravated this situation.

In April of 1975, the unemployment rate in Maine reached 12.5%, the highest




in twenty-five years. At the same time, federal job programs are more often

than not structured so as to exclude recent high school graduates.

A recent survey of Maine's graduating class of 1972 (MEEEE.XEEEE’ 1972)
provides some further interesting information to support the necessity for
in-school placement services. The survey found that of those seniors seeking
full time employment, 51.2% had not found employment as of May prior to gradu-
ation. Girls were having particular difficulty. When one asks such guestions
as how many who reported they had found work really had, and how many who
reported to be planning to continue their education actually did not, one

can speculate that the 51.2% probably is an underestimate.

The report further indicated a second placement need for Maine youth,
namely summer job placement (Maine Youth, 1972). Of those graduating
seniors who were planning to continue their education, 21.8% had not found
summer employment. Of underclassmen 35.2% of the junior and 43.1% of the
sophomores had not found summer worke. One cannot over-estimate the importance
of summer work to rural youth. Many rural youth buy all their own clothes,
finance their education, and in some cases own the only family care. Many
must depend primarily on summer earnings to carry them through the year.
This is not to even mention the career development advantages of summer

employment.

In light of this, it would seem that rural school placement programs
are needed not only becsuse on the unsmployment situation of rural youth
seeking full time employment, but alsc because of the similar situation

facing those seeking summer work.

Locally there is strong evidence that students desire assistance in
finding employment. A survey of the 1975 graduating class of Mt, Ararat
School indicated that 45% wished assistance in some type of job placement;

22 of these wanted full time permanent jobs.

Secondary schools, at present, are not addressing themselves to this
problem. A recent survey of young Maine workers, for example, found that
only 2.4/ were assicted in finding their first job by either a teacher or

counselor (Youthful Maine Workers: An Exploratory Study). Although second-

ary school educators have long provided placement services for those pursuing

post-cecondary education, they have not been equally accountable for those

seekins work. If public education is for all students, then public education,




through existing guidance services, must begin to provide placement services

not only to those going on to post-secondary education, but also to those

going on to worke
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PROJECT DESIGN AND PROCEDURES

The design which was developed in the first year of the project was for .
the most part continued in the second year with the Placement Coordinator taking
primary responsibility for job development and placement, while the Director,
Placement Counselor and other guidance staff shared responsibility for needs
assessment, student development, follow-up and evaluation. In addition, a Place-
ment Team was organized which consisted of the project staff, 1 member of the
guidance staff, several faculty members, and other school staff (a secretary, the
registrar and a custodian) whose purpose it was to aid in producing units for
teaching job-seeking and job-keeping skills and to further assist in providing
placement services to students, especially seniors looking for permanent jobs.

The process of the placement model was divided into five major areas:
1) Needs Assessment 2) Job Development 3) Student Development and Placement
4) Follow-up and 5) Evaluation.

NEEDS ASSESSMENT

The Coordinator revised and administered a needs assessment form to the
Class of 1975 in February, 1975. The form is one page long and can be completed
in a very brief time (see Appendix). The Coordinator compiled the results and
made up lists of students who planned to continue their education, those enter-
ing the military, those wanting to work full time, those wishing to work part
time or temporarily through the summer and a "miscellaneous plans'" list which
included, for example, those who planned to travel or get married. The list of
students who indicated they would need help looking for full-time permanent jobs
was distributed and reviewed by the Placement Team in order to get input from that
group on possible openingse.

JOB DEVELOPMENT

Job development is specifically defined as any effort which immediately or
eventually results in job orders; broadly speaking, it is that which is done to
get information on employment opportunities to which students can be referred.
Visits and calls to employers were the major means of obtaining job openings.
In the fall and winter months, however, the project staff felt that too much
pushiness when jobs were scarce would have resulted in negative, rather than
positive feelings toward the program. Therefore, rather than re-contacting the
same employers frequently, we found we were able to keep in the public eye by
means of radio interviews, newspaper coverage, public speaking engagements, and
phone calls to check references, follow-up a placement, etc.

Following is a list of specific activities undertaken in an effort to
obtain job openings and inform the business community of our services:

We became a cooperating agency with the Maine Employment Security
Commission, thereby enabling us to receive the state Job Bank micro-
fiche dailye.

The Placement Coordinator made pre~Christmas visitations to 26 area
stores to inquire about job openings for the Christmas season.

The Coordinator continued her public speaking campaign by arranging
for appearances at meetings of the area Lions Club and local Jaycees.

o)
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The Placement Office continued its advertising campaign through public
service announcements about the program's services which were aired on two
local radio stations.

Several articles on the Placement Office's activities, especially its campaign
to get legislation on job placement in Maine schools passed, have appeared in
the local newspaper as well as in the American Vocational Journal.

The Placement Counselor printed and distributed 137 advertising flyers to 24
students under 16 who were looking for odd jobs. The students were advised to
distribute these in their neighborhoods. The flyers were in part an attempt
to encourage students to do some job hunting on their own.

A booth was leased at the Topsham Fair for one week to publicize the school
in general and the Placement Office in particular. The Placement Office's
slide/tape presentation was run at the booth.

The Placement Office indirectly informed businessmen of our services through
presentations at a guidance department sponsored post-secondary planning work-
shop for parents. Future plans of juniors and seniors and these student's
various options (e.g., college, vocational school, work, etc.) were discussed.
60 to 70 parents attended.

The Coordinator and Counselor sent letters to 65 summer camps in Maine to
inquire about summer jobs. 52 students signed up for summer camp jobs. How-
ever, many were not qualified, being under 16.

The Coordinator had two college-bound seniors make phone calls to employers
already contacted to inquire about summer jobs. While the results were disap-
pointing, the two girls at least afterward appreciated the difficulties of the
situation.

The Project Director and Coordinator made a presentation before the School
Board in order to explain the Placement Office's services and to enlist the
support of the Board. This too was an indirect way of informing the business
community of our services,

The Project Director, in an effort to further inform the community of our
services, spoke to a parent-awareness group which met at Mt., Ararat.

In the early spring, the Placement Coordinator, along with the Placement
Counselor and the area Cooperative Education teacher, conducted a survey of
area employers who had not yet been contacted to obtain general information
about the types of jobs available and whether or not they would hire high
school students (see Appendix for survey form).

III. STUDENT DEVELOPMENT AND PLACEMENT

Learning Activities

Senior Seminar

A day-long Job Seeking/Job Keeping Seminar for seniors was again conducted
this year as last year. Several employers spoke to 60 seniors about various as-
pects of job hunting and job keeping (see Appendix for agenda). This activity
was the kick-off to our campaign to place graduating seniors. A unit worksheet
which includes the seminar objectives and a list of materizls and activities
follows.

L3
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Senior Seminar Unit Worksheet

Objectives:

1) To enable students to evaluate their own strengths and weaknesses so
that they are seeking jobs which they stand a chance of getting and
which will provide them with personal satisfaction.

2) 'To provide students with the basic tools needed in order to be competet-
ive job seekers. These include the techniques of filling out applica-
tions, interviewing, correct appearance, etc, &

3) To provide students with an understanding of the world of work, of
their responsibilities to employers, and thelr employers' responsibili-
ties to them, so that they will be better able to hold on to a position,
once they have found one.

Activities: Materials:
1) General session to introduce students 1) Job Placement Office
to Placement Office slide/tape presentation
2) Divide into groups to go over job 2) Job packet
packet
3) Session on work attitudes - speeches 3) Employer panel of three
and question and answer periode. employers
Whole groupe. :
L) Speech on Labor Laws. Whole groupe. k) Representative from
Department of Labor
5) Speech on job interview techniques. 5) Three employers
Three groupse ‘
6) Mock interview sessions. Three groups. 6) The mock interview game
7) Evaluation of the day. Three groupse. 7) Evaluation questionnaire

Sequence Chart:

The seminar activities occurred in the sequence in which they are listed
above. The time each activity takes place can be estimated by referring
to the agenda in the Appendix. Each mod lasted approximately 25 minutes.

Job Seeking/Job Keeping Seminar for Undergraduates

The Project Director visited three sophomore math classes with 45 students in
them to administer Holland's Self-Directed Search test. The resulting index gave
students an idea of the general categories of jobs for which they would be suited.
The Placement Counselor subsequently visited these same math classes to explain
the Placement Office's function and to teach a one-~day lesson on resume preparation
and the correct way to fill out applications. In two of these math classes the
Placement Counselor field-tested an extended Job Seeking/Job Keeping Seminar which
was geared to students who might be looking for part time or summer jobs while still
in schoole 33 students in two general math classes were involved. A detailed des-
cription of the seminar follows.

Objectives: Same as those of senior seminar (see abave)

Duration: 11 sessions, each 50 minutes long
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Mt. Ararat Job Packet, Mock Interview Game, Video-taped Interviews
and On-the~Job Situations, Commercial Materials (such as filmstrips,
readings, etc.), guest speakers.

The seminar was divided into three major segments, i.e., the job-
hunt, the interview, and the post-employment segments. During the
first segment the Placement Counselor had students fill out a pre-
liminary evaluation sheet (see Appendix) to see how knowledgeable the
students already were. Activities which followed included going over
sample want-ads, and yellow pages as sources of job openings, practic-
ing and writing sample phone calls to businesses, and filling out
apolications.

Three to four classroom sessions were spent on the "Interview Segment,”
since this is the only chance an applicant has to make a good first
impression on an employer. ¥First an employer came in to speak about
interview techniques and to answer questions; next the Pre-Interview
Checklist and a pamphlet on interviewing were gone over, after which
the class practiced "mock interviews,” each taking in turn both the
role of interviewer and interviewee and rating each other. The class
was further shown video-tapes of good and poor interviews and dis-
cussed them. An additional outside-of-class activity in this segment
was the setting up of individual interviews with the Placement Coun-
selor in the Placement Office. Students were given a list of nine
jobs and each student had to choose one of the jobs to apply for

(see Appendix). All of the jobs had at least two applicants and one
had eleven, thus simulating a real situation. Students filled out
schedules and were told to bring in the packet resume (which was
filled out in one of the classes) to use as an application at the
interview. A rating sheet was used by the Counselor after each
interview and was given to the students in class when they were told
who got hired and why.

In the third "post-employment' segment the primary aim was to develop
an awareness of what good work habits and attitudes must be developed
in order to keep a job. Other topics covered included the correct

way to leave a job, payroll deductions and labor laws. The Check-

list for Employees was gone over as an introduction; a filmstrip
series entitled Trouble at Work (Guidance Associates) covered the

four topics of absenteeism, lack of ambition, failure to ask questions,
and hazing of new employees. Discussion followed. In addition
video-tapes of students acting out problem situations on the job were
shown and discussed. The video-tapes also included a situation in
which a girl had to face the problem of leaving a job for a better one.
This helped introduce the topic of giving notice and the importance of
establishing good business references. The final part of this segment
included going over payroll deductions, and various labor laws, such
as minimum wage, overtime, work permit requirements, etc. Students
did exercises on payroll deductions and figuring basic pay and over-
time.

During the entire final class students completed an evaluation question-
naire which was revised and expanded on from the preliminary questionnaire.

>
o

o




- 19 -

Placement Team Units

The Placement Team conducted a half-day Saturday workshop in order to produce
materials and units for use in various classes.

Four units were written up, the titles of which were "Handling an Office,"
"Out on Your Own," "Developing Basic Work Skills,'" and "You as a Workere" Time
permitted only one of these units to be field-tested this year, although part of
the third unit was completed (a video-taping of a couple attempting to buy a
refrigerator in a local department store.) Plans to complete field-testing have
been made for next year.

"You as a Worker"

The unit "You as a Worker'" was field-tested in a freshman English class of 25
students by the Placement Counselor and the Guidance Counselor who helped write it
up. The unit was designed to enable students to develop an awareness of how they
would adapt to the world of work and of what would be expected of them, specifically
in regard to work attitudes on the job.

The first activity was the development of a list of qualities of a good
student; then each student rated themselves on these qualities. After this the
teacher interviewed several students in class and had the class discuss the inter—
views. The teacher then asked the class to vote on who should be hired and then
explained who she thought should be hired and why.

Ir the next class a list of qualities of a good employee was developed. Stu-
dents then made up individual charts and rated themselves. An employer came in to
explain what he felt were the important qualities of a good employee and the lists
were compared and discussed.

The next class activity involved students taking part in various assembly line
productions in order to evaluate how they performed in a group effort with a pre-
assigned job.

The following class the students assembled puzzles. This was designed to test
initiative and leadership; no roles were assigned. The puzzle assembly was video-
taped so that students could rate themselves before and after viewing the tapes.

A human maze was used for the next class to see how well students performed
at accomplishing various tasks on their own. There were 10 points in the maze
with a task to perform at each. Students were timed and rated and the student
with the best zverage score and time was declared the winner and given a prize.

The students next wrote endings to job situations which one of the assembly
lines had produced, dissussed the endings, and role-played the situations for the
purpose of evaluating how they would handle problems on the job.

During the last session, students filled out evaluation questionnaires and
final rating sheets. The teacher filled out an identical sheet on each person so
that each could compare it with the self-evaluations (rating charts and evaluation
sheets mentioned above are included in the Appendix).

Career Seminar

A five-meeting career seminar was conducted periodically for Juniors and .
Seriors. Organized around Holland's theory of vocational developmen@, the Seminar
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stresses self-evaluation, use of printed vocational materials, and getting into
the community via job observation.

Additional Learning Activities

The Placement Counselor and a Guidance Counselor visited an English lab
class for two mods to teach resume preparation and interview techniques.

The Placement Coordinator visited a Social Studies class for two mods to
give a talk on Manpower job projections, future availability of Jjobs, and the
employment picture in general in Maine.

The Project Director has taught a Distributive Education class of seniors
once a week for the entire school year. Many of these seniors will be looking
for full-time permanent jobs after graduation.

-

The Coordinator conducted a short-term Job-seeking seminar in a recordkeeping

classe.

The Placement Coordinator developed "The Cashier Game" in response to employer
comments about students'! difficulties in making change. Several 25-minute sessions
with from six to eight students in each were conducted in the Placement Office by
the Coordinator and Counselor. The purpose of the game was to teach students in-
terested in store work how to make change and fill out sales slips. This game was
devised in the hope that store owners or managers, knowing we had students with whom
we had worked on these things, would hire these students if they found that they
needed extra Christmas help at the last minute.

A guidance counselor used the job packet in a psychology class.

The Placement Process

Applying to the Placement Office

The same application form as was used last year was used this year for students
aged 16 and above (see Appendix). A student in this age group who registers with

the Placement Office fills out an application and takes an interview with the Coordina-

tor or Counselor. This interview is fashioned after an actual interview procedure.
Having the student fill out the application and go through an interview gives the

interviewer a means of measuring how much aid an individual student needs in applica-

tion techniques, and how well a student understands the questions asked on the
form and in the interviewe.

The form of application we use is a 5" x 8" card, printed on heavyweight paper,
which fits easily into a file box (separate from the filing cabinet). The reasons
we have continued to use this application are:

1) It is durable, being on heavy stock.

2) It is compact.

3) It is easy to file.

4) They are easy to sort through when looking for a particular application.

5) It is a form similar to that used by many employers and thus a learning
experience.

A simplified repistration card was used this year for students under 16. On
this 5" x 8" card students write their name, address, telephone number, year of
graduation, birthdate, date of application, attendance group and types of work
they want.

A brief interview follows the completion of this card during which
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the interviewer finds out about transportation and work experience. The rationale
behind the brief form and interview is that we feel students this age will get dis-
couraged if they fill out a detailed application and go through a long interview as
older students do, and then get no results because we are concentrating our efforts
on seniors and older students. Thus, while we are not turning away the under-16
student, we are not building up his expectations to a degree where they will become
negative about the Placement Office.

Placing Seniors Prior to Graduation

Unfortunately, unlike institutions of higher learning, employers cannot and
good jobs will not wait until graduation day. Any secondary school truly committed
to job placement must develop a procedure to allow seniors the opportunity to take
a full-time job prior to graduation.

The process at Mt. Ararat has been facilitated by a graduation contract which
was devised during the previous school year (see Appendix). Briefly, students and
teachers make arrangements to finish required courses, and any other courses the
student wishes to complete individually.

The contract spells out the following stipulations:
1) The student agrees to return to school if full-time employment ends.

2) The exact tasks which must be completed to finish courses, the times
these assignments are due, and the process by which they will be sub-
mitted must be spelled out.

2) The weekly meeting time with the Placement Coordinator must be
included.

The last point is worth some explanation. We at Mt. Ararat view this program
as a transition effort. We still consider the student to be a full-time student who
is involved in a final individual educational project-—-working full time. In this
vein, it is a requirement that participants must meet weekly or bi-weekly with the
Placement Coordinator to review the project worke In short, we do not cut these
seniors loose. We attempt to support them in the crucial first weeks in the world
of work,

Coordination with M.E.S.C. and Other Existing Placement Agencies

It is important that schools doing job placement coordinate and differentiate
their activities with other public agencies providing similar services to youth.
In rural states, this is not a major problem. The project staff could identify only
four such agencies in our area: the Maine Employment Security Commission, the in-
school and summer Neighborhood Youth Corps programs, school-based work/study programs
and the summer Youth Conservation Corps. The project did not find itself in conflict
with any of these. To the contrary, the project staff was able to cooperate and
pool efforts with all of these agencies.

As mentioned above, we became a cooperating agency with M.E.S.C. enabling us
to receive daily microfiches from the state Job Bank., In addition, the Placement
Counselor enrolled and supervised the four in-school Neighborhood Youth Corps stu-
dents as well as recruiting applicants for the summer N.Y.C. and the Youth Conserva-
tion Corpse The project staff was able to work jointly with the Distributive Educa-
tion and Cooperative Education programs as well. The Project Director taught one
Distribut: ve Education class one day a week during the school year and assisted in
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recruiting students for both programs. Furthermore, the Placement Coordinator, with
the aid of the Cooperative Education teacher, devised and administered a survey form
to numerous local employerse.

IV. FOLLOW-UP

A rough draft of A Procedural Guide to Follow-up in Secondary Placement has
been compiled in which we describe all of our follow-up activitiese. A few comments
on our procedures is, however, appropriate here.

Post Graduate Follow-up

Follow-up procedures were developed and field tested for both post graduates
and students still in school. In addition to one-to-one follow-up contact with
students placed, in October of 1974 the Coordinator, along with the guidance staff,
attempted to contact by telephone all of the previous June's graduates. All but a
few were contacted and their status as of October was recorded (see Appendix for
summary). Subsequently, in early January, 1975, all the graduates were invited to
a Faculty/Graduate Get-Together. The large group was divided into three smaller
discussion groups and the comments which were recorded in these groups were compiled
and will, we feel, be of value and interest to the Mt. Ararat staff (see results in
Appendix).

In conjunction with the Coordinator's efforts to place graduates who were un-
employed in the fall and actively seeking work, a "Job Hunt Team" was organized by
the Coordinatore The object of this activity was to get unemployed graduates into
the Placement Office together to pool their efforts to mutual benefit.

Undergraduate Follow-up Groups

To assist undergraduates in adjusting to their new jobs, a group follow-up
procedure was developed by the Placement Counselor. The goals of this activity
were:

1) To provide group support and advice about on-the-job problems
2) To teach job retention skills

3) To provide students with information pertinent to them as erployees,
€efey, Minimum wage, labor laws, etc.

Organization: Attendance was mandatory for all undergraduates we placed.
The groups had from four to eight students in them and sessions were scheduled during
the students' free mods. Three or four sessions were held for each group. Every
three months or so new sessions were set up as a large enough new group of students
placed accumulated. (Immediate follow-up in the first few weeks of employment was
handled on an individual basis).

All students placed were sent for and were asked to fill out a guestionnaire
and to give us a copy of their schedules. (See questionnaire on following pape).
Questions 9 through 12 were used to evaluate the educational components of the
Placement Office. The number of Yes and No answers were recorded in the statistics
file. In order to keep track of attendance at follow-up groups as well as work
history, etc., a follow-up card was kept on each student with the student's name,
employer's name, job title, the date the student started work, the date the student
left work (if applicable), the reason the student left (if applicable), comments
regarding employer's remarks at time of follow-up contact, date of employer follow-
up contact and record of attendance at follow-up groups (dates and number of sessions
attended).
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Content: The group meetings covered a variety of topics from Determination of
Job Satisfaction, On-the-Job Problem Situations, Job-Keeping Skills, Promotions,
Raises, Benefits, Maney Problems, Labor Laws, and Changing or Leaving a Job.

Session One: As a kick-off, group participants were given back their question-
naires.  Each was asked to describe his or her job for the group. Their answers to
questions 2, 3 and 7 were used to evaluate the students' work records. Going over
the answers led to group discussions about problems they had faced on the job and
about the things they enjoyed about their work. Further answers were then gone over
and those who indicated a desire for assistance with their income tax forms were put
on a list to be contacted after January 31. Those who indicated that they felt ill-
prepared for their interviews or the duties of their jobs were asked to explain
further and to offer suggestions as to how we might better prepare them. Any students
who were having problems at work were asked if they wished the Placement Office to
contact their employers. Most did not want us to do this.

Sessions Two, Three and Four: Remaining group meetings dealt primarily with
job-keeping skillse. The Placement Counselor used several methods such as reading
skits which had no endings and having students complete them, video-taped problem
situations acted out by the drama club, or film-strips on problem situations at
work. Discussion followed all of these methods. The correct way to leave a job
was also dealt with in the videe-taped skits.

EVALUATION

Employer Satisfaction

The best follow-up procedure to use with employers is periodic personal contact
and this is the method we have used. ZEmployers who had not listed openings with the
Placement Office or had listed openings but had not hired any students referred were
contacted by the Placement Cocrdinator as often as she felt was appropriate. The
purpose of these contacts was to check on possible openings and/or the reasons the
students referred were not hired. Employers who did hire referred students were
contac*ed the first or second week after the student began work, and subsequently
were contacted as the need arose. Often the Coordinator combined a call to check
on openings with a check-up on students working at that particular place of business.

An employer follow-up file was kept (as in the case of each student placed)
with a card for every employer visited by the Coordinator. On each card was recorded
the company name, the names of students hired, the dates of employment, the dates of
follow-up contact and comments by the emplyer at the time of follow-up. During
follow-up contact, employers have been encouraged to relate any problems they see
in employees as a whole, in students placed as employees, and in employees' rela-
tionships with each other. The Coordinator has further encouraged employers to
provide positive reinforcement to students they hired by pointing out to the students
their strong points as employees. When there was a specific problem to be resolved,
the Coordinator spoke to the student first attempting to give the student enough
confidence to handle the problem directly with the employer. If necessary, the
Coordinator met with the employer and employee to see if the problem could be
ironed out. It has been our experience that most problems arise from misunderstand-
ing in the early days of employment; thus, if an employee can make it through this
critical period he will usually be equipped to handle later problems on his owne

Evaluation Survey of Seniors & Employers

The two-pronged evaluation of both this year's graduates and the employers
who have hired our students is not complete. The Senior Evaluation will be con-
ducted as part of the Class of 1975 Follow-up in October. We found last year that

7.
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we added many Seniors to the list of job-seekers who had not anticipated in June
that they would need our services. Since we would like to include as many people

as possible in this evaluation, we will do it when more have made definite plans
for the future.

The employer survey will be done during the extra days which the Placement Coor-
dinator will work after the school has closed for summer vacation. This will give
the Coordinator a good chance to check on employers and at the same time let employers

know that the Placement Office is open to help them, even though the students are
no longer in school.

-}
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Follow-up Group Questionnaire

NAME

CLASS DATE:

1e IList the job or jobs the Placement Office placed you ine

Employer Position Dates

From:

To:

From:

From:

2. Check the things you like(d) about your jobe.

Salary Location Employer (if different
» from supervisor)
" Fellow workers Hours worked Other,Specify:
Supervisor Type of work

3., Check the things you do (or did) not like.

Salary Location Employer (if different

from supervisor)
Fellow workers Hours worked Other. Specify
Supervisor Type of work

4, Do you understand what the deductions are (were) in your paycheck?

Yes No
5. Do you know how to file your income tax return? Yes No
6. Do you know what the minimum wage is? Yes No

7. If you are no longer at the first job we placed you in, why aren't you?
A, Got fired because of
poor attitude

poor attendance

___ lack of skills

___ other, explain:
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B. Quit because

___ went to another job
job wasn't what I wanted or expected
didn't get enough hours

got too many hours
personality conflicts with employer or fellow employees
personal reasons

other, explain:

Ce. Got laid off
8. Check each of the following things you feel you need to know more about or
would like to discuss in the follow-up groupe
Job seeking procedures
____ dob keeping procedures
Job leaving procedures
Promotions, raises and benefits
__ Paycheck deductions
____ Budgeting
Bank accounts--checking, savings, loan
Income tax returns
___ Consumer information
—__ Labor laws--minimum wage
How to react to employer and fellow employee criticism

Other. BSpecify:

9. Did you feel the Placement Office gave you adequate preparation for your
job interview?

Yes No

10. Did you feel the Placement Office gave you adequate information about the
duties of the job you were placed in and the employer you worked for?

Yes No

11« If you are having problems with your job, do you feel a meeting of the
Placement Counselor and your employer would help things?

Yes No

12 Do you feel you know enough about job hunting to find your own in the future?

Yes No

Q@  *Note - Please leave a copy of your schedule in the Placement Office - :}f)
4
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BEvaluation by General Public

A continuous effort has been made to evaluate the project's effectiveness by
sensing the public attitude toward us through our attendance at parents' nights,
school board meetings and other community functions. When criticism of the program
has been encountered, our approach has been to invite the person or persons involved
into our office to discuss the nature of the criticism. We have found this is good
public relations and aids us in assessing our impact on the communitye

Outside Evaluator ‘

An outside evaluator, Dr. John Young, has visited the project three times since
September, 1974, and has reviewed and discussed all the project's activities with
the staff. His final evaluation appears further on in the text.

RESULTS AND ACCOMPLISHMENTS

I. NEEDS ASSESSMENT

Out of 145 seniors, 138 or 95% of the class filled out the needs assessment
form. We were unable to track down the 7 remaining seniorse. The following results
were compiled:

TABLE I
51% indicated plans for full-time employment
56% indicated plans for further education
32% indicated plans for both school and work
15% indicated plans to travel

18% indicated interest in the military

The total when added up is 172% which indicates that many seniors checked more
than one possibility, and thus were uncertain of their plans. All seniors who
filled out the form were sent for again in May to see if their plans had changed.
We found that some who indicated they would need help job hunting no longer did and
vice versa. The final results showed that while the actual names may have switched
from one list to another, the percentage did not change appreciably at all.

II. JOB DEVELOPMENT

TABLE IT
Total Businesses Visited 154

Total Businesses Supplying One or More Job Orders 137 or _ 89%

Total Job Openings Since Beginning of Project Lo2

Total Job Openings Since June 30, 1974 252
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During the pre~Christmas visitations to 26 area stores, it became evident that
many employers were extending the hours of their present employees rather than hiring
new help. Furthermore, they planned to draw from former employees, relatives and
friends before hiring from the outsidee.

In the area of publicity, we feel it is significant that last spring we went to the
local newspaper and radio stations for coverage, while this year both the radio
stations and the newspapers have sought us out numerous times for information concern-
ing our program. If job openings received are any indication, advertising the
Placement Office on radio and in the newspaper was much more effective than the adver-
tising flyers we handed out to students for distribution, since only three students
got Jjobs as a result of the flyer ad.

In response to our mailings to 65 summer camps, we received 6 replies and 2 job orders
for 7 openings. We referred 11 applicants to both jobs out of which one was hired.
From these results, we concluded that this was not one of our more fruitful attempts
to obtain job orders and that perhaps the effort and expense involved were not worth
the returns.

The survey of new employers which was conducted by the Coordinator, Counselor, and
Cooperative Education teacher proved quite gratifying as it provided positive feedback
from employers. The survey affirmed once again our belief that personal contact,
especially visits, with employers is by far the best means of obtaining job openings.
One employer even called us shortly after our visit and told us he had an opening and
since we had had enough enthusiasm to go door to door looking for students, he would
give us first crack at finding someone to fill his position. He subsequently hired
two of our studentse.

ITI. STUDENT DEVELOPMENT .AND PLACEMENT

TABLE IIT

Number of students registered (grades 7 through 12) _6ok

Number of students at Senior Seminar 60

Number of students at Undergraduate Seminar __;21_

Number of students in Placement Team Unit _ 25

Number of students in Distributive Education Class _ 25

Number of students in Career Seminar ko

Number of students in Cashier Game 16

Number of students in Math classes visited 60

Number of students in Social Studies class visited _ 23

Number of students in Record Keeping class visited 16

Number of students in English lab visited _25

Number of students in Psychology Seminar 12 -};)
% P
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TABLE III (cont)
Total 336
Total students grades 9 through 12 _806
Percentage of students grades 9 through 12 .
participating in student development activities L%

Of the 604 students who have registered with us, all go through an interview
when they first apply. During this interview we point out the correct way to fill
out applications and how to take an interview. We consider this the first step in
the student's development and training as a potential member of the work force.
Only students grades 9 through 12 have participated in our learning activities this
years

On the more formal side, the five major learning activities conducted by project staff
this year have been the Senior Seminar, the Undergraduate Job Seeking Seminar, the
Placement Team Unit on Work Attitudes, the Distributive Education class and Career
Seminar both taught by the Project Director. These five activities, along with the
other more short-term visits to classes and the "Cashier Game" have enabled us to reach
a goodly portion of the student bodye 184 students were involved in the five major
activities, while an additional 152 were involved in the short-term activities.

This means that out of a student population of 806 for grades 9 through 12, 42% took
part in the program's formal student development activities.

Placement Team Unit

As pointed out previously, the Placement Team at the workshop day produced four
units, one of which was field-tested. The unit "You as a Worker," went well judging
from the results of the final evaluation questionnaire and self-evaluation (see
Appendix for samples).

Twenty-five students in a freshman English class participated in the unit. No grades
were given, since it is difficult to grade attitudes. However, in comparing the
final student ratings of themselves with the ratings by the teachers, the results
did not widely differ. This would indicate that the students had developed fairly
objective views of themselves as workerse

Results of the Placement Team Unit evaluation questionnaire indicated that
students were generally positive about the unit and felt they had learned something.
Following is a summary of the results:

TABLE IV
Ratings
Liked the student interviews 25
Liked the assembly lines . 22
Liked the employer speech 21
Liked the puzzle i 23 h :}{3
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TABILE IV (cont)

Liked the maze 21

Liked the job situations 22 |

Liked the wrap-up and evaluation 21
Comments

Needs improvement:

student interviews ]
assembly lines L
puzzle )
maze 2

These results indicated a pretty high level of positive feedback when not more
than four out of 25 students felt negative about any one activity. Specific comments
about how to improve the activities were generally lacking, although one student said
he would make the assembly lines "more real"™ and another student made the same comment
about the job situationse.

Undergraduate Job~Seeking/Job~-Keeping Seminar
An evaluation questionnaire (or test) was also used in the undergraduate seminar
(see Appendix). Students received grades for the test which counted toward their
quarter grades in Math. Out of 33 students, 27 passed the test. Out of those who
received failing grades most failed because they has missed classes and had not made
up the work they had missed or covered the materials we had gone over in classe.

Senior Seminar

Another evaluation was conducted at the end of the senior seminar day. The

guestionnaire used follows with the total answers recorded after each items Thirty-two

seniors filled out the sheet.
Job Placement Workshop Evaluation

Name
I. (Check all that apply):
1« The workshop: 18 is good held as an all day session.
7 should be divided into separate sessions and
held throughout the year.
10 should be held earlier in the Yyear.
22 should be held again next year.
1 not so early in the morning.
14 was very helpful.

___7  was helpful.

2. The workshop:

21 gave me some new ideas.
0 was of no value to me.

3%
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o

(@]

"work attitude" sect
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is very helpful.

is somewhat helpful.

is something I will use later.

is of no value to me (in this case, please
return it.)

gave me a better understanding of the

employer's point of view.

supported what I already thought 1 should do at

an interview.

was a good reviewe.

had good speakers.

was of no value to me.

other. Don't let good friends interview each other.

gave me some new ideas about working.

gave me a better understanding of the employer's
problemse.

provided no new material.

other.

was interesting.
gave me new information about my rights as an
employee. ‘

~was not worthwhile.

other. not clear 1; do wages 1; somewhat boring 3.

speaker I liked best was Patenaude 22; T. Gray 3; Tucker 1; all 3.

section I liked best was interview 12; attitudes 10; game 2, laws 2; all 2.
The most worthwhile thing I learned at the workshop was how to interview 183
work attitudes 8:; rights 1; employer's point 7; what to bring for interview L.

where to look 3; '"be yourself' 2.

10.

1.
No

Do you feel the workshop gave you good preparation for job-seeking and
job-keeping? Yes 29
Can you think of anything that should be added to the workshop?

14 - Yes 11 What? more speakers 4; different jobs 6; college jobs 4;

12.

13

seminar was a success.

real employer interviews 2.

Do you feel anything should be left out of the workshop? No 18 - Yes 7
What? less lecture 1; less law 6.
Would you recommend the workshop to others? Yes 30 - No O

From the noticeably small number of negative comments, we can assume that the

The only itém where there seemed to be an even split in

opinions was the first which asked about when and how the seminar should be offered.
But still the majority felt it was good as a one-day affair.

.
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Placement Figures

TABLE V
Total Figures
Total students registered 60k

Students registered since June 30, 1974

:

Total students placed in one or more jobs 208

Total number of placements 272
Total placements since June 30, 1974 _155_
. Class of 1975
Registered with Placement Office __ 88
No longer want or need assistance _28
Placed in full time permanent jobs 12
Placed in part time permanent jobs 2
Placed in summer jobs 10
Placed in part time temporary jobs 20
Placed in odd jobs 10
Total placed __:21_
8till looking for full time permanent jobs 18

Still looking for summer jobs 12

Placing Seniors Prior to Graduation

This school year three seniors took advantage of our policy which allows them to
leave school early to take a full-time job. One student took a bookkeeping job, one
took a construction job and the third took a part-time bank teller's position which
will work into full-time

Coordination with M.E.S.C. and Other Existing Placement Agencies.

As of the present date (May 16) we called the state Job Bank on 122 openings, were
able to refer to 67 jobs, and placed 8 students through this agency. The main

reasons that the placement figure is so low in comparison to the number of calls and
referrals are: distance from the job site, job already filled due to numerous
referrals from M.E.5.C. offices, and competition with many other, often older appli-
cants with more experience and/or who were living closer to the job site. However, on
the positive side, there are eight applicants who might still be unemployed if not

for the state Job Bank.

AR X
W1 ]

@ During the entire school year the Placement Counselor enrolled and supervised four

ERIC
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in-school Neighborhood Youth Corps enrollees and recruited 24 applicants for the summer
Neighborhood Youth Corpse. As of this date 8 of the applicants have been notified
of their acceptance into the programe.

In addition, the Counselor recruited fifteen applicants for the Youth Conservation
Corps, a summer work program designed to teach students about their environment as
well as to provide a work opportunitye. The school was allotted two slots so that
only two of the applicants were accepted and two were chosen as alternates.

The employer survey which was conducted by the Coordinator, Counselor and Cooperative
Education Teacher proved that the Placement Office could effectively pool efforts with
school work/study programs to leave a positive impression with employers. Cooperation
and coordination prevents employers from getting aggravated by being contacted by too
many school representatives looking for jobs for students. In fact, most employers
said they preferred to be contacted only twice a year at the most by the Placement
Office, and that they would initiate any other contacts.

Since the survey will be an on-going effort, there are no final figures; but to date
we have contacted 37 employers using this form and have gotten job orders from 8 of
these companies. However, it should be noted that the survey was conducted in the
early months of the year when jobs were scarce everywhere.

TV. FOLLOW-UP (AND) V. EVALUATION

Post-Graduate Follow-up

As mentioned above, the results of the class of 1974 follow-up phone calls
and the Faculty/Graduate Get-together_ are included in the Appendix. As these results
show, we were able to contact all but five out of last year's class of 143 seniors.
Of the nine students who indicated that they would like job-hunting, all were
invited to come in and participate in the "Job Hunt Team's" efforts. Only three
students could make it at the same time, but the rest came in individually. Team
members exchanged resumes, coordinated job hunts, supported each other's efforts and
shared frustrations. All of these "team'" students have since been placed or have
found jobs on their own.

Undergraduate Follow-up Groups

Thus far 56 students, grades 9 through 12, have participated in the undergraduate
follow-up groups and 82 have filled out the follow-up questionnaires (see pages 25
and 26 for samples). Of the 26 who have not attended the groups, only 5 who were
scheduled did not attend. The rest were not required to attend either because they
had left school to work, had dropped out, or had had odd jobs which lasted only a few
dayse.

From the evaluative questions =sked on the questionnaires we got the following
results:

TABLE VI
1. Liked their salaries 66%
|
2. Liked type of work 8l%

3. Felt they had adequate interview preparation:

Yes 25% ,}?
No 2%
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TABLE VI (cont)

No answer §5

L4, TFelt Placement Office gave adequate informa-
tion about the duties of their job:

Yes 22%
No 16%
No answer ' 5%

5. Felt they knew enough about job hunting to
find a job on their own.

Yes ’ 60%
No 22%
No answer 12%
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Third Party Evaluator

In addition to all of the self-evaluation procedures described above, Dr. John Young has
visited the project three times in its second year of operation and his final evaluation
is included below:

Evaluation Report
In-School Job Placement Service for
Secondary School Students
Mt. Ararat High School

Program Focus

This program established four major areas of focus. The first was an immediate
concern of aiding students at the high school to obtain summer employment, part-time,
academic- year employment and permanent employment upon graduation. The need of this
type of activity has become very apparent in view of the increasing unemployment,
especially among young workers.

The second major focus was to teach the student appropriate ways to obtain and keep
a job. The need, again, is evidenced by national and local statistics which show young
people as being almost transient in the work force.

The third focus was to integrate the teaching of these skills into the classroome.
This objective becomes integral to the success of any program that seeks to be instruc-
tive rather than an employment agency. It is this effort which attempts to prevent
young people from entering the work force with inadequate or non-existent interpersonal
skillse.

. The fourth major focus was to export the materials and procedures developed in
this project to local and national audiences. This objective is not crucial to the
success or failure of a program, but it is a professional responsibility.

Evaluation

The data collected on specific activities engaged in by the staff came in two
forms: (1) Criterion data indicating completion of the activity and; (2) evaluative
data to indicate the success of the activitye.

Focus #1 - Aid Students to Secure Employment

These activities are itemized under priorities II, III, and V. All activities
were achieved but some data indicates areas of weakness. The first activity was to
survey students to determine their expectations for employment. This activity-
generated data is difficult to interpret because of the changing ideas of the stu-
dents. The assessment was made in February and many students had not begun to be
concerned about employment. This caused a change in the individuals participating
in the program although the numbers remained the same.

Priority III involved contacting and soliciting assistance from area businessese
These activities have been achieved and data shows a positive attitude by business with
repeat requests for students handled by the staff. Priority V was also achieved with
specified numbers of students being placed in jobs. Data from these activities
point out a real need for accurate information about students, both in terms of what
students perceived and actual expectations, and past work performances. This data

v
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would permit more accurate recommendations to be made to employers and better place-
ment of studentse.

Focus #2 - Teach Skills to Students

Priority IV under this focus was to develop mini-courses of skills and follow-up
procedures. Both activities were achieved, but no data was collected to indicate
whether the training helped the participating students be more effective. Neither
was sufficient preliminary information collected to determine which skills were
needed by which students. This activity needs to be significantly refined before
it can be used effectively. The data collected by "pre-post' testing showed the
mini-courses were efficient teaching tools.

Follow-up procedures were established and those students who attended expressed
the belief that the seminars were useful. This was the only data collected and it
came from a subset of the original group. Some useful information enabled the staff
to identify the "hard-core'" unemployed students. Additional efforts at isolating
the characteristics of these students should be implemented so that they can be
identified early enough to be helped.

Focus #3 - Involve Classroom Teachers

Priority I and VIT dealt with this area. This is the weakest area of the pro-
gram. Some work has been done with adult education but no significant progress has
been made. The placement team guidelines were prepared but involving the teachers
was difficult. Only twenty-fivé students have been involved in materials prepared
for classroom use. Some of the problems are those experienced by many new programs:
(1) Lack of time and desire, by teachers to be involved; (2) arranging meetings;
(3) an attitude that says "this isn't my job." These activities will take adminis-
trative support to become effectivee.

Focus #4

The exportation of ideas and materials by the staff has begun slowly. Few
visitors have come, but they seemed impressed with the activities. Some materials
were prepared and showed at local association meetings and some articles have been

published. The activites for this area were all accomplished but they need addi-
tional time and effort to really produce the desired effect.

OTHER ACTIVITIES

Dissemination

A slide/tape presentation about the Placement Program was designed and produced for
use at conferences, workshops, and generally to introduce our program to any interested

partiess To date, this slide show has been viewed by the following groups or individ-
uals:

The New England Personnel and Guidance Association Convention Members
The Central Maine Guidance Association Members

The S.A.D. #75 School Board

The Mt. Ararat Placement Team

Only Placement Team units' materials

‘23
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Evaluators from the State Department of Educational and Cultural ServVices

The Maine Employment Security Commission's Representative to the Portland School
District

The Assistant Field Representative for the Maine Advisory Council on Vocational
Education .

One Mt. Ararat Adult English Class

State Representative Tierney

The Director of the Department of Vocational Education

A Guidance Counselor from Hodgdon High School
The first draft of our Procedural Guide, which was produced and printed in the fall of
1974, has been distributed along with the Job Packet and other materials to the follow-
ing groups:

Members of the New England Personnel and Guidance Associates who attended our
workshop presentation

Several Central Maine Guidance Association members

The S.A.D. #75 School Board Members

Several attendants at the American Vocational Association Convention in New Orleans
The Lions Club of Brunswick

The Maine Legislature's Joint Committee on Education

Additional Proceduraeruides and/or Job Packets have been mailed or given tc 70
separate parties, 29 of which are in Maine.

A workshop format which explains the organization and implementation of an in-school
job placement service, using our project as an example, was designed by the Director
and used at the New England Personnel and Guidance JAssociation Convention in Portland,
Maine, and at the Central Maine Guidance Association meeting at Mt. Ararat (see agenda
in Appendix).

Visits by the project staff to other projects, agencies or meetings have included:

A visit to Mt. Blue High School in Farmington

A visit to the Maine Employment Security Office in Bath

A visit to Abilities and Goodwill in Portland

Two meetings to prepare the job placement legislation

Two exemplary projects' directors' meetings

The legislative committee's hearing on the job placement bill

One Maine State House's session

A presentation to a guidance class at the University of Maine in Orono

A presentation to a guidance class at the University of Maine at Portland/Gorham
Visitors to our project have included the following persons:

The Assistant Field Representative from the Maine Advisory Council on Vocational
Education

The Representative to the Portland School District from M.E.S.C.

Q Members of the staff of Vocational Region 10

‘ ek
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The Director of the COPE project from Biddeford High School

State Representative James Tierney

Director of the Maine Job Bank, M.E.S.C., Augusta

A Representative from the Bureau of Labor Education

A Third Party Evaluator

The Adult Education Consultant from the Bureau of Vocational Education

A Guidance Counselor from Wolfeboro, N.H.

A student from U«M.P.G.

A staff &ember from Brunswick High School

The Director of the Maine Department of Vocational Education

A Guidance Counselor from Hodgdon, Maine

A Representative of the University of Maine Departmént of Labor Education
Additional dissemination activity has included numerous articles in the local paper,
distribution of our pamphlets to local employers and an article written by the Project

Director for the nationally distributed American Vocational Association Journal (see
Appendix).

Staff Development

In an effort, to become familiar with and well-informed about other activities related to
job placement, the staff undertook the following activities:
The Coordinator attended a Placement Workshop in Kennebunk, Maine in July, 197k.
The workshop was conducted by Jack Dale, Director of Florida's state-wide placement
program.

The project staff attended the New England Personnel and Guidance Association
Convention in Portland in October, 197k.

The project staff attended a November meeting in Lewiston of all the exemplary
projects' directors in Maine along with representatives of the Maine State De-
partment of Educational and Cultural Services. The purpose was to share ideas
and exchange information.

The Project Director attended two dissemination meetings of the directors of
exemplary projects.

The Coordinator and Counselor attened a meeting on positive reinforcement at
Augusta Regional Vocational Center which was conducted by two representatives
of the Association for Organizational Research and Productivity.

Miscellaneous Activities

A first draft of a Procedural Guide to Secondary School Job Placement in the State of
Maine was prepared by the Materials Specialist and made into booklet form.

The Job Packet was revised and added to and directions on how to use the senior
seminar packet were written by the Coordinator to be included in the packet for dis-
semination.

A professional photographer was hired who prepared a slide/tape presentation on the
Mt. Ararat Job Placement Program. The script was written by the Director.
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A statistics file has been compiled which includes total monthly figures on appli=~
cants, referrals, interviews, placements, employers contacted, etc.

In addition to the student applications file and the company files, a much more ex-
tensive filing system for all our materials has been established. Follow-up card
files on students and employers are included in this system.

The Placement Coordinator has taught an adult education class in English at Mt.
Ararat for the entire school year. Since all the students in the-Adult Education
Basic Education course were in her English é;éﬁs, the Coordinator was able to pro-
vide placement services to all those students who needed them. Furthermore, the
close association with the adult education director and staff has enabled the
Coordinator to offer placement services to any adult education students in the
school who desired the servicese.

Legislation

The primary recommendation of the 1975 final report was that the most effective
means of promoting state needs in secondary school job placement would be via

legislation. The Project Director co-authored L.D. 1609 '"An Act to provide Job
Development-Career Placement and Follow-up Services in Maine Secondary Schools'.

The progress of the bill has been a source of both excitement and frustration to
the school and communitye. A copy of the legislation appears in the Appendixe.

It was apparent to us from the initial hearing-at which the project director, a
parent and a student testified-that no one doubted the need for placement ser-
vice. Sympathy for the bill was unanimous. Support was not, primarily due to
two counter arguments. First, school districts could not comply with the law
without significant additional funding. Second, it was an infringement on
local control of educationa

As of this writing, the bill is engrossed in the House; having passed in the
Senate.

CONCLUSIONS AND RECOMMENDATIONS

CONCLUSIONS

I. Needs Assessment

Data concerning placement needs of seniors which was obtained in a needs assess-
ment survey, while providing us with a starting point, changes considerably in a
three or four month period. Any system, therefore, which categorizes seniors too
early in the school year is inadequate and unreliable. Thus, the only way to keep
information accurate is to keep in touch personally with seniors, especially to
recheck their plans as clcse to graduation time as possible.

II. Job Development

Contacting businessmen personally is undoubtedly the best means of obtaining job
orders. Personal visits to employers with subsequent phone calls to check back
are the methods we used. Employers have made it clear, however, that any more than
two or th-ee visits a year to inquire about job openings would be an imposition.
They prefer phone contact after the first few visits. Advertising on radio and in

-

.
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the newspaper in addition to mailings to businessmen are also effective, although

not nearly as much so as personal contact. Generally, the reactions of business-

men and the community have been very positive.

Mailing letters to summer camps was not an effective means of obtaining job open-
ings, when the small number of job orders received is compared to the time and
expense put into the mailings. We will probably re-contact only those camps who
gave us opeings this year.

The M.E.S.C. Job Bank microfiche was a valuable addition to the job development
effort, since it provided us with openings which we otherwise would probably have
not known about. '

III. Student Development and Placement

Learning Activities

Using existing classes for group work has worked out very well for us. Teachers
have been very receptive and we have found that placement learning activities can
fit easily into any area of the curriculum.

Role playing and game formats and guest speakers have been effective means of
presenting placement materials to classes, although the younger students have been
more receptive to role playing and games while the older students have enjoyed the
guest speakers more.

Placement Activities

Placing seniors seeking full time work after graduation is a task which will con-
tinue after school closes and may well not be completed until the fall of the next
school yeare.

To adequately provide placement services to seniors, schools must develop the flex-
ibility to allow some students to accept full time jobs which open up in the spring
prior to graduation.

Rural graduates are not interested in relocation for employment. Furthermore,
rural students in general are more interested in the location and salary of the job
than in the type of work they may be doinge.

There is as great a demand for placement services from undergraduate classes as
there is from the senior class, and an even greater demand for part time and summer
work from the former group. Several students being fired in close succession this
year taught us to be extra careful in checking students' references. Teachers have
been excellent sources to check with regarding students' attendance, reliability
and skills.

IV. Follow-up

Telephoning graduates in the long run is easier and gets better and more complete
results than mailings.

It is difficlilt to get post-graduates in for follow-up sessions, since most are
either working full or part time or are away at school. However, those who did
attend the Faculty/Graduate Get-together had nothing but positive comments and
seemed to enjoy the evening very muche.
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Scheduling of undergraduate groups is a problem. even in a school such as ours where
students have some unscheduled mods. Students are not as interested in seeing us

after they have jobs as before and some need considerable prodding to get them to

attend the group sessions.
V. General

The Placement Team effort has proven that it is feasible to get staff other than
those in the Guidance Department to assist in the Placement effort. Non-professional
staff are especially eager to help. Weekly meetings of the team, however, have been
difficult because many of the school staff had several other committees they served
on and it was difficult to get all team members to every meeting. Occasional
monthly meetings after an initial organizational meeting seems to be the better
set-upe.

Articles published in national journals can be of great aid in the dissemination
and publicizing efforts, as was evidenced by the number of letters we got re-
questing materials after the A.V.A. was published.

There is a general and prevalent feeling among the public that there is a need for
placement services in the schools and that this is not being provided. At the same
time, there is a feeling among legislators that this service cannot be provided
without expending great sums of money.

RECOMMENDATTONS

The public temperament is right for promoting wide-spread job placement in secondary
schools. The current recession has made this & timely topice. Therefore, we sug-
gest the following steps be taken:

1) The State Department of Education organize to promote this development.

2) We recommend that the Procedural Guide to Secondary Job Placement that is
currently being prepared be completed next year for distribution around the
state in order to help implement job placement services in the schools.

3) Those involved in job placement throughout the state should meet to develop
an action-oriented workshop.

4) The Department of Education should explore alternatives for state-wide
coordination of local job placement efforts.

5) All materials which describe the project activites, especially the classroom
units should be compiled and published for dissemination.
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Name:

SENIOR POST-GRADUATE NEEDS ASSESSMENT

Attendance Groupﬁ Advisor Group:

I. What are your plans for after graduation? (If you are not certain, check
all those which might be possibilities.)

A. Vorking

1.

2.

Would you like help in finding full time employment for next year?
Yes No

If NO, where do you plan to work next year?
Are you already assured of a job? Yes No Unsure
Have you done this kind of work before? Yes No

Would you be interested in attending a day-long seminar for
seniors, designed to teach you job hunting skills, as well as
your rights as an employee? Yes No

B. Furthering Education

1.

four year college or university
two year college

vocational or technical school
business school

2. Have you already applied to schools? Yes No
Where? _
3. Will you need financial help? Yes No
L. If so, do you have a Parents' Confidential Statement?
Yes No
C. Travel

D. Military. Vhich branch?
Have you alrcady enlisted? Would you like to see a representative
from: Army Navy Air TForce Marines Coast Guard

E. Other. what?

II. Please answer the following:

A.

Part time work

1.

20

Could you use some hvlp in finding a part time job during the
school year? Yes No

Summer work

1.

Lo

3.

Do you work now? Yes No thhere?

Type of work? Do you enjoy it? Yes ~ No
Could you use some help in finding a surmer job? Yes -No
Do you already have--a job for this summer? Yes No

Where? that type of work?

Did you work last summer? Yes No

Where? What type of work?

Did you enjoy it?

)

Would you be interested in attending a day long seminar, designed to
teach you job hunting skills, as well as your rights as an employee?

Yes

No




Imployer Survey

Work Study, Part Time, Full Time Jobs for Areca Residents

Company Name Counselor Date
I. How many people co you usunlly employ?
II. UYho is the person to contact regarding employment?
III. ‘Yhat type of pusitions do you usually £ill?
(Check all that ~pply): __ part time full time
... seasonal —_ Other.
IV. that background do you require of a potoential employee?
(education and training)
V. Uhat types of jobs are available in your business?
VI. Do you feel that you would ever be in a position to hire:
part time studeat part time student to train for
full time employec full time employment
VII. U'Yould you be able to hire a student on tlork Study, which means
that the student would get credit for his work, and a s¢hool . : - %
representative would contact you regularly regarding the student?
VIII. If you hired a student on a part time basis (not for credit),
would it inconvenience you if the Placement Counselor contacted
you occasionally during the first months on the job to aid the
student in any adjustment difficulties he may be having?

IX. ‘'/ould you be interested ian a Business York-Study program which
would provide clericol help, vith the student getting credit
for work? If so0, check which arrangement(s) you feel would be
most useful! Part time Full time Temporary

X. Uould you consider having a student (or small group of students)
come to your place of business to sce what the Jjobs there con-
sist of?

XI. Uould you be interested in coming to the schools to talk to
students about your job or the vorld of work in gencral?

XII. that would be the best method of keeping the schools and your

business in tourh with each other?

A. Placement Counselor visits you regularly. (How
often?
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V.

vil.

VI1I.

XII.

XIII.

Uhat background do yoa requxre»of a potentxal employee?

(education and training)

t/hat types of jobs are available in your business?

Do you feel that you would ever be in a position to hire:

part time studeat vart time student to train for
full time employec full time employment

tlould you be able to hire a student on Work Study, which means
that the student would get credit for his work, and a school - * - 5% 3%
representative would contact you regularly regarding the student?

If you hired a student on a part time basis (not for credit),
would it inconvenience you if the Placement Counselor contacted
you occasionally during the first months on the job to aid the
student in any adjustment difficulties he may be having?

‘Jould you be interested in a Business Work-Study program which
would provide clericsl help, vith the student getting credit
for work? If s0, check vhich arrangement(s) you fcel would be
most usefult Part time Full time Temporary

fould you consider having a student (or small group of students)
come to your place of btusiness to see what the Johs there con-
sigt of?

Hduld‘you be interested in coming to the schools to talk to
students about your job or the world of work in general?

t/hat would be the best method of keeping the schools and your
business in tourh with each other?

A. Placement Counse.or visits you regularly. (How
often?

B. Placement Counsclor calls repularly. (How often? )

Ce Employer will call vhen there is a need for the
Placement Services.

Do ____ I do not feel that my business will need the schools'
T services in the foreseeable future. (If this is the
care, do you fezl i% would be an imposition if the
Placement Counselor contacted you once a year to up-
date files?)

e are also trying to provide students with an understanding of

the attitudes neccussary to be a successful employee/employer.

Do you have any suggestions which you feel should be included C;TZ;Z
in these sessions?




Job Day -~ Mt. Ararat School - April 15, 1975

1 Introduction & Chorus Room
Slide/Tape Presentation <

2-3 ' Review of Packet Materials
Group 1 Room 111 (Business Ed)
Group 2 Room 159
Group 3 Career Center

4-5 Work Attitudes Rooms 243-244
Mr. Doug Gray Pre-Cast of Maine
Mr. David Wheeler ‘University of Maine
Mr. Lee Patenaude Shaw's Grocery Store

6-7-8 Labor Laws & You Room 201

Mr. Ralph Tucker University of Maine
Bureau of Labor Educa-
tion

9110 Lunch

11-12 The Job Interview Rooms 203-204
Mrs. June Gagnon Brunswick Naval Air
Station
Mr. Lee Patenaude Shaw's Grocery Store
Mr. Paul Smith Hillcrest Farms

13-14 Mock Interview Game
Evaluation of the Day
Group 1 Room 111
Group 2 Room 159

Group 3 Career Center
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Date: STATE POSITION WANTED
1st Cholee
Tast hame Tirst Middle Buc. Sec, Number Fhane 1 tone 2nd Cholce
i ard Cholce
MISS Lowest
Street & Number City and Statc Hos daaig an’lwn‘rs
PERMANENT Acceptahle
ADDRESS ceep
PREVIOUS 1 How 1o Wil sou accept nlpght work?
ADDRESS 2. Tiow Long What Hours?
—— r —
Newrest Ruatie Employed By How Loty DO NOT WRITE IN TIIS SPACE
MMMMM Date of Lurth l Hewght | Weight Married {1 | Number | Citizen wMulitmy Scrvice
Smgle [T ] Childien . .
Widowed {1 Anmy - wNavy - MO
Separated i1
Monty Nav Year ! Divorced ,'" | Dutes FRONT
oyl tlandnaps
|
Cuurses taken N s Gladuate |
| ‘
Leb oo el Courses taken o Yie | Landuate |
- R & e
Do you five with parents®  Yes ] No [} Are you willlng to travel? Yes [] No [] Have driver’s Lieense?  Yes 7] No [
Daovos rwe home” Yes (3 No [ Will you move out of State” Yes ] No ] Have you a car’ Yes [T No [
Wy Vo et Yes [] No [ Will you acrept temp. position? Yes [] No {7} Ever Bonded® Yes "1 No 77
Cre. s Fiow v - ~eard of us® Nows Paper Tel. Book Other
OrkiCE SKILi~ FHECK OR FILL IN LEMS YOUU HAVE EXPERIENCE IN.
Srorttand Speed wpeM
Typing speid wprM Switchhoard PBX m} Other Experience
Name Office Machlnes: Bookkeeping [m] or Skills
Dictating Statistical (m}
Buonkkeeping Payroll a
Biting 1BM 0
Prng Inventory m)
Calcuiato v Hobbies

Other

IMPORTANT - Starimg with PRESENT or LADT smployer sempiets EMPLOYMINT RECURD

PRESENT OR LAST

EMPI'LOYER Address Supervissy
Kind of Business Position i Salaty
Date Started Date Left Why did you leave?
Dieseribe Your Work:
NEXT PREVIOUS
EMPLOYER Address Supervisor
Kind of Business Posttion Salary
Date Started Date Left Why did you leave? -
Decertbe Your Work:
NEXT TO PREVIOUS
EMDPLOYER Address Supervisor
Kind of Business Posttion Salary
eite Started Date Left \Why did yvou leave?
Inorerfhe Yoor Wark:
CHARACTER REFERENCES:
1. Nume Address Tel.
S Narme Address _Tel
INTERVIEWERS SPACE (DO NOT WHITE HLKE)
Q 3

ERI!
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Name

CONTRACT FOR GRADUATION
(Work Transition)

Date:

Mt. Ararat School will award a diploma
and he/she will be able to participate in all graduation exercises upon completion
of the following conditions:

1)

2)

3)

Maintain the status of a full-time employee for

. In the event employ-
ment is terminated, will
return as a full-time student.

Complete the following academic requirements by June 7:

Meet once a week with the Placement Counselor or another
counselor to review work progress.

as of Semester 7 has credits.

He/she has decided

to complete courses in

but does not need them to complete graduation requirements.

Student

Susan Gerendas
Placement Counselor

Parent or Guardian

Kenneth C. Gray
Director of Guidance

Judith Steinfort
English Department

Lindon Christie, Jr.
Principal

William Anderson
English Department

wi




SENIOR FOLLOW-UP RESULTS
CLASS OF 1974
(as of October 15)

138 of 143 seniors contacted

47 are in school

33 - four year school
14 -~ two year vocational school

68 are working full time (we placed 21 of these)
6 are working part time
1l is traveling
20 are unemployed (9 of these are actively job-hunting through
our office)

Last February a Needs Assessment Survey was taken of this same group.
On comparing the data gathered then with the date gathered in October,
we discovered: '

83 students (59%) are dding what they expected to be doing.

39 are in school

41 are working full time
2 are working part time
1l is traveling

56 students (41%) are not doing what they expected to be doing.

8 of these are in school
27 are working full time
4 are working part time
20 are unemployed for various reasons




Faculty/Graduate Get-Together
Wednesday, January 8, 1975
7:00 p.m. to 9:00 p.m.

The Guidance Office at Mt. Ararat School as a part of its effort to follow
up the activities of its first graduating class spomsored a faculty/graduate
combination social and discussion group. The entire senior class was invited
and thirty-four attended along with twelve faculty and staff members as well as
the five members of the guidance and job placement staff. After a brief registra-
tion and introduction, the entire group broke into four small groups to discuss
the agenda topics: The First Six Months — Were You Prepared? and The First
Six Months — Opinions as Members of the Community. The groups were evenly
divided between workers and those continuing their education; thus we feel we
got a fairly representative sample of the class of 1974.

Following are the main points which emerged from the groups and which may
be helpful to the Mt. Ararat administration and staff in planning future school
policy and curriculum.

What Does Mt. Ararat Need? How Can We Change?

—--vocational course, specifically electronics (one group)
——study skills course (four groups)
——accelerated courses for college bound students (two groups)
—more writing in English courses and harder ranking at the beginning
of the course, then rank on improvement (three groups)
—-note taking practice, e.g., shorthand and organization (two groups)
—-math
a. students from other schools seem to have more background (one
group)
b. need to know what math background is necessary for school you
want to go to (one group)
—-high school too easy, need more pressure to study (three groups)
—-harder business courses (one group)
—-deeper study into basic subjects, e.g., science, math, history, and
less work on individual limited projects (one group)
——career education
a. Find out students' real interests when they first enter high
school instead of asking them if they plan to go to college
or work (one group)
b. Start students in tenth or eleventh grade learning about
occupations (two groups)
——anatomy and physiology course (one group)
——economics as a practical course (one group)
——-typing should be required of everybody (one group)
——should prepare students for failure as well as success (one group)

P




What Was Good About Mt. Ararat?

—--communication between teachers and students good (one group)

--the set-up (one group)

--unstructured mods gave practice for college in structuring own
study time (two groups)

—-arts and crafts course practical (one group)

—--research paper course useful (one group)

-—current affairs course provided useful knowledge of world around
us (one group)

General Comments of Students in Work Force

--job seminar helped one student with interviews but not as much
with job hunting (one group)

--responsibility for being there; attendance more essential than
in high school (one group)

--expanded job program needed to learn more about practical expenses
and budgeting (two groups)

--were not prepared for how hard work was, e.g., job hard, can't
socialize while working, can't be absent as much as in school
(one group)

—--should do more to help students decide before senior year that
they want to go to work instead of continuing their education

Opinions as Members of the Community

Note: Concerning this topic, most of the students commented on what
the outside community thought of Mt. Ararat rather than speaking
as members of the community themselves.

--still positive but rumors fly (one group)

--community sees athletics/ so probably negative since our athletic
program has not been successful overall as yet (one group)

——opinions differ with different groups in the community (one group)

What Are Your Present Concerns?

--all were concerned about econamic situation

--workers say they need more skills

--college students concerned about why they are there, that college is
sheltering them from the real world, and about what the job market
will be like when they get out of school.
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EVALUATION

We have been trying to emphasize interpersonal skills to job situatiomns.
In considering what we have done with your class, we would like some honest

comments from you.

1. Student interviews

2. 4 "Companies" "assembly line'
3. Employer

4., Puzzle (review)

5. Maze

6. Job situations

7. Wrap-up

v Which class do you feel you got the most out of?

Which class do you contribute the most to?

What would you have improved? or done differently?

50
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NAME DATE

JOB SEEKING#JOB KEEPING SEMINAR FOR UNDERGRADUATES

EVALUATION QUESTIONNAIRE

1. List 4 sources you could use in hunting for a job.
ae

b.

C.
d.

2. Who is the person you shobild ask for when making a phone call in answer to
a want-ad or when calling from the yellow pages?

3« What would be three important things you should find out if you were calling
to answer the following want-ad?

"Full-time male and female workers wanted for work at summer
resort motel - June 15 through August 3%1. Housing provided."

B

b.

Ce

Lk, Of what value are the yellow pages in helping you job hunt?

5. Turn to the next page and complete the applicatibn form page.

6. List 4 important things you should do or know before going on an interview?
ae

b.

Ce

d.

7. List 4 of the most important things to do or zay at an interview.
a.

.
|

Coe

de

8. What is the first thing you should do when you enter a place where you have ”
an interview appointment? y

)
s

What is the last thing you should do?




9. . List two poor work habits which might cause you to have problems or even
get fired from your job.
ae
b.

10. In the filmstrip in which the high school girl who worked in the department
store was having trouble with her boss, what did Marian's boss feel was her
biggest problem?

1e. In the filmstrip about the nurse's aide, what were two problems the nurse
Michelle had to face when the aide Kay did not call in?
ae
b.

12 In the filmstrip about the gas station attendants, what were two reasons dJoe
felt the job at the bank was better than the gas station job?
ae
b.

1%. How much notice should you give when you leave a job?

Why?

14, What is the current minimum wage for adults?

15. What is the current minimum wage for students?

16. Why are there two different minimum wages for students and adults?

17. What are the two jobs which do not have to pay the minimum listed in
Questions 14 & 15. a.

b.

18. If you feel you are not being paid a fair wage for your job, or are not getting
the overtime pay you have earned, or are being treated unfairly in any other way
by your employer, what government department can you call in Augusta?

19. If you are getting paid $2.40 per hour and you worked 50 hours one week, how
much would your gross pay be (this is a job which pays overtime)?

20. What do you feel are the most important things you have learned in this
seminar on jobs?

21« What do you feel were unimportant topics or topics of no use to you?

|

22« What would you like to see included in the seminar that was not covered?

Any other comments: 3ol »-

ERIC
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EDUCATION
School o Golege Name Location From Year | ToYear |GA%ME | aajor Course Derree Homa e Yo e
HicH SCcHooL
COLLEGE Oor UNIv,
OTHER SCHOOLS
Do you plan to continue your education?_ What subjects? Day or Evening

BUSINESS EXPERIENCE AND REFERENCES

State complete past record — information given in this section must account for all n—.anw_ov.om or unemployed time not spent in school or college.

Time Employed

From T

= Type of Work Salary Name of Person Under Reason for
Mo. Yr. | Mo. Yr.

per Week ‘Whom You Worked Leaving

Address i
Name of Company (Street and City) Business

T

FOR APPLICANTS FOR CLERICAL POSITIONS

Check each of the following in which you have had experience or have studied at school.

O Accounting 0 German {3 Physics {1 Bookkeeping {3 Business Arithmetic 0 Merchandising

O Algebra [ Spanish {1 Shorthand [ Telephone Operator {0 Billing Machine 3 Multilith

O Geometry {3 English years studied O Filing [J Calculating Machine {1 Tabulating Machine

[ Latin years studied O Typing 0 Mail [ Dictating Machine O Punch Card Machine

[ French [ Biology years studied {1 Business Law Transcription

PERSONAL REFERENCES. Do not give names of RELATIVES.
INAME ittt ceee et et ee et ee e e sre sttt e sanessenenaeasnesn INAME. . .oiitiieeeceeeirsan et aesene e e s seemsereensstesssnt s sbesssanansssanes INAME ... oiiviitee s seenterieste s et e e saessoneseeaeestensne susesestesssseseseesns
ADDRESS.....veeeitierersesstenaeeseessentes setirasessessessessnessensoseesssssnsoraens ADDRESS. .....ccveevietnereesansensessseseseseeteesteseesessresssesscsssnensesne ADDRESS......coevieerieectentesieeeeseseseesenersaaaenseneeseneeseesseesasesenaaes
(Street and No.) (Street and No.) . (Street and No.)
e 3.3&. m?»uv .............................................................. s

OCCUPATION ......oeeiieneieeeerieesneeeneeneesane stensesesseessennsvanstesnes OCCUPATION.......cuiriieerieeeeeeinteenesssessstessntsssessssesstssessssorsens OCCUPATION......cconiiieeieressresneseseneste e st e steeesneeansansneesan

1. If employed 1 agree to abide by and observe all rules and regulations of the Company. 1 also understand that permanent
employment depends upon the result of a trial period of three months, terminable at will, satisfactory replies from my
referen favorable report from my physical examination and acceptance by the Bonding Company.

2. Any —mnnm:.o.&:ﬁno: on this application is reason for immediate dismissal. The use of this blank does not indicate that
there y positions open, and does not in any way obligate the Company. ’
3. Participation in the Company’s Group Income Protection Plan is required. %l

4. 1 give the educational institutions and the business and personal references listed above, my permission to give complete
reference data to the Company.

L
IC
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Signature
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R T T [
e EDUCATION |
T —— O EAR A2 MELERAS § LA N . - e . = . _m -
... School of College. | Name Location From Year | To Year Am“h%g - Major Course Degree mmamuowwd >1“n"ﬂ“.'!,~
Moo
HicH ScHooL
am,\::,rm et
Oo_._.mnm or UN1v.,
OTHER wnroo,:.
Do you plan-tocontinue your education?._ What subjects?_ ‘ Day, orEvening
: , BUSINESS EXPERIENCE AND REFERENCES
State compiete prat record — information given in this section must t for afl ployed or foyed time not spent in school or college.
. " Time Employed
- Add : L
Name of Gompany (Street and Gity) Business | om T T Topeof Work | ST 1 M iihom You Worked Mg
Mo. Yr. | Mo. Yr.
FOR APPLICANTS FOR CLERICAL POSITIONS
o Check each of the following in which you have had experience or have studied at school.
O Accounting O German O Physics (1 Bookkeeping [J Business Arithmetic O Merchandising
O Algebra O Spaoish (O Shorthand O Telephone Operator {1 Billing Machine O Multitith
O Geometry O English years studied O Filing [1 Calculating Machine O Tabulating Machine
O Latin years studied O Typing O Mail {3 Dictating Machine O Punch Card Machine
O French 3 Biology years studied O Business Law Transcription
y PERSONAL REFERENCES. Do not give names of RELATIVES.
INAME.....coiicciiirisrereetienteree e e tee et eresrese s sese e stessesesnnebentons L NAME. et e, INAME. ...ttt rs et et sttt e b et ss s
ADDRESS.....cceeeverrrenrrenriennnn. e erenetes e o e este s enate e aenee, AADDRESS. ..ccviiveereeeieeiensesnesessssnnesne esaeesessstaseesasessasseseasans ADDRESS. ....cvveeereieeece et setenes cevas e e essene et sese st eseseaeeres
{Street and No.) (Street and No.) (Street and No.)
...... AQS.rm‘FMU .o_s‘kmrn& e
OCCUPATION......ctnsiimmirssevisessrsavesssassorsesssesssssssemssnssosssssesse ssen OCCUPATION ... oovuierreeienreneecntenttentennesesseaessessessbese senssssaenns OCCUPATION ...ttt ettt cert et eee e e eneaesaa e
L #f employed 1 agree to-abide by and observe all rules and regulations of the Company. I also understand that permanetit
employment depends upon the result of a trial period of three months, terminable at will, satisfactory replies from tity
nn.,o..oq_oor.nn!og_o report from my physical examination and acceptance by the Bonding Company.
2. Any mistepresentation on this application is reason for immediate dismissal The use of this blank does not indicate that okl
theie are tions open, and does not in any way obligate the Campany. ..J
3. Participatioffin the Company’s Group Income Protection Plan is required. 22 .
4. ¥ give the educational ingtjtutions and the business and personal references listed above, my permission to give complete - @):
reference data to the Company. . . ! o= M
............ St T =5 i
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JOB PLACEMENT:
A FUNCTION REVISITED

Conducted By:

Dr. Charles W. Ryan, Director Kenneth C. Gray, Director
Research Coordinating Unit Guidance Department
Bureau of Vocational Education Mt. Ararat School
Susan F. Gerendas, Placement Coordinator Molly Graffam, Placement Counselor
Job Placement Office Job Placement Office
Mt. Ararat School Mt. Ararat School
AGENDA
1:45 - 1:55 General Introduction
Dr. Charles W. Ryan
1:55 - 2:00 Introduction to Mt. Ararat Job Placement Program
Kenneth Gray
2:00 - 2:10 "Is This the Place Where You Get Kids Job?"
Slide/Tape Presentation ,
2:10 -~ 3:10 Groups - Rotate every 20 minutes
2:10 -~ 2:30
I. Job Packet Review
Kenneth Gray
2:30 - 2:50

II. Teaching Interview Techniques
Susan Gerendas

(?, 2:50 - 3:10 Follow-Up: Work Situations

Molly Graffam
3:10 ~ Panel Discussion if Time Available
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Mt. Ararat
Finds
the Keystone

by Ken Gray

Fred is a National Merit semifinalist; he
has decided to pursue his part-time radio
announcer job full time after graduation,
maybe go on to school later. Judy has en-
rolled in vocational courses in her senior
year; she has decided to go to work. The
reasons are numerous, the summation
conclusive. More and more seniors are
turning to full-time employment upon
graduation.

In the State of Maine the percentage of
high school graduates going on to college
has declined 13 percent in four years Our
graduates at Mt. Ararat School are no
exception. From primarily rural, coastal
"down east” communities, they are quick
to point out that the belief that college
means good jobs is “not necessarily so.”
At the same time, it has been clear to us
on the faculty that without help, these stu-

Pa)
'.'_)6 dents will be ill-equipped to seek or keep
” jobs. They need help and have the right to
‘ expect it.

(Mt. Ararat, incidentally, is Maine’s

December 1974

Two approaches
to high school job
placement

largest consolidated school. It serves four
rural communities in central coastal
Maine, grades 7-12, 1,360 students.)

Two Models

In an effort to meet the placement
needs of undergraduates as well as gradu-

- ating seniors, the Mt. Ararat Guidance

Department has developed two alternate
plans for job placement at the high school
level. One is a guidance-based model in
which the guidance department conducts
the job placement effort as part of its on-
going program. The second is a team
approach involving interested faculty
members who organize a team placement
effort.

The models were developed on the
following guidelines: Neither would re-
quire additional personnel; each would be
viewed as an extension of existing services
rather than an addition to them; both
would reflect the needs of rural youth,
and both would take a comprehensive
view of placement.

Taking a “comprehensive view” means
that job placement is more than getting
kids jobs. It means preparing students to
be successful employees as well as pre-
paring them to wage a successful job-
seeking campaign. At Mt. Ararat, we use
a five-segment program which includes
(1) needs assessment, (2) job development,
(3) student development, (4) placement,
and (5) follow-up.

Trite But True

“Look before you leap,” is the way the
saying goes. Needs assessment is exactly
that. What is the student demand for
placement services? Is the greater demand
for full-time or part-time employment?
Where are the students working now?
Who are the major em ployers? What is the
average wage? All are questions that must
be answered.

It may sound a bit hollow, but needs
assessment is important. The demand for
job placement services can be awesome.
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cation.” “The way they come in for an
interview, they couldn't get hired if their
father owned the company.” Sound fam-
tliar?

“You have to keep telling them every
minute what to do.” “They think you owe
them something.” Anyone dealing with
emplovers has heard it all. Doing some-
thing about this state of affairs is the
primary objective of student development.

How does a student get a job? Better
still, how does he keep one? Teaching
these skills is student development. It can
be the most challenging, creative, im-
portant, and frustrating aspect of job
placement .

The prime vehicle of student develop-
ment at Mt. Ararat is a job-seeking/job-
keeping seminar. A one-day intensive for-
mat is used, as it tends to interfere least
with class scheduling and other activities.
The seminar covers sources of jobs, re-
sumes. letters of introduction, interviews,
job keeping, and labor laws. Each parti-
cipant is given a job packet containing
relevant materials for review. Only the
packet binder is purchased; thus the sem-
inar involves no great expense. Of all
aspects of this seminar, students seem to
enjoy hearing from local businessmen the
most

Currently being developed are activities
that take place within the classroom.
Seniors are being asked to report on a
troublesome work situation as a writing
assignment  Teams of students use these
reports to write short, work-related role-
playing scripts for videotaping It is the
author’s belief that such activities included
mn the ongoing curriculum will be the most
eftective type of student development.

Mutual Trust Essential

Placement 15 the payoff of the program.
It is a process of matching a potential
emplovee with an employer—of providing
students with information and support to
ensure that they are hired.

At Mt. Ararat, we are committed to the

Students placed on jobs are required to report
back ta school for two group sessions. Follow-
up at Mt. Ararat is primarily for support.

- 6l-

Transition option permits Mt, Ararat seniors

to take advantage of good job offers before
graduation and complete courses on contractual
basis. Most prefer to stick around for end-of-year
activities.
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Building Valid Occupational Images

by Arthur L. Berkey

Career development focuses on helping
the student acquire knowledge about the
nature of occupations and understand
himself as a basis for making informed
career decisions. ldeally, implementation
of these informed decisions through edu-
cation and training in relevant vocational
programs will lead to emplovable and well-
adjusted citizens.

In essence, then, a student’s career
development involves the continuing se-
quence of (1) building valid occupational
images through knowledge about the dif-
ferent occupations open to trained em-
ployees, (2) understanding the interests,
aptitudes and limitations of self, (3) mak-
ing informed career decisions, and (4)
enrolling in the appropriate vocational
education programs to prepare to imple-
ment these decisions, ie, to enter the
occupation decided on.

To provide information about occupa-
tions sufficient for informed career choice
requires knowledge of the various aspects
of occupations. Counselors and teachers
who guide students in the career develop-
ment process need to be able to identify
the different aspects of an occupation that
are relevant to career decisions, then
provide accurate and comprehensive infor-
mation about those aspects. This assem-
bled information is what constitutes the
"occupational image ”

Out-of-School Input

Before proceeding with determination
of the necessary information, it is instruc-
tive to understand the nature of occupa-
tional images. Teachers and counselors
should keep in mind that occupational
images are not built in a vacuum Nearly
everyone has some image of any occupa-
tion he knows to exist.

Occupational concepts are acquired in
informal, often subtle ways Comments
and attitudes expressed by other persons
with whom the student 1s in daily contact
is a continuing input. Information and
models offered by the mass media are

Taxonomic model
for career information

another source. Consider, for example,
television. Television dramas deal with a
host of occupational models—doctors,
lawyers, policemen, journalists, trades-
men, truck drivers, and many others.

Prevailing cultural values also contri-
bute to occupational images, as evidenced
in the reports of status rankings in socio-
logical research studies.

The aspirations of American parents for
a college education for their children is
still a strong influence, although some-
what modified by the current surplus of
college graduates.

The informal contributions to occupa-
tional images in out-of-school settings are
significant. They may or may not be valid
depending on the accuracy and com-
pleteness of the information provided.
Certainly most models of occupations
presented in movies and TV programs
for entertainment purposes compromise
reality to some extent. The feelings and
experiences portrayed by actors on the
screen may not represent a true sample
of occupational experience.

The contribution of these sources to
occupational images needs to be recog-
nized and allowed for in the development
of valid images. A first step may well
be to change an invalid image. Pedagogi-
cal strategies for developing valid images
need to provide for overcoming the ”set”
of an invalid image

Taxonomic Model

The taxonomy of information proposed
here is designed to build up accurate occu-
pational images by focusing on 12 aspects
of an occupation These 12 “aspect”
areas are:

1. Hours: Number of hours required on
the job; time of day, and days of week

2. Co-Workers: Ethnic backgrounds,
social class, lifestyles, and values of per-
sons working in the industry

3. Supervision Received: Type and ex-
tent of supervision.

4. Nature and Conditions of Work:

/C,;)Q'

Kinds of tasks involved and under what
conditions the work is performed (inside,
outside, noise, travel involved, etc )

5. Material Rewards: Level and type of
wages and fringe benefits offered.

6. Prestige and Status: How the occupa-
tion 1s viewed in relation to other occupa-
tions.

7. Opportunity for Advancement (im-
mediate future): Promotions and pay raises
possible soon after entry into the occupa-
tion. T

8. Job Security: Rate of turnover due to
layoff and terminated jobs; average tenure
of workers in the occupation.

9. Opportunity for Careers: Identifiable
career ladders providing opportunity for
advancement.

10. Education and Training Require-
ments: Levels of formal education and
work experience typically required for
entry and continuing employment in the
occupation.

11. Future Odtlook for the Industry.
Viability of the industry in which the occu-
pation is found, and number of employ-
ment opportunities likely to be available

12. Job Satisfaction: Satisfaction or dis-
satisfaction of persons employed in the
occupation, and characteristics of the
occupation that contribute to these per-
sonal attitudes

The taxonomy is a means of providing
factual information about occupations
that can cut through biased images which
students may have picked up from infor-
mal sources A valid image will contribute
to informed career decisions, and conse-
quently, to truly free career choice [
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Aruitoxt provided by Eic:

establish a cut-off point. This should be
done by the teacher, in conjunction with
the guidance personnel. The cut-off point
is the only time when the actual numker of
points achieved by the student on the
selection scales becomes important. In
most situations, a larger number of appli-
cants than positions dictates only the se-
quencing of students according to points
scored, then counting down along the
rankings until the total number of open-
ings is reached

In a small school system, it is possible
that the total enrollment would be small
enough so that any vocational program
would have more openings than students
applying for admission. Even so, it would
seem desirable to establish a cut-off point
so that students who do not meet the
established criteria for one program can be
recounseled into other programs

Checking Validity

The selection scales can be validated
by correlating them with the performance
of students already enrolled in ongoing
vocational programs. The vocational
teacher ranks his students from best to
worst 1n accordance with the course objec-
tives. This ranking is then compared with
the same students’ ratings according to
scores made on the selection scales.

To further test validity, placement
personnel can run a spot check on certain
criteria by means of an item analysis

Hoped-For Results

A validated system of selection scales
should do much to improve the accuracy,
efficiency, and accountability of student
placement procedures It i1s hoped that
Hyde's selection scales will find continued
adoption and use in Ohio schools and that
the results will be to

o Improve the prediction of a student’s
performance in a specific high school
voc ational program, ie., project his po-
tential for achievement

e Build better understanding between

general and vocational education by in-
volving other teachers in the placement
of students tn vocational courses (Their
participation is needed, for example, in
the rating of student attitudes.)

e Provide objective data-conversion
procedures to make it easier for counselors
to approach the interpretation of tests as
a science rather than, as Dale Prediger
puts it, “an exercise in tea-leaf reading

e Develop a reliable and objective sys-
tem that can stand up under the scrutiny
of lay groups such as the board of educa-
tion—a selection procedure that can
account for the placement or rejection of
students in vocational programs.

e Create a system that can be data
processed, relieving the counselor of ex-
tensive red-tape evaluation in some areas
of information

o Reduce training problems by ensuring
that the interests and abilities of students
more nearly match the demands made
by the training

Finally, but not least important, it is
hoped that the system will curtail dropout
rates among Qhio students L
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STATE OF MAINE

IN THE YEAR OF OUR LORD NINETEEN HUNDRED
SEVENTY-FIVE

AN ACT to Establish Job Development, Placement and Follow-up Services
in Secondary Schools.

Be it cnacted by the People of the State of Maine, as follows:
20 MRSA § 1295 is enacted to read:

§ 1296. Secondary school based job development, career placement and
{ollow-up services

1. Services to be established and maintained.

A. On or before October 1, 1976 each public secondary school will
establish and maintain job development, placement and by October 1, 1977

establish follow-up services for all students graduating or leaving the public
school system.

2. Job deve'opment services. *“Job development services” shall be estab-
lished by October 1, 1976 and be so designed as to:

A. Inform business, industry and other agencies and institutions of career
placement and follow-up services;

b. Locate and inventory jobs through community contacts and activities;
and

C. Assist business and industry in creating new jobs to better match the
abilities, attitudes and career plans of the graduate and leaver.

3. Career placement services. “Carcer placement services” shall be
established by October 1. 1976 and be so designed as to provide:

A. Placement assistance to school graduates or 'eavers. The nature of
such services will depend upon the desires of the individual to either obtain
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gainful employment, to enroll for further education, or to engage in a
combination of employment and education;

B. Educational services of a remedial nature as well as job seeking, job
retention and job exit skills; and

C. Information to students on the hiring practices, needs and occupational
opportunities of business and industry.

4. Follow-up services. “Follow-up services” shall be established by
October 1, 1977 and be so designed as to:

A. Locate those graduates and school leavers in need of placement
services;

B. Evaluate job development and career placement services;

C. Determine the effectiveness of instructional programs in meeting their
stated goals and objectives and to provide a systematic examination of the
performance of former students in the areas in which they received train-
ing; and

D. Follow-up services shall be completed on all students within one year
after graduation.

5. Regulations and guidelines. The Commissioner of Educational and
Cultural Services shall develop and prescribe regulations and guidelines by
which school boards are to provide job development, placement and follow-up
services, :

6. Implementation services. The Department of Educational and Cultural
Services will provide technical implementation services to support the public
high schools in establishing job develepment placement and follow-up pro-
grams.

7. School plans.

A. Each school board shall, prior to January g5, 1976, adopt a schoo! plan
to ensure that job development, carecer placement and follow-up services
are provided for all students graduating from or leaving each secondary
school.

B. Each plan shall be submitted to the Department of Educational and
Cultural services for approval.

STATEMENT OF FACT

This Act establishes comprehensive job development, placement and follow-
up services for the public secondary schools of this State, There were 3.624
students who left Maine public high school prior to graduation during the
1973-74 school year. Of the 14,377 high school graduates in June of 1974, 407
were enrolled in some type of post secondary education while 60% were
cligible for work.
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