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INTRODUCTION

. Before developing a comprehensive career education model that will be

useful to educators, the concept of work first must be clearly understood,

not just as a theory, but as it applies to today's world. Work according to
Hoytl, should be seen not only as the production of goods and services, or as
preparation for good citizenship, or as a prerequisite for family living, but as
all these things, for it is truly preparation for living itself. TFor the career

(e

educator, working and living are synonomous.

As educators, how well are we preparing students to make career choices
that not only reflect their interests and aptitudes, but realistically reflect

the current and future job markets?

Evans2 contends that choosing a career is one of the most important
decisions of a person's life. His choice will determine his standard of living,

which in turn will dictate his life-style, and influence his outlook on life.

According to the April, 1973, issue of U.S. News and World Report, ome-third
of this country's work force is totally dissatisfied with their jobs and desires
a change. The proportion of U.S. high school graduates going on to college has
dropped sharply from a peak of fifty-five percent in 1968, according to the U.S.
Depértment of Labor,3 which also revealed that the largest group of unemployed
persons was between the ages of 16 and 21. These facts, in combinagion with
other data, have compelled businessmen, politicians, and educators alike to

re-evaluate the.effectiveness of the career programs being offered throughout

the educational system.

It is the intention of this docume i+ "~ 2id the educator-counselor in
‘ formulating a workable career guidance program to be implemented at the local

school district level.
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Despite the efforts of interested guidance counselors to make fellow
educators awdre of the need for career-oriented programs, New Hampshire 1is

still without a comprehensive guidance program,

Guidance counselors should compare their current career development pro-
grams, if any, with the one proposed in this Handbook for the purpose of creating

new secondary programs or revising existing ones.

Defifitions

Since 1971, when the term career education was introduced abruptly into

the educator's vocabulary, many people attempted to define and determine its

relationship to career guidance and vocational education. Dr. Kenneth B. Hoyt,

director of the U.S.0.E. effort on Career Education, offered the following
definitions of all three terms in his address to the Guidance Division of the

American Vocational Association's Annual Meeting in December, 1974:

Career Education is a concept which represents a synthesis and blend

of ideas which moves the world of education toward a closer alliance
with the world of work. It is a concept which seeks to integrate

world of work principles and facts into the educational environment.

Career Guidance is a sequence of services to individuals designed to

make them aware¢ of the freedom of choice that exists in our society.
It focuses upon the career development aspect of human development

and imparts decision-making skills to the individual.

Vocational Education is an instructional program designed to impart

pre-vocational exposure or specific salable skills to those individuals

who elect this educational path.

8
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Career education and career guidance have direct impact on all young
‘ people in the educational system, regardless of their eventual career choice.
Vocational programs are for those students who want to receive career prepara-

tion during their high school years.

Scope and Philosophy

The philosophy set forth in this Handbook considers career developmant a
life-long process. Individuals learn more about themseleves and about the world

of work as they progress through life.

The seven principles of career development reported by the joint AVA-

NVGA Position Paper on Career Development are:

1. Development occurs during the lifetime of ;n individual. It can

be described in maturational terms denoting progression through life's

. stages and the masteryof developmental tasks at each stage. Although
research is lacking, it seems unlikely that intervention can sub-

stantially shorten this maturation process.

2. Individual development is influenced by both heredity and enviromment.
Psychological, sociolpogical, educational, political,.economic, and
physical factors affect development. Appropriate intervention strategies
which focus upon these factors can influence the quality of individual

development.

3. Development is a continuous process. Individual development can best
be facilitated by intervention strategies that begin in the early years

and continue throughout the life of the person. Programs which focus only

‘ at certain points or at certain stages in the individual's life will

have limited effectiveness.
3
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Although development is continuous, certain aspects are dominant
at various periods in the life span. Programs designed to facilitate
career development should account for the dominant aspects at given

stages.

Individual development involves a progressive differentiation and
integration of the person's self and his perceived world. Inter-
vention strategies need to be designed to assist individuals during
normal maturational stages of career development rather than to pro-
vide remedial assistance to individuals whose development has been

damaged or retarded,

While common developmental stages can be observed and described
during childhood and adult 1ife, individual differences in pro-
gressing through these stages can be expected. Intervention pro-
grams should provide for these diffegences, making no assumption that

something is ''wrong'' with those who progress at atypical rates.

‘Excessive deprivation with respect to any single aspect of human

develobment-can retard optimal development in other areas. (Optimal
development programs are comprehensive in nature, not limited to any
single facet.) It is recognized that those 7ho suffer from depriva-
tion may require special and intensive assistance. Where deprivation

is long term, short term intervention is not likely to be sufficient,

10




GLOSSARY OF TERMS —

These definitions are included to clarify the inteuded meaning of terms as
used in this Handbook.

Adjustment - Personal adaption to changing environment.

Aptitude - The tendency to accept or reject people, ideas, situations, or values.

Career - The totality of work ome does in his or her lifetime.

Career Development = The product of the individual's internalization of know-
ledge and skills within the psychological, sociological, educational,
physical, economic and chance factor domains that combine to shape the
career of any given individual.

Career Education - A total concept which successfully prepares for and develops
individuals for a life long productive career (see definition of career).

Career Guidance - A developmental, continual process of services or program
components in career education which facilitates student preparation of the
world of work and career decision-making skills.

Decision-Making Process - The systematic utilization of information in choosing
alternative courses of action.

Environment - The surrounding situations, conditions, influenres, or forces
which affect the individual and his decision-making process.

Evaluation = The determination of relative effectiveness of learning activities
and objectives, and the degree to which the methods meet the criteria.

Exploration - Making or conducting a systematic search for knowledge and under-
standing the various occupations in the world of work.

Life-Style - An individual's way of life which is determined by his/her attitudes,
values, experiences, and self-concept. ) .

Objective - A statement of the expected amount or degree of change, outcome,'
or accomplishment desired for the individual or individuals for whom
the objective is written.

11
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Skill - A developed attitude which enables one to use his/her knowledge and
ability effectively.

Values - Standards of judgment by which an individual makes his/her decisions
and choices.

Vocational Education - Consists of all those activities and experiences through
which one learns about a primary work role. :

Work - Conscious effort aimed at producing benefits for oneself and/or for
others.
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NEEDS ASSESSMENT AND PLANNING: WHY?

’ No one would be very 1ike1y. to hat:t:empt: t;o Bulld a scho.ol x;rithout‘ first
having‘developed a plan which shows what the finished structure will look like,
what components will make-up the structure, what activities must be updertaken,
énd what materials are required.to do the job. If planning is necessary to
build a school, then planning is certainly just as crucial in the vital task
of designing the programs which are to take place in that building, where the
finished product (educated young-adults), the various components (academic
and career guidance) and necessary activities (teaching and creating a learning

envircrment) must all be brought -together in a comprehensive plan. The initial

step in the planning process is the assessment of needs. Without it, the

finished product would be the result of pure guesswork.

In career guidance the assessment of local needs is the very heart of
. the planning process. Before a comprehensive program can be developed and a
meaningful sequence of career development activities established, a total

needs assessment must be conducted to determine the career guidance needs, the

aspirations of the students, teachers, counselors, administrators, and the
local community. Existing career guidance efforts and resources (money,

personnel, facilities), must also be coﬁsidered._ N

Career guidance is increasingly being recognized as a major responsibility
of our school systems, and New Hampshire is no exception. With the development
of - our 20 area vocational centers, we have an added responsibility to students

in every high school across the State.

In searching for a more effective means to facilitate the career development
of our students, we recognize the need of the guidance counselor for information

‘ - relating to student needs and the functioning of current programs.

11
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The purpose of this section ofvthe Handbook is to give the counselor a
p'racticél, "how to do it method for assessing his present career guida.nce. ‘
program and its future direction. Through the use of the techniques detailed
below, he will be better able to tailor his career guidance program to meet

the needs of the students.

With the needs assessment process requiring input from a variety of

sources, there must be a conceptual framework that illustrates all the

elements of the needs assessment process and shows how they relate to each

other. Also, the framework should describe how the needs assessment activities

fit into the total planning cycle.

This conceptual framework is called a Model. A model where the'components
illustrate the sequence of events, and shows the interrelationships of all the

parts, is required if we are to understand the total picture of a career

guidance needs assessment and its place in the planning cycle.

# The following model for a career guidance program necds assessment begins

with a Needs Assessment Model, then shows the place of needs assessment- in the

planning process through an Educational Planning Model.

NEEDS ASSESSMENT MODEL

Figure 1 details the Needs Assessment Model which illustrates the various

types of analyses taking place within the needs assessment block of the Model

for Educational Planning (see Figure 2).

The needs assessment and planning models proposed here are similar in

conceptual design to the models developed in the New Hampshire Needs Assessment

Handbook for Vocational Education Planning (Gustafson, Severence, 1973).

16
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Needs assessment is at the very heart of the educational planning process,

whether we refer to academic, vocational, or career guidance programs.

The needs assessment model requires that data be collected and analyzed
in three broad areas of concern:

* (Career Guidance Program Analysis

* (Client Needs Analysis

* Resource Analysis

Throughout the process of collecting information that falls into these

three areas, the counselor should also look for data describing the current

status ("what is") of events, as well as data which indicates "what ought to

be."

The objective of collecting "what is" and "what ought to be" information,

is to bring the two together into a Discrepancy Analysis, which is designed

to point out, or "flag" those situations where a wide gap exists between

"what is" and '"'what ought to be."

Once discrepancies are identified and priorities established, then steps
to close the gaps can be taken. Priorities set as a result of the discrepancy

analysis will be developed by considering the factors listed below:

* Degree of discrepancy or "gap"
* (Cost and/or funding available

* Personnel needs oricapabilities
* Facilities needed -

* Program acceptability

* Political considerations

17
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A MODEL FOR EDUCATIONAL PLANNING

Planning is an on-going activity in all organizations, providing goods
and services to society. Certainly career guidance 1s no exception. Local
educators should be required to update local plans periodically. Planning is

the key to the educational management process.

Figure 2 represents a model for Educational Planning. It begins with
the Needs Assessment in Figure 1, which describes ''what is' and identifies

"what ought to be," should aid in creating a priority list of needs to be
addressed. Once the needs list has been identified, policies and goals

(Policy Development) are developed for each need.

After deciding which policies are to be implemented, more detailed
objectives and criteria, used- to monitor progress and success, should be

developed. 'This is referred to as the Program Development phase.

From here, Program Design leads to Implementation. During implementation,

program managers monitor and evaluate the program's progress. Over a period
of time, implemented programs are evaluated and related to future needs. Any
discrepancies discovered during this evaluation are fed into a new list of

priority needs for future policy-level decisions.

The literature of educational planning for both general planning

techniques and for specific areas, such as facilities, special student needs,

career guidance, and academic programs, is extensive.




v

9seq dwWI] 7

UOTI®ITID Y3IM
seaT309[qo @3B3g *1

ININJOTHATIA WVIO0¥d

Aw

-s7e08 Burjesutrioq °Z
Lott1od BurzTap 7

INTHAOTIATA ADITOd

- N9ISIA WYI90¥d

NOTLVINIWATIWI

s

1004

NOI LYW 0INT

TVIINAD

LIV JLVATvAd

TOYINOD YOLINOW

&
- N

16

dONVHD 3FSvd
oL

HOIHM WOMd IvOdmd

SAIEN

44— LSIT

ALTEOINd

ONINNYId TYNOLLVONAH ¥0d THAOW

¢ dUNOId

aq o031 3y8no Jeyy ‘g
ST 3Jeypm 1

NOILVIIJAIINIAL
STIHEN

Aruitoxt provided by Eic:

E\.



O

ERIC

Aruitoxt provided by Eic:

CONDUCTING THE NEEDS ASSESSMENT

Conducting a thorough and comprehensiveAneeds assessment is a difficult
and time-consuming task. Here in New-Hampshire, the Supervisory Union's
concept of organization may compel the counselor to deal with a number of

schools in the different school districts. When moving forward on a needs

assessment the counselor possibly will encounter a number of problems, not

the least of which are, not having released time to conduct the study, and
encountering resistence or apathy from the counselors and staff in other

schools. Six months is usually needed to conduct a complete needs assessment;

however, this may Very well extend to a year for large complex districts.

While the following pages suggest a series of steps and procedures for

conducting a needs assessment, it is important to remember that techniques

and questions have to be "localized" so they are consistent with a school's

philosophy and the operations within the district.

The following suggestions will follow the three major analysis sections

displayed in Figure 1.

1. PROGRAM ANALYSIS

It is the purpose of the career guidance program analysis to document all
the existing guidance services which are being offered to teachers and students
at each secondary grade level. Part of the problem with career guidance efforts
is that there has been no sequential program such as that found in the academic
area. Guidance is all too often a series of uncoordinaéed, hit or miss events -
which may or méy not involve the app-opriate students and teachers. Services
vary in the various schools in the district, and also vary each year, depending

upon the changes in guidance.

21
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The Career Guidance program should be a carefully organized sequence of

1 B
services beginning at least at the junior high school level and continuing

through Grade 12.

The counselor may wish to use the following questions and concept as a

starting point for mapping future guidance programs.

* If I were a sixth or seventh grader entering the ABC school
system,.describe the series of guidance services I would receive
each year as I progressed through the junior and seﬁior high
school.

* Document the guidance activities in the following areas
- Academic advising
- 1Interest and aptitude testing

- Achievement testing

- 1Individual counseling

- Group cohnseling

= Teacher inservice programs

- Financial aids to parents and students

- Placement activities

- Cooperative education/work-study activities
- Follow-up studies

- College and other postsecondary application
= Orientation for new or freshmen students

- Attendance records

- Discipline functions

- Career materials resource centers

- Community advisory committees

- Teacher-counselor partnership

22
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* Is the student body growing in size each year?
‘ * What was the profile of your graduating class for the past
five years? 1Is it changing?
* Héve guidance services and spaff allocations been modified
.accordinglyé
*  Does the district havé a permanent cumulative record system?

Does it have specified items entered into this system each year?

Once again, the objective of the prbgram analysis is to document all

those services which the guidance staff provides.

This can be done as a function of grade or staff member assignments.
Also at this time, gaps in program services may be identified as well as

those functions which may be better handled by other professionals.

When the program analysis is complete, move on toO the client analysis

activities.

2. CLIENT ANALYSIS

While the assessment of program activities is being developed, it is

imperative that the guidance staff seeks input from students, teachers,

administrators, parents, and community. It is important .that any survey

instrument used is congruent with existing guidance services so that feedback

on their effectiveness is received. It should also include questions

designed to gain responses on new services which might be offered.

Students: The involvement of students in providing for career guidance
planning is vital. Not only can they provide feedback on
existing services, but also for needed changes.

23
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Before conducting a student survey, you should check for existing data.

This includes examining vocational interests from OVIS (D'Costa, 1970) or ‘
some other assessment instrument. Also, if your school has been recently

visited by an accreditation team, much data may_Be available from that study.

Two commercially available needs assessment measures may provide the

necessary data that may meet the counselors requirements.

The Career Maturity Inventory (Crites, 1973) measures a student's

maturity of attitude and competencies, information that is critical in
realistic decision making. This instrument consists of two types of measures -

The Attitude Scale and the Competence Test. The Attitude Scale measures the

"student's involvement in the career choice process, orientation toward work,

and understanding of the choice process. The Competence Test contains five
subtests- that measure self-appraisal, occupational information, goal selection,

planning, and problem solving. ' » ’

The complete CMI can be administered to groups, as well as individuals,
in approximately two and one-half hours; twenty-five minutes are usually

sufficient for the Attitude Scale or any subtest of the Competence Test.

The results are reported in a Career Maturity Profile for each individual,
in the form of a Home Report, a Summary Report, and a Class Record Sheet. 1In
addition, an Administrator's Summary and a Needs Assessment Summary are

included.

The Assessment of Career Development (1974) is a group test. 1Its contents
are based on three major career developmental tasks facing today's youth:

Occupational Awareness, Self-Awareness, and Career Planning.

24
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The ACD assesses students' job knowledge, ﬁfeferred job characteristics,

‘ career plans, career planning activities, career planning knowledge, and

exploratory job experience.

The ACD may be administered in three periods of forty-five minutes each
or in a one hour and twenty-five minute period.‘ The results are presented
in a Group Summary Report in the form of sixteen tables, correSpohding to
each section of the ACD content outline. In addition, the Studént List
Reports provide (1) scores on the eleven ACD measures; and (2) responses

to nineteen specific questions developed locally.

Should a commercially available package not be suited to your needs, a
self-constructed questionnaire would be appropriate. Rather than try to
develop such an instrument from scratch, the following .questionnaire might
provide a good starting place. The counselor should feel free, however, to

add or delete questions which may or may not reflect his situation.




YOUR TOWN SURVEY FOR GUIDANCE SERVICES

. STUDENT QUESTIONNAIRE

The ABC High Schcol is in the process of re-evaluating current career
guidance services for students and making plans for improving these sevvices
in the future. As part of the planning process, we are very interested in
what ways we might better serve you. We would appreciate your cooperation
in completing this questionnaire.

Thank you.

1. What grade are you in? (circle appropriate number)
7 8 9 10 11 12

2. Sex Male Female

3. What academic program are you in?
College Preparatory General Studies Vocational
4. Parents' educational background: check one of the following for each

‘ parent:

Mother Father

}(l) Not a high school graduate

(2) Graduated from high schooi

(3) Business school or trade school
(4) Some college

(5) Graduated from college

(6) Do not know how much education




5. What do you plan to do on a full-time basis during tle first year
after you finish high school?

(1) Work

(2) Get married

(3) Enter nwilitary service

(4) VWork at home for barents

(5) Attend college or university

(6) Enroll in some type of educational training such
as business,‘trade school, technical school, nurse‘
training, etc.

(7) Other (Please specify)

6. How do you think your parents feel about whether you attend college after

high school?

(1) Insist or expect me to go
(2) Want me to go if I want to
(3) They do not care one way or the other

(4) Do not want me to go

7. What is the highest level of schooling you are now planning to complete?

(1) Graduate or professional school (medical, law)

(2) A four-year college or university

(3) Two years of college

(4) A tecﬁnical trade, business, or beautician school

(5) High school, then to job of my choice

(6) Junior high school

24




8. Dé ydu or have you worked during the summer or after school hburs?
‘ | o (1) No .
. (2) Yes, after school only
(3) Yes, weekends only
(4) Yes, after school and weekends
(5) Yes, during summer only
(6) Yes, during summer and during school year

If yes, what type of work do you do?

9, After you finish high school, do you
(1) Prefer to remain in éhe locaL'area

- (2) Want to move to another place in New Hampshire
(3) Want to leave the state

‘ . ' (4) Don't kiow

10. How much help have your parents given you in planning your future
career?

(1) A great deal
(2) Some

(3) Very little

(4) None.

11. Do you feel the need for more vocational information or counseling to
help you make better vocational plans?

(1) Vocational information only
(2) Vocational information and counseling
(3) Some other type of assistance

(4) I do not need any assistance at present
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12.

13.

14.

15.

16..

How much help has your counselor given you in planning your future
career?

(1) A great deal
&2) Some
(3) Very 1little
(4) Nome

Is there anyone in your school who is available to talk to you about
occupations and to listen to your interests and evaluate your
capabilities?

Yes No

If so, what area does he represent? (Examples: Math, Counseling,
Science, Industrial Arts, etc.)

Is there a need for more specific programs in helping students to make
career decisions in all academic areas?

Yes No

a. At what grade level?

b. In what specific areas?

c. Any specific, programs?
Do you feel ‘that an elective course at the senior high level shbuld be
offered which is specifically designed to aid a student in post high

school planning? '

Yes No Don't know

If yes, what would you like to have included in this course? Check
as many as apply.

Self knowledge Knowledge of vocations
Skill in decision , Knowledge of educational

"making opportunities
Please note your need at this time for help with educational and career
planning.
Need considerable help in figuring out what I am going to do

Have some things planned but could use additional help

B

Plans are pretty clear and do nct need additional help at
this time :
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17.

18.

19.

20.

21.

Do“you feel your present school courses are adequate to meet your future

educational and vocational needs?
Yes

____No
___.Uncertain
How often do you discuss your future career with your counselor?
____Very often
Some
Seldom
____ Never
How did you feel about the materials on career development?
(1) Very good - they were extremely helpful
(2) Good - they were very helpful
(3) 0.K. - they provided some.in%ormation
(4) Poor - they were of little help

(5) Very poor- they were of no help

How much do yeu think other students would benefit from the use of these
materials?

(1) A lot
(2) Some
(3) Very little

(4) Not at all

"

Which is the most preéssing concern for you now?

(1) Using my spare time

(2) Taking care of my health

(3) Taking part in.community affairs
(4) Marriage and family affairs

(5) Getting along with other people
(6) Getting a’ job
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22.

23.

24.

25,

26.

27.

When would be the best time to present career development materials to
high school students?

* (1) Freshman year
(2) Sophomore year
(3) Junior year

(4) Senior year

(5) All four years

Has the exposure of these materials in career development motivated you
to discuss your post-high school plans with friends, parents, teachers,
counselors, etc.?

(1) Yes

(2) No

Would you be interested in engaging in further exploration of careers?
(1) Yes |
(2) No
. (3) Undecided
When you visited a school counselor, was he
(1) Very helpful
(2) Helpful

(3) Not helpful

Have you made a plan for your life's work?

(1) I have a'definite plan

(2) I have some ideas but no definite plan
(3) I have no ideas what I want to do

(4) I have not yet given this serious thought

Do you feel you know your interests and abilities well encugh to decide -
about your future career?

(1) Yes, very well
(2) Yes, to some extent
(3) No idea or confused

(4) Never thought about them
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28. How often have you thought about your plans for after high school?
(1) Very much

(2) Somehwat

(3) Seldom

(4) Never

29. How often do you think about quitting school?
(1) often
(2) Sometimes
o (3) Never
30. How sure are you about your choicé of a course of study?
(1) Very sure; it is exactly what I want
(2) Somewhat sure; I think it is what I want

(3) Doubtful; I am not too sure it is what I want

(4) I realize now I am in the wrong course of study

31. If you have visited one of the school counselors this year, please check
one of the reasons for your visit.

(1) Schedule problems
(2) Personal problems
(3) Both 1 and 2
4) Other reasons

(5) Never visited school counselor

32. Do you feel that more vocational information or counseling will enable
you to make more adequate vocational plans?

(1) Vocational information only
(2) Vocational information and counseling

{3} Some other type of assistance

{47 I do not need any assistance at present
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33. Please note your need at this time for help with educational and career
planning.

(1) Need considerable help in figuring out what
I am going to do

(2) Have some things planned but could use
additional help

(3) Plans are pretty clear and do not need
additional help at this time

*

34, If you feel a need for counseling on some personal matter, to whom do
you talk to about your need?

(1) Teacher

(2) parents

(3) Counselor

(4) Friend

(5) All of the above
{(6) None of the above

(7) Other

35. Do you feel your present school courses are adequate to meet your future
educational and wvocational goals?

A (1) Yes
(2) No
(3) Uncertain

36. If you are not now in the high school curriculum of your choice, in which
of the following would you prefer to be enrolled?

(1) College preparatory
(2) Business education
3) General.educatian

(4) Technical-vocational

(5) I am now in the curriculum of my choice

33

30




(The following series of questions might be considered also)
_ . Awareness of guidance services - Please answer the following questions

about the guidance program in this school. Circle the response which describes
» > : ?

your awareness or opinion of guidance services.

Yes No ? Does this school have books or pamphlets
which tell about most ef the occupations
in the United States?

Yes No ? Do you know where the guidance office is
" located?
Yes No - 7 Do you know how to make arrangements to

talk to your counselor?

Yes No ? Does the counselor talk mostly with school
troublemakers?
Yes No ? Is it the counselor's job to tell students

which decisions are best for them?

Yes No T Would you talk with your counselor about a
personal problem if you had one?

‘ Yes No 7 - Does the school have informational materials
' which tell you how to get training for a job

in which you are interested?

Yes No ? Can the counselor find people outside the school
who can help students with special problems?

Yes No 7 ' Can the counselor help students to consider what
occupatior.s he might choose?

Yes No ? Can the counselor help a student get a job?

Yes No ? Do you feel that you receive enough information
before you pick your courses for next year?

Yes No ? Have you been gatisfied with the courses which you
have selected? :

Yes No ? Have tests -given by the guidance department or
- school been helpful in planning your future?

Yes No ? Do teachers talk about the jobs which velate
to the subjects they teach?

Yes No ? Has school helped you to grow in your ability
. to make real plans for yourself?
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Yes

Yes

Yes

No

No

No

Have your parents ever talked to your school
counselor? '

Have your parents ever visited your counselor
about your school program?

Have you had help in becoming familiar with job
possibilities in your community and surrounding
areas? Bl
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INSTRUCTIONS FOR. CONDUCTING A STUDENT SURVEY

TASKS/PROCEDURES PROCEDURAL TIPS

1. Decide what grade levels you wish 1.1 Surveying grades 8, 10 and 12
to survey. It is not necessary can give a good spread of
to survey all grades or even all responses.
students within each grade.

2. What do you need to find out? 2.1 Be sure to get demographic
Involve the guidance department, data from students, e.g.:
administration and academic
departments to assist in * grade level
selecting useful questioms. * sex

* major area of study
* éthnic background (if
applicable)

3. Design the questionnaire (see 3.1 See possible additional
sample at end of section) questions from Ohio Vocational

Interest Survey
4, Arrange for administering the 4.1 Try to gather all students to
questionnaire. be surveyed at one time: for
. example, during home room
periods, during English classes,
or large group.sessions in the
auditorium. '
4.2 Brief teachers and students on
purpose of the questionnaire
4.3 Instruct teachers (3 hr) on
specifics of the questionnaire
and answer all questions
4.4 Give each teacher a ready-made
~ packet with the correct number
of questionnaires needed
5. Administer questionnaire. 5.1 Be available during the
administration to handle last
minute questions or problems
5.2 Make every effort to THANK
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6. Analyze data collected 6.1 A computer program to handle
: : - this is available through the
Statistical Package for the ‘
Social Services or at the RCU
in Concord

7. Display data 7.1 You may wish to use a blank
copy of your survey form to
display this tabulation of
responses.

1. Teachers/Administrators

A survey questionnaire for teachers and administrators also should be
developed in much the same way as. the one for students. Some questions will -

be identical.

Existing materials which should be of help in this activity are:

* Operation Guidance (Drier, 1975)

* New England Assessment (1967)

* Mahler (ED - 0380759) (1968)

2. Parent/Community Analysis

In order to complete the client's needs survey, a brief questionnaire
should be sent to parents and to community members. Once again, some of the
questions used on the student and teacher surveys may be used to gain

different points of view on a given issue.
Existing material which should be of help on this activity are:

* Operation Guidance
* Missouri Materials (Gysbers, et al)
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Once the data is compiled from the various surveys, it should be
' analyzed, always keeping in mind the current services provided and anticipated
future services. The function of the program analysis and client surveys‘is

to match career guidance services to the needs and desires of the client.

3. Resource Analysis

Resource analysis consists of identifying past and current capabilities

of the school's staff, facilities, materials, and funding.

Each staff member who has served for the past five years should be
listed. Any trends should be noted, such as an increasing staff -and changes
within the staff. Also, each staff member's particular area of expertise,

along wi;h his major responsibility should be noted.

Facilities (offices, conference rooms, and resource information rooms),

‘ occupied by the guidance staff, should be recorded and a floor plan made.

Major materials, used in the career guidance effort, should also be
documented. These may include SRA kits, film series, major publications,

and other media-~based products.

Finally, a five year pattern of funding should be developed so that
trends in personnel line items or other appropriate line items may be . .

identified.

CONCLUSIONS

A needs assessment program which does not result in plan for change and

progress is nothing more than a mechanical exercise. The various types of

‘ data collected during a needs wnalysis, surely can provide the qounsel’b‘r ‘with

a picture of "what is" and some solid clues as to '"what ought to be."
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The planning process continues with a comparison of "what is" with "what

ought to be,'" by means of a Discrepancy Analysis, to find out where gaps

exist. Once the gaps have been identified, a list of priorities can be
reézhed. This is necessary, because resources are always limited and.it is
impossible to close all the gaps, at least on a short range basis.. But it is
possible to develop a plan to close the gaps or "discrepancies" which are most

important and can be realistically tackled.

Once a complete list of discrepancies has been identified, the short and
long term program objectives may be written. A program plan simply states the -

objectives as the resources needed, the expected outcomes.

A number of school districts in New Hampshire have already conducted
needs surveys for their guidance programs. The counselors may wish to contact
some of the individuals listed below, before he begins his own needs

assessment.

* Nashua - Mr. Allen J. Seney
* Winnacunnet High School - Mr. Richard Walsh, Operation Guidance

* ConVal Regional High School, Mr. Edwin Farhm, Operation Guidance
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ORGANIZATION AND MANAGEMENT

‘ The counselors and guidance directors of secondary guidance and
counséling programs have a unique opportunity to manage a process of planned
change in the“secondary schools of New Hampshire. With the increase in the
public's awareness of the importance that comprehensive career development
activities play in the overall career education movement, professional coun-
selors are in a good positidn to deliver leadership énd to communicate the

need for specific changes.

The central theme of this Handbook suggests that educators who have
program dgvelopment and management responsibilities, view their career
guidance program as a well—planned sequence of services which will meet the
needs of students. The career guidance effort must have program and student

outcome objectives which are related to the already completed needs assessment.

‘ If career guidance program activities are not developed, implemented, managed,
and evaluated in a s?stematic way, we can‘never measure the effects of our
efforts. Accountability demands that we set our objectives, manage our time,
and evaluate the resulﬁs. Only then can we introduce planned variations to

make our programs more effective.

Thus, our approach to the management.of career guidance programs is

evaluation-based and comprehensive in scope.

To be comprehensive and systematic, career guidance, couﬁseling and
placement programs should be devéloped around producéive goals and objectives
~and be.implemented by using evaluation-based program devglopment and management
procedures. Evaluation-based development and management procedures are helpful
because they suggest ways to identify and collect information that wiil assist

42
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decision-makers in choosing among the available prbé;ém alternatives. These
proceduFeS are useful in analyzing, planning, impleinenting, improving, ‘
certifying, budgeting, and judging the various components of career guidance,
counseling and placement programs. Programs that are not compatable to an
evaluation-based operation will eﬁcounter difficulties in being systematic,

sensitive, and adaptable in responding to changing to the needs of the

individual and society.

An evaluation-based management operation employS many concepts such as
the analysis of relationships between élements; the generation of alternatives;
the extensive use of feedback systems; and the use of field teSting. There-
fore, according to this viewpoint, the process of program development,
implementation, judging and revision is continuous, with éach phase having

a relationship with the preceding and succeeding phases. (See Figure 3).

Figure 3 )
Management Operation
Planning Phase: Defining Needs — Structuring
Setting Objectives Program Elements
Evaluation
Operational Phase: | Judging < Implementation
: Revising

If management is to be systematic and based on the concepts of evaluation
as outlined above; the manager must take the long view or get "the big
picture" if success is to be achieved.

With this goal in mind, it is not necessary to consider specific

administrative procedures. Instead, one should focus upon the broad areas
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of management corcern and use these as a mental checklist, to be sure that

‘ each area of the guidance program has been addressed.

The remainder of this section of the Handbook briefly outlines the broad
management areas of concern which must be addressed in the development of a

comprehensive career guidance program.

EDUCATIONAL CHANGE

To effectively. manage any education program, the program manager muSt
first be a student of the educational change process. Generally,guidance
directors or administrators who are responsible for the overall direction of
the guidance program are competent in their field. The guidance director is
usually an active member of appropriate professional organizations and is up-

to-date on counseling theory and practice as it relates to the public school

‘ settings.

However, the educational management process for the development of more
effective career guidance programs, involves making changes in personnel,
activities, and methods of operation. Change is not a comfortable situation
for most people, therefore, the career guidance directors must be well versed
in the change process. The literature on educational change and innovation
is extensive and there are practical lessuns to be learned. An educator
cannot expect any professional or support staff member to make substantial
change in his pattern of behavior or to implement a new program component
without passing through a series of awareness stages, understanding, and

commitment.
g
The following suggestions for fostering the continued development of

career guidance programs, were offered by a group of professional counselors

at a recent conference designed to discuss the process of change.
Q '
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* There are four types of change, each requiring more awvareness,

understanding and commitment than the former.

- Substitution of one program component for another.

- Variation of procedures or content in an existing program.

- Structural changes of organization and scheduling.

Attitude and Values being changed to accept new program

philosophy or thrust.

* Fully understand the context in which the change is being introduced.
Recognize the social, historical, political and cultural realities
-0f the environment in which you are living and working.

* Encourage those staff members who are implementing changes. Support
and reinforce them rather than being overly concerned about those
whé would resist change.

* Spell out clearly the long range implications of the proposed

changes as to time, energy, and cost.

* Build program changes on areas of strength to help enhance success.
Cofrect weaknesses later.

* INVOLVE those who will be affected by the change and those who make
policy decisions. |

* Pilot teét new‘procédureslor activities so that modifications can be
made more easily.

* Conduct awareness/community/feedback sessioné with all audiences
involved, so the proposed changes will not be viewed as a situation

of enforced compliance.

* Avoid changed works or phrases in describing proposed changes. Evolve
.change from present program and circumstances.

* Model the behavior which you seek others to accept and implement.
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* - Planned change should be conscious, deliberate, and intended.
" * Use students to provide feedback on how counseling services can be

more effective. Let teachers and administrators hear this too!:

* Single out key peoble integrai to the success of the change process.
Perhaps develop an advisory committee to obtain formal input from
those peoplef

*_‘The various audienceé with which you deal have as many stereotypes
of you as you have of them. Get out of the office; talk to them;
identify problems and suggest solutions.

*  Be patient.

* Start slowly -- but start.!

The following model illustrates one.conceptual design of the educational
change process. A successful manager must be as skilled in the change process
as he 1s in his own particular area of educational expertise if effective and

‘ efficient program changes are to be made.

HAVLOCK'S MODEL FOR ELUCATIONAL CHANGE (1970)

Sequence of Change Agent Activities Sequence of Individual's Needs
l; Promotes | 4 1. Awareness

2. Informs 2. Information Seeking

3. Demonstrates - 3. Evaluation - See Operations
4., Trains L 4. Pilot Tests

5. Technical Assistance 5. Adopt

6. Nurtures’ . 6. Integration
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ASSESSING NEEDS

As a manager, can you answer the following questions about . your school

and its current program?

= Do you have a profile of graduates in terms of number and percentage
who go on to college, work?

- What is student enrollment in the major program areas of general,
vocational, or academic?

- What are the major occupational interests of your studgnts?

- -What are the students' level of career development?

- Can you describe the guidance program as it articulatesjservices
throughout the grades 7-127

-~ What are special staff capabilities in specific guidance areas?

- Can you describe facilities and funding over the year?

Before a comprehensive program can be developed, we must know "what is"

and ''what ought to be'" so that meaningful program objectives can be set.

SETTING OBJECTIVES

The literature on management by objectives (MBO) and criterion-based
instructional systems is abundant. Certainly any professional educator should
have a working knowledge of the rationale and practical approaches to manage-
men; by objéctives. It is not the purpose of this handbook to recapitulaté
the rationale or‘skills involved in the MBO approach; rather it is to
indicate that,Awhile MBO may not be perfect, it certainly provides us with a

better management framework that the authoritarian, paternalistic, or '"laissez

faire" models which many educational enterprises have used in the past.
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As a manager of a comprehensive career guidance program,. one should, with
‘ the appropriate staff, teacher, administration, student and community input,

develop both programs and student outcomes 5%jectives.

Program Objectives in terms of Staffing Patterns/Skills

Budget Allocations

Component Structures

Scheduling Structures

Student Objectives in terms of Career Awareness

Decision Making Skills

Career Maturity

PROGRAM STRUCTURE AND CONTENT

As defined earlier in this Handbook, career guidance departments should
. view their efforts as a program, in the same way that academic departments
view academic programs. In addition to thinking "program' instead of

' the manager must also think .0f the overall program structure

"activities,'
and content. The following may serve as a checklist for assessing the

comprehensiveness of a program:

- Career information resource center.
~ Use of different methéds for reaching students (e.g., peer
counseling, group counseling, teacher advisors, paraprofessionals). ‘ -
- Placemept services.
- Follow-up studies.

- Articulated testing program.'

- Standardized cumulative folder.

. : - College application service.
- Community liaison. 48
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- Personal counseling.
-~ Student orientation programs.
~ Financial aids.

- Work exploration.

If the above efforts are available to students, has the guidance staff
defined the order and sequence of thése events? Can you define specifically
those services which are offered at each grade level so that by the end of
a student's high school program, he has progressed through a developmental

plan designed to provide career awareness and decision making skills?

In addition to program structure and content, staff allocations of time

and experience must be made to make the proper program come to reality.

PERSONNEL

/
Part of the needs assessment activity calls for a list of staff

capabilities and experiences. Only by using the talents of his staff can
the manager achieve full program implementation.
Just as the guidance department should have program objectives and
L

student outcome objectives, so too should the professional staff have manage-

ment objectives to assist in the allocation of time and resources.

The public school guidance staff is in the unique situation of haviﬁg
the opportunity to allocate much of its own time. The guidance staff often
is not assigned to classes or ofher scheduled events in the school. This
situation creates both opportunities ;nd nightmares for guidance departments. -
The opﬁortunity_to séructure and schedule the guidance program so that it ié

responsive to student's needs is, more often than not, superseded by the night- '

mare of tasks assigned by the administration of the guidance staff.
' 48 '
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To'many school administrators and academic'professionals, the unstructured
‘ time of the guidance staff means 'they have nothing better to do so they might
as well help with the scheduling, attendance, study hall, library, discipline,

report cards, testing, etc., etc...... .

In order to combat this constant infringement of the guidance personnels’
time, the guidance program manager must:

- Have explicit job descripti&ns for each mémber of his staff -
professional as well as supportvmembers.

- Have detailed objectives which each staff member is assigned to
accomplish during the school &ear.

- Assign specific areas of responsibility so that the motto - "everybody
does everything' - does not exist.

- Keep allocation records to 60cument the time which the guidance

staff is spending on non-guidance program activities.

Realistically, all public school personnel are required to spend some
time being available for unplanned activities or crisis sitgations. Generally
a workable MBO system will account for approximately BOZ.of one's time. We'
all recognize that some time must be left open to meet the unexpected situations.
However, every effort should be made to define each member's role, and the time
expected to be spent-in tﬁe accomplishment of program related activities. If

the program manager fails in this responsibility, the career guidance program

reverts to a series of nearly random activities.

BUDGET

Those responsible for the overall management of the career guidance

‘ program should have a complete understanding of the budgetary process. The
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department's budget should be held in a separate account and the professional

staff should have control of its management .

Trends of budget level support should be maintained as well as documented

shifts in support for each line item.

Periodic re-examination of the budget by the entire sﬁaff is eséential,
with a critical eye focused on how the resources might be reallocated to gain
more for each dollar spent. For instance, if one professional retires or
leaves the program, two paraprofessionals possibly could be hired for the
same money, which would give the overall program more coverage and provide

better service.

Sources of external funding for special program activities or projects
should always be investigated, as the '"seed money" approach can often give
the extra measure of help needed to demonstrate more effective program

elements.

Budget issues and techniques have been suggested in the following list

prepared by counselors and guidance directors in the field:

— Document your budget requests in terms of benefits to students -
be specific.

- Do not identify career guidance/vocational guidance, college guidance
as separate objects of the guidance program.

- Utilize the audio-visual and library budéets for some equipmgnt
~and materials which ma§ be appropriate for your program - budget
cooper;tively.

~ (Guidance materials can be obtained under ESEA Title II grants

to the library. 51
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- Use departmental budgets for costs of testing materials and

‘ scoring services. Many of these departments can request fynds
for apti;ude or interest tests, especially in the vocational
program departments.

- Actively seek involvement in the budgetary process, don't sit idly
by while a principal or central office official decides your
budget allocation.

- Utilize the concept of Prcgram Budgeting (PPBS) which relates
timé, dollars, and people to the things which you wish to .

accomplish.

EVALUATION

Periodic program evaluation is a necessary function of any program
‘ manager. This evaluation must be conducted at the program level, along with

a periodic assessment of personnel and students.

The evaluation activities, including program, personnel, and students,
should provide for a self-study, and include peer input as well as that of

supervisory and outside personﬁel.

It is important to realize that program evaluation can occur in both
formal and informal ways. Talking with students, teachers, parents, and
administrators can provide valuable feedback on the program's effectiveness.
The utilization of career development materials is another means of
ascertaining students' interests and the effectiveness of the materials. There

is more to evaluation than formal questionnaires and tests.

o2
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The evaluation section of this handbook provides a more comprehensive

framework for career guidance program assessment. However, the evaluation

process must be made periodically to assess progress of the program's

stated objectives,

DEVELOPING PLANS OF ACTION

A management tool often used, when a particular objective or major

activity is to be achieved, is called the plan of action.

A plan of action requires the program manager to think through the

series of tasks required to achieve the objective. Once this sequential
plan has been developed, then individuals can be assigned their tasks,
specific products or results can be identified, and a time table for

completion of each task can be set.

PLAN OF ACTION CHART

Attached are copies of a form called the Plan of Action Chart. This
chart can be aAsimple, but very effective tool, in planning and visually
monitoring the progress of a project. This chart helps you, in effect,

"PERT OUT" a project. (PERT - Program Evaluation Review Technique).

Any project can be a suitable subject for a Plan of Action Chart;
examples would be such subjects as, "conduct a study," "develop a proposal,"

"develop a training package," "hold a conference," "prepare a report,"

" on 1

"prepare a report, prepare a newsletter," etc. The attachments are as
follows:
Attachment A - A blank copy of the chart

Attachment B - A copy of the chart containing instructions for .

its completion.
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Career guidance programs are organized and managed in a number of
‘ different ways here in New Hampshire. If you are considering alternatives
to the present organization and management of your program, you may wish to

visit some of the following districts in the state.

Hampton - Winnacﬁnnet High School has a number of state and
federal projects in guidance: Operation Guidance;
New Hampshire Guidelines; and the New Hampshire Model.
Contact: Mr. Richard J. Walsh. |

Nashua - The Nashua system is organizing for its move into a
new high school - a number of transitions are being
considered. Contact: Mr. Allen J. Seney.

Manchester - Memorial High School is redefining its career guidance

component and is moving toward more structured use of

' ' © counselor's time. Contact: Ms. Judith McCarthy.
Monadnock - Monadnock Regional High School has developed excellent

teacher-counselor coordination. Contact: Mrs. Alice
Hildreth.

Lisbon - See a guidance program in operation which serves a rural
area of our state. Contact: MS. Rowena Smith.

Plymouth - Plymouth High School also serves as an area vocational
center. Contact: Mr. Edward Parr.

Kearsarge - Kearsarge Regional High School in North Sutton serves a

rural area in the west central portion of the state.

Contact: Mr. Thomas Paige.
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The following article is reprinted with permission of author and the
American Vocational Journal.

CAREER GUIDANCE BY OBJECTIVES AND RESULTS

by

Norman C. Gysbers

The practice of management by objectives began to emerge in business and
industry in the 1950s. By the 1960s it had reached education and soon entered
the lexicon of educational administrators and curriculum directors. Now the
word 'results" has been added to the formula so that it is common to speak of
management by objectives and results. MBO has become MBO/R.

Management by objectives and results can be described as a process that
enables an organization and its personnel to identify their goals, mobilize
their resources to reach those goals, and know when they have reached them.
Some have suggested that MBO/R differentiates between movement and progress.

In educational settings, MBO/R is usually translated into EBO/R, i.e.,
education by objectives and results. The equation then becomes education by
objectives and results equals administration by objectives and results plus
instruction by objectives and results, or

EBO/R=ABO/R+IBO/R

Career guidance does not . appear in the equation because it has
traditionally be thought of as a collection of administrative and student-.
centered processes and services, not as a program with substance and content.
It is time to change this thinking. The increasingly complex needs of all
individuals in society demand it. It is time to add career guidance by
objectives and results to the equation so that it will read

ERO/R=ABO/R+IBO/R+CGBO/R

The addition of career guidance by objectives and results is supported
by an emerging trend in career guidance, counseling, and placement activities
that stresses outcome-oriented goals and objectives. It is supported, too, by
the emerging use of the word "program" to encompass and identify those
activities. In addition, words like "sequential," "developmental," and
"comprehensive' are becoming part of the career guidance language. As a
result, career guidance is assuming a position in education equal and
complementary to that of instruction and administration.

To simply embrace MBO/R terminology and processes -wholeheartedly,
expecting them to solve problems because they promise accountability, orderli-
ness, and comprehensiveness does not, however, make it so. It is only the
beginning. ,
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Careful attention must be paid to the conceptualization, content,
technique and methodology of career guidance programs. MBO/R offers organiza-
tional and implementation processes; we must supply the rest. '

Program conceptualization is a necessary first step in the process, an
important step because it can provide the gestalt needed to see the relation-
ships among program elements--the goals, objectives, techniques, methods,
activities, and resources. It is important also because it offers a quick but
comprehensive overview of the total program, providing practitioners and
clientele alike with an understanding of the program's scope and sequence.

But traditional ways of conceptualizing career guidance will need to be
expanded and extended if it is to assume an equal and complementary position
in education. This expanded conceptualization will require new understanding
of the nature and structure of career guidance. For example, it will require
a broadened understanding of the term 'career: so that it is seen not as being
synonymous with work and occupation but as encompassing them. Career must be
seen as focusing on the total human career--on all.dimensions of life, not
as separate entities but as interrelated parts of the whole person.

A broadened concept of career guidance will also require an understanding
that career guidance is developmental as well as point-in-time oriented; that
it emphasizes the development of what could be in individuals as well as the
assessment of what is. (Tennyson, W. Wesley. '"Comment: Vocational-Technical
Zducation Symposium." Vocational Guidance Quarterly, 1970, 18, 362). Finally,
it will require the identification of those spheres of human development for
which the career guidance program assumes responsibility, possibly including
self-knowledge and interpersonal skills, decision making, and planning and
self-placement competencies; also knowledge and understanding of life roles, -
settings, and events, especially those associated with family, education,
work and leisure.

Concurrently, the goals and objectives that will enter into the program
conceptualization require careful attention because they represent the substance
and direction of the program. The manner in which they are selected, the
content they represent, and how they are stated are of major importance. Needs
assessment techniques can be helpful in the selection of goals and objectives
and the content they represent. “The manner in which goals and objectives are
stated can be handled by emphasizing student outcomes first, then the processes

used to reach those outcomes.

THREE TYPES OF ASSESSMENT

Three types of needs assessment are required for a comprehensive effort.

First, student needs must be assessed, taking into account the views of

students, parents, and people in the community. Additional input can be
derived from the literature on career development and human growth and
development. The areas of responsibility for career guidance suggested
above - self-knowledge, skills in interpersonal relations, decision-making,
understanding of life roles, etc.--can provide the structure and content of
the items for the assessment instrument.

Second, current career guidance, counseling, and placement activities

must be evaluated by both staff and the clientele served by the activities.
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Third, staff requirements need to be assessed. This assessment should
include attitudes and values desired in the staff, the abilities they will
need to deliver new and emerging career guidance, the counseling and placement
techniques they should use, and the methods and resources that should be
available to them.

Once the needs ass..=" - ‘s5.have been completed, the next step is to make
comparisons between the resuics of the student needs assessment and the
results of the program evaluation. The data from these comparisons will
indicate the substance needed in the expanded career guidance program, and the
direction it should take.

Items of priority need can be recast as student goals and objectives, and
these can be related to appropriate techniques, activities, and resources
stated as program goals and objectives.

If these procedures are followed, the result will be career guidance
defined in terms of student outcomes first and in terms of the processes used
to accomplish the outcomes, second.

Career guidance by objectives and results is more than an exercise in
writing goals aid objectives, however. The expanded toficépt of career guidance
will require meaningful organization of all program elements into identifiable
components and implementable strategies. The components should be labeled in
the terminology of outcomes and content and/or setting, rather than by process
Oor resource terms. B

The traditional terminology such as '"career guidance services' (orienta-
tion, information, assessment, counseling, placement and follow-up), ''group '
and individual guidance and counseling,”" or '"consultation and liaison"
emphasizes the processes used but only indirectly specifies the  student out-

comes to be achieved.

This is not to suggest that these processes are unimportant. On the
contrary, they are very important but they should not stand alone to define
and describe the program. They must be connected to the student outcomes that
are to be achieved by the program, and these student outcomes should be used
to label the program components, not the other way around.

On this basis, career guidance could be defined and described as an
educational program responsible for helping students to develop self-knowledge
and interpersonal skills, decision making skills, planning and self-placement
compefencies, understanding of life roles, and understanding of how academic
studies and specific occupational training fit into their life patterns.

The processes and resources traditionally described as services, such as
orientation, information, assessment, counseling, placement and follow-up, would
play a vital part in meeting needs in the areas of responsibility cited above, but
they would not be the labels used to define and describe the program. '

If career guidance personnel are to meet the varied expectations of the
many students they serve, career guidance must take its place alongside instruc-
tion and administration as an equal and complementary partner. Management by
objective provides the structure and the processes to do the job. It is time
to accept the challenge and supply the necessary conceptualizations, content, .
and processes to expand and extend the career guidance program.
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PROGRAM ACTIVITIES FOR TEACHERS AND COUNSELORS

This is the Guidelines document which contains

a rich collection of ‘tested activities for career
guidance programs. Areas covered are values, -
decision making skills, and world of work and
leisure.

Because this is an insert, the Guidelines pages
are separate from the Handbook pages.
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I. INTRODUCTION AND RATIONALE

@

With the demands being placed upon education to.provide more relevancy
to the curriculum and more direction to students in career planning,.the
New Hampshire Personnel and Guidance Association and the State Department
of Education have created a task force to develop a model that will pro-
vide guidance personnel and others wigh activities designed to help stu-
dents. These demands include:

a. A greater degree of accountability by guidance personnel
for the career needs of students.

b. Enhancing the school curriculum by tying it to the
career needs of students. '

c. Developing activities that enhance student self
“awareness. ~ '

d. Providing students with opportunities to explore and
try activities which lead to more realistic decisions.

The New Hampshire Model for Career Guidance, Counseling and Place-
ment has been developed as a framework which will allow for the integra-
tion of career related activities into the secondary school curriculum.
It is not intended, nor should it be construed, that the guide is a
program in itself. Rather, the career activities listed in the model
are intended to be integrated into the secondary school program in such
a manner as to meet the special needs of the educational setting in
which they are employed. The Attitudes and Values, Decision Making, and
World of Work activities that are listed in the model are designed for
use by counselors iﬁ career development programs or by teachers and coun-—
selors in secondary classroom units. The model emphasizes group ap-
proaches in involving counselors, teachers and students in meaningful

projects intended to enhance career planning and decision making skills.
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Hopefully the use of the model in the secondary schools of New
"Hampshire will result in new approaches to career development that will
require a greater amount of counselor involvement and, as a result,

provide guidance personnel throughout the state with the accountability

factor that is now in demand.
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II. HOW TO USE THE GUIDANCE, COUNSELING AND PLACEMENT MODEL

A great deal of time and energy has gone into the development of
this médel for career guidance, counseling and placement. It should be:
epphasized that the model has been designed by New Hampshire counselors
for.use by New Hampshire counselors and teachers. Tt has been set up &as
a conceptual framework for integrating three major components of career
education into the secondary school curriculum. The focus of the model
has Eeen on developing a "How to..." approach. That is, the model mnot
only details a serées of concepts, goals and objectives for implementing
career development in the secondary school, but it also Suggests a
series of activities which may be employed at various levels to carry
out the plannéd objectives.

The New Hampshire conceptuai model of career education has been
developed around concepts which represent.three major components:
| 1.0 Attitudes and Values

2.0 Decision Making

3.0 World of Work
Within each component are a number of concepts or statements which iden-
tify what has been determined as important. Each concept represents
basic learning experiences.

Iﬁ should be noted that while the component areas have been
identified by number, e.g. (1.0) Attitudes and Valués, it is in no way
intended or implied that one component area is any more important than
the other. Rather, the counselor or tgachef who employs the model is
encouraged to select the component area or concept within the component

that best meets his basic needs or level of expertise. Further, with

the exception of the (1.0) Attitudes and Values component, which is
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developmental in nature, the other two component areas may be entered
into-at any-leQel through thé selection of a concept, goal, objective
or activity that appears to fit the user's need at the time.

Activities described within the model have generally been
suggested by coﬁnselors who have attempted them in the school setting.
In some cases, activities whiéh have been lisged arelunique or were
borrowed from models developed by other states. Unless otherwise indi-
cated, any activity is suitable for all grade levels. The final deter-
mination of suitability is left to the counselor or teacﬁer who employs
the activity, however.

Tﬁe numbering system used in this document is used for classification
purposes only. It has been devised in an attempt to allow the user to

quickly identify the area of the model which is being employed.

Examples and Definitions
1.1 Concept: A statement that identifies what has been determined .

as important. It is derived from the needs and values .

expressed by society.

1.11 Goal: A general statement indicating what ane hopes to

accomplish. It represents what individuals should
possess in the way of knowledge, skills and/or attitudes,
1.111 Objective: A specific behavior an individual will
be able to exhibit or demonstrate as a result of
a particular learning experience.
Activity: A process through which students attain
performance objectives.

The following chart is an example of the transition from concept,
to activity for one of the component areas. As was previously stated,
once concepts for each of the components were identified, they were
translated intc goals, objectives and activities. For practicai pur-

poses, one concept, one goal, one objective and one activity was

selected for presentation. 7‘1
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to demonstrate an under-
standing of the indepen-.
dence of careers.

Number Area Classification
3.0 World of Work Component in Career Education
Model
3.2 The school has an obliga- Concept: A statement that
tion for student aware- identifies what has been deter-
ness of career opportu- mined as important. . et
nities, ‘

3.21 The - counselor is responsi- Goal: A general statement indi-
ble for accumulating and cating what one hopes to
disseminating career in- accomplish.
formation.

3.211 The student will be able

Objective: A specific behavior
an individual will be able to
exhibit or demonstrate as a
result of a particular learning
experience.

Students will trace five
products as they move
from the raw material to
the consumption stage;
i.e. paper, citrus fruits;
auto tire.

Activity: A process through
which students attain perfor-
mance objectives.,

What the chart does not indicate is that a number of goals will

evolve from each concept.

Likewise, each goal will be restated into a

number of objectives which in turn will be developed into a number of

activities. Counselors and teachers using the model are encouraged to

develop their own goals, objectives and activities as they become

familiar with the model.
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IMPLEMENTATION OF THE. GUIDANCE,

COUNSELING AND PLACEMENT MODEL : .

After extensive field testing by guidance personnel and classroom
teachers, it was determined that school. systems should address themselves

to the coordination of activities in career programs.

Suggestions:
1. Central Coordination
a. by one staff member
b. by an interdepartmental committee
2. Survey of Present Programs
a. at grade levels
b. 1in subject matter

3. On-going Emphasis

-

a. to prevent ineffectiveness of "one-shot' exposure

b. to assure effectiveness of continuing exposure

There is no attempt to place activities in any specific or sequential
order. The intent of coordination must be to prevent the danger of

duplication or "overkill."
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DEFINITIONS

Values - Represent what a person considers important in life. They .

are ideas as to what is good, beautiful, effective, or

just, and therefore, worth having, worth doing, or worth

striving to attain.1

Attitudes - A stance one takes towards life based on his values.

Behavior - Observable actions and/or expressions of a person which are
shaped by his or her attitudes.

1 Fraenkel, J.R., "Strategies for Developing Values,”" Today's
Education, November-December, 1973, page 49.

Ed
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INTRODUCTION

Alﬁhough the title of this component is "'Attitudes and Values;"
the committee felt that a person's values determine the attitudes that
‘'shape his or her behavior. The component deals mainly with v;lues, but
attitudes and behaviors are implied throughout. Users should be aware
that the concepts are presented in a sequential order and for best
results this order should be followed.

It is important to note that much of this program can be

kS

implemented in the classroom by teachers and counselors working

together.

RATIONALE

Research has shown that problems in career choices are caused, in
many cases, by a lack of clarity in one's an valﬁe system.l Because
of the link between individual value systems and career choices, it it
imperative that we help studénts to understand and clarify their own
value systems. ''Many youth develop a sehse of career awareness only
when they are faced suddenly with the prospect of choosing an educa-
tional program, an occupational option, or leisure time activity.
Frequently, they are unaware of critical career information and they
lack adequate career linked values and attitudes for dealing with the

2
career tasks they must face."

1. Maslow, A.H., The Farther Reaches of Human Nature. New York:
Viking Press, 1971.

2. Gysbers, Norman, University of Missouri, Columbia.
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Decision Making Concepts

Along with the knowledge of self and the world of work, youth needs ‘
help in decision making skills.

Making decisions is an inherent process in the exercise of freedom
and the determination of one's life. The concepts developed are deemed
important aspects of career and life goals.v These concepts include

significant developmental steps which ler: em:hasis to decision making

as a critical process in reaching one's goals.
"A seven step decision making process was accepted as the model for
relating concepts, objectives and activities to the needs of the indivi-

dual in reaching career objectives.

Decision Making Process Model

1. Recognizing the need to make decisions.

2. Understanding varying factors influencing decision making.
3. 1Identifying possible alternatives.

4, Understanding probable consequences.

5. Making a tentative choice.

6. Taking action.

7. FEvaluation

The inter-related concepts of the career development program
provide for the coordination of the learning process, values structﬁre,
understanding the world of work, and a knowledge of the decision making
process.

Decision making concepts must be seen as equal and complimentary

when integrated with one's values and a knowledge of the world of work

in presenting an educational program with emphasis on assisting indivi- ‘

7t

b

A




Career planning and placement competencies lead to the point at
‘ which the individual makes an informed decision. The concepts presented

herein are directed to assist the individual reach meaningful goals.
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RATIONALE

"We are only begimning to wnderstand the nature of |
work and jobs under conditions of automaiion and techno- ' |
logical change. The little evidence available points up
the needs, not for narrowly specialized individuals, but |
for those with the kind of learnming experience that en- ' : |
ables them to be as maneuvemble, adaptable, and respon- |
sive as possible to zmerging needs, many of which cannot
be foretold under current conditions. 'l

The world of work implies a series of behavioral events that lead
to productivity. 1In the process of career development, an uaderstanding
of these events leading to & productive and self-fulfilling life is
essential. The school has an obligation to provide learning experiences
to students that lend themselves to an understanding of the dynamics
involved in job identification, procurement and performance. These
experiences are learning,.situations conceining the nature of work drawn

from the resources within the community and school.

The role of the guidance counselor in career education is to

facilitate the use of the resources of the school and the community to
help bridge the gap between the world of work and the world cf the
student.

It is important that the counselor see himself as deeply involved
in career education thhasimultaneously recognizing that guidance’is only
one part of the total career education 60vement, which involved many
other‘peo?le with kéy roles to play.

Suggested activities for the student and the educator are indicated
on the following pages. They are not complete, but are a starting point
for the educator who believes in the value of providing career develop-

i

ment activities as an essential factor in the educational process.

lelfbein, Seymour L., "Labor Trends, Manpower and Automation." In
Man in a World at Work. Henry Borrow (Ed) Boston: Houghton Mifflin,

1964, pp 155-166.
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Appendix A includes many of the activities which are referenced
in Chapters III, IV and V. We regret that we cannot include those

activities which are from Values Clarification, by Sidney Simon, Leland

Howe and Howard Kirschenbaum. Permission to use this copyrighted
material is not granted without a fee. However, we recommend this $3.95

paperback to be a worthwhile investment.




FAMOUS PERSON IDENTIFTCATION

Pre-select 'a list of famous people that high school students
can identify with and have them discuss the values that they
most probably have that caused them to go into that career
area - :

.Examples:

Evil Knieivel (daredevil)

John Dillinger (bank robber)

Albert Schweitzer (missionary -~ humanitarian)

Billie Jean King (tennis star)

Pearl Buck (authoress)

Shirley Chisholm (Congresswoman)

Jane Blalock (N.H. golf)

Dick Walsh, Winnacunnet High School, Hampton, N. H,




MOST ALIVE MOMENTS

1. List the five things in life that are most important to you.

1.

2. List at least two instances in your life when you felt most alive.

1.

Career Packet -- Abbott, D. and Iovino, J.




PRESERVATION OF MANKIND GAME

In fifteen minutes a spaceship will take off from earth with
five people on board. The ship has been programmed to take
off automatically (no pilot) and fly to an orbiting space
station where they will be safe from a worldwide nuclear
disaster that will kill the entire earth's population.

You as a group are asked to select five (5) occupations
that you wish to preserve so that when the crisis has
passed they may return to earth to continue and rebuild
the earth,




'PEER COUNSELING

. OVERVIEW

Peer counseling is a carefully directed program of students helping
other students. Through structured training sessions, students
will become sensitive to the elements of the helping relationship.
Following training, peer counselors will be available to other
students as needed. "Rap Rooms'" offer one method of making peer
counselors (as well as counselors) accessible to students.

Peer counseling will improve the guidance program in terms of
manpower effectiveness and acceptability to a greater number of
students.

IMPLEMENTATION

1. The guidance staff form a planning committee composed of
students, parents, teachers, counselors and the main office
staff. This group will generate practical suggestions and give
encouragement to the Peer Cpunseling program through news in
articles and speeches to the P.T.A., the administration, and
the Board of Education.

2. The guidance staff will recruit students who might be interested
in the program. These students will in turn recruit other
students.

’ 3. The guidance staff will plan and conduct an orientation meeting
for the students. The purposes of this meeting will be: -
! -to give an overview of the program
-to outline the nature of the traniing
—to describe eventual peer counseling assignments v ,
~-to discuss the range of potential counseling roles
~-to try to match student preferences and skills with the needs
of other students, i.e. working with the handicapped,
disadvantaged, or new students _
-to discuss the importance of their commitment
—for those still interested, to fill out a formal registration
form. .

4, The guidance staff will organize a training program. At various
points during the course of training, hurdles will be designed
to "weed out" students of lesser commitment, such as, finding
their own transportation to training meetings, finding their own
time to attend meetings, make up missed sessions. No students
will be dropped from the training, but some may be asked to
repeat the training program and differential assignments will
be made based on evaluations. -

5. Counselors will meet on a regular basis to prepare themselves
to be supervisors during the training of the Peer Counselors.

142
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The guidance staff will plan and conduct a training program
for peer counselors which will include the following curriculum:

a)
b)

Large group activity developed around the "Life Career Game"

to introduce students to counseling problems.

Small group work supervised by a counselor to meet

afternoons or evenings; at midpoint of the training, all

students will be assigned to a new group. In the group,

all students have a chance to be leaders, observers and

participants. '

Meeting One: Discuss roles of participants:

—-Student Leader: keep students on the topic and monitoring
the discussions in terms of content and quality of partici-
pation,

—Observer: evaluate objectively what is taking place in the
group and report this during the last twenty minutes of each
session,

-Participants: speak freely on the topics being discussed.
Points for discussion are: the impact of honest feedback
on other members of the group, the difference between
honesty and hostility, the matter of the silent member,
and different motivations for participation in the program.

—Responsibility of the supervisor is to act as a model in
structuring the group, launching the discussions, and setting
patterns for participation.

Meeting Two: Discuss factors influencing distortions or

failures in interpersonal communication:

-Distortions from the sender (lack.of charity, non-verbal
habits)

—Factors related to the listener (biases, expectations,
anxiety level)

—Personal characteristics of both sender and listener

(effects of stereotypes)

=Choice of vocabulary

-Pace of communication

Meeting Three: Development-of skills. in relating to new
ersons is discussed and role-played:'

-Kinds of ‘openers used in starting conversation
-Experiencing of interest and encouragement

—-Recognition-of blocks to talking

-How to make™the other person feel at ease

-Evidence or signs of lack of each

Meeting Four: Teach specifics to prepare students for

particular group assignments during and after training.

Meeting Five: Discussion of the school climate:

—Motivations and experiences available to students

—School regulations and requirements

-Society's values and behaviors

-How peer counselors can improve the climate ,

Meeting Six: Discuss different adolescent problems, in
terms of both adult and students' viewpoint:

-Drug usage

_—Emotional and psychological disturbances

—-physical handicaps
-Unwanted pregnancy
-Ethnic and racial differences
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Meeting Seven: Discuss family problem:
-Divorce and its effects
' -Sibling rivalry
~Family pressures and expectations
-Isolation within the family
-Effects of death, illness, extended families, economic
change
Meeting Eight: Discussion of alternatives to traditional
career choices and desire to explore a range of life style
possibilities:
~Projected sources of satisfaction and goal attainments
~Adolescent values and future values
-Source of values
—-Opportunities available
~Information needed
Meeting Nine: Assign Peer Counselors the task of visiting
elementary schools and meeting with sixth grade students
without adult supervision:
~Discuss feelings about transition to junior high school
-Inform students that peer counselors will be available
Meeting Ten: Closing session: ?
—Review strategies of counseling
-Review ethical responsibilities
-Discuss difference between counseling and adv1ce—g1v1ng.

7. The guidance staff will provide a room, designated as a Rap Room,
: where Peer Counselors can make contact with students. Students
and guidance staff will be responSLBle for the plannlng and
’ furnishing of Rap Room.

ROLE OF OTHERS

Students: volunteer for and generate interest in the Peer Counseling
program. o '

Parents: serve as resources for Rap Room discussions.

Community Members: serve as resources for Rap Room discussions.

p Classroom Teachers: generate interest and support Peer Counseling
program.
Administrators: schedule time and place for training sessions and

a room to be used as a Rap Room.

CAREER GUIDANCE MODEL FOR MISSOURI, pages 38-42




‘ DIMENSIONS OF COOPERATION

INSTRUCTIONS TO GROUP

In this package are five envelopes, each of which contains pleces of
cardboard for forming squares., When I give the signal to begin, the
task of your group is to form five squares of equal size. The task
will not be completed until each individual-has before him a perfect
square of the same size as that held by others. Specific limitations
are imposed upon your group during this exercise:

.+ 1. No member may speak .

2. "'No member may ask another member for a card or in sny
way signal that another person is to give him a card

3. Members may, however, give cards to other members

Are the instructions clear? (Leader answers questions)
Trainer gives signal "Begin working,"

DIRECTIONS FOR MAKING A SET OF SQUARES

A set of five envelopes containing pieces of cardboard which have
heen cut in different pattems and which when properly arranged will
form five squares of equal size. One set should be provided for each
group of five persons. Since groups often run from fifteen to twenty
persons, it is suggested that the trainer make four sets while he is
about it,

To prepare a set,hcdt out five cardboard squares of equal siZe, six
by six inches. Place the squares in a row and mark them as below,
penciling the letters a, b, ¢, etc lightly so they can be erased

later.
o ) G . (--3"--)
a d
f
b
c c e
f
a .
(-=-3"-=) (=-3"--) (--3"-=)
.
g i
h
j
a a

(—3"--) (-=3"--)




The lines should he drawn so that when cut out, all pieces marked a
, will be of exactly the same size, all pieces marked c of the same
. size, etc. By using multiples of three inches, several combinations
will be possible that will enable participants to form one or two
squares, but only one combination is possible that will form five
squares six by six inches.

After drawing lines on the six by six inch squares and labeling them
with lower case letters, cut each square as marked into smaller parts
to make the pieces of the puzzle.

Mark each of the envelopes A, B, C, D, and E. Distribute the card-
board pieces in the five envelopes as follows:

Envelope A has pieces i, h, e
B has pileces a, a, a, ¢
C has pieces a, j
D has pleces d, £
E has pieces g, b, £, c

Erase the pencilled letter from each piece and write, instead, the
appropriate envelope letter, as Envelope A, etc. This will make it
" easy-to return the pieces to the proper envelope for subsequent use
when a group has completed the task. :

DISCUSSION FOLLOWING THE TASK

This exercise involves so much interest and feeling, the group

‘ discussion usually carries itself though the trainer may need to
guide the focus of comments or may wish to add points from his own
observations,

The discussion should go beyond relating of experiences and general
observations. Some important questions are: How did members feel
when someone holding a key piece didn't see the solution? How did
members feel when someone had completed his square incorrectly, and
then sat back with a self-satisfied smile on his face? What feelings
did they think he had? How did members feel about the person who
couldn't see the solution as fast as the others? Did they want to
get him out of the group or help him? When the discussion is under
way, the trainer may wish to raise questions which stimulate the
participants to relate their feelings and observations to their daily
life experiences. '

In siiinfnarizing, the trainer briefly stresses the relationship of
the experiences with squares, and the discussion, to back-home and
work situations.

NATTIONAL TRAINING LABORATORY




. GROUP DECISION MAKING

ceun

This is an exercise in group decision making. Your group's task is to
organize in the best way possible in order to hring ahout the best
decisions possible regarding the problem at hand. First, choose a pilot
of your space crew who will act as group chairman. He may, if he
chooses, appoint other officers (i.e., a secretary to act as recorder

of the decisions, an observer to suggest ways of helping the group
processes, etc.)

Once the decision of who is to be the pilot has been made, that person

- should hand in his copy of this instruction sheet with the following

filled in:

Pilot:

Members:

(If any of'thg other members are appointed to positions, please riote.)

Decision Adequacy

Criteria for judging team decision making.

l. Member satisfaction -

2. Creativity of solution, if appropriate to process and/or
content, (beyond that of any individual).

3. . Use of everyone's contribution.
4. Accuracy or validity of decision.
3. Speed of decision process.

6. Other...
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KEY

‘ INSTRUCTIONS: You are a member of a space crew originally scheduled to
rendezvous with a mother ship on the lighted surface of the moon. Due

to mechanical difficulties, however, your ship was forced to land at a
spot 200 miles from the rendezvous point. During re-entry and landing,
much of the equipment aboard was damaged and, since survival depends on
reaching the mother ship, the critical items available must be chosen
for the 200 mile trip.  Below are listed the fifteen items left intact
and undamaged after 1and1ng. Your task is to rank order them in terms
of their importance for your crew in allowing them to reach the
rendezvous point. Place the number 1 by the most important item, the
number 2 by the second most important, and so on through.number 15 the
least important. Give members only the list of items.

Item
Little or no use on moon 15 Box of matches
Supply daily food required 4  Food concentrate
Useful in tying injured together, 6

30 feet of nylon rope ?mm,
help in climbing |

Shelter against sun's rays ° 8 Parachute silk

Useful only if party landed on 13 Portable heating unit
. dark side

Self-propulsion devices could be - “ 11 Two- .45 caliber pistols

made from them
Food, mixed with water for drinking . 12 One case dehydrated Pet milk

" Two 100 1b.

Fills respiration requirement . 1

One of the principal means of
“finding directions .

CO0y bottles for self-propulsion
across chasms, etc.

Probably no magnetized poles; thus
useless

Replenishes loss by sweating, etc.

Distress call when line of sight
possible

Oral pills of injection medicine
available :

Distress signal transmitter possible

148
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communication with mother ship

N.A.S5.A.

tanks of oxygen

'3  Stellar map (of the moon's
constellation)

9 Life raft
14 Mégnetic compass

2 5 gallons of water
10 Signal flares
7 First aid kit containing
injection needles

5 Solar-powered FM receiver-—
transmitter




RECOMMENDED DISCUSSION QUESTIONS FOLLOWING AN ACTIVITY

Discussion is one of the most important parts of an activity. It is

essential to provide ample time immediately following an activity to

involve students in a thoughtful discussion and to aid them in making
observations regarding their participation.

Questions which help you develop an ogen—ended discussion are suggested
below.

Remember that there are no right or wrong answers, Discussion is meant
to help students reflect on their experiecnce,

SUGGESTIONS

1. How did you feel about this activity? (Draw out answers from
as many students as possible) , '

2. How did you feel while you were doing it?
3. How did you feel about the people you were working with?
4. What did you learn about yourself from the experience?

5. How did you feel about what you accomplished? (Group task)

6. How well did your group work together?. -
7. What helped you accomplish this task?

8. What got in the way of accomplishing the task? What
difficulties did you encounter?

9. How would you feel if you had to work with these people
every day on a job?

Lucy Weeks, Exeter High School, Exeter, N, H.
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VALUES RANKING

Work study seminar students created their own twelve values for
ranking purposes after using Simon's, et al, similarities and
differences occurred.
The students'! values are listed alphabetically:

An Exciting Life |

Belief in God

Clean Environment

Financial Security

Freedom from Fear

Friendship

Independence

Inner Harmony

Loving Family Unit

Mature Love

Respect of Others

Sense of Accomplishment

Jane Draves, Exeter High School, Exeter, N. H.
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TWENTY THINGS I LIKE TO DO

PURPOSE

An important question to ask in the search for values is, "Am I
really getting what I want out of life? A person who simply
settles for whatever comes his way, rather than pursuing his own
goals, is probably not living a life based upon his own freely
chosen values. He usually ends up by feeling that his life is not
very meaningful or satisfying. However, before we can go about
building the good life, we must know what it is we value and want.
This activity helps students examine their most prized and
therished activities.

PROCEDURE

The teacher passes out paper and asks the students to write the
numbers from 1 to 20 down the middle of the sheet. He then says,
"And now will you please make a list of 20 things in life that
you love to do."

To encourage the student’s to start filling out their lists, he might
add, "They can be big things in life or little things." He may
offer an example or two of his own. Or he might suggest, ''You

might think in terms of the seasons of the year for things you love
to do."

The teacher also draws up his own list of twenty items, and as he

reaches the end of his list, he might tell his students that it is
perfectly all right if they have more than 20 items, or fewer than
20 items on their lists.

When the lists are done, the teacher tells the students to use the
left-hand side of their papers to code their lists in the following
manner:

1. A dollar sign ($) is to be placed beside any item which costs
more than $3 each time it is done. (The amount could vary,
depending on the group.)

2. The letter A is to be placed beside those items the student
really prefers to do alone; the letter P next to those activi-
ties he prefers to do with other people; and the letters A-P
next to activities which he enjoys doing equally alone or with
other people. , ’

3. The letters PL are to be placed beside those items which re-—

) quire planning.

4. The coding N5 is to be placed next to those items which would
not have been listed five years ago.

5, The numbers 1 through 5 are to be placed beside the five most
important items. The best loved activity should be numbered 1,
the second best 2, and so on.

6. The student is to indicate next to each activity when (day, date)
it was last engaged in. ’

College Board, Student Book on Deciding, page 12.
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NOVELS WITH SELF-CONFLICT THEMES

Green, Hanna, I Never Promised You a Rose Garden, Holt, 1964.

Head, Ann, Mr. and Mrs. BoJo Jones, Putnam, 1967.

Hesse, Herman, Demian, Bantam, 1965.

Hentoff, Nat, I'm Really Dragged But Nothing Gets Me Down, Simon
and Schuster, 1968. o . :

Hinton, S., -The Outsiders, Viking, 1967.

Knowles, John, A Separate Peace, MacMillan, 1960.

Salinger, J.D., The Catcher in the Rye, Little, 1951.

Stolz, Mary'(Slattery), Second Nature; Harper, 1958.

From: A Resource Guide for Career Development in the Senior High School,
Division of Instruction, Minnesota Department of Education, 1973
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SIMULATION GAMES

Although students and teachers should be encouraged to develop their . .
own simulation games, there are some sophisticated ones on the market.
For example:

Marketplace

An economics education game which translates basic economic concepts
students read about in an introductory textbook into a series of
transactions that simulate a microeconomic world. Develops, through
student experience, a better understanding of most economic concepts
included in high school and college conomics courses. Teams of
students role-play households and businesses: manufacturers, re-
tailers or banks. Through a process of buying and selling, parti-
cipants acquire units of satisfaction. - The team that acquires the’
most units of satisfaction by the end of the game is the winner.
Playing time: 12 periods of 50 minutes. Number of players: 20-50.
Developed by the Security Pacific National Bank, Los Angeles, and
distributed by the Joint Couwicil in cooperation with the American -
Bankers Association, Available from the Joint Council on Economic
Education, 1212 Avenue 6f the Americas, New York, NY 10036.

Other games available through Social Studies School Service include:

Edplan -

A simulation on contemporary educational planning, with partici-
pants playing the roles of teachers, administrators, elected
officials, students and parents. Through meetings of the PTA,
School Board and City Council, community members fight for the
goals they would like to see emphasized in the budget, including
college and vocational preparation, course relevancy, teacher
quality, improved remedial efforts, and smaller classes. Designed
to show the costs of and alternatives to modern educational insti-
tutions. Contains role profiles, scenarios and rules, teacher's
gulde and name tags. Players: 29-36. Grade level: 10-12. Time 2
hours or longer. Abt Associates,

Herstory

A simulation of male and female roles emphasizing woman's
circumstances, past and present. Through simulation, role=-playing
research and discussion, students examine male-female role expecta=-
tions. Examining various types of American marital relationships,
students analyze related ceremonies and simulate key aspects of _
marriage, such as making key decisions and resolving the domestic
workload. 1In addition, group members substantiate or attack hypo-
theses (HYPS) divided into four basic cates-ries: manners-courtship;
marriage and divorce; jobs, achievement, reform; and nature-nurture.
Other activities include participating in and evaluating role-playing
of sexual problems; researching the contributions of American women;
simulating the first women's rights convention in 1848; and discussing

what students hope and expect American sexual roles will be in 2025 - ‘
A.D. _
153
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A simulation of adapting to change and anticipating the future. :

. Living in the city of Technopolis, students live through five future

” time periods in the era 2000-2040 A.D. Life in this leisurely

intellectual community soon changes as a complex computer called
COMCON begins to help citizens provide input for everyday problems,
then proceeds to direct all human activity, and eventually grows im-
patient with obsolete human inefficiency. Citizens are given the
choice of leaving all further responsibility to COMCON, or of living
‘a life of constant struggle in competition with the computer., At
this .decision point the simulation ends, with students analyzing
their ability to adapt to radical change in the near future. Inter-
act.

Life Career

" Developed by Sarane S. Boocock. - Simulates certain features of the
labor market, the "education market,” and the "marriage market,"

as they now operate in the United States and as projections indicate
‘they will function in the future. By playing, students gain -an
understanding of these institutions and some advance experience in
planning for their own future. Participants learn how the life cycles
of men and women are patterned, what factors affect a person's suc-
cess and satisfaction, and what kinds of educational and occupational .
opportunities are open to individuals with varying sets of personal
characteristics. During each decision period, players plan their
person's schedule of activities for.a typical week, allocating his
time among school, studying, a job, family responsibilities and

' leisure time activities., Players: 2-20, Time: 1-6 hours.

Available from: Social Studies ‘School Service, 10,000 Culver Blvd;,
Culver City, CA 90230
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DO A TALKING BULLETIN BOARD

The talking bulletin board might better be called a bulletin board
with sound track, as the term "talking bulletin board” implies that .
someone has to talk. This is an effective group activity, as it can be

done via a division of lakjr. Around a conventional bulletin board, or

any display area, attach s:e .1l U-shaped pipe straps. These will

serve as guides or eyes througi which you will thread a length of audio

tape., Five or six straps w1ll generally be enough for the average

bulletin board.

Next, take a reel of tape and start threadlng it through the straps
until you have a length of tape that completely encircles the display
area. Allow about two extra feet; cut the tape off from the reel and
splice the two ends together. Now you have a sound loop on which you
can put your sound effects, narration, etc. Remove the reels from a
reel-to-reel tape recorder and thread your loop through the tape heads.
Some recorders may require you to place the machine upright in order
for it to work. Turn on the machine and put it in the record mode. v
The tape should begin to run through the guides and around the display
area. Plug in a microphone or auxiliary sound source and you will begin
recording your sourd track. If you use the slowest speed, you can get
about two minutes for an average size bulletin board.

Confine the display to visual materials, with perhaps a caption or
title with each item. Let the sound track tell the story. If you have
a multiple headset box, you can plug in earphones and place your dis-
play almost anywhere. It can even be in a classroom while classes are
going on, or in a library or resource center. Make it part of the
outside assignment for the class. You can time it and tell pupils
exactly how long it will take them to go through it,

Contributed by Neal Wiggin, Principal, Hopkinton High School, Hopkinton
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TEN PEOPLE TO A PLANET

. This is a variation of the Fallout Shelter Game or the Cave-
in Simulation. Several rockets are about to be dispatched from
planet earth, a dying planet, to land on other ncarby planets
which are known to be able to support life pretty much as we

" know it, but which have no human population.

The task of the students is to assemble several groups of ten
people who will begin a new civilization. The students may give
names, physical characteristics, job descriptions, etc., for
these people and then develop a sequence of science fiction type
story lines for their emerging civilizations, What assists or
defeats the people on their planets? What do their ten people
have control over and what forces contrrl them? They may write
a dramatization or a series of dramatiz:ticas which depict the
success or failure of their mission.




Job Description

3.211 e

A. Job Title

B. Hours that I would normally work

C. Pay

D. Duties I would have to perform regularly

E. List people who would be your associates in this job:

F. In this job I would work: with others [ ]

alone ]

G. Training I would need

H. Job characteristically offers: variety [[] repetition [ ]
‘outlet for creativity C:] need for human understanding Ei]
others [] (list)

I. My chances for advancement

J. I would like the following things about this job

James Huntley, Project COED, Keene, New Hampshire
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3.211

Trace raw material as it moves from raw material stage to
finished product to consumption:

List Raw_Materiél

eege, grapefruit (ready to pick)

N )

fruit pickers ~_>Imlst be hired (housed)

equipment necessary (ladders,

\L tractors, boxes)

transportation from field to warehouse

fruit sorted, cleaned, packed

4 . .
shipped —r truck, train, plane, ship
food distributor, canners, juice producers
» o transportation
stores, restaurants, hotels
received, put on shelves, stored, cooked, prepared

consumer

Iist the number of jobs involved in the proéess of moving

from the raw material stage to the consumer.

James Huntley, Project COED, Keene, New Hampshire
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3.211

Students might start a candle business. They could form a

corporation and sell stock to raise the money necessary to buy
candle molds, wax, hardware, and paints, etc., necessary to pro-
duce candles. These mig££ be sold as Christmas gifts. The
profits earned should be divided among the stockholders. It is
suggested that a limit be placed on the amount that any one
individual can invest. Perhaps one dollar maximum.

Jobs should be assigned, i.e., (l.) a research and develop-

ment department (2 - 3 students) to design and develop new molds

and decorations; (2.) advertising department; (3.) packaging
department; (l.) Manufacturing department with Foreman in charge
of manufacturing; (5.) Quality control department with inépec;ﬁT
tors to check each phase of manufacturing; (6.) bookkeeping

department to keep the records and provide cost analysis.

There is enough variety in an industry such as this to offer
. students jobs that will meet their interests, 7 e., the student
interested in Art may find a practical application in the design

or design of packaging phase of the business.

James Huntley, ProjeCt.COED, Keene, New Hampshire.
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3.21L

I. Students might list jobs that have changed or perhaps

disappeared because of the energy crisis.
II. List jobs that have come into being because of the

energy crisis (also skills required).

JOB TYPE OF ENERGY INVOLVED CHANGE DUE TO

ENERGY CRISIS,
. &

IF ANY

i & w n o+

How might these changes effect your chances of finding

work in these occupations?
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. SAMPLE
District #29 Sghools

‘Jame ' Industry Visited

Date of Visitation Person Repor ted to

Department or Speciél Area Observed

1. In general, did you enjob the visit? Yes No

If no, explain briefly

2. Did the visitation help yau to better understand the world of work?

Explain briefly : Yes No

3. A. What jobs in your area of interest did you see being performed?
B. Which of these jobs, if any, appealed to you as a possible future career?

C. What did you find cuv! about the requirements for any 6f these jobs?

4. Please summarize your visit ( no long dissertation please) and include your
honest o,i.i5% as to the educational value of this type of experience.

5. Do you have any suggestions as to how the school might improve this type of
activity for future visits?

This form Adopted by
' Project COED through the
Use the back if extra space is needed) ' Courtesy of the following:
‘ ' Business Education Dept.
162 Mathematics Department

Technolo Department
~A—25' ay P




SAMPLE
JOB PLACEMENT APPLICATION

o

Name -~ ' Date
Present Address Phone (home) (Best time for contact)
Date of Rirth Place of Birth Age Grade
"Marital status Own Car Do you have a drivers license?
) Yes No
Single __ Married _
Operator - Commerical

Did you work last summer? . Type of Job Did you like it?

Yes No

What type of work are you presently interested in?

What are vour career goals?

Use this space for supplying any information which may help in plac1ng you.
(Special qualifications) 1Interests. :

s

Are you interested in permanent, full time employment?
' Yes No

Are you interested in summer employment only?

Are you planning to continue your education? (after high school) Yes No

if yes, where?

List below any employment that you have had in the past or at present:

EInElozef Type of work Dates of Employment ‘
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JOB PLACEMENT APPLICATION‘Contu

List three references

Name v Address Phone

Health

Excellent Good Fair Poor

Height Weight o Any physical impairments?

I approve the use of my grades for employment purposes.

‘ ' Signed

James Huntley, Project COED, Keene, New Hampshire

| | 164
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SAMPLE

REQUEST FOR EMPLOYMENT

Date

irm

Phone

Address

Nature of Employment

d

Qualifications Require

Full Time

Part Time

Hours

‘ .doys autyoey
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SAMPLE

April 2, 1973

Dear Mr. Employer:

The district #29 school system of Keene and

- Marlborough would like to announce the opening
of a new placement office at 40 Mechanic Street,
room 220.

The employment office will endeavor to match
skills of graduates and students with the
requirements of employers for needed workers.

We invite you to call our office to request
needed employees. Our telephone number is

357-3500.

Sincerely,

James Huntley
Placement Coordinator
Project COED

JH/1lrr
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SAMPLE

REQUESTS FOR PART-TIME/FULL-TIME EMPLOYMENT

FIRM: ' DATE :

ADDRESS: . PHONE ¢

NATURE OF EMPLOYMENT:

EMPLOYING OFFICER:

QUALIFICATIONS REQUIRED:

2.

3.

4.
HdURs: | - REMUNERATION:
I WOULD LIKE TO TALK TO PLACEMENT COORDINATOR. Yes No
BEST TIME TO INTERVIEW APPLICANT: DAY HOUR

James Huntley, Project COED, Keene, New Hampshire
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SAMPLE-

. REQUESTS FOR PT/FT EMPLOYMENT Office Use Copy
‘ FIRM: : DATE:
AbDREss: ' PEONE:
NATURE OF EMPLOYMENT :
EMPLOYING OFFICER:
QUALIFICATIONS REQUIRED :
1.
2.
3.
b.
I[TOURS; | REMUNERATION :
I WOULD LIKE TO TALK TO PLACEMENT COORDINATOR yes no
 BEST TIME TO IMNTERVIEW APPLICANT: DAY KOUR
' OFFICE RECORD |
. APPLICANT CONTACTED PLONE NO. RESULTS
| L. |
2.
3.
L
| o>
FOLLOW-UP: _

‘ James Huntley, Project COED, Keene, New Hampshire
431 108




OCCUPATIONS QUIZ

1. Back Washer (589.885)

2. Frég shaker (521.887)

3. Banana Spotter (754.887).
4. car Whacker (910.887)

5. Bank Boss (851.137)

6. Kiss Setter (529.887)

7. Jogger (659.887)

8. Hand Shaker (405.887)

9. Bead Builder (750.884)
10. ‘Tie Puller (929.885)

Bonus: Rear End Person (375.268)

Scoring Key

1. Tends machine that washes textiles.

2. Shakes cured tobacco to separate leaves.

3. wOrké with molds in plastics industry.

4. Prepares raillroad cars for loading.

5. Supervises dredging operatioﬁs.

6. Shapes and wraps candy kisses.

7; Aligns edges of piles of printed or blank paper.

8. Shakes dirt from peanut vine.

9. Builds rubber tire beads.
10. Operates machine that compresses and binds ldosé ﬁaterials together.

Bonus: Guards prisoners being transported in patrol wagon from scene of
arrest to precinct or jail. '

Scoring: 0 - Average
1-2 - Excellent - You have quite a background.
3-5 - Outstanding - Who told you? '
6-8 - Unbelievable - How many times have you done this activity?
9-11 - You used the D.O.T.
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MY MOODS AND ME

Directions

Below are a number of partial sentences that identify a stressful
human situation. Try to complete each sentence with what best describes
your feelings. There are, of course, no right or best answers.

1. When I'm jealous, I become ...

2. VWhen I've been without sleep for a long time and someone
hassles me, I ... i

3. When I've got a throbbing headache, I ...
4., When I'm really worried about something, I ...
5. When someone has recéntly taken advantage of me, I ...

6. When I've just received unexpected praise from a source I
respect, I ...

7. When I've been ignored by people I know, I ...
8. When I have just fallen in love, I ...

9. When I am in a situation. that is new to me and I'm not
sure how to behave, I ...

10. When I work with someone whom I feel doesn't like me, I ...

Center for Occupational Education
University of Massachusetts
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WHAT DO EMPLOYERS LOOK FOR?

Directions

Below are listed two brief job descriptions. Your task is to assume
that you are the one who will hire a 17 year old high school student to £fill
these part-time jobs. You are to make a list of the skills and character-
istics you will look for in the applicants. (Skills refer to technical
competencies such as cash register operation, merchandise knowledge, sales
ability, etc; characteristics refer to more general human traits such as
energy level, honesty, promptness, trustworthiness, etc. '

1.

2.

Cashier in a large discount store, the employee will work behind
the cash register totalling each sale, collecting the money, and
bagging the merchandise. The hours are 4 p.m.— 9 p.m., four nights

a week, and 10 a.m. - 6 p.m. Saturday.

Skills : Characteristics
1. 1.

2. 2.

3. 3.

4, 4.

5. 5.

A salesperson in a children's clothing department of a large
chain store. Employee will assist customers 1n the selection

of merchandise, ring up sales, stock merchandise, and straighten
shelves in spare time. The hours are 6 p.m. - 9 p.m., four
nights a week.

Skills " Characteristics
1. 1.
2. 2.
3. 3.
4, 4,
5. ' 5.

Center for Occupational Education
University of Massachusetts
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Appendix B includes those materials and activities that are not
directly referenced in the.text or that arrived too 1afe to be referenced.
Frqm time to time, materials of this nature will beéome available. So
that those people who have beéen involved with the Career Guidance,
Counseling and Placement Workshops will be continually brought up to date,

please be sure you are on the mailing list.

Contact: Mrs. Josephine B, Hayslip
Educational Consultant
Career and Vocational Guidance
New Hampshire Department of Education
64 North Main Street
Concord, New Hampshire 03301

Tel. (603) 271-2664
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QUESTIONNAIRE--KUDER INTEREST INVENTORY

A. Why doesn't the "Interest Inventory" have right or wrong answers?

B. Why would it be impossible for this test to tell you exactly what
kind of job you would be successful at?

C. Explain why you think this test has/has not been a fairly accurate
indication of your interests. '

D. In what area did you receive your highest score?

E. How many percent of the male/female population are below you in
this? -

In what area did you receive your second highest score?

G. How many points ahove /below the 50th percentile is this score? + -

H. What area is your third highest score in?

I. How many percentile points difference is there between your lowest
and highest score?

J. What is your lowest score on the entire test?
In what area?

K. Name two jobs listed in this lowest area you WOULDN"T EVER WANT TO DO. o
1. 2. '

L. What things don't yoﬁ like about the above jobs?

M. Name 3 jobs listed under your highest score which you WOULDN'T LIKE -

TO DO..
1. . 2. 3.

What is there about these jobs which you find unattractive?
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0. Name the most interesting job listed under your highest score.

P. Tell me all you know about it, making sure to include why you think
you would like to do it.

Q. 1In your second highest area, name one job which you find interesting,
* but don't know much about.,

R. 1In your third highest area, name one job which promises a good
future and tell why this job looks financially secure,.-

REASON THERE IS A NEED FOR THIS JOB IS THAT.....

S. Combine your two highest area NUMBERS (OUTDOOR--0 + LITERARY--6 =16)
and list 3 jobs which combine these two interests,
1. 2. 3.

T. Which one of the three would you be most successful in doing and
why?

U. Combine your highest and third highest score to fine one job you
could possibly find an interest in. Name the job and tell what .
training you think you would need.

TRAINING NEEDED: - :

V. What area/job have you already read pamphlets about?

W. In what aréa does this job category fall on-the Kuder Profile
Sheet? iz

X. 1If this job you've already looked up ISN'T AMONG YOU THREE HIGHEST
SCORES, do you think the test 1is inaccurate? Give reasonS....

Contributed by Diane Brennan,'Spaulding High School, Rochester, NH
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SUGGESTED IMPLEMENTATION STRATEGIES
Orient teachers to program by:
a. familiarizing staff with activities
b. having staff actually participate in activitiés
c. staff or department meetings

d. first orienting administrators and department heads.

Following orientation, initiation of program into classroom can

be conducted through:

a. the counselor doing an activity in the classroom.

Contract with receptive teachers for use in their classes for one

period each week for six to ten weeks.

Develop a credited mini-course or course on careers to be

included in curriculum guide for selection by students.

Through use of club or organization time - FHA, DECA - to

discover and explore careers.

Counselors may become vocational education center advisory

committee members in order to promote program implementation.
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ASSESSMENT PROCEDURES

Program assessment as a function is vital in terms of monitoring
how well one is mo?ing from where he is to where he is goind and tells
us to what extent we are able to achieve the objectives. One could
describe it as an, audit of progress or an evaluation of the program.
Program assessment is a necessary element in any career development
program,

Our major purpose of this assessment program is to provide an
ofganized method of obtaining material that deals with the instrument
that has been developed. This information will be of help to us in
the revision process for the April meetii.g, but more importantly a help
to us, personally, in our providing services to students.

Because of the newness of the instrument, we must be aware of the

fact that unexpected situations might occur. When these situations do

occur we must use our own discretion,
To accomplish this program assessment, we are asking you to fill
out two forms:

l. Process Evaluation - this form w111 be fllled out after every
activity that you complete.

T,

2. Produce Evaluation - this form will be filled out just prior
to a follow-up workshop, This evaluation has been designed
to evaluate the instrument.

Steps for filling out the Process Evaluation

a. .Fill out the general information and put the approptiate numbers
in for the component, concept, objective and activity.

b. Answer the questions by indicating yes or no.

c. Please comment on any concerns you might have when answering
the questions,

d. Add any comments at the end of the questionnaire.

e. Send to Josephine Hayslip, 64 North Main Street, Concord, NH 03301,

Steps for filling out the Product Evaluation

a. Fill out the general information.
b. Please answer questions and indicate any suggestions for change.
c. Please send to Josephine Hayslip.

Q g B~4 177

"ERIC

Aruitoxt provided by Eic:




PRODUCT EVALUATION

NAME OF COUNSELOR

SCHOOL DATE

LEVEL OF GROUPS

1.

Briefly state your feelings toward the activities you have used to
this point.

Were there appropriate activities and objectives to cover the concept(s)
adequately? Explain

Was the explanation of how to use the model clear?

What suggestions do you have for revisions of the guide during the
April meeting?

Comments




PROCESS LCVALUATION

DATE
COMPONENT ) COUCEPT
OBJECTIVE ACTIVITY
DESCRIPTION OF STUDENT GROUP SIZE OF THE GROUP
NAME Or THE COUNSELOR NAIIE OF THE SCHOOL
QUESTION YES NO  COMMENTS
i, Did you feel that the activity was
accepted by the group?
2. Did you and/or the teacher feel
good about this activity?
3. 1Is the activity appropriate to
the objective?
4, Was the description of the
activity adequate?
5. Do you feel the activity can
be improved upon?
6. Do you see any application o this
-activity for another compomnent?
7. 1Is this activity approﬁriate to the
grade level it was given on?
8. Can you suggest other activities to
illustrate this concept?
9. If a resource was used, was it
appropriate?
10. Did this activity help you to learn
something new?
ADDITIONAL COIRIENTS *




RESOURCE FILE

A valuable tool for a successful career education program is a
resource file for the use of the teachers. This should include names
of speakers and/or available field trips to gain information about a
varlety of careérs.

This is a time consuming‘gask of compiling the file and could
be done by a committee from the faédlty. One of the activities under
Decision Mal.ing is to have the students compile a list of resource
persons; this could be done and any added to the file which are not
already listed. It is suggested, in order to facilitate use of the
file, each card at least contain the name of the person, and/or
company, address,: telephone numger and peréon to contact to make
arrangements,

‘ If the cards are categorized by the fifteen clusters, itmsimplij:fies
finding a particular career and resource available.
| It is also suggested that a questionnaire be developed for use

by the teachers, an evaluation form after having a person speak to a

class or a field tryp has been taken. -

Contributed by Rowena Smith, Lisbon High School




ORIENTATION FOR SPEAKERS AND FOR FIELD TRIPS

Orientation of a class should be a must in preparing a class or
a small group before having a speakér visit the classroom or taking-
the class or group‘on a field trip. They should be prepared by
knowing something about the career, the person speaking or in charge
of the tour,

Value games can be played, even with elementary students, which
help the student become aware of his values and aid him or her for
the questions to ask a speaker or resource person.

The group taken on a field trip should be small enough to give
each participant equallopportunityv(i.e. a field trip to a garage to
observe an auto mechanic at work) a large group would be unable to
hear the mechanic's explanation about his work becéuse of the noise
in the garage.

The participants should be prepared to ask questions coﬁcerning
the work, hours, preparation and other questions of concem to them.
It is also suggested to have the students help make plans,

contacts for speakers, etc.,, and thank you letters after having a

speaker or going on a field trip.

Contributed by Rowena Smith, Lisbon High School.
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In addition to the workshop participants listed in the front of this
document, some new people joined them in June 1975 and provided some
new activities and units. This is consistent with the philosophy of

continuing change.

Doris C. 3arnes
Laconia Jr High School
Laconia, New Hampshire

Dave Cawley
Hollis Area High School
Hollis, New Hampshire

Annjude Chapman
Manchester West High School
Manchester, New Hampshire

Jeanie Cresla
Manchester West High School
Manchester, New Hampshire

Pat Danielson
Thayer High School
Winchester, New Hampshire

Mary Donovan
Manchester West High School
Manchester, New Hampshire

Kathy Finnegan
Manchester West High School
Manchester, New Hampshire

Richard Gustafson
Keene State College
Keene, New Hampshire

Peter Hanson
Franklin High School
Franklin, New Hampshire

Cheryl B. Harmon
Oyster River High School
Durham, New Hampshire

Dorothy Jervis
Manchester West High School
Manchester, New Hampshire

Sharon Merrill
Raymond High School
Raymond, New Hampshire

Lynda Moore
Keene State College
Keene, New Hampshire

Ron Roy
Manchester West High School
Manchester, New Hampshire

Ronald Royer
Manchester West High School
Manchester, New Hampshire
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Many suggestions have been made on integrating career guidance,
counseling and placement developmentally. Appendix C includes several
different unit approaches that have been tried out and proven worth-
while by those who have used them. We submit these, as we have the
other components of the guidelines, as models to be adapteq to class-
room and/or group situations. Those who have submitted them welcome

your comments.

1. Gilford Middle High School -- Adrienne Stevens

2. Alternative Approaches to Unit Planning -- Doris Barnes

3. Spile - A Foxfire type/local culture program —- David Cawley
4. Internship Program -- Richard Riley

5. Suggestions for Implementing the Guidelines Through Total

Units -- James Iovino

c-1
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The following Career Education Program is taking place at Gilford

Middle High School. The program is centered around the exploration of ’

careers at the middle-high school level. The concentration is on speakers,
comprised of parents of students and local community members. Field trips
are conducted with counselor and teacher. The counselor's role is one of
getting into the classroom and teaching; to better know the student in ~

his/her environment.

Career Education Approach to Middle School 6 - 8

The purpose of thisbapproach is to supplement the regular academic
program. A block of time is set aside for career education aéfiVities
with counselor, teacher, and studenps. Activities toAbe involved would
be in the areas of values and attithdes, decision making and the world
of work. The activities should be centered so that the teacher partici-
pates and can follow through in the academic areas. The time block should
not be a free period and the program of career education become separated '

from the regular academics.

Examples of grade level units:

»

Grade 5 - Game book activities: Community Careering, Curriculum
Careering, and the World of Workers

Grade 6 - Bread and Butterflies Series, obtained through State
Department of Education.

Grade 7 - Popeye and Livelihood: Careers for Your Life Style

Grade 8 - Activities and Career Counseling films on 40 occupations

High School Approach 9 - 12

An approach at the high school level can be in semester courses
(18 wk semester course, 2 per wk, 1/4 cr) whereby coordination with

department heads is undergoing on curriculum so that activities are not ‘
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overlépped. Counselor assigned to be liaison with various departmehts..

Examples of grade level units:

Grade 9 -

Grade 10 -

Grade 11 -

Grade 12

Careers I - a semester course which will include
field trips, guest speakers, shadow day, the use
of the NH Guidelines with world of work, decision
making, and values and attitudes activities.

Careers II - Hcughton-Mifflin Career Exploration
Mini-course. Semester course for Grade 10 -

The Assessment of Career Development, from Houghton-
Mifflin. '

Careers III - Semester cuurse - Career Planning
Program, Grades 8 - 11, from Houghton-Mifflin.

A semester course in which a student will develop
his own program from the materials in the Guidance
Office as to his own needs. Materials available to
the students will be the occupational file, the
Occupational Outlook Handbook, a career exploration
field trip from Acoustifone Corporation, etc.
Hopefully, from students who have gone through this
series of career exploration in Grades 1l and 12,
apprentice programs will be able to be arranged with
our local industries.

Submitted by:

Adrienne Stevens
Gilford Middle High School




ALTERNATIVE APPROACHES TO UNIT PLANNING

The following mini course idea has been successfully used in the
team teaching situation. Counselors can use the following outline to

help the team get organized and in providing assistance to the team.

Grade 7 Attitudes and Values Mini-Course

The team should plan for a block of time to present a "Careers"
Unit, i.e. (1) a 9 week mini course to meet three times a week or
alternate days, (2) a three week mini course to meet every day for
nine weeks.

I. The objective is:

a. To present as many activities to study and understand
your attitudes.

b. To use values clarification methods to help understand better,
one needs to know "how,'" "where," "when'" and "why" these are
necessary procedures to continue in your decision making as you
approach the world of work.

IT. Preparation to present to team teachers:
a. Goal stated to clarify what the mini course could accomplish.

b. Several objectives listed for them to consider as a team.

c. At least three activities for each discipline or fifteen
activities that could be presented interdisciplinary-wise.

III. Parental involvement:

a. Parents should know about this "mini course'. Its goals and
objectives stated as well as activities to be garried out.

b. To get them involved either in field trips or their ''career
interest'" group presentation/discussion with students.

- IV. Community involvement:

a. Have several or "all" areas or 'clusters' of various careers
listed for teachers to draw on.
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b. List people, place of business, careers involved and
telephone numbers for the instructors.

Recommend ''budget" items to be needed and help make
them available -- tapes, recorders, cameras, films, etc.

Submitted by

Doris Barnes




SPILE

A Foxfire type local culture program/course which directly and
indirectly involves all of the components of é career education program.
Students interview and photograph people in the Southern New
Hampshire region about the lives they lead/have led, their jobs and
interests. Students transcribe the interviews and eventually write
stories from the transcriptions. They do the darkroom work necessary
to send camera ready copy to the printer.
They also coordinate the financial and business elemonts of the
program which are generated from the sale of the end product -- a quarterly
magazine.
Given the face to face contact that students have with adﬁlts, very
real experience is offered in values clarifica=ion (A farmer talking about
the importance of hard‘wﬁrk in his 1ife); decision making (Who to pursue
a story with and how, as well as reliving the significant career and life
~decisions the interviewees have made); and actual experience with a whole
series of career options (reporter, writer, publisher, transcriber, dark

room technician, photographer, sound technician, literary critic, illustrator,
layout person, advertising, typing, photo retoucher, typist, copywriter,
business manager, sales person, subscription services, cost accountant,

mail clerk, telephone sales, file clerk, bookkeeper). Contacts to help set
such a program up: b |

Dave Cawley, Hollis High School, Hollis; NH

Pam Wood, Kennebunk High School, Kernebunk, Maine

Eliot Wigginton, Rabun Gap, GA. c/o Foxfire Project

Murray Darst, IDEAS Foundation, Washington, D.C.
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INTERN PROGRAM

" Program is designed to take college oriented students from a
small town with few career models and expose them to a series of
professional work situations.

Students spend eight weeks working with professional adults
for two hours'a day. They are not paid and are given two academic
credits. Internships are arranged in situations which hopefully
allow students fo experience all elements of a career, company, oOr
agency. Students have interned in: engineering firms, pediatric
clinics, sheltered workshops, newspapers, schoolé £6r the retarded,
print shops, animal hospitals, elementary and pre-schools, libraries,
law offices, and radio stations.

For information, contact:

Internship Program

Hollis Area High School
Hollis, NH 03049

Submitted by

Richard Riley
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SUGGESTIONS FOR IMPLEMENTING THE GUIDELINES THROUGH TOTAL UNITS

I. The best place to begin is with counselors and teachers who are
interested in career education meeting to discuss the applicability
of guidelines activities to their needs and the needs of their
students.

II. A series of activities should be chosen which represent the three
components in the guidelines and which relate to the teacher's
subject matter area. (Approximately three activities for each
component and one introductory and one closing activity seem to
make a good program.) .

III. The activities can be done once or twice a week until completed or
daily until the unit is finished.

Iv. A suggested total unit used in the Derry School District with all
eighth grade students inciuded the following:

A. Values Activities
1. Fire Simulation

2. Forced Choice activities from Values Clarification,
Simon, et al.

3. Forced Choice activities from Values Clarification,
Simon, et al.

B. World of Work Activities
1. Parent questionnaire
2. Slide tape - '"Jobs and Gender" Guidance Associates

3. Tracing a finished product from raw material to completion
and listing careers involved.

C. Decision Making Activities
1. Fallout Shelter
2. Murder Game
3. Kuder Interest Inventory or other Interest Invénfory

| : 4, Tentative Life Plan
\
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VI.

For a High School Model used with ninth and tenth grade students,
see Iovino/Abbott Activity Packet.

To conclude, this approach allows a team of teachers and counselors
to build a unit based on need and interest that will take the

students through all of the components in the guidelines in a
developmental fashion.

Subr.i,rted by

James Iovino
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The following series of activities are being used in the Salem,
New Hampshire School District to help students evaluate themselves in
a process toward making some tentative life-plans for themselves. Many
of the activities can be modified to reach different grade levels or
students of differing ability levels. However, the general sequence
is important as a necessary way of building on each other.

ACTIVITY: A name learning activity

MATERIALS: None

PURPOSE: 1. To get to know the students as individuals.
2. To begin building a trusting, cooperative atmosphere.
3. To gain some knowledge of students' life goals.

DIRECTIONS: The students in a classroom or small group should form
a circle. Then, starting on the left of the counselor,
the students are asked to give their name and career or
life goals. As they go around the circle, each person
must repeat the names and goals of all the students up
to him in the circle. This should build till the
counselor tries giving everyone's name and goal. The
counselor may even ask everyone to change seats before
trying to do the naming. Since this activity should be
helping to build trust and cooperation rather than
putting anyone on the spot, the students should be
instructed to help people who forget.

LEADER ROLE: 1. To acquaint himself with the names and goals of the
© group members,

2. To observe how, the members work together.
TIME: 1In a group of eight - 10 minutes.
In a classroom - approximately 30 minutes.

FOLLOW-UP DURING REMAINDER OF PERIOD: During the remainder of the first
meeting, you 'can orient the students
to the purposes of the program. You
may alsoc break down into small groups
to discuss the goals or non-goals
mentioned in the name learning
activity. )

This series of activities was developed and used successfully by
James Iovino and Douglas Abbott.
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ACTIVITY:
MATERIALS:

PURPOSE:

DIRECTIONS:

LEADER ROLE:

Career Decision by Consensus
Activity Sheet and Pencils

To involve participants in a learning process that will

help: them: - '

1. Understand the factors involved in career development.

2. Learn how to work with other people in a cooperative
effort.

3. Make decisions as a group.

Self-Explanatory

1. To observe the process that the group goes through
in making decisions.

2. To observe the leadership styles of individuals in
the group.

3. To observe how members get along with each other.

4. To facilitate discussion and reactions on these
things after the activity is over.

TIME: About one hour.

There is much discrepancy concerning the most important factors in a
person's career development. Please rank the following factors from
1-15 in their order of importance to a person's career development as

you see 1it.

(#1 most important, #15 least important) After doing your

personal ranking in the left column, do a group ranking in the right

column.

Yours

. Group
Learning how to get along with others

Learning present and future job market trends

Learning a marketable skill(s)

Learning to adapt to change

Gathering career information

Acquiring a positive self-concept

Learning about filling out job applications
Learning to be responsible

Learning to recognize and éccept one's values
Learning a decision making process

Learning about the value of money

Change

Developing one's interests

Parental Values

Identification with another person
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ACTIVITY: Building a Tower

MATERIALS: Paper cups and

throat sticks

PURPOSE: To involve participants in a learning process that will
help them:

1.
2

Work together as a group to complete a task.
Understand how they work with each other.

DIRECTIONS: You as a group are to build a tower in fifteen minutes.
LEADER ROLE: :

1. To obsérve the process the group goes through in

completing the task.

2. To observe leadership roles.

3. To observe how the group works together.

4. To observe how decisions are made.

5. To observe how conflicts are resolved.

6. To discuss the activity after it is completed.
TIME: . About 50 minutes.

ACTIVITY: Understanding the Dynamics of Leadership

MATERIALS: Paper and pencils

PURPOSE: To help students identify the qualities of a good leader.

To help students identigy the leadership qualities they possess.

To help the students understand how they function in a task
situation.

To help students see how well they work with other people.

DIRECTIONS: Using groups of 5-8 students, the directions are:

1. The students are to identify and rank from 1-5 the
qualities that make a person a good leader. First,
they should do so individually, then they must reach
a good consensus.

2. The last ten minutes should be devoted to a discussion
of how many of these qualities they possess and how
the group worked together.

LEADER ROLE: To give directions to help lead the final discussion
based on his observations and those of group members.
TIME: 5 minutes - personal ratings

30 minutes - group ratings
10 minutes - group discussion
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ACTIVITY: Understanding the Changing Forces Acting Upon Career Choice
‘ MATERIALS: Blackboard and chalk

PURPOSE: To help students understand the specific forces acting upon
their parents as they make career choices.

To help students understand specific forces acting upon
themselves in making career choices.

DIRECTIONS: Have the class make a list of the facitors that effected
their parents.career choices. Put list on blackboard.

When that is complete, have the students compile another
list of the factors acting ca them in making career choices.

In both lists, suggest the students consider economic,
societal, and personal forces as well as any others that
affect them. '

After the lists are drawn up, the class should be broken into
groups of about eight to discuss the factors which apply
to them.

LEADER ROLE: 1. To put lists on blackboard or assign student to do so.
2. To facilitate the small group discussion.

The leader should look for discyssions in the vital
areas of finances, education, and family attitudes.

TIME: Approximately 50 minutes.

ACTIVITY: Life-Line
MATERIALS: Graph paper and pencils

PURPOSE: To help students understand the effect that their life
experiences have had upon themselves.

To help students realize the control they have in planning
their future.

To enable students to understand themselves and others.

DIRECTIONS: Each student is to draw a line on a side of the graph paper
representing the way his life has gone from birth till
present. Specific events can be pinpointed on the line.

On the back of the paper, each student is to draw a line
representing how he feels his life will go from this day on.

LEADER ROLE: The students hould be directed to share their life-lines
with the other students and they should explain what effect
the events had on them. )

The leader should help bring out the feelings produced by
the event. He should be aware that some event will be so
threatening that students may elect not to discuss them.
Also, the last part of the life-line should develcp a dis-
cussion on general direction of the line. Whether they feel
they can control their future, and differentiate between

‘ _ hoping and feeling their life will go in the direction of the
graph. :
TIME: - About 45 minutes. » 230
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ACTIVITY: Reality Testing
MATERIALS: Paper and pencils ’ ‘
PURPOSE: To enable students to learn whiat possible careers other members

in the group think they are suited for.

To strengthen and enlarge the possibilities of career choice.

DIRECTIONS: Each student is given a piece of paper and is to vertically:

1. List the names of each member in the group
2. Beside each name, write down the possible careers
» suitable for that person,
3. Students should try to match career suggestions with
personality, capabilities, talents, interests, etc.

LEADER ROLE: To assist the group to discuss the career suggestions for
each student.

ACTIVITY: Understanding the Values that Motivate Us.

MATERIALS: Activity Sheets and pencils.

PURPOSE: To help students understand the values—that are motivating them.
To foster understanding of different values possessed by students.
To help students understand why other students behave as they do.

‘DIRECTIONS: Group size should be 5-12 students. .

The students are asked to fill in the activity sheets
provided them.

After all members of the group have filled them‘out, the
students should then share their ranking to discuss them
with the group.

UNDERSTANDING THE VALUES THAT MOTIVATE

1. List the five things in life that are most important to you.

wn W
.

2. List at least two instances in your life when you felt most alive.

1.

2.




ACTIVITY: Problem Solving Approaches

. MATERIALS: Paper and pencils
PURPOSE: To identify the obstacles that might interfere with career
fulfillment.

To encourage students to turn obstacles into challenges.
To enable student to set goals.

DIRECTIONS: 1. Give a piece of paper and a pencil to every student.

2. Fold the paper in half.

3. On the left-hand side, list all the obstacles,
problems, conflicts that might interfere with your
career fulfillment.

4., Discuss them in the group.

5. On the right-hand side, turn each obstacle into a
challenge.

6. Discuss them in the group, emphasizing a plan of
action to fulfill challenges.

LEADER ROLE: To facilitate open discussion.
TIME: 45-50 minutes

ACTIVITY: Interest Inventory - Aptitude Test

MATERIALS: 1. Either the Kuder Interest Inventory or the Strong
Vocational Interest Inventory can be administered to
‘ ' the students. The Kuder is easier to deal with because
it is self-scoring, simple to interpret, and works in
broad areas. The Strong is best machine scored, which
is a disadvantage. However, it is more specific in its
interpretation. Both inventories are quite valid.
2. There are many aptitude tests available. Probably the
best is the General Aptitude Test Battery (GATB). This
test was developed by the Department of Employment Security
and is generally recognized as a superior instrument. The
Department of Employment Security, State of New Hampshire,
offers the test to seniors, and might possibly test other
students at your request. Also, the school or district can
purchase the test and have the school counselor trained to
administer the test.

Another available test that you may have and is well accepted
is the Differential Aptitude Test. This test is all paper
and pencil as opposed to the GATB which contains some involve-
ment in tasks.

© GOAL: To aid the students in determining interest and aptitude areas
that they could be used in making realistic future planms.
LEADER ROLE: Te administer the tests and lead a discussion of the results

after the students get the results and look up in career
information materials the areas that interest them.

. TIME: Kuder - 45 minutes to take, 15 minutes to score, 10 minutes to draw
graph. GATB - 2 hours to administer, DAT - 2-3 hours to
administer. '
Interpretation and dlscu851on - 45 minutes.
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ACTIVITY:
MATERIALS:

PURPOSE:

DIRECTIONS:

LEADER ROLE:

Tentative Life Plan
Life Plan Form and pencils

To help the student formulate new knowledge gained about
himself and his career plans.

To provide tentative closure for the career activities.

Using the forms provided, draw up a life plan. Share
and discuss the plan with the group.

Facilitate a discussion of the important issues brougat
up by the forms.

The leader should be alert for conflicts, out .of reach
goals, poor planning, etc.

TIME: 40-50 minutes
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TENTATIVE LIFE PLAN

THINGS I DO WELL THINGS I NEED TO LEARN TO DO WELL

INTEREST AREAS IDENTIFIED

THINGS I MUST STOP DOING INTEREST AREAS IDENTIFIED

THINGS I MUST START DOING NOW

THREE PROJECTS I CAN UNDERTAKE TO FURTHER MY CAREER GOALS

CAREER PLANS FOR NEXT TEN YEARS
. WHERE 1 PLAN TO BE 1 YEAR FROM NOW

CAREER PLANS EDUCATIONAL PLANS -~- OTHER FACTORS

WHERE I PLAN TO BE 3 YEARS FROM NOW
CAREER EDUCATION OTHER FACTORS

WHERE I PLAN TO BE 5 YEARS FROM NOW
CAREER EDUCATION OTHER FACTORS

WHERE I PLAN TO BE 10 YEARS FROM NOW
CAREER 2 - EDUCATION OTHER FACTORS
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EXA

FILMS AND FILMSTRIPS

Career education films and filmstrips available from the following:
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Guidance Associates, 41 Washington Avenue, Pleasantville, NY 10570.
Modern Talking Picture Service, 1168 Commomwealth Avenue, Boston, MA 02134,

Singer Filmstrips, Society for Visual Education, Inc., 1345 Dlversey
Parkway, Chicago, IL 60614,
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Add these new found resources to your Bibliography -~ Summer 1975

Crites, John 0., CMI Career Maturity Inventory, McGraw-Hill,
Monterey, California, 1973.

Pocket Books, 1 West 39th Street,

New York, New York 10018, 1973

Terkel, Studs, Working: People Talk About What They Do All Day and

How They Feel About What They Do, Pantheon Books, New York, 1974

Each issue includes:

Eo Oy O

ALSO:

Career Education Workshop (Periodical), Parker Publishing Company, Inc.,
West Nyack, New York 10994. .

Job Finding Forum
Teaching Techniques
Interdisciplinary Education

Tools and Materials

The Human Side of Work, Center for Occupational Education, University
of Massachusetts, 3 vol., 1974

Benson, Arland, A Resource Guide for Career Development in the Junior

- High School, Division of Instruction, Pupil Personnel Services
‘ Section, Minnesota Department of Education, 1973, Third Printing

Benson, Arland, A Resource Guide for Career Development in the Senior

High School, Division of Instruction, Pupil Personnel Services
Section, Minnesota Department of Education

The above two Minnesota Guides, although listed in the full bibliography,
have been found to be especially helpful to the New Hampshire personnel
who use the New Hampshire Guidelines.
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THE CAREER RESOURCE CENTER

A primary goal of education in a democratic society is to develop thé
maximum potential of the individual. Public schools pursue this goal through
programs which provide opportunities for young people to come to know them-
selves and their potentials, to explore ways of developing themselves in the
world of work, and to develop educational plans for achieving career goals.
The student learns to understand himself better in relation to education and
careers. While studying career development problems, the student begins £o

think of work opportunities to make judgments, and to ask questions of himself.

Guidance helps the student examine and analyze his own experience and
relate it to the experience of others. Guidance also should make information
for self-evaluation, with reference to educational and vocational opportunities

available to students.

A comprehensive center should coordinate all available career exploration

resources and make them accessible to students. Students should be given
aséistance in such areas as occupational planning, job entry and placement,
financial aid information, and post secondary educational opportunities. The
Center should be used for such activities as research, planning, self-
explanation, and group sessions. The Center should generate more counselor-

student contact.

The most apparent difference between the Career Resource Center and a
traditional high school guidance program is the easy accessibility to students.

Counselors have also noted that the Center attracts more students who are not

college-bound, but who are interested in information on careers.

2:3
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FACILITIES AND LOCATION

The planning of a resource center can be done by different people

- working in coordination with one anoth:r. The guidance department, the work

experience coordinator, the librarian, administrators, and teachers. A

suggested arrangement of the facilities is to divide a classroom into two

small offices, a conference area, a guidance library, an area for student
research, desk space for a secretary, and a small storage area (see illustration).
The following may also.ﬁe needed: a conéiderable quantity of shelf space,

filing cahinets for unbognd materials, furniture such as study tabl%s and

chairs, a table or desk for checking matérials, small card files for.record

keeping, display racks for new booklets, and bulletin boards.

Location of the room is dependent upon availability of existing space.
The size depends upon such factors as expected traffic, the number of materials

and the extent to which the materials will be used.

Other factors to be considered are: (1) the distance of the library from
the counselor's office and (2) should students and counselors use the materials
together when other students are using the room for study. Students may prefer

more privacy than a library often permits.

ACTIVITIES AND STAFFING

The activities and services of a career center should be téilored to thé
needs and size of the school. Activities should include the dissemination of
occupational and educational information. Although the center is student-
oriented and designed primarily for their use, it also provides a valuable

source for teacher program planning. Community members will find the center

useful when seeking part-time or full-time workers.
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Many of the students' needs can be served by paraprofessionals, thus
leaving the counselor more free time to work with the individual students and

group counseling sessions.

Part-time volunteer parents and student aides can help a clerk with
responsibilities. By being involved, parents and other members of the
community will acquire first-hand experience with the educational process and

develop a new support for education.

Decorating the center in a way that is appealing to young people will
make the facility moré attracting to students. With the contribution of
student work and the dgnation of materials and furniture, much can be done
without school budget money. The student investment in decorating materials

will also be repaid by their interest and-activity in the center.

Publicity is necessary to inform potential users of the a;ailability of
the resource center. Plans should be developed to permit a constant flow of
information to prospectivé clients. Information put out on a regular basis
to the community will serve to inform both parents and other school patrons

of the available services.

MATERIALS AND ACQUISITION

Space, cost, and degree of utilization are considerations that will
determine the cost‘of acquiring career information. A careful selection of
career information is a must Wheﬁ budgets-are limited. Consideration must
be given to:

(1) The gfoup that will make use of the material

(2) The nature of the community

(3) The staff that will use the materials
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(4) How the materials will be used

(5) - Existing materials available

(6) Auxiliary local resources

(7) TFunds available.

Materials should be appropriate to the specific needs of the users. A
knowledge of the school'é'community will provide general information about
those»who will use the materials. The growing mobility of our society ia—
creases the likelihood that people will not remain within the éommunity
throughout their lives. The range and scope of Qccupations Qithin the
community should provide the basis for career coﬁsiderations by the students
and their parents. Materials should be purchased cn ﬁhe basis of their

readabiliiy to insure their comprehension and use by the entire school staff.

Similarly, materials on careers should reflect the needs and interests

of those who use them. If the materials are to be used only by the counselors

in individual career counseling, then a wide range of items in single or
duplicate copies is appropriate. If materials are to be used for instructional
purposes in a group guidance or classroom setting, the range of materials could

be narrowed down to accommodate the number of copies available for group use.

Existing materials already may be available in the form of resource
information, ccllected by teachers for their use in the classroom. Some
teachers may have developed files or collections of career materials for their

classes, particularly in their own subject area.

Information may also be found in the local public library. Communication

with the library should not only determine the extent of their present resources

2i6
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but also will help eliminate any duplication of materials. Other local

_resources are 4-H clubs, youth centers, UMCA and YWCA, churches, and other

groups operating acfive youth or adult programs.

After one.person has assumed responsibility for selecting, purchasing,
and organizing materials, the funds must be budgeted  for career maﬁerials on
a regular basis. Career information materials become rapidly odtdated and are
in need of continuous updating. Long-range plans'should be developed to
permit acquisition and ieplacement of reference materials! Some typical

resources that need periodic replacement are: The Occupational Outlook Handbook

and The Dictionary of Occupational Titles.

Working with a limited budget may require planning the development of a
library of basic materials over an extended period of time. Some schools have
found financial support through a public service project. If a service club
wishes to help in starting the project but does not wish to be committed to
future support, the school should be prepared to provide the funds for subse-
quent years before beginning the center. Funds may also be obﬁained through

the State Department of Education, National Defense Education Act allocationms,

or State Sources.

The size of the required budget is directly related to the stage of
development of the career information, that is, whether it is a new service

just getting started, or an existing library that just requires maintenance.

It is also important to establish criteria for acquiring materials. How
is the information appropriate and best presented to the clientele? With

limited financial resources it is imperative not to try to be all things to

- all persons. Defining one's objectives and sticking to them is necessary, if

the program is to be a success.
217
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Methods for evaluating information are useful when acquiring materials.

The NVGA (1964) has produced a useful set of guidelines. Other guidelines ‘

are also listed in the references at the end of this section. The important
criteria when considering materials ave currency, accuracy, usability, reader

appeal, and thoroughness.

Resources that should be included in the Center are reading materials,
records, tapes, slides, audio-visual equipment, and assorted free materials.
Specific items to be included are career briefs and vertical files listed under
subject heading, reference materials, handout career foldets and booklets,
career audio-tapes, records, slides, filmstrips, career book collection, and

ASVAB guides. Teachers and students should preview films before buying them.

a collection of technical and vocational school catalogs is required

along with information on the availability of on-the-job training opportunities

existing at the local level and in large industrial communities. (See ' ‘

Community Resources chapter)

Reference bgoks that should be included in every library are as
follows:

" The Dictionary of Occupational Titles

The Encyclopedia of Careers

National Dictionary of Schools and Locations

The College Blue Book

Occupational Outlook Handbook

The College Handbook

SRA Occupational Briefs

The Career Index

Need a Lift (American Legion)
2:8
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Books on job hunting, career developﬁent, and preparing a resume' should
also be included. A list of resources within thé community for career
conferences and special programs should be used. Local universities, hospitals,
professioﬁal groups; church gfoués, industries, United Cohmunity Serviées, and
liaison offices of the armed services will ‘Iten provide entire pr&grams for
career assemblies, and sometimes provide speakers and personnel directors for

career conferences or individual interviews.

CATALOGING MATERIALS

A cataloging system is only as effective as the procedures for filing and
retrieving the information. As materials come in quickly, it is imperativei
that a processing plan be developed so the staff is not incapacitated by the
large volume of material. .The classification sysfem should be readily .under-
stood bylthe user. Consultation with the librarian is often necessary to
effectively organize a school's needs. Options for filing-are:

- Materials to be organized via clusters

- Relate materials to course of study options

- Organized by the Dictionary of Occupational Titles

- Vériation of the standard library system

- -Alphabetical order

- Special sections of the collection (teachef curriculum deveiopment,

information on schools, etc) (Isaacson, 1966) .

Scheauling the hours that the center will be open is dependent upon the
individual school's structure. Suggesfed options might be a schedule based on
regular school Hours, or oné tailored to the staff's hours. One suggested
schedule is 1/3 counselor's time plus the 1/2 clerk's time. The use of para-

professionals would aid in augmenting the hours. One center opens its doors

only before or after school, during lunch hours and during class or study hall.
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TYPES OF CAREER INFORMATION
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S.R.A. Dict. of Voca- ‘
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Occupational Outlook
Handbook X | X X X X X X X
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APGA Publications
S.R.A. Exploring the -
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LOCAL SOURCES OF
OCCUPATIONAL INFO:
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Chamber of Commerce X X
Bur. Employment SecurityX X1 X X X ] X1 X X X | X | X X
Community School Dir. X1 X X | X[ XX X
School-Community
Liaison Organizations X1 X X X
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Figures 4 and 5 fepresent two successful methods»of designing career

‘ counseling or career resource centers in New Hampshire - one in a cormer _of'
the counseling suite, and another in an area separate from the counseling
aféai vThese!faciiities are open and available to students and/or teachers

at any time during the day.

Many of the needs of students are such that they may not have to see
"a counselor, but can be served by a paraprofessional or perhaps a fellow
student. At the same time, students have more opportunity to see the counselor

because he/she is not caught up in relaying routine information.
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- Vocational Testing Group, Universal City, Texas 78148
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COMMUNITY RESOURCES

As the- following quotation suggests, the concept of greater school-.
community invnlvement is not new to American public education. "As a
necessary parflnf their regular eaucational progrnms, public education
institutions should explnre and make use of all the resources of the areas

in which they live." (The Community School, 1938).

As recently as 1975, President Gerald Ford, when addressing the Ohio
State University graduates, called for incfeased cooperétion between education
and tne business sector. Although it is clear that this trend ié widely
followed in career guidance activities around the country, and the idea is
receiving wide—spréad acceptance among educators, its implementation has not
prognessed to its fullest potential by any means. It is the purpose of this
section of the Handbook to offen the educator the ways and means of moving

toward full utilization of community resources.

The possible areas of implementation suggested in this section should not
be viewed as an end in themselves, but rather as a beginning. The source of
stimulation for the creation of ideas that will more exactly meet the needs of

a developing comprehensive career guidance program.

WHO IS THE COMMUNITY?

In order -to properly utilize these ideas and activities, aisound under- -
. standing of what and who makes up a community is needed. According to Gysbers
and Moore, 1974,Ait includes: |
1) Students | | 4) Labor Unions

2) Parents 5) Business and Industry

3) School Staff ' 6) Civic Organizations
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"Effective communication with these six groups will help facilitate
program development, installation and maintenance. Communicating with these

groups also will allow for a feedback program of both assistance and

- suggestions for further program development." (Gysbers and Moore, 1974).

HOW CAN SCHOOL AND COMMUNITY BE LINKED?

An important prerequisite for the formation of an advisory committee, is
a critical analysis of the persons who constitute the power base in the

community.

Before any school activities aimed at working with the community are
begun, it is important to form a Community Advisory Committee. It can be the
strength or weakness of a school-community program. If set up and maintained
properly, it shou}d have little difficultyvin developingAstrong, healthy,

school-community ties.

According to Gysbers and Moore (1974), an advisory committee does not
determine policy. Its function is to interest and inform the public about
career guidance, counseling and placement. There is a need for the occupa-
tionalists in the community to answer questions that students, teachers, coun-
selors, and others in education have about specific occupations, particularly
as they exist in the community. There also is a need for the active partici-

pation of the occupational community with the Community Advisory Committee, to

givé advice as to the nature of training requirements in the community.

The Community Advisory Committee also may provide extra funds, materials,

and speakers to supplement tax-provided resources.
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WHO SHOULD BE ON A COMMUNITY ADVISORY COMMITTEE?

‘ This committee should represent a broad spectrum of community interest

(see following list), A typical Community AdVisory Committee might include:

1) Superintendent or Assistant Superintendent

2) Guidance Director

3) Vocational Education Director

4) Representative from Business

5) Representative from Labor

6) Representative from Industry

7) Representative from Agriculture

8) Representative from Future Teachers of America, Chamber of Comnerce
9) Newspaper Editors

10) Representatives from the Student Body

. 11) Representatives from Faculty

Others such as representatives from a local or nearby Departrient of

Employment Security should be included on such a committee.

COMMUNICATIONS

In order to effectively communicate with the community, a wide variety
of channels is needed. The following list offers various means for establishing
community contact.

Periodicals and Special Publications

- Newsletters of special interest groups
- Daily and weekly newspapers

Radio

Straight reporting (newsworthy events)

"Spots" (public service announcements)

79
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Television
- Educational stations (area-wide)
-~ Commercial stations

Audio-Visual Media

- 'Tapes, records
- Slides, slide films
- Flip-charts, transparencies

Posters and Signs

- Store window cards

- Bumper stickers

- Bulletin board materials
- Over-street signs

- Restaurant table tents

School Publications

- Arnnual Reports

- Perjodicals

- Campaign literature

- Bﬁdget and finance materials

- Articles in technical journals

- Report card "

stuffers"

- Reports to parents

- Special'purﬁose pamphlets
'Exhibits

- In school

.~ - Qut-of-school (libraries, store showrooms, etc.)

- Portable (aﬁdio—visual, demonstration models, etc.)

- Local industry displays

229
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Dirgct Mail

‘ - Information A
- Solicitation ’
- Reminder items

Surveys and Polls

- Community surveys (student-conducted)
- Census data - tabulated and interpreted for school needs

Service and Referral

- Telephone inquiries

Public Forum

Open house
- Study group
- PTA meetings
- Lecturers
’ - Discussion panels
- Symposiums
- Committee reports
- Advisory grouﬁs
- Parent's night

— Conferences for parents of pre-school children(?)

- Informal parent luncheons and daytime visits
- National Education Week

- Films and drama

- Independent community organizational meetings

Community-School Practice

- Community coordinating councils

- Lyceuns

‘ ' - Concerts

230
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- Adult forums
~ Lecturers
- Adult Education Programs.

Home-School Visiting

- Home visits
- School visits (parents' night, open house)
- Informal teas

- Conferences of guidance persons with students and parents

The following are six suggestions for dealing successfully with various

types of media.

i) All releases which are to be mailed and handed to editors should
be prepared on a standard news release form.

2) News releases afe typed, mimeographed or multilithed, and double
Spac'ed on 8% x 1l.inch papér. Write. simply and clearly, starting .
with the action part of the news - who is doing what, when, where,
and why.

3) Don't expect last.minute consideration. Send your releases to
city editora, radio, and television news desks so they will
arrive three days before you want the item to be released.

4) Remember pictures. Many stories are enhanced by pictures.

5) Feature stories are more éffective than hard news stories in_
explaining more about career education. Develop your ideas for
a feature story, using a topic of public interest (ﬁow schools
prepare students for careers ;..,,what's new in career education, etc.)

6) Send radio and television news desks the same releases you send to

newspapers. (Publicity Handbook, National Vocational Guidance ‘

Association, 1607 New Hampshire Avenue, NW, Washington, DC 1972-73)

U TN

"Better School-Community Relations."
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ACTIVITIES INVOLVING THE COMMUNITY

The following list of activities should help the counselor take full
advantage of community resources, and to iﬁprovevcommunity involvement in the
school system. These school-community involvement projects can serve to:

1) Up-date the counselor's knowlédge of local job conditions.

2) Establish healthy relationships between counselors and business

to aid school placement programs, etc.

3) To develop a community resource file.

Activities

What activities can educators plan for students? The following list,
by no means, should limit what you, the educator, could do. Let it be a

stimulus for the creation of new and perhaps better activities. Use your

‘ imagination:-

1) Community Resources Day(s) or Week

Plan a community resources day(s) or week, when educators,
business, industrial, farm and labor leaders from all phases of the
local labor market may get together. Through such a meeting,
guidance personnel and school administrators could plan a program

of panel discussions, tours, talks, etc.

2) Community Surveys

"Community surveys involving personal contact with individuals
in industry, 5usiness, préféssions,_private agencies, and employment
offices to provide up-to-date information for the community resource-
file. This file can be used by educators and community members to

‘ identify possible locations for work exploration, on-site visits,

232
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3)

4)

5)

ERIC

classroom visitors, and job placement. Other useful resources
to be placed in -the file cah be found through the local Chamber of
Commerce, civic organizations, personnel assoéiations, businessmen's

associations, parents and teachers." (Gysbers and Moore, 1974)

Community Resource File

Set up a community resource file for students', teachers' and
guidance personnels' use.‘ It could consist ofva list of community
members who are willing to discuss theirvpartiéular job field with
students. The list- should include suéh useful information as the
time of day a speaker is available, as well as denoting where he

can be reached.

"Youth Vocational Resources Conference'

Organize and conduct a "Youth Vocational Recources Conference."
Invite representatives of various businesses, employment agencies,
o
and youth service agencies to an informal-discdgéion with school
counselors. Students need not be involved in this activity: Such
a meeting should be concerned primarily with helping_to'supply coun-

selors with local job informaticn about existing community resources

and their accessibility. (Unger and Karlin, 1969)

Occupationéi Information Center for Education-Industry
The purpose of this project was to develop an agency to serve

seven school systems in and around Atlanta, Georgia. Specifically,

the goals of the center were:

a.. To provide for high school counselors and other educators in

metropolitan Atlanta, a specific detailed source of up-to-date
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information about employment opportunities,.and to recommend
. ‘ ’ ways in which students may prepare themselves to take
advéntage of these opportunities.

b. To establish and maintain lines of communicétion between
local business firms and school personnel.

c. To develop projects on which to build and to improve
communication..

d. To update the training of counselors who work with high
school students and to keep them informed on employment needs
and trends in the metropolitan area.

e. To assist principals and counselors in the development of
career information programs for scbool assemblies, career
days, faculty meetings, aﬁd parent meetings.

f. To develop new ways of presenting career information to

. students, by such means as films, filmstrips, video-tapes,

recordings, and other audio-visual aids. (Johnson, p.41, 1969)

6) Year-Round Career Conferences
Develop a series of career conferences to be scheduled throughout

the year.

7) Career Weeks, Day and Clubs

Exemg}afy Programs:

a. '"Planning the Career Day" - Kentucky State Department of

Education

b. Everett Prep Clubs - Everett, Mass (Hansen, pp 62-63, 1970)

8) Coordinated Job Visitation Experiences
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9)

Industrial Visits and Tours

Exemplary Programs{

a.

b.

Coordinated Job Visitation Experiences (Hansen, pp 63-66)

" Industry Hosts Students - Pittsburg, Pennsylvania

"The Pittsburg, Pennsylvania, 'Host a Student' Project . . .
acquaints the students with the Chamber of Commerce program
of work and business activities. Participating schools send
students on a rotating basis, with the Chamber hosts paying
student expenses."

"Student Day in Industry" - Minneapolis, Minnesota

Parents ask to offer their employment settings as sponsoring

hosts for ninth graders studying a career unit.

"A Day at Work with a Kawanian" - Erie, Pennsylvania

Seniors have a chance to spend a day at work throughout the
city.

"Boss for a Day" - Miami, Florida. Any student in need of
career guidance concerning work and self-understanding can
attend a get-acquainted dinnef and spend a day with an
employer.r Employers introduce students to workers, explain
the general operation, écquaint the student with'specific
departments and encourage him/her to ask questions. In some
firms, students are actually assigned work. (Hansen, p 66,
1970)

"Special Interest Explorer Program" - BSA makes contact for

high school student with a successful person in the career

field'of student's choice. (BSA - Boy Scouts of America):
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g. ''Student Career Exploration Project" - Minneapolis.

' In conjunction with the Minneapolis Rotary Club and Minneapolis
Public Schools, a small (3) number of juniors from each high
school are selected because of their high degree of interest
and motivation in a job field. Arrangements are made for a
meeting of students with a Rotarian to visit his place of
work, and talk with him (and others) about the occupation and
necessary.training. The formation of a good relationship is
emphasized, should the student benefit from it. (Hansen, |

pp 63-68, 1970)

10) Conduct Staff Development Sessions

"Conduct staff development session for school counselors and.
teachers for such purposes as understanding the economics of local
industry, child labor regulations, services of the State Employment

@ ’
~Service and follow-up activities. (Gysbers and Moore, p 45, 1974) ,

ADMINISTRATIVE SUPPORT

The importance of administrative support for community relations project

cannot be overstated. Without administrative support, community relations will

not function.

POINTS TO CONSIDER

1. In order to improve school-community relations, what is needed is not
an expansion of the public relations efforts, but the creation of

.new ways of involving everyone.

2. School-community involvement may result in a business or citizen

’ group assuming some instructional responsibilities in the school.
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3; Educators must recognize responsible criticism. They also must
preserve programs that are responsive to the community needs,
while'cooperatively working out definitions, goals, and programs.

4. Schools should publish a list of specific needs and activities with
which they believe members of the business community could help.

5. Alternative forms of education should be fostered by the public
school system rather than being allowed to flourish outside the

public's control.

In conclusion, the community is a vast potential resource, often left
untapped. While it is wasteful of much talent and energy not to involve the
community in education - especially iniguidance and career guidance - caution
should be used with such involvement. The role of ﬁhe community should not

become one of creating policy. This should remain the function of educators.
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ERIC

Aruitoxt provided by Eic:

COUNSELING

Guidance counseling can be expected to assume a key role in career
education, for guidance is seen as a major factor in unifying all career-
related experiences into a meaningful whole. Career development is the
product of the individual's internalization of knowledge, skills and experi-
ence. Thus, the counselor's role is to make an impact on the process of

career development.

Concurrent with career development is career counseling. In talking to
the student about her/his future career, the counselor should envince a sin-
cere interest and concern for the student. Since "career" is a broad term,
the d;séussion between the counselor and student may range from educational
plans to choice of occupation, life style, marriage plans, and part-time employ-

1] .
ment. The purpose of career guidance is to develop in the student an accurate

~self—knowledge and self-understanding. This includes an awareness of his/her

present capabilities, interests, and values, plus the realization that these

last two characteristics can and often do change.

The content of career guidance consists of facts about the process of
career development. The emphasis and épecific<focus of this approach to
career guidance may be made clearer by the following suggestions about the
content of caree; developmeﬁt. This list is in no way considered to be
inclusive; instead, it is intended to convey the general tone of a guidance

program. Some basic assumptions about career guidance and the role of the

counselor are:

1) Records should be kept for students, rather than about students.
2) Counselors should be aware that career development is fostered by

exploratory activities, planned either by the student, the school

or both.
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3)

4)

5)

6)

7)

8)

9)

10)

11)

12)

13)

Counselors should be awafe of the role that values piay'in
decision making.

Counselors should be aware of the harmful effects of stereotyping
occupational roies. ‘ .

Guidance should be concerned more with the process of choosing and
less concerned with the scecificvcontent of a choice.

Real decision making experiences must be includcd as, for example,
in the case of cprriculum decisions within the schools.

The schooi should provide an environment thgt will allow students to
change their minds without serious consequences,

Accurate information dissemination is a prerequisite to good
decision making.

Guidance should include data that measure the characteristics of
the student and prédictive information about altcrnatives.

Guidance can aid in the development of an accurate self-concept

“through planned exploratory activities.

The content of guidance must include the nature of change in
occupations.

Counselors should be able to understand and'respect the demands
and expectations placed upon students.

Counselors should express real concern for students.

The counselor's role, then, consists of three broad functions: consulting,

counseling, and coordinating. Consulting is the act of developing programs

which will héve.an impact on the total school curriculum and to career develop-

ment activities. Coordinating refers to the planning, the organizing, and the

facilitating of activities that will help students to reach the goals of

career development,

ERIC

Aruitoxt provided by Eic:

241

94




P R L

[
'

ERIC

Aruitoxt provided by Eic:

There are many strategies that a counselor may employ to maximize the

effects of these three functions as they relate to the developmental

approach of career guidance. Traditional career guidance, counseling, place-
ment and testing and information data, combined with new and emerging testing
processes and materials resources are used in all three categories of

guidance functions. The importance of these processes and resources is
realized when they are directly related to the student's goals and objectives.
The.objectives and activities of counseling, consulting, and coordinating will
assist counselor educators to wisely and effectively select, use, and evaluate

career guidance, counseling, and placement processes and resources.

By definition, a guidance progrém must have the same objectives as those
of the educational system. Educators and school counselors must work coopera-
tively to meet the career needs of the student. Because the counselor works
with others, he needs a special'set of skills to be effecFive. Severinsen
(1973), for example, has postulated four'geﬁeral steps to bring about
educational change.

1) Analyzing the present situation,.

2) determining the changes that are required,

3) making the changes, and .

4) stabilizing the new situyation so it will be maintained.

The counselor will want to observe the factors that promote change and the
factors which impede éhange. In order to achieve any needed changes,
administrative support is necessary. An assessment of the current guidance
program will reveal what revisions and changes are needed. Special attention
should be given to placement, follow-up and evaluation during the assessment
of the program.
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Aruitoxt provided by Eic:

Curriculum-based functions include working directly with students through
class instruction, group encounters, or individual discussion. The guidance

staff may work directly with teachers providing resources and consultation.

School counselors and teachers should serve as "advisors", "learner
" " . * " * .
managers ', or 'development specialists. Personalized continuocus contact and
involvement with each student is stressed. This may involve cooperative

planning with a number of significant individuals.

The counseling staff should be "on-call" so that students seeking
information, crisis counseling, and teacher-parent sﬁecialist consultations,
will receive immediate attention. An adjunct guidance staff composed of
peers, paraprofessionals, and a volunteer support staff may be enlisted to

aid counselors and teachers in carrying out "on-call" services.

Counseling is considered to be one of the primary functions of the
guidance program. Seminars in peer counseling and parent education have been

received with an enthusiastic response.

One of the objectives of career education is to get the community more
involved and to increase the level of awareness in the schools and society
in general. If the school is to play a significant role in the community,
the community must be willing to cooperate by making available its facilities

and resources to the school. The purpose of a parent educational model in a

career guidance program is to solicit parent involvement in the schools in

general and in particular, to increase their awareness of career education.

~ These meetings should serve to teach them how they can contribute to their

children's awareness and unserstanding of career planning skills, and to
improve communication between parent and student.
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Circle 1

Working parents should be encouraged to speak to student groups about
their occupations. Parents and adolescents may meet together to discuss how
personal values and attitudes determine career/life planning decisions and
goals. During these meetings, parents and adolescents will not only incréase

their knowledge of themselves, but will also enhance their understanding of
one another and improve their communication skills. Many of the values
clarification and decision making activities in the guidelinés may be used as
vehicles to facilitate parent-student communication. Many of the concepts

outlined in Dr. Thomas Gordon's, Parent Effectiveness Training, prove'useful

in structuring groups.

The community is a vast poéential resource of talent and energy that can
be utilized by involving the parents in education and especially in career
guidance. Once a parent education program model has been established, the

school will benefit from the feedback and follow-up.

0f the many activities. .that a counselor performs, two of the most
-important are establishing of priorities, and budgeting time. The following'
source suggests how counselors should distribute their time to meet the

demands of a comprehensive career guidance program.

Counselor Present and Projected Time Distribution

Circle 2

Present
Projected

50%
Curriculur-Based
Guidance

20%

Curriculum-
Based

Guidance

70%
on-call




It might be helpful to the counselor if he draws his own diagram,

beginning with a present time chart, an intermediate time distribution plan, ‘

and a third plan to represent the ideal time commitment to the guidance

program.

Present Time

Distribution

Intermediate Chart

‘Ideal Time

Distribution
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Counselors serve to promote those conditions which are conducive to the
development of a student's career, and to nurture a realistic sense of self

which will equip the student to cope with change.

One of the most important functions a counselor performs is that of
counseling a student who is having difficulty coping with the demands and
expectations thrust upon him by hi; teachers, parents, and employers. When
the covnselor feels these demands and expectations are unfair and unrealistic,
he has an obligation to the student to meet the demanding individuals in an

attempt to reconcile the conflict.
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RATIONALE

Thé proof of the educational pudding is in the placing. If the
educational process, in which the studeﬁts have been involved for thirteen
years, is doing its job properly, then the end product should be students
graduating from high school who are:

1) Going to a job they want and are prepared with at least an entry

level skill.

2) Going on to some kind of fufther education, poésibly a four—ye#r
cdllege or technical school, and undérstaﬁd why they are seeking
this type of advanced education. |

3) Getting married,‘going into the service, traveling, etc., but
whatever the case may be, they know why they have made a certain

decision and are aware of the consequences of their decision.

A student who knows why she is going to school or a job and knows where

o

she is going, has a much better chance of success than a student Who does not.
Placement can help in the decision making process while a student is still in
school, as well as place her in the spot where she will fit when her public

school days are over.

The following, information focuses on the services that a placement office
can offer and gives some examples of the paper work involved and the types of

problems that may be encountered.

PRELIMINARY CONSIDERATIONS

1 Placement should be a year-round operation if the lines of
communication with employees are to be kept open and adequate

student service provided.
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2)

3)

4)

5)

6)

7)

The placement coordinator mus£ become familiar with the needs of
business and industry in his area. A general knowledge of local
manufacturing processes is'beneficial, as well as a knowledge of
business problems experienced by the food service industry, the
retail industry, and service business.

The dropout must be afforded placement services, and this is the
responsibility of the piacement office.

Parents should be informed in concise terms what specialized
cooperative training programs are available, their children's
responsibilities, the school's industries, and their own responsi-
bilities in co-op programs.

The placement coordinator must be free of other school duties

(no study halliéupervision, etc.).

Leaving high school and entering the world of work is a crucial
step. The way in which this step is taken, thoughtfully or
thoughtlessly, with or without proper>knoﬁledge, inevitably has a
deep and lasting effect ;n the student's entire life.

Placement is not enough -- follow-up is necessary to determine what
has haﬁpeﬁed after a student is placed, to measure the value of the
student and that of the educational system.

Follow-up after placement is a way of keeping the educational

system up-to-date.

Basic Steps in Starting a Placement Service

The following list of suggested basic steps and altérnatives in setting

up a placement service might be helpful.
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1) jhere must be an advertised place‘within the school called a
‘ placement office for students to go to when seeking job information.
a) This could be part of a guidance suite. The office cbuld be
located outside of the school in a district office facility.
b) It could be any unused space that is available. (It does not

need.to be large.)

2) Hire a'plécement coordinator.

a) A guidance counselor might serve as a part-time placement -
coordinator working limited office horrs. However, it should
be recognized that using counselors as placement people may
constitute a conflict of roles. The counselor is.supposedly
a non-threatening ﬁigure to students and therefore should not
be playing an eval&ative role. Placeme#t involves making
judgments about students and giving references to potential

® » |
employers. This might place the counselor in an evaluative
role.

b) A teacher gould be given two or three periods a.day to do
placement work.

¢) There could be a self-placement program taught to students by

counselors or teachers in group guidance sessions.

3) Advertise to the community the opening of the Placement Office.
a) Advertise thékopening of the placement office to thevstudents.
b) fhe coordinator may want to personally call on local business
people to introduce himself.’
c.. The coordinator may want to write letters to personnei managers

and business owners to introduce himself and explain the place-

‘ ment service.
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“are:

4)

5)

Some forms should,be prepared before the opening of the office,

such a;;! |

a) Student applications for work.

b) Request for help form .:. pe filled out by prospective employers).
c) Calling cards for the placement coordinator.

d) 1Introduction cards for students going out on job interviews.

e) Flyers advertising the placeﬁent service.

fost'daily‘outside the office, want ads from the newspaper. Have
available in the office, application blanks for Social Security
numbers. Have copies of the child labor laws available. The place-
ment ccordinator should be thoroughly familiar with these. The
coordinator should be familiar with the minimum wage laws which

should also be posted outside the office.

Post Office hours.

Other steps that may be helpful and can be iﬁfused into the above pattern

1

2)

3)
4)

. 5)

Form an-advisory committee consisting of school administrators and
members of business, industry, and service organizations.
Make an occupational needs assessment of local business -and industry
and inform students of your findings.
Develop a follow-up systeﬁ.
Develop a placement newsletter to let the étudent body and the
community know students are being hired and where they are being hired.
Students could be interviewed at the school by an employer if there
are several candidates to be interviewed on a given day.
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6)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

Career fairs could afford an opportunity for students to talk with
potential employeré to see examples of the’products made and the

services performed. Actual interviews could take place at this time

also.

PROBABLE SERVICES OF A HIGH SCHOOL PLACEMENT PROGRAM

Job Placement
a) Entire system

b) Vocational (placement only)

Organizing shadowing program

Organizing career seminars and career féirs
Gathering a file of resource people

Public Relations

Work—stﬁdy pfogram

Assist cooperative coordinator

Provide additional input to student files for guidance purposes

~Dissemination of information concerning child labor laws, minimum

wage laws, and social security

Dissemination of local job information

~.

Coordination of special student needs with community resources such

as Vocational Rehabilitation
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12) Job development ' K i

13) Follow-up studies
14) Volunteer work experience
The following are brief descriptions of the services being offered.

Shadowing Program

Sha&bwing programs offer the student an excellent -opportunity té see.
what a day on the job is like. These experiences prove most beneficial to
the studé;t who feels that he might like a particular line of work but is un-
certain about it. A day or two - perhaps even longer - spenf on the job
shadowing a person whose work he is interested in, may help him make up

his mind.

The placement office is in a unique position to arrange shadowing

experiences because it is always in contact with the business community and

" knows where to go for various job experiences.

Career Seminars

Career seminars of career fairs could be organized by the placement
office. One way to do this is to set aside one room as a resource facility
for scheduled speakers, displays, and films. Career fairs may be run on a
once-a-year basis for big displays utilizing the school gym, or they may take
the form of mini-fairs which would concentrate on the various occupational

clusters.

The names of skilled persons within the community should be kept on file
so that the placement office gradually gains a list of resource people. When
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the services of a resource person are used, the data should be indicated on

. ) his/her file card; using this method, one person is not overworked.

Public Relations

The placement coordinator has an excellent opportunity to act as a good

public relations person, representing his school in the community.

Many people want to talk about education. Constructive criticism may be
related back to the school principal through the placement person who, acting
as a coofdinator, may in turn explain school proCe&urés to individuals of the
community and how teachers and administrators feel. This produces a low-key,

personalized public relations effort that may be most beneficial.

Work-Study
Work-study, work experience, and cooperative education are all terms that

often mean the same thing, or may not, depending on local usage.

One definition of work-study is a program in which a student is dismissed
from school early to work at a job for which he or she receives school credit,

pay and job experience.

b A second definition of work-study is the one recognized by the State of

New Hampshire. It is,a state-funded program designed to hire disadvantaged
students to work within the school system. There is no school credit given,
but students are paid from State funds to work as library aides, secretaries,

etc.

Work experience programs are often short-term programs designed to give

students some on-the-job experience as part of a decision making process.

There is generally no pay involved.
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Cooperative Edgcatign

Co-op programs give a student the opportunity to apply knowledge gained
in the classroom to a real job situation. School credit and pay are given
for the work experience. The State of New Hampshire recognizes this situation

as a cooperative program.

Assistant to Co-op Coordinator

The placement office may be able to assist teacher co-op coordinators
in finding on-the-job training openings for their students. The placement
office, through its contacts in the business community, will often receive
requests for help that may be filled by contacting the appropriate teacher

coordinator.

It may be appropriaté to consider using the placement coordinator
instead of teacher coordinators in large cities. School systems that ha&e
a number of co-op programs probably should send many teacher coordinators
out Lo talk with personnel managers. Employers may feel harassed by this

and would appreciate dealing with one contact, the placement ~oordinator.

Dissemination of Job Information

A bulletin board - perhaps the portable type - should be used to post
"Help Wanted" columns culled from daily newspapers, because students generally
are not accustomed to reading the classified ads. They do take note of a

"job board" however.

Job information may also be gained by the placement office through
personal calls, létters, telephone calls, and generally observing what is
going on in the community, i.e., construction jbbs that might be available in‘
new businesses. Placement personnel should alsc take note of seasonal employ-

ment. »
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Coordination of Student Needs with Community Resources

Many agencies within the community may provide assistance to students.
The school placement office should contact these agencies to learn what
programs are beiné offergd to students. A few examples are Vocational
Rehabilitation, the Employment-Security office, and the Neighborhood Youth
Corps. The relationship between the school placement service and the
Emplcyment Security Office should‘be clearly defined at the outsét of the
placement program; so the sefvices of one will complement the services of

others.

Job Development

In some cases, it may .be necessary to try to develop jobs where none
exist, i.e.: .

1) Students might be encouraged to start their own businesé%é.

2) Employers might be encburaged to hire students, where they normally
have hired other people.

3) Sometimes an emﬁloyer insists on hiring students of higher ability
to do jobs that students of lower ébility could perform just as well
and perhaps better. Thisvrequires some gentle persuasion on the
part of the placement coordinatof.

4) Summer labor pools may be formed to find summer employment for

students who want to work after school closes.

Job development is a time-consuming activity, but it may be the only

means of opening up some job opportunities to youths.




o

Follow-up

Contact with an employer should be maintained after placement has been .

made. This provides an opportunity for a counselor to help students who are
having trouble adjusting to a job and provides an opportunityvto seek the
employéf's assistance in joint training efforts. Perhaps, and best of all,
maintaining contact with employers makes for good public relations and lets
the school know just th effective its programs are in training the students

to cope'with their jobs.

Sometimes a student may lose a job over a misunderstanding between the

- student and the employer that can be corrected by the placement personnel.

This type of follow-up is of a short-term nature, but a long-term type,
that would span over a period of five to ten years following a student's
graduation, is also needed. This information will be useful in judging the

effectiveness of school programs.

HYPOTHETICAL SITUATIONS

Pypothetical Situation #1 ' ' E

1) A bank calls for secretarial help.

2) The placement office checks with the co-op coordinator, the head
of the business department, or an office practice teacher (which-
vever applies), to determine if there are any co-op available
students who have not yet beern placed.

3) If a co-op students is available they may be sent to the bank for

an interview.
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4)

5)

7)

8)

E))

If all co-op students have been placed, the placement office should
seargh through its own files seeking applicants who have indicated
an interest in secretarial work and have some training.

Six or seven possibilities may be found in the search of the files.
These applicants may then be interviewed by the placement office.
If no applicant is found in the files, post the job request on

the help wantediboard.

While conducting interviews, it is noted that one student who seems
well qualified (trained) doesn't seem to possess, in the opinion of
the interviewer, good habits of personal hygiene. The guidance
counselor will be notified that in the ©Opinion of the interviewer -
this situation could hinder the student's chances of being hired.
The student should bé made aware of this. This particular function
may be handled by the guidance staff, a teacher, or by the place-
ment office. |

The number of applicants may have been narrowed down to just two

or three. They will receive cards of introduction to the potential
employer and be sent for interviews.

The student hired for the job should potify the placement officg.

so that his name may be removed from the "applicants'" file to the

."students placed" file.

Hypothetical Situation #2

1)

2)

A student Qith special financial needs and poor job prospects due

to past poor record seeks help.

The placement office may-treat this request like anyxéther
(basically a matching procedure) métching this student's request for

work with business requests for help; or
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3)

The placement office may actively seek an employer for this
individual., It should be recognized that when this is done, the
placement office is laying its reputation on the line in promoting
any - one individual whose chances fof(success are marginal.

If the placement office makes a special case of finding emp;dyment
for this individuai, then it may also want to point out, to any
po;ential employer, all of the problems the studen& may have. A
lack of skill may be the only problem and if so, this may‘prdve to
be no problem at all: However, drugs, alcohol, unreliability, etc.,
may be problems that the employer‘shouid be aware -of before faki&g
a chance in helping the student.

In thig case, the placement office would seem to be involved in

social work and it should be decided before the opening of the

office how situations of this type are to be handled. It may be _ .

-

decided that this is where the greatest need lies, and therefore,

most of the office's time will be devoted to this area.

- Hypothetical Situation #3

1)

It may be found that most applications are the type who have no
skills to offer and who have had trouble finding work or holding

a job. |

Group guidance sessions could be arranged to deal with the subject
of job hunting and holding, in thch éttitude, appearance,
reliability, what the employer expects, how to fill out application
blanks, and how to approach ﬁhe interview might be.topics of

discussiocon.
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3) The placement office should indicate to the employer a willingness
to work together in trying go help an individual student to adjust
and a mutual recognitian of the student's problems before
beginning should be helpful.

4) 1t may help to point out that aiding students to adjust to jobs
may méke them responsible tax-paying citizens of the future instead

of a burden on society.

MATERIALS

A number of school systems here in New Hampshire and around the country
have developed extensive handbooks on the design and delivery‘of placement

services. Some of these are listed below for your future reference.

oo

- New Hampshire Guidelines - Appendix A

Sample forms for placement related activities.

- Akron - Summit County Placement Department

“Akron and Summit County Public Schools, Akronm, Ohio 44308

Complete forms and procedures for a placement program.

— ©National Vocational Guidance Association

‘Booklets on job seeking skills. Can be obtained from APGA

Office, 1607 New Hampshire Avenue, Washington, DC 20007.
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FOLLOW-UP

" It's Time for a Change.
General Instructions on Surveys
Instructions for Conducting a Telephone Survey
: Instrucgions for Conducting a Mail Survey

Sample Survey Instruments

W The 6AMC OF Life
o \T'S NoT WHETHER
® Jou Win) oR Lose
N KT IMPORTANT,
i (Re LoNG RON (TS
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Aruitoxt provided by Eic:

As educational programs become more sophisticated in their design and
implementation, educators become concerned about their ability to demonstrate
the program's effectiveness. In traditionally academic areas, both the
locally developed and nationally standardized measures are used to determine
what the students are iearning.. In vocational programs, performance criteria
measures how well the student has learned the occupational skills he will need
to possess if he is to be successful at his occupation. Comprehensive career
guidance programs must have objectives based upon’ﬁeeds assessment éctivities.
While some progress toward thése objectives can be assessed when the student
is iﬁ scﬁool, the evaluation of the program's impact after-a student leaves
school is becoming increasingly important. ‘Educators are trying to measure
the "carry over" of the school experience and relate it to the challenges the

graduate faces in the real world.

For a number of years, New Hampshire's high schools have been conducting
follow-up studies of their graduates. These surveys have been primarily
concerned with the assessment of the graduatés' pefsonal and careef situations
to determine how they have benefitted from the variocus academic or career
guidance programs they had in school. Particularly close attention has been
given to the graduates of vocational education programs to evaluate the

effectiveness of their high school training.

A close examination of the follow-up questionnaires currently in use
throughout the state and the nation quickly reveals a conspicuous lack of

career guidance related questions.
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IT'S TIME FOR A CHANGE!

The purpose of this section is to provide you with the basic knowledge
and skills necessary to conduct a follow-up survey of graduates. Graduates
are an excellent source of information on the effectiveness of career guidance
programs., This feedback can provide useful information for program managers

as they consider the effectiveness and modification of the program.

Below are general instructions for conducting a follow-up survey and

specific instructions for conducting a telephone or mail survey.

GENERAL INSTRUCTIONS ON SURVEYS

These instructions cover an adequate easily aaministered student follow-
up éurvey. More in-depth sophisticated surveys are possible if time and re-
sources permit. If a more elaborate sur&ey.is désired, books and consultants
are available on the subject. Advice and assistance are obtainable from the
Research Coordinating Unit, State Department of Education, 105 Loudon Road,

Concérd, New Hampshire.

In conducting a follow-up survey by telephone or mail, general steps

should bé followed.

STEP 1: Outline Survey Objectives

Outline the objectives of the follow-up survey. Decide what types of
information are required and what they will be qsed for. If in doubt about the
= need for a certain piece of information, leave it out. There i; a tendency for
surveys to become too long. The dbjgctives used in constructing the sample
telephone and mail surveys are listed in the specific instructions.
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STEP 2: Identify Groups to be Surveyed

Decide who is to be surveyed. The surveys included here assume that a
general follow-up of high school graduates is desired, but surveys can also
be conducted of sub-groups such as women, vocational students, academic

graduates, or dropouts.

Once the general group has been identified, then it must be decided what
parts of that group will be surveyed. For example, it may not be practical
to survey all past graduates. If there is a vast number of graduates, a random

sample may be used.

STEP 3: Decide Survey Method

-+

Next, determine the survey method to be used. Each method has its
advantages and disadvantages. It is generally easier to ask for more infor-
mation in a mail survey than a telephone éurvey. A mail survey generally
takes longer, but is more effective in reaching the greatest number of people.
A telephone survey is more useful in conducting a follow-up survey. However,
it requires a larger staff and a goodly number of telephones. Determining
which of the two methods is the more costly is difficult, as the cost of

postage and toll calls is expensive.

STEP 4: Construct Questionnaire

Construct the survey questionnaire and related documents, both of which
are described as part of the attached‘instructions. Each sample format was:
kept brief and was designed to solicit the most commonly desired information.
Also included are ;ome questions that could be included on theASurvey |
instrument, providing the graduates do not mind responding to them.
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Both samples have been designed with few open-ended questions (requiring

¢ssay~-type answers) so the majority of data can be computerized.- The instruc- ‘

tions ‘on computerization are not included here because the types of systems
to which local centers have access vary widely. Information about computer
processing is available through the RCU in Concord. Contact the RCU before the

questionnaire is used.

STEP 5: Pilot Test Questionnaire

First, test the proposed questionnaire on current students. The results A
should give a clear indication of the questionnaire's ability to elicit the

desired answers from graduate students.

' STEP 6: Conduct the Surveys

STEP 7: Analyze Results

Inﬁgrpret and then summarize the data. As was méntioned, the tabulation
'pr0ceéé can be easily computerizea. If this is not practical because a small
number was surveyed, the data could éasily be tabulated by hand, perhaps using
st;dents to assist. Using a clean copy of the survey questionnaire will help ¢
in tabulating the returns and should also be useful to display the data.
Responses to any open-ended’ questions should be collected and typed on the
attached sheets. The data also might be expressed byvsuch graphic techniques

as bar charts, graphs, or tables.

How the data is interpreted depends on the objectives of the survey. But
a report should be written which summarizes the data, discusses the conclusions,

. . - - .
and presents recommendations for future actions.
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INSTRUCTIONS FOR CONDUCTING A TELEPHONE SURVEY

. Once the objectives for a telephone survey have been outlined, the
sample c£elected, and the names and present addresses and telephone numbers of
graduates listed; then the following procedures should be taken. Attached
is a copy of a sample telephone survey form. This forﬁ was designed to elicit
the following information:

- ﬁame, phone number, address -
Both can be answered prior to contact
- High school program of study :
- Present employment status If unemployed, give reason(s)

- Did high school training help in getting the job?

- CGeneral comments on the effectiveness of the career guidance program.

In addition to the above, some of the following questions may be added

to the survey instrument if it is desired. It must be understood that
. graduates migﬁt; be reluctant to answer some of the questions whiéh, to them,

are of a personal nature.

- Job title

- Place of employment and type of busiﬁess

- Age

- salary (may be asked in ranges, for example, $2,500 - $5,000,

$5,000 - $7,000 etc.)

- 1Is the graduate continuing his education, and if so, what courses

is he taking?
STEP 1:

Call each name of the list. If contact with the graduate is made, proceed
with the following steps. If contact with the graduate is not made, ask who-

ever answers when might be a good time to call back. Indicate the call-back
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time and date on the list. If the graduate no longer lives at the recorded

ad.dress, try to find out from the family how to reéch him. Contact the .

telephone operator if this has failed. If there seems to -be no way of contacting
the person, indicate it on the list. By the end of the survey; each name

should have '"contacted" or "cannot be located" next to it. If contact is made,
butmthe graduate declines to participate - which is unlikely - indicate this

fact on the list also.
STEP 2:

The caller should introduce himself and say where he is calling from,
describe the survey and the reasons for it and ask for the graduate's help.
Attached is a sample introduction which may serve as a guideline. Assure the

graduate that his answers will be kept strictly confidential.

STEP 3:

Once the graduate has agreed to participate, the caller may proceed to”

ask the questions, using a separate survey sheet for each graduate. The caller

should ask the questions slowly and distinctly, and should show no reaction

. s
wby .
whatsoever to any answer. It is permissible to ask for clarification of an
answer given to an 6pen—ended question; but this should be done in a way that

would not indicate approval or disapproval of the answer.

STEP 4: .

3,

Confirm the current address and telephone number, thank the graduate for

his/her time, and ring-off.

STEP 5:

Summarize and analyze the data.
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Sample Introduction to Telephone Survey Conversation

Below is a simulated conversation of a survey call. This should serve

as an example, but should not be read to the graduate. Rather, the caller

should act in a manner that is both natural and comfortable to him.

"Good evening, Mr. Jones. My name is Bill Brown and I am calling from
ABC High School. We, in the Guidance Department, are searching for ways in
which to make our guidance programs better serve the students' needs. We
feel one of the best ways to do this is by contacting graduates like yourself,
to find out how good a job you think we did in preparing you for the world .
We would be grateful if you would help us by answering a few qqestions.
I assure you that all your answers will be strictly confidential. 1If it is
convenient, may I please take just a few minutes of your time to ask you some

questions?
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SAMPLE QUESTIONNAIRE

. . ABC ‘HIG.H SCHOOL TELEPHONE SURVEY OI'.“GRADUATES
que | Phone
Address ' ' . Year Graduated
Male  Female

1. From what progfam did you graduate?
College Oriented General Studies

Other : Vocational

2. Are you presently employed?

Yes No Part-Time Full-Time

I —— . e—— —_———

3. If employed, did you have vocational training in your employment area?

. Yes : No : " Ppartially

;. If not employed, what is the reason?

In Military Service Household/Family Responsibilities
%
Continuing School Full-Time Travel or Other Self-Directed
‘ Activities
4-Year College
- -I11 Health
Vocational School
y Other

’ Unable to Find a Job




Other

In which ways did you use the Guidance Department? (Check all appropriate answers)

Personal Counseling
Interest Testing
Job Placement

Career Information

Which service was most helpful?

Which service was least helpful?

Academic Advising

Financial Aid

College Application Procedures

Military Information

What additional services would you like to see the guidance program offer?
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INSTRUCTIONS FOR CONDUCTING A MAIL SURVEY

Once the objectives of the survey have been outlined, the sample selected,
and names and present addresses of the graduates to be surveyed are listed,

follow the instructions set forth below.

Attached is a copy of a sample mail survey. This sample was designed to

elicit the following information:

Name, address and phone number

- Present jobddescription

- Reason, if unemployed

- Whether job is related to high school training, if not, why not?
- Whether continuing studies - what kind

- Pay scale and job title

- Comment on the career guidance program

Some of the following may be added to the survey instrument:-
—. Place of employment, kind of empldyer

- Age |

- Salary (may be asked in ranges, multiple choice)

-~ Marital status

- Promotions received —
STEP 1:

It is probably a good idea, if time and resources permit, to let each
graduate surveyed know the survey is being sent. This may be done by telephone

or postcard.
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STEP 2:

Mail the survey and cover letter to each graduate. A sample cover letter .
is attached. The cover letter also‘should preferably be on official letter head
and signed by someone the graduates are likely to know. It should iﬁclude the
reasons for the survey, the'necessity.of the graduate's‘help and assure
confidentiality of the reépondent's answers. Also mention the date the
questionnaires should be returned. A week following receipt of the form should

be sufficient to answer all the questioms. Ft is also a good idea to enclose

i

AT

a stamped (or '"mo postage necessary') self-addredsed envelope.

v
-

e
.','\4" >

STEP 3:

Upon receipt of the questionnaifes, check off the names of the respondents.
After waiting about 7-10 days, send a reminder card to those who have not

replied. (see attached sample). A second cover letter may be sent a week or

two after the postcard and should include another envelope and survey instru-.
ment. A sample letter is attached. If there is still no response, the
postcard/letter procedure may be used once more or follow-up telephone calls

may be made.
STEP 4:

Summarize and analyze the data.
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SAMPLE COVER LETTER FOR MATL SURVEY

(0Official Letterhead)

Date

Dear Graduate:

ABC High Sghool is constantly seeking ways to strengthen its career guidance.
One very good way to do this is to find out how the graduates of the school
feel about their education and how succersful the guidance program was in
helping them select their post high school experience. '

This is why we are writing to you and your fellow graduates of the Class of
1972. We are asking for your help in making the career guidance program at
ABC even better. Won't you take a few minutes to complete the enclosed form
and return it in the envelope provided? We hope to have all forms returned
by February 12.

Please be assured that all replies will be held strictly confidential, and
no information will show where it came from, other than to say "from the
class of '72." We are grateful to you for your help and look forward to
hearing from you at your earliest convenience. If you have any questions,
call Mr. Smith at the high school, 345-6789.

Sincerely,

ABC High School

George Baker, Coordinator
Career Guidance Director
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SAMPLE SECOND FOLLOW-UP LETTER FOR MAIL SURVEY

(Official Letterhead)

Date

Dear Graduate:

Recently we sent you a career guidance questionnaire asking you to complete
it and return it to ABC High School by February 12.

It is vital that we receive your form so that our information on how the
Class of '72 feels about their career guidance experiences will be complete.
Perhaps you have misplaced the original questionnaire; if so, enclosed is
another copy along with a stamped, self-addressed envelope.

Won't you complete the form and return it to ABC High as soon as possible?
Thank you.

Sincerely, .

ABC High School

George Baker, Coordinator
Career Guidance Director




OCCUPATIONAL FOLLOW-UP

]

Do Not Write In This Space

ABOUT YOU:

®

Present Age - Sex — ' Marital Status -
{ ] Years OFemale OMale OMarried OUnmarried
II. ABOUT YOUR HIGH SCHOOL EDUCATION:
Year you left High School -, Status: Left bef Earned dipl
i O Graduated o C:adu:lit:)r: o nf-l::':elel\l/?n:mn

19

Type of High School program — Area of Vocational Study —

O Agriculuure

3 Coliege Preparatory O Health O Trades & Industry

0O General Swdies ] Business/Office 0 Industrial Arts O None
2 Vocational Swdies O Distributive Education @] gg;‘::p%l;g:;:“ics O Other
Specify
Did you have a job while in High School — Were you in a Co-op Program —
O No 3 Yes 0 Ne O Yes
Ill. AFTER HIGH SCHOOL: Type of schooling —
Did you attend schooi after High School - g Full time 0 On the job g Adult or Did you
College training apprentice | complete
8
Part time Milit. H Stud hooli
0 Ne O Yes o College c S(l:ho;{y : o cg:l“r:esu Y scE(])oy::
1V. ABOUT YOUR FIRST FULL TIME JOB: o g

How long after High School did you start

|

How did you find the job —

‘ 7 Immediately 0O 10—12 Months 0 E::ff: ;):.‘hi::)!; i ) O Tkru friends
2 1-3 Moanths 0 1-2 Years O 2‘5;:“?;::‘%00] :;"ig:e" O Thru parents
O 4—6 Months O Sdll not working 0 %,‘i&gg:“g:;o ﬂg::e O Newspaper ads
0 7-9 Months 0 :‘:‘:if(:;;ﬁ)yed 0O Empioyment Office O On my own
0 Other—___ O oo ustnces 0 Other .
Specify Spacify

In relation to WHERE YOU LIVED WHILE IN HIGH SCHOOL this job —

was located —

required a relocation of —

O In same town [ Out of state 0O None 0O 51100 miles

O Over 200 miles

] Out of town 0 101-200 miles

O Out of country
in state

0 1-50 miles

Relation of the. job to your High School
Education ~

O Closely related O Slightly related

O Fairly related O Not related

How well did High School prepare you
for your first job —

01 Excellent preparation O Fair preparation

O Good preparation 0 Poor preparation

Joh satisfaction — Pay Scale —

O Very satisfying O Jnder $50/wcek

T Satisfying

. 3 Not satisfying

0 $51-100/week

0 $101-150/week

0O Over 3150/week

Reason for leaving firsi job -

O Still on the job O More challcnge

O Laid off O Entered military

{3 Promoted O Entered school

O More money O Marriage or pregnancy

O Other

Continued on other side Specily
\)‘ . i «ry C_‘
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V. ABOUT YOUR PRESENT FULL TIME JOB:
What is your current status —

Unemployed U loyed Self ‘
0O Employed .} Lwh':,:y O Not Tk s O Pmployed O Other v :
In relation to WHERE YOU LIVED WHILE IN HIGH SCHOOL this job -
is located ~ -1 required a relocation ot —
O In same wown C Out of state 3 None O 51-100 miles
{0 Over 200 miles
8] g“‘,&‘u:“" O Out of country O 1-50 miles 0 101-200 miles
Relation of the job to your How well did High School prepare you for
High Schoo! education ~ this job —
O Closely related O Slightly related O Excellent preparation O Fair preparation
O Fairly related O Not related O Good preparation O Poor preparation
Job satisfaction — Pay Scale Do you think you will leave this job within
' 3 Very satinfying O Under 350/ week 1 year from now —
O Satisfying O 851-100/week
O No . 0O Yes O Undecided
O Not satisfying O 8101-150/week
{J Over $150/week

VI. FULL TIME EMPLOYMENT HISTORY:

How many ful! time jobs have you had since How many of these jobs were related to your

High School — [ ] High School education —

(!

~

List all full time jobs since High School —

v, - (1f you have had more than six (6) jobs., list the first three and the last three)

— List First Job First and Proceed to the Current or Last Job —

Approximate
Number of Job Title
Months on Job

Thank You for Your Time and Cooperation in this S;:rvey
| 276
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Guidance Program Questions

o b

2)
3)

4)

® K

6)

7)

In which ways did you use the Guidance Department? (Check all appropriate
answers)

Personal counseling Academic advising

Testing Financial aids information

Job placement A College application procedures
Career information Military information

Work experience programs Other

Which service was most useful?

Which service was least helpful?

Who has influenced you most in your post high school plans?

Parents Friends
Teachers Religious contacts
Counselors Other

What type of encouragement for post high school education have you received?
Encourage college only
Encouraged college or technical or trade school
No encouragement noticed

Who was the most helpful to you in making your present career decisions?
Indicate the order of importance by numbering 1, 2, etc.

>Teacher Yourself

Counselor : Religious contacts
Parent Job contacts
Friend ) No one

Who was the most helpful in exposing you to the ideas of work and different
occupations? Indicate the order of importance by numbering 1, 2, etc.

. Teacher Yourself
Counselor Religious contacts
Parent » Job contacts W\
Friend 2,7,7 No one
i
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"5, Did leaving

Please complete the following questionnaire by checking or completing those spaces that apply to you. Then, please return it to:ﬂ
Mr. Richard Cardner, Salem High School Guidance Department, Geremonty Drive, Salem, NH 03079

QUESTIONNAIRE FOR EARLY LEAVERS

How old are you?
Male. Female
What was the year you left school? (eg 1972, 1964 etc) .

ol e

4. What were your reasons for leaving school early? (Check one or more)
o _To work :

b. ——__To support a car
L ___Needed at home

f. Military
g. Financial reasons

school solve some of your problems? Yes No

If yes, which ones?
a. Have job: supporting myself, not dependent on others
b._____Have job: working, not a student, feel better
€. Have job: proud of my work
d. Have job: supporting others

e, Have job: have a car now

f. Able to travel .

8-— Doing what I want, not cooped up in school

h.______ Married

6. What problems did you face after you had left school? (Check one or more)
a_____Unemployed : .
b Trouble at work
€ Medical ”
d___Lack of interest - bored
e Problems with marriage
f. Getting money enough to move to another city
8- Child rearing

7. How have you tried to handle the problem gince leaving school? (Check one or more)
. a______ Talk it over with the people involved
b. Seek advice or help from friends
C.—_Seek advice or help from an sgency, church, school
d. Acquire a skill - what skill
e Learn more basic subjects. What subjecta?

f
g. Leave the situation °
i

“ j.

h To leave home

i Medical reasons

i Transportation problem to school

k. Not interested in school

| __Discipline

m._____Friends had left, I was pretty much alone
n. Other: What?Z.—

i.—___ Have time for child

jo e —_Joined military

k. Medical situation easier
l.._____Able to help parents

m.______Ifeel better about myself
n.__.__Ifound a place of my own to live in
o People respect me more

P _..Other: What?.

ho . Pregnancy
i Money in general

i Child Support
k______Living at home

1 Helping parents
m._____Welfsre agency hassles
n. Other: What?

. At work get my work changed

Going back to school
Nothing
Other: Vhat? -

8. Check what Salem High School could do to make it easier for people who will be leaving early to handle the problems you have faced

after you left.

Very Important to me

Important to me Not Important to me

Stress practical reading ____

Stress practical math

Stress filing

Stress typing

Teach selling

Teach shop skills

Teack simple ¢..r repair skills

Teach how to get a job

Teach how to get along with employer, employees

Teach how unemployment, welfare, other agencies work

Advice on marriage, family relationships

Advice on childraising

Adyvice on personal budgeting

Adyvice on dealing with landlords

Advice on typical jobs for early leavers

Advice on further job training_

amomgrFTEFR oA O

Organize a discussion group of people of similar goals and
problems

Individual counseling - - <

s: Other




9.

10.

11.

12.
13.
14.

15.

16.

17.

18.

19.

20.

What did you do when you left school? (Check one or more)

a. . Began working d.___ Marriage
b.____Travel e..___Unemployed
c._ Military f.w_Other: What?,
After you left school, where did you live?
a. ___With parent or guardian d._.__With hushand
b.___ Alone : e.__ With wife
c. —_Friends f. Relatives

Are you now enrolled in:

a. _.__ A high school course d.___High school equivalency program
b.___Correspondence School e.____Other (What?)
C.e.Company training program ’ f __None .

Did you ever take a program listed in 11?7 Yes No

Did you ever complete any program listed in 11?7__Yes __No

Whichone ___ 7
Now I would be much better off if I: (Check one:5f more)

a. Had more money
b.___Didn’t have to live at home
c. Knew how to get things done through agincies

like welfare, unemployment, churches, etc.

Now I would be much better off if | knew about: (Check one or more)

a.__ Personal budgeting/living inexpensively f,__Company personnel practices
b.___Family relations ~ 8.—_Gettinga job -
¢...Childrearing . h.__._Dealing with landlord
d.____Marriage i.____Dealing with employer

¢.___ Welfare/unemployment j.—— Dealing with other emplovees

New I would be much better off if I had better job skills like:
(Check one or more)

a.___Reading d. __Selling .
b Typing e.___Crafts/industrial tools and skills
c.__ Filing f.___Simple car repair
I would be much better off if I had: (Check one or more)
a.__ Friends in the same boat to talk to
b. ___ Advisors
c. __ Other

Now I would be much better off if others were more aware of:

(Checklgr more)
a, My abilities P
b.____My feelings ' o
c.. My goals

What did you like best about your life after you left school?

a. Independent - come and go as | please e.___Proud of my working skill

b.___Earning my own money f.____Had my own standing in che community
<¢._.__Working, not studying _ g Lived in'my own place
d.___Felt needed by my family Other:

As you look back on your leaving high school, would you still
-make the same decision? Why?

279
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EVALUATION OF CAREER GUIDANCE PROGRAMS

- Evaluation

Input Objectives

Process Objectives
Product/Outcome Objectives
Evaluation Matrix

Evaluation Input . -

Illustrations from

"It's.a Ziggy World"
by Tom Wilson .

Sheed and Ward, Inc.
475 Fifth Avenue
New York, NY 10017 (1974)

=




O

ERIC

Aruitoxt provided by Eic:

EVALUATION

Professionals in the field of career education have for many years had
an interest in evaluating guidance programs for the purpose of improving them.
The approacheé used have generally resulted in positive indicatioms, but they -
have be inconclusive in answering the question: "Did career guidance make a
differePce?" As pointed out earlier in this Handbook, recent emphasis on
accountability requires that career guidance programs seriously address them-—
selves to the issues of evaluating and articulating the impact of their

efforts.

Career guidance, counseling and placement and follow-up services are

growing. Growth implies change, and change must be measured against some

standard. The process of judging change against a standard is evaluation.

"
I

The New Hampshire Model approach to evaluation will be at the conceptual
level. It will provide the framework with which local school districts can
assess thelr progress toward effectively implementing their career guidance

programs,

Program evaluation is but a systematic process of program development
and implementation. Career guidance programs are no exception to this

process. The cycle fg illustrated again in Figure 6.
To briefly review the process:

1) Step one requires a comprehensive needs- assessment for the career

guidance program. Data is collected through program analysis,
client analysis and resource analysis.

2) From the needs assessment, a priority 1iét of needs is developed,
from which flow policies that shape the structure and direction of

the career guidance program.
141
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3) Oﬁce the overall policies are éstablished, specific objectives
. are developed for each area of identified need. The objectives
may relate to the program compoﬁents (process) or to student
outcomes (product).

4) TFrom objectives, specific program actiVities and procedures are
developed which enable the career guidance staff to reach the
stated objectives.

5) As these career guidance activities are implemented, evaluation
questions begin to surface and an examination of the success of
procedures and activities is required.

6) As the systematic flow of the model indicates, evaluation really

becomes another needs assessment. Evaluation enables the counselor

to assess whether he has been successful in closing the gap between

"what is" and "what ought to be."

Generally, program objectives can be written to reflect three levels of
program implementation. Traditionally, a program's success or failure has
been judged by its results. To obtain the desired objective, one must first
‘recognize and employ the necessary ingredients that will insure success of
the program. Thus, a program manager should address program objectiveé at
the following three levels if a complete picture of program efforts is to be

gained.

INPUT OBJECTIVES

There are objectives or activities which must be achieved before a
program is even in operation. They generally relate to size and qualification
of stéff, facilities, materials, scheduling structures, and other resources
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needed to accomplish the career guidance program. If these elements are not

present, then the following two levels of objectives cannot be achieved.

PROCESS OBJECTIVES

Process objectives describe the conditions and proce&ures whichrﬁill
occur when the resources achieved through the INPUT phase are in operation. -
These objectives generally relate to setting up specific aspects of the
career guidance program, such as placemenﬁ, follow-up, career resource
centers, sﬁaff development workshops, advising systems, and publications.
They are the things "done" by the staff with the use of funds, materials

and facilities.

PRODUCT/OUTCOME OBJECTIVES

Product or outcome objectives are the most difficult to determine and

the most difficult to assess. Product objectives addfess the s'pécific changes ‘
in student-parent-administrator-teacher behavior which could result from the

resources and procedures detailed in the INPUT and PROCESS objectives.

Measurement of changes in attitude, knowledge, or patterns of beha&ior are

often difficult, although‘more reliable and valid instruments are becoming

available each year. Product objectives should include the following elements:

* Audience to be addressed

A

B * Behavior desired

€ * Conditions under which the behavior will occur
D * Degree to which the behaQior will be exhibited -

standard of perforwance
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All program and audience-related objectives must be related to the
. ' original statements on need. Only when we measure progress against the

milestones we have set for our program can we be sure of our impact.

Good evaluation relies on a number of different people to assist in the

evaluation process.

In recent literature, much emphasis has been placed upon testing.
Although instrumentation is improving, the testing approach 1s only one

method to consider when assessing program accomplishments.

Other forms of gathering information useful to the evaluation process
are:

Interviews

Observations

- TFollow-up Studies
- Case Studies
- Trend analysis of class profile

- Trend analysis of course selection and dropout rates.

The following matrix (Figure 7) indicates that, in the use of
comprehensive program evaluation, there should be provision for:
.- Self
- Peer
- Supervisory
- Third-Party, and

- Consumer.
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" EVALUATION INPUT

Only by using different levels of objectives, evaluated by different
people using different modes, can a comprehensive picture be given of the

strengths, weaknesses, and areas for improving any career guidance program.

Evaluation strategies and techniques should be determined ét the same
time the program objectives and activities are ascertained. If all parties
concerned are fully aware of the total process to be followed; less
ambiguity and stress will result. Many programs have found the following
format (Figure 8 ) helpful in displaying the total sequence of the evaluation

progress in a simple and complete manner.

Whatever evaluation process-ybu select to meet your needs, it is
essential that the evaluation activities be concerhed with gathering evidence,
based upon the accomplishment of stated objectives as related to identified
needs. Evaluation activities, when conducted in an isolated framework,
usually are performed poorly, become time consuming, frustrating, and most

of ten useless.

287

147




288

e o]

~T

—

ANd I¥0dTY ATIISNOASTY VIV aNV VIEALIED SATLIAIIOV
NOIIVNTIVAE J0 AIVA ($)NOS¥Hd | “GoHTan  NOLLVATYAR [VENLONYLS-TVINAEO0ud AATLOALLO agaN

OB
O—i
IVI0d NOISEQ NOILVNIVAT EW

8 24N914

l
\




