e . DOCUHENT RESUHE Lt .
ED 121 981 T S ' CE 006 737
TITLE [Hichigan ]\ career Fducation Handbook .for e ,
Impplementation, ;
INSTITUTION Michigan State Dept. of Education, Lansing. 7
POB DATE [75] ' ,
NorE 316p.; Section 6, Prograw Evalna;ion, 1s pot
. ) .included, because the Evaluation Design has not yet,
been developed \ ~
i + * b .
EDRS PRI&E MF-3$0.83 HC-$16.73 Plus Postage. . .
.. DESCRIPTORS Career Avareness; *Career Education; Career
) Exploration; Educational Obfectives: Educational

Planning; Blementary Secondary Education; Guidelines;
Guldes; Hanuals; Placement; Progranm Design; %Progran
evelopment; %Program Guldes; Progfae Planning;
gbhggl Community Relationship: School.Industry *
ionship ' y
IDENTIPIERS Career Education Planning Districts; CEPD; LEA; Local
- Education Agencies ‘
ADSTRACT ) .
The Wandbook 1s designed to be an introduction to a
larger collection of paterlals on career education which.is-avallable
through the higan Department of Education., The first of the
handbook®s fiveé sections is an introduction which presents an
overviev of the handbook outlining its purpOses, manner of 2
development, and proposed plan of dissemination. Section 2, on
creating avareness, understanding, and receptivity for career
education, provides specific suggestions re iny. approaches to
various publics and implementing career awareness Rlahs thrqugh
personal contacts, printed satter, meetings, and mna nedia. Section
3, organlzing for career education, discusses procedidges for
organizing an LEA (Local Education 3Agency) and a CEPD {Gareer "
. Education Planning District)., Sectibn 4, generating a plan for caTeer i
© .. education, includes plannipg formats, requiremehts, materials and
' suggestions for LEAs and CEPDs. Section 5, prograR developmedt, , -
briefly discusses program developanent components and treats at
greater length the topics. of career exploration and career placement,
In addition, resource naterial packe+s coveriny the following
subjects are included: goal setting; guldelines for career education,
programing: and partnerships in career education among businesS,
industry, labor, governhent, the gommunity, and the schoqQls. jJR)
“\ -

0 % X1t 0 5 4060 0 0 0 0 KT K R KT KT KT G A G R G A KR R R R R

Documents acquired by FRIC include many inforumal-unpublished #
materials not available from other sources. ERIC nakes every effort *
to obtain the best copy available, Nevertheless, itens of marglnal =
reproducibility are often encountered and this affects the guality .*
of the microfiche and hafﬂcopy reproductions ERIC makes available w
via the ERIC Docupment Reproduction Service (EDRS). EDRS is not "
responsible for the duality of the original document. Reproductions *

supplied by EDES are the best that'can be made from the original. W

]
]
%
]
-]
]
L
QQ‘@&*#@&Q&QQﬂl'3!#*ﬂllﬁﬂlﬂ(l&**QQ*&QQ*&FQ&*QQ&Q#Q**&QQ&Q**"@"&Q@3***####*#####’3*

-




-

ED121981 —

i

CAREER EDUCATION

HANDBOOK

' \ FOR,

A IMPLEMENTATION
* q ‘ L3 .

) . MICHIGAN
CAREER

) EDUCATICN

e
LA

Ut DEPARTMENT OF HEALTH.
EDUCATION G WELFARR
NATIONGL INSTITUTE OF

EDUCATION

THly DOCUMENT HAS BEEN HREPHO
DUCED EXACILY A% REEEIVEQ F ROM
TME PEASON OR DRGANITATION DR IGIN-
AVING 11 POINTS OF VIEW DR OPINIONS
STATED DO NDT NECESSARILY HEPRE:
SENT OFFICHAL NATIONAL INSTITUTE DF
EQUCATION POSITION DR POLICY




CAREER EDUCATION

HANDBOOK FOR IMPLEMENTATION

*

-

9

INTRODUCTION




FOREWORD : .

This handbogﬁ’ff designed to be an
. introduction to a larger collection of
mat&rials on Career Education which are
available through the Michigan Depart-
ment of Education. For districts which
have not yet developed their plans fpr -
Career Education, as well as for t
that are already immersed in initial
.Planning or experiemental implementation,
" this handbook is offered as a "do-it-
yourself" suggestion book. It is ‘
planned as a practical guide to finalng
our own answers to the needs of your:
4 ict--to preaent some possible ways
of §¢ng about an undertaking that is
ifomensge in scope,- but' as capable of
variation as the diversity of Michigan
districts demands. ..
It is essential to read the Intro-
duction first for, information, ‘on con-
tents and undarstanding of the plan for
the development of.the handbook. With
this guidance you will be able to read:
selectively, according to your own
interésts and the state of readiness of
your schodl district. It should not be
- necessary to digest it from cover to
~ cover before using it feor your own
situvation. - c

1
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paring to organize for Career Education.

information available on Career. Education:

-

INTRODUCTION O CAREER EDUCATION

Career Education is coming to Michigan schools. "\,
Across the state., school districts are initiating
or practicing Career Education programs or pre-

o

With the signing of Public Aét 97 on Wiy 7,

1974, the status and significance of Career Educa-

tion was recognized and established. The develop~
ment of plans for implementing Caréer Educaticn in \
each district was encouraged and made possible by
the creltion of a statewide organization to include
a Career Education Advisory Commisgion. regional .
Career Education Planning Districts and career Edu-
cation Planning District Councils.

By initiating this action. Michigan becomés «
one 0f the leaders in implementing the purposges
of Public Law 93-380 of the Federal government.
which established afi Office ,0f. Career Education
in the Office of Educationy/grdered a survey. and ) 2
assessment of current programs. authorized grants
for demongtration projects and state development l
plans., and prescribed the creation of a National

"Advisory Council for Career Education. > .

ThevMichiéan Career Education Act algo states:

"8eginning with the 1975-76 school year each local
.education agency shall have a comprehensive Career ”jﬂﬂwﬁw

Education plan and shall establish performance. .-~
objectives."” ¢

e

This handbook 1B one unit of'three levels of

)

The first is Public Act 97 of the State of
Michigan 77th Legislature. an a@t to "promoté the - g -
planning and develdpment of career education pro- Ty
grams: to create a gtate career education advis-
ory commission and local dareer education planning
district councils and to describe their powers
and duties: and ta prescribe the powers and duties °
of certain state 'departments and agencies."

] R ' e

ag ‘ ‘ ' .
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Guidelines

“The Handbook

* 4

ANNOTATED
OUTLINE

st

‘-scribed, with role

: appllcable to his igf

{Mﬂ;NTRODUCTION % THE””

o

kﬁh \ [} , .
. - b "
’@ir‘ - M

Next is the “Guidellnes for.Career Educatlo@

Programming," which spell® out .the minimum require- -

ment,s as determined by the State Board of Educa-
tion for Career Education prodrams. It presents

a conceptufal definition of Career Education and
identifies approprigte. goals and objectives which
will extend the -conceptual definition _in Michigan.
. The structure of §§§ field organization is de-

and responsibilities defined

for each component, and plahning requirements for
the Local Education Agency are explained.

Since the Guidelines is not a manual %f proce=
dures, it will be supplemented by the material
included in this "Handbpok for Implementation,”
which contains suggested activities and procedures
that can be used or adapted by local schools. The
handbook will -utilize the accumulated experience
of districts which have been in the: forefront of
Career Education implementation. It will be writ-
ten with the advice and consultation of Michigan

school pgople who have org#hized Caxeer Education .-

programs, conducted goal-setting surveys. and pro-
gressed through various phases of exPerimentatlon

and implementation. . '

§

The following Annotated Outline provides infor-
mation on the content of the handbook which -should
permit the reader to locate the sections most ’

ihediate needs. The boSk may
;Ln part, in whatever order it
Wader . L :

-

MN?BOOK

%ggﬁis section preséeitts an overview of the entire
“handbook . describing the contents of each
remaining section and outlining its purposesg,,
manner of development and proposed plan of
dissemlnatlon. (

. II. CREATING AWARENESS, UNDERSTANDING AND -

RECEPTIVITY FOR CAREER EDUCATION -

This section provides the reader with sugges- .
tions and informatioh useéful for planning and
conducting -awdreness and understandlng activi-
ties. In addition to narration, it includes .a
listing of items useful in such an effort.
These items jinclaude:

)

. L | .
/ I ‘ .

L
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Career Education flyers

Career Education brochure (Concept Paper)

c) Carker Education Conference folder and .
contents

Career Bducation: * An Introduction

Career Education Slide/Tape Program

Career Education radio and TV materials
-Others, including commexecially ravailable
materialis, Guidelines for: Caregr Bducation
Programming, etc,

= s
,
) -~

Organizing for Career Education .

d)

£)
g) -

This section outlines suggestions and informa-,
tion regarding knownh effective techniques for
organizing an LEA (Local Education Agency) and
a CEPD (Career Education P;anning Distgjct).
Suggéstions for various committees., regponsible
parties and descriptions of roles are included.

s

%

Generating a.Plan for Carger Education '

This gection includes the planning formats and -

reguirements.  In addition, materials and sug-
gestlons useful in meeting requirements are in-
cluded. For example, one planning requirement
for LEA's is activities to develop and priori-
tize goals. This section of the, handbook in-
cludes a Goals Setting Package, which is a |
suggested approach to developing and prioritizing
gOale. The pattern of this section continues.

in a gimilar fashion. This, section, therefore,
i;n addition to planning: forms and directions in
narrative form, includes suggested approaches to
meeting requirements.

Program‘Development

! .
. This section, to be developed over a larger

time span and Yevised periodically, presents
details pertaining to program development and

_operation. Sub-sections in this section will -
ba: '
- ) [ . .
a) ‘Instruction”’ i .
b) Guidandke . %&
c) Placement '
d) Occupational Informat;on Systems. .
e) Exploration I
" £) Administration; Superv1910n :
g) Staff Development
‘ 7 . -
I-3 - .
Y ’
’ e -

Ll




HOW
T -

WAS
DEVELOPED

P

-

VI. Program Evaluation .
. - »
" A8 policy and requireménte for program evalu-
ation become reality, this section will e
developed to pass along the information and °
aqueations to LEA's‘and CEPD's. .
4 M )
) Because local school districts: wlll be in-
v@lved in preparing their comprehensive plans for
Ca eer E&ucation within the coming months g .it. is
., rerognized that thg néed for this handbdok is
/i edlafe. Yemn_to be valid, it must be based on
// experje and prbg%p techniques.
Sin is type ¢f dgvelopment requiree‘aub
stantia me in offler to involvé people who flave

this expegyience, A is)
dietribu a complat

ge’' to lgcal scheol 2 50N

/ ‘tion. THerefore, thelvafidus parts of the hand-
book' ar eing address
These .,parts will be hade
completed and may be'adde
he sections initially di
ill be bound separately’
/’alone or filed in?the tot

To

gquestions,] which may help,to pinpoint your readi-
. nesg for 4

-3

{5

When fully developed, this eection‘wzl.ll outline- .
a Michigan Model for career Education, . // ’

L3

ssibte to develop and
ook in time ‘to be'of
nning for career Edfica- -

priority .fashion.
ailable as they become
las they are received to
ibuted. Each section .
‘that it can be .used - .
handbook*- .

Thig handbodk™is for«yog AYe you ready?
help you answer this g ﬁtion, here are more

oo L T

1.1 ﬁfe you inﬁormed a out Career Education,
. 1n¢luding the Ps ences of‘Research

_Mhnd Development pI ject thoola? T

1.2 ‘Are you fam ap.iwith services and mate=
rials avaiIé e for your use from .the

State Depar#me t gﬁ Education?

.3 ard oigﬁamiliar wit Public Act, 97

s - E§L lly its 1mplication5 for Career

Rl Education Planning Districts ard,;ocal aﬁ?

. w;\genCLeS) ? A Fid
. e t'

f\;’ -t

‘”& - ‘.-_—_/- r\ . y .‘
L ™y ) A 7&._,- a - .
. ' £ .yt
~ ' 12 SO

o Lo T I .
TN :
i - o .
. I=4 ) e - b - .




If‘your answer to.any. of the above is, "No,
you may wish to refer to State Départment of Edu-
:catlon publicatlons Career Education: An Fntroduc-
tion and Guidelines for- ghreer Educatlon Program-

'mlng
.

1.4 Are you familiar with principles for
planned chahge (especially as they per-:
. tain to SECurantcommltment)? p .

4

-

4 *If you need help in effecting charnge as payt
of thé process of introducthg Career Education¥
you will want to be aware ¢f techniques. that may

be used and resources 'that are available. One of .

the basic methods is preblem solving. Among
possible resource people&iwho may be familiar with’
the process of bringing’ about change are your
local curriculum coordinators and teachers, your
Career Education Planning District Coordinator
and State” Department of Educatlon curriculum
consultants. ’

~ . .

;Lsearch has shown that a firgt %te > in., effect-
ing change is~the recognition ©f a nee While your
immediate plan‘may be the' formulation of a Career
Education plan, possible’ goal setting studies may

. show a fundamental need to adapt your approach to
curriculum to achieve the goals sought by your

ugommunlty:; " |

If this is your new objective, you may want to .
look for resources and resource people to help you.
The next step is studylnq alternative solutions,
Amplementing whatever seems to be the best solu-
tion and, finally., evaluating the effectiveness-of
what you have done. . -

As a chanqe innovator, you will rec09nize'thht
the strongest commitment will come when changes are
inijiated and applied by the persons directly ‘in-
volved; not by directive from above or from out-
side the system. You will probably find it best
to encourage teamwork and participation from .

. teachers and admlnq;tratoré and ‘to geek the full-
est .utilization-wf resources thhln the system
and the communlty -

N
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WHAT

IS

YOUR *

DISTRICT .

DOING?

!

hight helf to crystalize your -thinking in this L,
respect. \“ﬁ\ y ‘

\ . A .

What progresg has been made thus far toward: '
e
De91gnat1ng a Career Education leader?
) Establlshlng a Career Education Committee?

) _Orienting the' Career Educetlon Commlttee?

. -Ingservicing personnel? _
Implementlng Career Education programs?
Conducting a Goals Setting study? ;

Utilizing, Career ‘Education materials? . ¢
_Developing Career Education plans?
. Budgeting funds for Career{ Education? N

10, Developing good community [relations? - '

What progress is expected in e next two

months? . .o : - .

. . ' ' ok ‘ '
Next, it might be well to ask yourself, “Am I
aware oj&all the present involvement in Career Edu-.
cation our- district?" Thé following {uestions

a7

-

After analyzingxyour readiness]for Carger Edu-
cation and measuring your progress to date, you ,
may ask yourself: “Does administrative understand-
1ng and support for Career Education exisgt in my
d;s}rlct?“ For suggestlons on plans and ‘techniques
fo; Building this support, read Section ¥I, “Creat-
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FOREWORD - o J

This handbook is d&stgned to beﬁ%&__
introduction to @ larger collection of'.
materials on Career Education which are
available through the Michigan Depart- -
ment of Education., For districts which
have not yet developed their plans for
Career Education, as well as for those
that are already immersed in initial
planning or experimental implgmentation,
this handbook is offered as "do-it~-
yourself" suggestion book. It is
planned as a practical guide to finding
your own answers to the needs of your
district~~to present sqme possible ways
of going about an undertaking that.is
immense in scope, but as capable of
variation as the diversity of Michigan
districts demands.

A
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CREATING .AWARENESS, UNDERSTANDING
AND' RECEPTIVITY FOR CAREER EDUCATION

' a- ) N

PART A - INTRODUCTION .. '~

Since the Career Education approach to educa-
tion ig. expected to affect the lives of bhundreds
of thousands of Michigan gtudents, it is impor-
tant that awareness and understanding of this
concept be developed as quickly as possible.

This awareness is essential, not only to,the gen~
eral, publicl but also within the schools, where
accepkance must come to exist among the staff
before Career Education can be implemented. This
includes administrators, counselora, special pro-
gram directors, and the classroom teacher; for,

as Associate Commissioner Kenneth B.- Hoyt has said,
"The classroom is where all of these things either
coma together or fall apart." This section will
offer sugyested approaches to reaching many of the
varied groups which you will attempt to inform..

The céreér Education concept has been defined
through the actions of people and agencies through-

. out the country. Mahy of these "definitions" or

directions, as they may be called; vary in scope
as well as in method. Upon the enactment of
Public Act 97, the Career Bducation Act, an Advi
sory Commission for Career Education was formed
to develop recommendations to the State Board of
Education regarding the implementation of Caree
Education. From the beginning, this Commiassion
recognized the importance of a dlear and quality
stg&ement regarding the COnceptrof Career Educa-
tion.

am———

The result of their recognition was a concept
statement which is included in the brochure
"Career Education in Michigan." This interpre-
tation of the concept was developed through
careful study of -both alternative interpretations
from across the country and the concepts which

g
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‘WHERE
DOES
YOUR
DISTRICT
STAND?

Who needs to
become aware
of Carée;
Education?

MFmH%;EEEELEEQLIDH—GéﬁthE*ﬁﬁg
- T Michigan schools.

- . The materials identified in this pection are in-

v . ' ..
' » Y
oa
were evolv1ng in pioneering schools within M1Ch1—
gan. Their conclusions, as reflected 1n~the

concept statcment, weare

The Commission's concept statement wae adopted  *
by ‘the State BoaYd of Education on January 8, 1975,

tended to assist in the dissemination of tWis con-

cept. As districts develop their Carcer Education .
programs, . they afte encouraged to give the "Michi-

gan Tareer E¢ducation Concept" every consgideration

as a basis for their planning.

+ .
¥ LS
\-

After amalyzing your rcadiness to plan for
Career Education, as suggestcd in Section I, Yyou
may have answered the guestion Doc¢s administrative
understanding and support for Carcer Education
exist in my district? If the angswer is not an
ungualified "Yes," the first audience you will
need-to apprbvach is probably the administrators.

‘Tools and technlques for creatinq better awarencss
among this group within the district may be found ° s
in Part B, '

Other important audiences inside the schools
are the teachers, counselors and.students. Audi-
ences within the district, but outside the schools

include the members ‘of the board,

the general pub-

lic {including parents),’

and potential reprcsen-

tatives to citizens'

advisory groups.

Listed in

Part B are suggestlons for reaching each of thcse
audiences. 2

‘Similar approaches. may be used for awardéness
efforts within the Career Education Planning Dis- ~
tricts. Here again, your audiences may be both

, school administrators and their staffs and outside
groups such as business and labor organizations,
professional associations, churches and other
character butlding institutions, parents and the
general public. BAny overlap that may occur as
both CEPD's and local districts carry out aware-
ness activities can only benefit both groups, pro-
vided that both relay factual information which is
accurate and consistent. The CEPD coordinator can.

_play an important role in meshing these efforts.

23
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g For many®years people have™iscussed the need
I8 - for young people to receive instruction in school

RW&RENESS « » that will better prepare them for living, and
NECESSARY®? X especially working, when they graduate. . Now that

. X\  Career Education is in being. and 1mplementdtion .
. . v+ is imminent, it  is important for such people to

now that "This is it, Children are going to be
. bgtter prepared: education i3 becoming more rele-=
-vant." They nead to recognize the meaning of

- . stand\its significance to the’ lives of future

N~ adults. Through their understanding and ‘accept-

‘ akce, they can smooth its way and increase its

e effectiveness by their persdnal contributions of
. time or skills. '

L]

Parents through their attitudes, can’ augment
the benefits their children can derive from Career
) Education. Students, through their understanding,
. " can increase the acceptance of Career Education on
' the part OF parents, Business and labor can con-

tribute enormous assistance by participating in
Career Education from its inception and making a
- . their facilities and resources acce991ble to the --

. ¢ . schools:

While such.awareress is growing in the communi-

~ +,  ty, school personnel must be developing or increas-
S . - ing their own understanding of the Career Education
C 7 concept and Careexr Education values, and preparing
, P . their individual and group plans for implementa-

tion., They need to be a step ahead in their under-.
. standing of Career Education, if they are to be °
o B . prepared to take an enthusiastic lead in bringing
C it about in their schools,.

" Students might turn out to be the group with
: the greatest readiness to accept~Tareer Education.
- Thoughtful planning to help them understand the L
"« . changes in their curriculum may pay large divi-

) dends in successful implementation in your schools.

¢ - ) L
-y - : * For more specific information and suggestions on
LI organizing and creating awareness within the com-

v munity please see."Partnership in Career Educa-
' tion," Michigan State Chamber of Commerce brochure,
and "Career Education,” Chamber of Commerce of the

Y United States. i \%\
2.4
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WHO .

RgSPONSIBLE?

[

HOW

DOES
AWARENESS
GROW?

[

Identifyiﬁq

leaders

\"‘-u—-—

~
N . % :
“Whych individu is rcgponsgible for developing ) ) .
a Carcver Education Ywarcadss” program will vary

-acceptance as more and more gain awarencss.
. ] .

amorg digtricts, depgxnding 'on cach district's
pragent position. If\no dtyanization 'has taken
pljtu, it 1s probably %he superintendent, or in a’
CEPE the coordinator, who will nced to take the
inigrative to build Careey Education awatcness.
If a system has anl administrative assistant for
community relations, this person might be- involved
in the various pr@jects to be undertaken., If a -
Stcering Committed. has been ganized, gembers of g
this committce may be able to Ywelp plan and carry 0
out awarcness activitices. :

. \\

\

. The: growth of awaroncqv might be traced from
its beyinnings in a small group. through cnlarge-
ment by personal contacts, to a gencyal awarcness
by a large scygment of the popuiﬂgion.' With in-
creased awarcnegs will come the”beyginnings of un-
derstanding, which will be followgd by a qrdwﬂpg

Research has shown that simple awarencss will .
grow into undcerstanding and acceptance as individ-’
uals become personally involved and}i:cl increased

ownership of "ideas. The more they Iwgrn about a
new idea, the more they become committed. As in-
dividualg become committed to a concept, they .
atktract the intercest of others, and the circle of
people who arc¢ awarc is constantly growing. At
thae same time, those whd have become simply aware
of "the-idea will gradually gain understanding too,
through their contacts with people who.have become
knowlcdlye fv, and thoy also may become .committed
to the idea Our need, in cstablishing Carecr
Education is for supporters who arc both enthusi-
astic and knowlodqeable Identlfylng these potcen=
tial lcaders is essential to thé sutcess of the
undertaking. ’

*

3

Since awarcness grows from small beginnings to
cver-widening circles, it is important to start :
with a small group of individuals known to bc
aware and supportive of Carcer Education. These

-people may be willing to take the léadershlp in

identifying other interested peoplt add in- plan-
ning activities to increcasbk genural awarencss,

.'_..._'1_
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. AN o *g‘ *,{:&r- g’ ‘-—:.,. : One technique foi* identifying addltlonal then—
/ b ‘?@i : ST . . tial leaders is to send a mass malllhg of #n dnex- .
[~ e - v pemsive leaflet.or broghure, descrlblng the hew . '

. . "% " concept and imcluding‘a invitation to respond. 2
o ﬁ' .h Those who respond by manling back a card, Phoning .
;%%E_.

for information, attending\a meeting, or whatever S

form of response is suggest®d, may becthe nucleus" _ .

Y Yoo for the small ‘receptive group with whiéh' you ‘will .o

O DA , start, Possibly these individuals have.already -
SO " been condltloned by hearlng of Career Education on
~ . e .radlo or television or in their ‘reading: Any such
S -previous awarenesgrpf the subject may lend credi-

e T bility to the newﬂgpproach from th schools.

-.g

U ‘7, This lnterested gréup is brought \into contact
o e MI/Z.::  with people who are well informed about Career DR
: e e Education. .If they are teachers or counselors; et
[ . R A they might be invited to attend. informational -
L workshops where they could receive assistance and . ,

R g .. encouragement from trained Career Education person-
Ceer o T nel; As their involvement grows, they will re-

T o ceive more extensive consultation and will begln
trial experimentation and implementation. With
successful practice, their enthusiasm will increase.

a

: v T With their enthusiasm, they begin to affect
. : A - other teachers, who become more aware.of Career
gt , ot Education-byﬂgéeing it originating out of the

: e " » . classrooms of this leadership group. Awareness .

3 also grows through the informal discussions that '
joccur whenever two’or more teachers get together.
Thus the small group ‘of . interested people-has
shortly grown into a larger‘.group of people who
understand what Career Education is, or can be,
. and a much larger group of people who have now
become aware of it.

“

e
4

Techniques and tools which may help ‘to influ-
ence your target audiences and develop Career
Education awareness - lnclude. among others: . . ,

CHNIQUE : . INFORMATION SOURG@ - .

Meetings and workshbpé Part C, In-Service
‘ Programs - -

Small group discussions

q -
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1
™Y

<
¥

G Y Lo
Techniques _TECHNIQUE INFORMATION SQURCE
(continued) ~ 0 ’ .

AL

4 Person-to-person contacts part.C, Personal

Contacts ;- 1
i i

A ' IR T : \
D ‘ Invoelvement in commiktees Sec. III, Organizing
: for Career Edubtation

Pafticipﬁtion in surveys Sec. VII, Goal Setting
N - Progcess .

Classrobm visits ’ \_“\

4

Programs at school

. e " 'Use of mass media : Part €, Working With
, . ) . the Mass Media :
- Schopl newsletters Part C, Newsletters ’
oy . - " .
. TOutside newsletters, Part C, Newsletters
house organs... . .. . ... .. . ~ .
. . . ) .
Audio uvisual aids ~ ’ “ .
Slide shows ) ; —
. D‘I‘apes .- ) . Career Education
i - - Films ) . Resource Guide
‘ ' Posters, etc.) )

Many resoprce materidls that will assist you in
. ' ‘ the above\categor have been developed by the
. ~ Michigan Deépartment’ of Education.

. N -
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part of the angoing school program.

PART B - APPROACHES TO VARIOUS PUBLICS

. | \

: When you aré ready to plan activities for in-
creasing-awareness, you may find it heilpful to
first locate the list which suggests some of the

‘techniques for the group which you wish to ap-

proach. If your first need is' to gain further
information for youyrself, refer to the Career
Education Administrator and Seeering Committee,
List 1, fox resource materials to study. Then
see other suggested activitigs in the same column.

Lists 2 ta 7 contain some of the activities

- and resource materjals which might be introduced

as you work with other grodps within the schools
and outside the schools. ‘If you are the person
responsible for developing an awareness program,
you may need to ta the initiative in- suggesting
or organizing activities and making resources
available. Other activities listed may be handled
independently by teachers, students or otherg as
List 1 - CAREER EDUCATION ADMINISTRATOR/

STEERING COMMITTEE )

-

b

. .- «
Study resource materlals.
Flyers -
Concept Paper
Cconference folder
Career BEducation: =an Introduction:
. 8lide/tape program ) .
Radio, TV materials
.Guidelines’.
Handbook for Implementation
" PubXic Act 97
-U.S8. Chamber of commerce brochure
Michigan Chamber of Commerce brochure
Commercially available materials \ ) a
Work with CEPD coordlnator or other knowledgeable
consultants.,
Kttend in-service sessions in nelghborlng CEPD's.,
Rlan awareness projedts for staff. .
{continued)
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List 1 . Write 1ettErs to recruit Adv1sory Committee mem-
{continued) bers. ,
. Plan orientation workshOp for Adv1sory Committee -
memhers. ) '

Prepare informational radio spots.
' Write proposed series of informational or feature
‘ articles for newspapers.
Contact newspaper editors,
. Contact radio and TV news directors.

. ' Prepare news releases for press, radio and tele-
vision as committee organization or other acti-
vities occur. Use names of c1tlzens active fn

", Career Education planning. '
_(:p . Plan assembly programs for students. '
' Plan parent orientation meetihgs, Career Educatlon
open houses, etc.
Place Career Education posters in schools.
Use school newspaper and community newsletter to
explain Career Education.

4

Other List .2 - OTHER ADMINISTRATORS -
administra- . - i .
tors . School administrators who need greater motiva- .

tion” to pursue Career Education plapnning or wish
List 2 to increase their knowledge and comprehens:.cm of .

) Career Education might be encouraged to carry '\
any of the activities outlined in List #2.

Career Education coordinator can be helpful 1n
‘bringing available resources to,the atténtion of
the administrators and ,expediting arrangements for
.suggested activities. s

Attend CEPD level meetings on Career Educatlon.

Bring in outside consultants.

Study resource materials from-List 1.

Attend in-service workshOps.

Visit active programs in other dlstrrctsu

Visit local classrooms.

Invite Career Educatlon leaders to profe551ona1 . ’

association meetings. '
Participate on Steering ‘€ommittee.
» - Speak on Career Education to service clubs.
Enc¢ourage Yuse of posters, sgtaff newsletter and

school Mistrict newsletter for Career Education.
awareness.

- . r II-8
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List 3 - TEACHERS AND COUNSELORS

The list, for teachers and counselors includes
materials and services which might be made avail- -
able to them by the Career Education administrator,
as well as activities in which teachers may parti-
cipate, both for personal growth and for develop-
ing awareness in'students and parents.

Tools and activities which may builld awareness:

Postexs in teachers’ lounge or offices ° !

Resource matérials as in List 1

staff néwsletter -/continuous feature on Career
Education (/' '

School newspaper

District newsletter -

In-service workshops with speakers, consultants,
slide/tape presentations, films, role playing,
and small group discussions

Visits -to other schools

Preparation of Career Education exhibits of stu-~
dent work :

Programs for parents _

Informal discussions in teachers' offices or lounge

Administrative encouragenfent for Career Education
programing

" Steering Committee membership °

Small group invBlvemerit on a regular basis follow-
ing in-service workshop -

Involvement in Career Education curriculum or
development

Helping students identify career development poten-
tial in daily learning situations.

List 4 - STUDENTS

Posters in’ school

Assembly programs

Exhibits of work *

Field trips .

Identification of Career Education with daily
learning process

School newspaper

Student Council projects

Involvelent in Goal Setting process

Preparing programs for parents and other students

Helping to plan lessons

Advisory Committee membership

30
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OQUTSIDE
THE
SCHOOLS

Board of
\Educatlon

‘List 5

- General
Public

List 6

.

List S — BOARD OF EDUCATION

Listed for board of education members are in-
formational materials and services which might be
prowided by the Career Education coordinator or
superintendent in the LEA or by the CEPD coordina-
tor or ISD on a regional basis. .

. +

Informational meetings on Career Education pre-
sented by superintendent and/or outside con-
sultants ]

School Board Association meetings on Career Educa-
tion

Printed 1nformat10nal materials (see List l)

District newsletter

Involvement ifif organizing process

Departmental preserrtations at board meetlngs

Slide/tape or film presentation at meetings

Other factors as listed under "General Public"

List 6 ="GENERAL PUBLIC

For the general public, which includes school
district parents, the person responsible for build-
ing awareness can make use of any and all resources
of the mass mgdia, public progra and local dis-
plays, as well as any unique and/ imaginative proj-
ects that will appeal "to the interests of the
communlty :

Open meetings at school

District newsletter .

School newspaper \ 7

Daily newspaper . .

Weekly shopping paper-’

Radio and TV spots ° .
Radio and TV talk shows

Radio and TV news features

-Direct mail letters ’

Participation in Goal Setting process

PTA meetings

Store window displays on Career Education
Library displays on Career Education
Career Night in school

I1-10
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citizens' ',
- Advinory.
cqmmittee
- members

List 7 .

F-4

L
£l

Potential |

Al

List 7 - POTENTIAL CITIZENS' ADVISORY
COMMITTEE MEMBERS .

For members of groups which you mighQ’wish to
have represented on a citizens' advisory commit-
tee, List 7 suggests possible approaches which
might help to increase the receptivity for Career
Education. The list of organizations is merely
suggestive of examples--not intended to 1nclude
all possible organizations,

abor organization officials
Personal contact
Article for -union newspaper
Recruiting letter
School visit

ndustry executive
Personal contact .
In-plant newsletter !

Wi

Recruiting letter
School visit
Chamber of Commerce

-Ja
“3
brochures

&

wif

&
Sl

i

Small business -owner . R

Personal contact
Recruiting letter
School visit )
Chamber of Commerce brochures
Arts, library, museum, etc,

Personal contact

Recruiting letter

School wvisit, o

v ! ’ .

Chamber of (ommerce éxecutive
* Personal contact

Recruiting lett

Informational materials prov1ded for office
Articles for monthly news publication
State and U.3. Chamber of Commerce brochures

Supermarket owner '
Personal contact
Recruiting letter
Posters for display
Flyers for distributionf

{continued)
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List 7
{continued)

R F- W T0A O O

’

Clergy
Personal contact
Recruiting letter
Announcements for church bulletin

Community College administrators
Personal contact

Recruiting letter
Posters for college halls

L]
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¢oorditator
-« and board
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PART C - IMPLEMENTING AWARENESS PLANS

PERSONAL CONTACTS

*

it has long been accepted that person-to-person
contacts are one of the most effective methods of
disseminating information. Possibly because the
language of communication is more likely to be
sifiple and straightforward when people talk to
-each other, the concepts presented are more easily
understood. The message also may Carry more
weight because it comes by word of mouth, either
becauge some knowledgeable person has taken the
trouble to talk to us, or because someone who has
no personal profit motive, perhaps our neighbor,
is telling us about it.

The possibilities of personal contact in devel-
oping a Career Education awareness program are
limitless. What contacts come first and by whom
depends on individual eircumstances. Some con-
tacts will be needed immediately and others. will
be more effective after some implementation has
taken place. The chart on the next page and the
following paragraphs identify some of the possible
combinations. :

in the early stages of initiating planning for
Career Education frequent contacts may be needed
between the CEPD coordinator and the top adminis~
tration of the Intermediate School District. This
may beé either the superintendent or an assistant.
it is essential ‘that this responsible official
have a good grasp of the Career Education approach .
and an interest in encouraging planning and imple-
mentation. '

Working through the superintendent, the CEPD
coordinator may make arrangements to talk to the
ISD* board, members to help create the understanding
and receptivity for Career Education that will be
necessary to obtain board support for districtwide
activities.

4

LS




PERSQNAL CONTACTS

ISD Superintendent . T X

ISD Board

CEPD Council
.~ LEA Sﬁperintendeqt ‘ L4
LEA Principal o, .

”

LEA Career Education Coordinator

.. LEA Teacher, Counselor

CEPD Coordinator

Special Program Diredtor

Community Organizatiéns

Community Business | *
Parents in LEA's

“y vy os Students in LEA's

Career-sﬂ; Coofd.'

LEA Superintendent

LEA Board

LEA Steering Committee

LEA Citizens' Advisory Committee

-

LEA Principals

LEA Teachers, Counselors

Principal on .
’ Steering Committee
Teacher on _
Steering Committee
- Teacher practicing
Career Education

LEA Students

L]

LEA Superintendent

. Other éitizens . »
citizens' Advisory
Committee Member

n

Business Contacts .

Comflunity Organizations .

<
Board Members .

Labor Executives

. | 35
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?

contacting
LEA syperin-
tendentg

Contacte with
CEPD Council

Designated
-LEA contact

f

Although the CEPD coordinator may be the best
informed person in the ISD concerning Career Edu-
cation, he or she may not always be the most
effective person to commurricate with administra-
tors or with board mgmbers. To lend authority to
presentations about Career Education values, it
might be®useful to engage consultants from the
Michigan Department of Education or the Michigan
Career Education Consortium for the early contacts

~with the board. Regional meetings of administra-
tors are also suggested as a means of giving su-
perintendents authoritative information about
Career Education.

Before a CEPD Council is organized it will
probably be- necessary for the coordinator to con-
tact the superintendents of all school districts
in order to get balanced representation on such a
council. Although the requests for nominations
might be made in letter form, it would probably be
helpful to make personal contact as early as pos-
sible with each superintendent.

After the council i3 organized the members will
probably need a great deal of orientation to the
‘Career Education concept. This may be particular-
ly difficult to carry out where CEPD councils are
involved in many other matters besides Career Edu-
cation planning. Besides using audio-~visual tech-
niques and other resources that might be used in
awareness workshops, it might be wise to plan reg-
ular contacts between council members and Career
Education leaders. One recommendation is the pre-
sentation of a short jnfprmational session on
Career Education as a regular part of every CEPD
Council meeting. Ifitfservice on a continuing basig
has been found to b& much more effective than com-
prehensive sessions én a_single or short-term
basis. ' P '

b

The next important contact for the CEPD coordi-
nator may again be the local superintendent, who
will be asked to designate a Career Education coor-
dinator or contact person. It may not be easy to
obtain the appointment of someone who has both the
authority to facilitate staff involvement in
Career Education and the personal interest to as-
sure immediate and contimuous pursuit of planning




CEPD coorQ@na-
tor and local
coordinawor

Other 1mportant
contacts

LEA
coordinator

T

goals. A teacher who is deeply involved with ca-
reer Education in his or her classroom may find it
difficult, no matter how willing he or she may be,
to cut the red tape and obtain the necessary au-
thority to organize activities for pthe)l staff
members. On the other hand, someone on the admin-
istrative level may be too involved with other
responsibilities to give Career Education planning
‘the priorities it will need unléss hg or ghe hag a
strong commltment ﬂq the task. The superintendeht
must exercise his or her best judgment in sclect-
ing the individual who will be most effective for
the dlstrlct. .

After contacting superintendents in his or her
digtricts, the CEPD coordinator will begin to ¢on-
centrate more time and effort in contacts with
the LEA‘ Career Education coordinators, and through
them with principals and teachers in the districts.
The coordinator can gserve as guide, counselor and
expediter for staff members who are_ involved with
planning or implementing Career Educatjon, and the

personal contact is the most effective way of in- .) -

creasing the interest and knowledge of individuals.
While the CEPD coordinator assists the local co-
ordinator, the local person will quide and angist
the edhool staff, helping the small core of people
who are aware grow into a larger group of people
who understand. : .

Other contacts in the CEPD region may be the
directors of gpecial programs, who can help thg

.CEPD coordinator gain entree to various schools.’

The coordinator may also arrange meetings with
business people in the region to encourage geﬁeral
support for Career Educatich. Community organi-
zations may be other sources of contact, when the
coordinator may have the opportunity to speak
about Career Education. Attending meetings inp
various LEA's, the coordlnator may have valuable
contact with parents and students fromethe area.

"The local TCareer Educatlon coordinator will
probably make use of pérsonal contacts in many of
the same ways as the CEPD coordinator. After re-
ceiving a clear understanding of his or her as--
‘signment from the superintendent, the LEA coordi-
nator will probably make many personal contacts in

b
A

37

L]

II-16

+




b . . Recruits -
© Bteering
cammittqe

_ Organizss
.. Advigory
[ Committoe

beks with
© CEPD. ¢

o

Othaxr
1mportant
contadts

) 4 n_i‘ .

S ST SR P

f |

coordinator

S

‘mittee.
terviewing and recruiting members for the Steering.

‘" committee.

' contacts from/

the process of organizing for Career Education.
Knowing the importance of 1dent1fy1ng leaders, he
or she will talk to many people in different
schools to find out which people are. really aware’
of Careér Education and interested in 1mp1ementing
it. These may be the potential caﬂdldatea for the
Steering Committee. There will also bhe principals
or other administrators to talk to aboutr the com-
In many cases the coordinator may be in-

committee and obtaining administrative approval
for the selection if he or shé has not already
been given that authority.

Organizing the Citizens’ Advisory Committee
will take the coordinator .outside the schools fotr
contacts with the business community and numetous ’
organizations which mig provide: representation.
He or ghe will talk to rents or get suggested.
parents™ names from principals as contacts. for .the
Principals would probably also suggest.
students as candidates for the nomination. All of
the grou suggested in Sectlon IIT for represen-
tation on the Citizens' Adv1sory Committee would

-be potential personal contacts for the coord:nator.

He or she can, probably get help in making these
dministrators, board ‘members or
parents Who happen to'be acquainted with the\ per-

son to he contacted.

N

1

Another important contact for the LEA coordinma-=
tor will be the- CEPD coordinator, who will usually
be available with advice and guidance,’ especially
when the"LEA is first concerned:with developing a
Career Education plan. The local coordinator who

ukeeps in quse touch with the CEPD q@ordlnator may
find many ‘Bpportunities to save tlmeéémoney and

effort by taking advantage of servic
on theé regional level.

organized
.This person will also be-

" his or her bridge to the state level and an adv1-

SOor on resources available.

‘The local coordinator may be helped in making
school-contacts or in knowing whom t¢ contact by

. the directors or consultants of special programs,

who are making regular visits to &1l area schools.

-
]

Personal contact is also valuable as it'occurs
between, principals, teachers and consultants on

: the Steerlng Committee and their counterparts.in

¥
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the various schools. This is where_§teering com- : .
mittee members can learn the wishes and interests
of the people they.reprebent and can keep their
. . peers informed of plans and progress of Career
Education'in the district.

The teacher or counselor who ig actively prac-
ticing the Career Education approach is one of the
. most influentiadl gources of personal- contact. " The
example he or she sets by dedicated involvement in
Carcer Education and- the effects thig.mayshave on
the students arc certain to have some ‘ffifluence on
other tcachers. Members of the school administra-
tion, may learn from this cxample, as will beard

K members and -parents. The teacher's Genta ith
) ' parents or other members of the community who ™ - -
) assist with Carcer Educatdon units ie apother
\ influential personal contact. L
' B

Citizens' Advisory Committéc members have the -~
opportunity for many important contacts--in the ’
schools with Steering Committece membere, board of
education and administration--in the community
with business, labor and community organizations.

., The examplcs are merely a sampling of the multi-
tude of person-to-pergon contacto that can inGrease.
'Y * the effectivencas of Carecr Education and help
build awarencsa, understanding and receptivity.

\
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NEWSLETTERS, BROCHURES AND

OTHER PRINTED MATTER

- A

the promotion of awareness, understanding and re-
ceptivity provided they are readable, applicable
to the purpose for which intended and presented
in such a way as to ensure .their being used. 1In
spite of the recognized importance qf personal
contact in building awareneasﬁ?there are limits
to its use in comparigson to' the numbers of people
who should be contacted, and printed materials
provide a useful- alternative in mgny cases.

Printed resource materials may serve as a sup-
port medium for other techniques such as use of
the mass media, films, slide/tape programs and

f

!

f * - . '

{ ) Printed materials can be a valuable asset to
!

i

!

i

|

|

s

! in-gervice workshops. The flyers, brochures or

INTRODUCTION
d S
t
a3 -
& ]
" SUPPLEMEWEARY |
RESOURCE
’ &
P

4+ -other materials distributed as part of programs

. based on the.same or similar subject matter will
probably be ‘carefully read partly because the re-
cipient's interest has been aroused by the other
, techniques or media. Examples of materials which
*  can be used.for this purpose include:

I
[l
I
|
1

“An Approach, Career Education in Michigan"
(flyer available from M.D.E.)
“Career Education in Michigan“
(brochure available from M.D.E.)
“Career Education Concept Paper" -
(concept” description available from M.D.E.) .
“Public Act 97" (copy of Careeyr Education Act
available from M.D.E.) ) .
. “Career, EQucation Resource Guide" (identification
; of commercially available Career Education
resouroes to complement and supplement local
program - available from M.D.E.)*

B

-,

}

* Career Education, Michigan Department of Educa-
tion, Box 420, Lamsing,  Michigan 48092
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Attractive, wellwwritten flyers, brochures
and newsletters can be effectlve instruments in
the public relations efforts negessary to achleve
widespread understanding of Careér Educidtion. "In
additiop to using materlals such as those listed

-above or producing similar pamphlets for special-

ized local uses, districts can make good use of
existing printed media such as the newsletter of

‘the Intermediate School District;or the LEA.

Articles about Career Edutation activities in

the district will be read by many people who re-
ceive ‘such newsletters on .a regular basis. When
there are events to publicize which will benefit
from the support of local industry or organiza-

tions,

it would be worthwhile to investigate

other news outlets,

such as theé house prgans or

o

. in-plant newsletters of industrial or ‘business

establishments-.

Lists of such outlets are some-

times available in the-lpcal -library.

The news

releases which are described in the section on
Mass Media can be condensed into briefer form for
the smaller newsletters or rewritten to conform
to the negeds or spec1al interests of these publl—

‘cationg. ‘!

Another effective form of printed.resosurtce
materials is ﬁhe Career Education poster. These
have been suggested for use in schools and com-
munity as a medium which will create a quick aware-
ness response in the viewer. An interesting set
of pesters has been developed under the ‘sponsorship

f of the Upper Peninsula Association of gchool Boards.

Information on prodacing such posters and compli-
mentary sample sets may be obtained as long as
they last by contacting Mr. Tom Pierson, CEPD -
Coordinator, Marquette-Algex Intermediate School
Dlstrlqt, 427 wWest College Avenue., Marquette,
Michigan 49555. Radio and television spot . :
annoudcements are also available on loan from the
same source..

¥ 4
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IN~SERVICE MEETINGS " e
. l" -.' N

. One of the most essential elements of -ari aware~
ness building program is“the in-gervice workshop.
First, it may be used to create awareness or rein-
force undeérstanding of Career Education omr the part
of hoard members, committee members, administrators
or teaching staff who attend, Then, as one of the
possible subjects for in-service, it may also teach.
participants how they can help build awareness in

-others. Asg a continuing program, in-service meet-

ings can cover a wide variety of subjects which
will assist the LEA in its venture into Career. Edu-
cation, In-gervice may be a local project, a joint
effort of. several districts within the Intermediate .

'8chool District, or a county-wide or CEPD~-wide

understaking, Factors to be considered in the plan-
ning include budget, time and place, designated
leaders, types of meetings, content and 1n-3ervice
needs,

T

v

Some of the steps which have been recommended
for setting up 1n-serv1ce programs may be described
as follows: .

. b )

1. Build bridges (make contacts to create under-
standing with the people needed to provide .
support), . . e

2. Identify clients {Who should attend?)

3. Explorée resources (Who can conduct or teach?
JHow can’ participants be released to attend?
“How can ‘costs be covered?) . .

4, Develop delivery mechanism (organization €for

“workshops),

-
»

5. Survey in~service needs {(to determine content -
while increasing awareness),

6. Plan in~service meetings {putting together
promotion, leadership, clients, content, me th~
odg, resource materials and future goals),

C 42 7
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BUILDING
BRIDGES

Securing
approval

Working with
exiating

, committees

Informal

communication

to create
awaréness

" would be publicized when available.

E

The order for approachlng these steps may vary
with different districts, and each will adapt any
suggested practiciés to iv#h ¢ particular needs.-

In following paragraphs, however, the steps will be:"

".detailed according to the above outline.

Before in-service workshops are offered or even
planred, there neéds to be a base of support in the
local district. Although such workshops are a )
means of increasing awareness and support, they are
not usually the first effort to be made. Interested
potential leaders need to be identified among the
staff, administrative and board approval needs to
be obtained, and school people generally need to be

aware of Career Education and its meanlng to Espgerg’_

students and community.

o

If the responsible person is the local district

*Career Education coordinator, he or she will prob-

ably contact school administrators, and through
them, the board of education, to explain the need
and the @advantages to the district of in-service
workshops on Career Education.

If the initiator is the CEPD coordinator, he or
she can work through superintendents or their des-
ignated Career Education administrators in the LEA's
to lay the groundwork for redquesting in-service
workshops. In this way the coordinators, either
local or CEPD, will pe building bridges by estab-
*1lishing who the essential contact Persons are and
gaining access: to responsible policy making bodié&s.

In addition to gafﬁing board approval, the coor-
dinators might contact existing curriculum or in-
service committees t& establish the advantages of
in-service in Career Education and either work
‘through these committees or gain their support and

_assistante. in plannlng workshops.

General awareness of Career Education among
school personnel may be created by many informal
methods, as listed. in Part B and other sections
of Part C. The availability of in-service work-
shops mlght be discussed in faculty meetlngs and
in organizing meetings of Steering and Advisory

.committegl. Later, surveys would help establish

the details of content, time and place, which

43
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o .
oo Distribdtion of flyers such as "An Approach,
..+ Career Education in Michigan,"* is another means of
;"7 +.  building staff awareness, which could wlso be help-
C - ful in identifying interested people if a reply were

L .. requested. ¢

: » oL A third, and very important, method is the per- .
S sonal approach by tHe coordinator or other know-
e % . .7 ledgeable leader, who may try to identify the
a0, . interested staff members and encourage this small
" group to increase their knowledge and enthusiasm by
participating in in-service workshops.

T

© o THENPIEY L Deciding who should attend a Career Education
. . CLIENTS '~ = . workshop will probably be the responsibility of
B whatever group is planning it,

L On the CEPD level the coordinator might be plan-
. . 4. . ning a basic Career Edugation awareness meeting for
- v . .: key people in the local districts. Here the clients
- e e might be the Career Education administrators, other
- K“ [ P S interested administrators, board members and Career
Ce - Education leaders among the staffs of the various
T Co T districts.

. j'ﬁ"" PR ": For a large meeting planned for inspirational
Cf st Ege . - 0, purposes, the"CEPD coordinator might ask each dis-
- ... w7 triet to send five to seven persons. Representation
P e could be broadly based, including boards of educa-
T . tion, CEPD Council members, administrators, teachers
and counselors. The stimulus of 'a message by a
~. .. _  nationally known Career Education leader could he
R beneficial to all levels, but follow-up meetings
. e ATl L would be essential for those who are going to work
S we 0 .. .. " with implementation. Follow-up workshops on a CEPD
o e " level might be planned for LEA Steering Committee
ST e members. These sessions would enable the partici-
Tl pants to plan and carry out simila¥™meetings in
their own districts, either separately or jointly.

If a Steering Committee on the local level is
planning a workshop, its c¢lients will probably
vary according to the purposes of the meeting. 1In
the earlier stages, where developing awareness is
a major concern, an attempt may be made to draw in
the teachers and counselors from each school that

* Available from: Career Education, Michigan Depart-
ment of Education, Box 420, Lansing,
Michigan 48092

4457 -
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EXPLORE
RESOURCES

. Who can
teach?

1

(‘1

-

have shown the greatest interest in Career Educa-

tion.

enlarging the awareness group.
ing, where skill development might be

These may be the key people to assgist in

In a follow-up meet-
e objective,

the committee would probably try to inyolve the same

participants and add others who have

ecome inter-

ested as a result of the first group's’ activities.

‘Resource people for in-service workshops may be

A

found at the State Department of Education level,
the university level, the CEPD level and the LEA
level. .CEPD coordinators may be able to help local
districts contact the appropriate peoble through
their djrect associations with the Michigan Depart-

ment of Education

University consultants may be reached through
members of the Michigan Career Education Consortium.
Contact persons for the current participating uni-
versities* are the following: )

CENTRAL MICHIGAN UNIV. -
Mt. Pleasant, Mich., 48859
(517) 774-3208

Paul Kussrow

EASTERN MICHIGAN UNIV.
Ypsilanti, Mich. 48197
(313) 487-3270¢

John Waidley

FERRIS STATE COLLEGE
Big Rapids, Mich. 49307
(616) 796-9971
Richard Warner
MICHIGAN STATE UNIV.

East Lansing, Mich. 48824
(517} 355-9606

Cas Heilman

NORTHERN MICHIGAN UNIV.
Marquette, Mich. 49855
(906) 227-2400 .
W. A. Berg

UNIVERSITY OF MICHIGAN
Ann Arbor, Mich. 48104
(313) 764-8424
Gordon McMahon

WAYNE STATE UNIV.
Detroit, Mich. 48202
(313) 577-1665
Stephen B. Hillman

WESTERN MICHIGAN UNIV.
Kalamazoo, Mich. 49001
(616} 383-1690
David R. Taylor

Additional information can be obtained from:
Robert Weishan, Educational Consultant, Personnel
Development Unit, Michigan Department of Education,

Lansing, Michigan 48904,

(517) 373~8626.

* Plans are underway to expand this participation
to other institutions: as this is done, additional
contact information will be provided. '
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How can par~ -

ticipantz be

. raleased to

attend?

s

-

" Voluntazy

attendance

LJ

3
-

time |
How ake Cogts
coverad?

Compensated -

The consortium is a cooperative organization
formed to coordinate and plan the personnel devel-
opment efforts .of the universities relative to the
implementation of the Michigan Careef Education
Model. .

Districts may be interested in using Consortium
consultants for assistance. It has been recom-
mended that requests for services be as specific
for each purpose as possible. Consortium members -
can be asked to come to the schools and provide a
preview of the materials and services they can
of fer. .

On the CEPD level the coordinator may be able
to assist with in-service projects and to recom-
mend qualified and experienced staff members from
either local or neighboring schools to participate.

One factor which could greatly expedite the re-
lease of staff for in-service would be the estab-
lishment of a common calendar for in-service days

, among all districts in the CEPD. This would be

especially important for small schools sharing in-"

service programs. Possibly two days a year could
be negotiated in contracts for released time and
these two days could be devoted to Career Educa-
tion in-servdce.

Volunteer .time by interested individual teach-
ers could be an important factor. Some would bé
willing to attend meetings after school hours.
Such meetings might be follow-up sesSions after
major workshops on released time. Some teachers
might use their professional days. or personal bus-
iness days to attend in-service meetings or work

- on specific plans. .
@ .

Some districts+have been able to release teach-
ers for in-service on compensated basis by hir-
ing substitutes while iﬁey attend meetings. In
,some cases CETA funds have been used. Another
funding method is for seed money to be supplied by
the Intermediate School District and matched by
the LEA. Under such an arrangement, teachers will-
ing to make a firm commitment may be able to ob-
tain a mini-grant from the LEA or the CEPD for
released workshop time or purchase of materials. -

- -

Since contractual obligations usually require
teachers to be in the building from 15 to 45 min-
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Credit
courses

Sharing
releasged
time

DEVELOP
DELIVERY
MECHANISM

i

Common
in-gervice
calendar

Timing

.0f thege cases it is important to obtain good pub-

"are adjacent to each other or similar in needs.

- sulting and working with any existing in-service

utes after school closes, it may be-possible to

use some of this time for in-service. If staff
meetirtg time is not fully utilized to the extent
provided for in the cpntract, the contracted time -,
might be partly devoted to Career Education in-
service. . “

When Career' Education in-service is presented
by university personnel on a credit basis, teach-
ers may be willing to pay fees to attend and uni-
versities, in return, may offer additional logal
services.

Among released time periods which might be
shared by Career Education in-service are the
school's record day and parent-teacher conference
days. Half days are another practical way of gain-
ing time because the schools can still be credited
with’ a day "of school. Teachers might be willing
to contribute a half day of uncompensated time in ’
exchange for a half day of released time. In all

lic understanding of the reason for the released
time.

-
~ 1

On‘the regional level the CEPD coordinator will
probably be responsible for developing the organi-
zation for in-service workshops, either for the
total CEPD or for combinations of districts that

Oon the local level, the Career Education adminis-
trator or other responsible person would proceed
in a similar manner, calling on the CEPD coordina-
tor as needed for advice and assistance.

Plans for joint in-service efforts could be im- -
plemented more easily if districts had a common
calendar of in-service dates. Encouragement for
developing a coordinated in-service calendar could
come from the CEPD coordinator, with support  from
the ISD superintendent and board. Such a project
might be given a high priority for implementation
as Career Education proceeds.

Further assistance in the complicated project
of planning joint in-service could come from con-’

or curriculum committees as plans are developed.
Timing for in-service meetings will depend on
the method to be used for obtaining released time

47
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‘Funding

'stafﬁipg

IN~-SERVICE
NEEDS -

SURVEY -

for participants. Assuming that the districts in-
volved had agreed to use a series of half days For
the workshops, the teachers might be released on a
grade level basis. The number of grades to be com-
bined would depend on the size of the district and
the percentage of representation. However, one
half day, for example, might be plinned for repre-
sentation of lower elementary grad another for
upper elementary, one for middle school and anoth-
er for high school.

Later follow-up meetings might be scheduled, at
least in individual districts, for after school
time, either during time periods when teachers are
compensated according to contracts or.on time vol-
unteered by participants or a combination of both.

™ Punding sources for regional meetings might be
the ISD, the combined school districts, a combina=-
tion o ese, or whatever other resources might
be available,

-Staffing resources, as mentioned earlier, could
. include Michigan Department of Education consult-
ants, the university consortium, the CEPD coordi-~
nator or assistants, and experienced LEA personnel.
The team approdch, or a combination of leaders from
these groups, has been an effective method of work—
ing with in-service on a continuing basis.

As soon as the purpose of the workshop and the
dates of meetings are set, the coordinator, work-
gshop chairman or other responsible person should
contact potential consultants and negotiate for
possible services. Choice of resource people need
not be limited only to the nearest university or
even the nearest CEPD. If the services proposed
by, one institution don't seem to be adequate for
gg?al needs, in-service planners might well con-"

ct other places and other people. 1In addition
to the CEPD coordinator in the local region, plan-
ners might wish to invite personnel from other
regions to assist ags consultants.

The major purpose of the workshop can best be
determined by making an actual survey of partici-
pants’ needs. These will probably vary among dis-
tricts at any given time becaugse of the differences

&”in levels of planning and implementation, but re-
sults of a survey form should help determine what
goal or goals wolld serve the majority.

43
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MEETINGS

3
The CEPD coordinator or planning committee might
send a questionnaire to local districts or the LEA
coordinator might send it to local school build-
ings requesting some of the following information:

Wwhat would you like to see included in the course
or workshop?

({Check list of topics:)

1. Awareness, understanding and receptivity to
Career Education.

2. Developing goals.

3. Career BEducation activities to be used in the

Classroom. .

4. 1Infusing Career Development into existing
curriculum. :

5. Infusing Career Development into the guidance
program.

6. Cooperation with the Community.
7. Resources.
8. Others

Number of people interested

Preferred time and day o

Location .

The questionnaire might also offer the possi-
bility of taking the course for upiversity credit.
A tabulation of replies would provide the informa-

 tion necessary for planning course content and, in

addition, give some indication of interest for

‘future workshops.

A series of workshops planned as comprehensive
in-service for Career Education might cover two
levels: awareness and skill development. The
first would probably concentrate on use of various
materials to help clarify, definitions, promote
greater awareness and increase understanding. In
addition t6 a possible half day of in-service, a
question and answer service might be made avail~
able and participants could be given an opportu-

nity'for continuous communication with Career Edu-

cation leaders who could assist them.

I1-28
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In a month's timelor less a/workshop for skill
development would be beneficial, with a possible
three consecutive days spent on Career Education
infusion or curriculum planning. This too should
be followed by periodic additional workshop days.

The following agenda is .the outline of a sug-
gested workshop for basic Career Education aware-
ness as presented earlier this year.

I. Introduction to Career Education

A. Definition

B. Michigan Model

C. Public Act 97
(Conducted by representatives of the Michigan
Career Education Consortium of teacher education
institutions.)

Folder of informational materials distributed.

"
[

{30 minutes)

IT. Film: Work Is Child's Play =~ applying Career

Education to the classroom. (This is an appro-
priate f£ilm which has been found to be useful;
however, it is not completely consistent with
the Michigan model of Career Education, contain-
ing a few minor wvariations.)¥*

b

¢ (30~minu§es)

’

1III. Next steps - Where do we want to go from here?

[P |

Discussing establishment of a Steering Commit-

tee and its possible tasks. (R presentation by
Career Education leadership in the local schools
or the CEPD)
. {30 minutes)

The following program is an example of a CEPD- -
sponsored meeting planned to provide inspiration
and stimulus for greater commitment to Career Edu-
cation. Letters were sent to each local district
inviting them to send five or six people to hear a
dynamic, nationally known spokesman for Careey Edu-
cation. It was suggested that participants repre~
sent all levels, including board, administration,
teachers and counselors and that they be people who
had not yet committed themselves to Career Education.

* Available Centron Educational Films
1621 W. 9th Street, Lawrence, Kansas 66044
L §
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_Potential
resources
for workshops

‘WELCOME - Career Education dlrector

. . of host district :
"CAREER EDUCATION . Slides and presentation by
WHAT IS IT AND ?" " mationally known speaker. -b
~ \ ) [
CAREER EDUCATION Reports of Career. Education . .
IN THE CEPD activities in schools of the
- ¢ CEPD area presented by elemawm
. - tary, middle and high schooL
¢ teachers, a guidance direct&th
and a superintendent. ,%W

i
[,

Listed following are films and tapes which deal '
with overall concepts of Career Education, guch as
might be shown to teachers, parents, business and
labor groups and civic organizations to help them
develop a basic understanding, in broad outline, of
the nature of Career Education. “

Texas Career Education Film
min., mm. color, sound .

For information contact:
Mr. Ray Barber

Director, DORD K

Texas Edugation Agency N

201 East 1llth Street .
Austin, Texas. 78701 (512}475-4641

USOE Career Education Film (Olympus Research Co.)
For information contact:

The Natlonal Audiovisual Center
Ordering Section .
Washington, D. C. 20409

"Career Education” Oy, -

27 min., 16 mm., color., sound

Purchase price: $85.75

Rental fee: g§12 50 (can be applled to purchase price)

"Career Educations Steps to Implementation"

159 color 2x2 slides and audio tape reel

Purchase price: $25 .

"Career Education: Steps to Implementation"

(Eilmstrlp tape combination with 159 frame 35 mm.
filmstrip, color., tape reel

Price: $10

51
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I' { . . .Georgia Career Education -Film
. . 30 min., 16 mm., color, sound
A « For informatiom contagct: ——

Mr. Paul Scott

- 1 =

Research Coordinating Unit-

i . State Department of Education .,
- N . 302 sState Offlce Building
- . . Atlanta, Georgia {404) 656- 2429

. : New Jersey Career Educatlon F11m
< . * i "Cholice Not Chance"
AR 25 min., 16 mm., color, sound
S L . For information iontact: '/«’—
o o D Mr. Robert J. Phillips ’ -
. - _ y .~ 9501 Lincoln Highway - ,ﬂﬂ”"“ .
L . © Iselin, New Jersey 08830 (201)283-2820

. < .. ohio State University Career Education Film
o ©°  Center for Vocational and Technlcal Bducation
o "I Wwant to Be.,." .
. - Y , 13 min., ‘16 mm., color, sound
o o For i formation contact:
- ' ' Mr. George. Barber ' ¢ - ' _
‘... ., . Ohio State Univ., Dept. of Photography & Cinema
e R 156 west 19th Avenue '
o '+ . Columbus, Ohio 43210 (614)422-5966
' S Co Rent: '$8 for 3 days
. ¢ : Purchase: 3150
' ", Postage: $1.32

oL ~, Pennsylvania Career Education Pilm ~
' “The Sum of All Parts"
28 min., 16 mm., color, sound
. . For information contact:
P o Dr. Nile Coon .

: : Chief, Division of Educational Media
Pennsylvania Departmenﬁ of Education
P. 0. Box 911
Harrisburg, Pehnsylvania 17126

v . . . New York Career’ Education Film
- R “"SPICE: A Process in Career Educatlon"
. 70 18 min,,~16 mm., color, sound
. . v Por information contagt:
« o3y o Mr. Irwin A. Kahn
e v State Project to Implement
CT e Career Education (SPICE)-
oo e T 236 West 26th Street.
‘.. ., }. . New York, N. Y. 10001 (212)238-7600

92
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1 NTROPUCTION

Who 1is
responsible?

I
*

What are
the iggredi-
ents?

WORKING WITH THE MASS MEDIA

'Before anyone makes contact with thé news .media
about the Career Education program, it is probably
best 1if it is clearly understood whic¢h person ip

" chicfly responeible for public relations. Media

relations seem to work best if the pame person is

.able to coordinate outgoing news or interviews

within the school syotem or Career Education Plan-
ning District. 1In pome cases this may be’the -t
superintendent, who is ultimately responsible for
public relations in most districts.* In a large
local district or Intermediate School District the
responaibility may be delegated to an agssistant for
public relations or perhaps to a Career Educatign
coordinator, who would work through the PR person.
In a emaller districdt the €areer Education coordina-

" tor might have full responsibility for building

community support through public information. 1In
a still smaller digtrict, where the coordinator
might have. other dutics besides Career Education,
the superintendent may handle public relations
alone, _ , _ )
Probably somé of the most cssential ingredi-
ents of a good public relations program are fair-
ness, honesty, perseverance and timing. ({(One of .
the most uBeful. tools is a good sized calendar £Or
keéping track of dates., events and deadlines so as
to coordinate rgleases to all mass medfa.)

Fairmess wilf dictafe "thésiall local news
media are given -an equal opportunity to cover Ca-
reer Education news. Honesty will help secure the
trust and good will of media repreéentatives.
Timing will assure that news is released in such
a way that all media can use it at the same time--
that a television station- that has no weekend news-
cast, for ‘example, doesn't miss a story because it
was released over the weekend, Perseverance means
that you will continue to send news releases to
all media, no matter how infrequently they may be. .
used. There is no way of predicting when or how
the information you keep feeding a radio station,
for example, may lead ta questions for a feature
program or a personal interview. The background
information contained in your constant flow of

(
53 ;
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. - E .'news releases will be valpablé in developing the
1 media people's understanding oﬁﬁyour program.

gome genaral

If you will think of newspapers., radio and
prineiplco

|
1
i television as local businesses 1ntexested in com-
; munity-affairs and dependent on ‘community support, ’
) j  you will find them accessible and usually anxious®
P e | to cooperate. It is important for you to remember
i that they have necessary llmltatlods on what they
i can.offer, so you can suggest ideas but not demand = ¢
| @ooperation. You can probably gain better support . LT
| by basing your approach onh community need and younf”“r
' mutual interests in meeting that_ need. The sug- e
gested approach is to emphasize your ability* and
willingness to cooperate by providing 1nformat10n
and services. ) . ¢

You can control the timing of the news.to some

extent. by the release date.you put on every copy. -

L However, it is seldom wise to call and ask why - : \
: neiws was not used when received. If it happéned

, often, reporters or editors might see you and -

. . ) | your program as a nuisance to be avoided. The .

" . more positive approach is to thank them for their

cooperation when an especially .good news gtory is

s . produced and_to write a thank you letter which may

' ‘ o L. ‘ be used as evidénce ‘of public serv-:l.ce broadcasting.

e ' . . A good rule as given by a broadcasting station
. . B is: ."Keep us informed of what you.are doing, |
o | ' . where you are doing it and who is inVoluwed. Don't .
. IR you judge the news. Let us be the judge v w//* «
i These genetal principles will apply {0 most L
" -« . - media oputlets. With that in mind, you can -
. S find more detailed suggestions for the various
: T medid in the following sections.

) . K

) Newspapers in most *‘communities are vitally in-
*v.M"  terested in whatever affects the lives of thé citi-
- Zend. Within the limitations of time and space
"' and its own 1ntegr1ty and editorial policy, the

- ress will usually be cooper&tive with any agency e
o . that has an 1mportant story to tell and demonstratey’
‘ ., a wllllngness te be helpful Securlng and keeplng

. the good will of the press requires strict adher-

:  ence to rErtain pr1nc1ples of courtesy, fair play
., and common sense in your dealings with press as ;
. ?vnjﬂlall media personnel. Some ﬁemlnde:aﬂof meth-
ods that work best will be subgested here.

- - A

- . D4

II-33 . ' .

m T e e e o




Ty
v k"’.r *
o
N ]
L3 ;\ a4
» - "‘
B \ - 4 ]
Ay
“ L
© b
a. .
- ;
Making
" ) initial
+ contact
" "
b L]
. o
N -
-
P -

The interview

'_wlth the press.

-

"

Assuming that one  staff member has been desig- .
nated to handle mass media relations for thé Ca-
reer Education program, pregs relations wild-prob-
ably operate ,most smoothly Af this individual is
involved to some extent with any and all contacts
In a large system it may be a
staf¥ member assigned to school pUbllC relations:
In a small system it may be the superintendent.

The person who has the trust and good will! of the
news media can operate most effectively if his or
her routine and policies in dealing with the media’
are allowed to continue and not be -undercut by in-
dependent actions which violate this rdutine or by
spur-of-the-moment or ill-considered statements is-
sued by other individuals. In most-districts the
superintendent of schools is basgic¢ally responsible
for public relitions, and he or she or whoever has
been designated to handle the responsibility should
usually he consulted before news is released or the
news media are called in. _ "

If the Career Education coordinator has been
given the respon31b111ty for creating a public under-
standihg about’ Career Education in the community,
he Or she may beready to make an initial press
contact to explain what is happening and offer-help
in interpreting it to the public. This contact
might begin with a personal letter to the newspaper
editoxr, referring the new prodgram and stating
that the editor wi be contacted by telephdne to
request an interview at a convenient tlme.

Because'edltors are extremely busy people,
operating under the pressure of daily deadlines,
it is inadvisable to walk in unannounced -and re-
quest an interview. However, by calling -in -ad-
vdnce, you can ask for the most convenient time to
meet with the editor and/or whatever staff member
he would like to in¥olve in the discussions. You
may wish to invite ‘the school superintendent and
a board member or the chairman of a citizens' com--
mittee to accompany you. The prestige of these
individuals' positions may lend importance to the
subject in the eyes of the editor, although he will
probably be most interested.in hearing from whatever
person” can best explain the program and its impor-
tance in concise, simple terms. Your letter should
include these ‘people 1n the requested interview.

When you rmeet the‘editor at the appointed time,
you will need to be prepared to state the essentials

- - - f]
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of the proposed Career Education planning or pro-
graming activities and relate the history of what
has happened so far. The presentation should be
brief, however, and end with an offer to give all
possible assistance in providing information about
the program. He may at this time tell you what
types of news his paper would be interested in ob-
taining, whom you will work-with and other details
of suggested operations. As a result, at this
point you should know what reporter or editor to
contact, what deadlines must be met and what types

'6f news stories will be met with the most enthusiasm.

Your contacts with editors may well concern
neighborhood or small town weekly newspapers as
well as the major dailies. These may be the only,
papers which many residents read. In many cases
you can use the same news release for ‘all papers;
in other cases you may wish-to write a different
lead, or opening, to give the story a local angle.

It is always important to put-a release date
on each news release about the schools. As much
as possible the date should bé timed so as to
give weekly papers the same opportunity to print
fresh news as the dailies, radio or television.

You can easily fipnd instructions for writing
news and most everyone has probably heard of the
five W's, "who, what, "when, where and why." How-
ever, the simplest way to construct a news story’

.is ,to decide what the major peints of information

are and arrange them from the most important to
the least important. The opening paragraph will
be the "lead," which summarizes the most important
information in one or two sentences. The succeed-
ing paragraphs will expand on the facts in descend-
ing order of importance. Paragraphs should be kept
shorter ‘than you usually write for informational .
reports. -

All material must deal with facts, not -opinions,
unless such opinions are given as quotations from
a person who is named.
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RADIC AND TELEVISION
' : %

While many of the suggestions® for working with
the news media apply to radio and television as
well as to the press, there are other factors to
note because of the specialized needs of the media.

All news releases about Your activities shouild
be sent to all radio ‘and television news depart-
ments just as they are sent to newspapers. Plan
your release date and time so that.all media have
an egual opportunity to use the news.

Learn the deadlines of the radio and TV stations
and mail releases early enbugh to mget them.

Give your local station as much adyance notice
as possible about events which they ay cover.
Their' schedules ‘are planned many days 1n advance.

Notify the station 1mmed1ately of any change in
time or place.

If conferehces are fo be covered,' allow 30 to
45 minutes in advance for TV cameras and recording .
equipment to be set up. j

When you are ready to begin a publlc relations
program for your Career Education activities, you
may wish to make Your first radio or <television
contact by a letter to the station executive.

On a follow-up call you can reguest an appoint-
ment for an interview with him or whomever he
might de51gnate.ﬂ

When you meet with the station personnel. it
would be well to be prepared to interpret the Ca-
reer Education concept in brief terms and to tell
them what you can offer in terms of community in-,
terest and how they can serve the schools and the
public. If you have a specific objective at the
time of the contact. such as the need to interest
citizens in committee work or interpretation of a
commuiiity survey, it may be easier to obtain a-
positive commitment.

Because radio and television stations are

‘licensed to operate "in the public interest, con-

venience and necessity." they will always have

o7
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l'. T s its of time for non-profit community
. T announgements that serve the public interest.
Tl they are responsible for distributing
- - i this sekyvice, and it is one that you can request,
and. Stations are usually very coopera-
o . tive about using spot announcements from non-profit
R . sources. You can return tfhe courtasy by sending
- ..o 7. .- thank-you letters which may be used as evidence of
. = their service. ‘ |
. - ] ) S . , N
. Preparxing- . = Spots are brief, forceful messages aimed at
. xadio gpots putting across a specific idea. They may be from
T R 10 to 60 seconds in. length, but usually 20- or
BT 30-second spots are preferred. A one-minute
e : spot should not beé longer than 125 words; a 20-
) e second spot, 50 words, and a l0-second sgpot, 20
e sl words. For television, with wvisuals or scenes,
S T you would use less words. When preparing spots,
Caaeotel " - type each one double or triple spaced on a separ-
e o -0 77 ate sheet of paper.

L

CIREO ,.‘f' An example of a Career Education spot used by an
U . Upper Michigan CEPD is as follows:’
i )

CPEPP ~ . #° | THERE'S A NEW TERM IN EDUCATION TODAY--

=

-!}:LT} oo  CAREER EDUCATION. SOME PEOPLE THINK IT'S
e . ANOTHER TERM FOR VOCATIONAL EDUCATION; AND
s .. EVEN THOUGH A GOOD VOCATIONAL PROGRAM IS
TR l‘:; ‘ A pARTﬁbF IT, IT'S MUCH MORE THAN THAT.
""J;*Jgf,f\- Ih IT BEGINS IN THE EARLY SCHOOLaYEABS AND
L :'f BRINGS THE WORLD INTO THE CLASSROOM. IT .
o MAKES YOUNG PEOPLE AWARE OF THEMSELVES AND
THE CHOICES WHICH THEY WILL HAVE. I HELBS -
THEM TO UNDERSTAND WHY THEY'RE IN SCHOOL
v * AND GIVES THEM A REASON FOR LEARNING. /”ffﬂ
| CAREER EDUCATION--EDUCATION FOR LIVING

AND WORKING IN TOMORROW'S WORLD.,

¥ 5 1'5
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News
announcements

Other types’
of programs
availlable

.~ News announcements of community events are
another source of putting Career Education before
radio listeners. A short announcement giving the
time, place and purpose of every public meeting
on Career Education could be given to programs
such as "Community Calendar” or whatever such
services are called. It is advisable to send.
such items to all radjo stations in your VLc1n1ty
if you use them for any.

It is important for yau to know or find out
what types of programing are available in Yyour
area, so that you can plan Your awareness program
to maké the best use of opportunities.

A new subject can often be brought to the’
attention of many people by arranging for the
interviewing of a staff member or committee
chairman on a popular radio or TV talk show.

After you have arranged for the interview, it
would be helpful to send background information
on Career Education .in your district and facts
about the person to be interviewed. You may
also be asked to provide some suggested questions.
As the person interviewed, it is more important
for you to talk about what Career Education means
to an individual, a group or a community than to
quote generalities or statistics.

As an example of utilizing such talk shows,
the following is a list of programs in which one
CEPD participated in recent months:

éareer Bducation - topic of "Perceptions," weekly
contemporary issuesg series on National Public
Radio Station WMUK. :

Carcer Education - topic of "The People's Business,"
weekly community access series of Channel 35 ,
Public Television, Grand Valley State Colleges.

Career Education - topic of "Close-Up," CATV Station
KVCC, weekly community access geries.

Vocational and Career Education - topics of "Educa-
tion Unlimited, " bi-weekly series on Tri-City

CATV. !
oY

Carcer Education - feature of weekly scgment on
"Eye on Wyoming, " Gene;al Electric CATV.

A
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Many radio and TV stations have regular programs

of editorial comment. You may be able to .suggest.
topics concerning Career Education which could
form the basis for positive editorials.

Public television stations provide an audience
of informed, opinion-making individuals., 1If
public television is availaQ%g in your vicinity,
it wo(1ld be good to establi contact and make
use of their programing to -increase awareness and
understanding of Careeyx Educatlon.

"ty
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CAREER EDUCATION

HANDBOOK FOR IMPLEMENTATION

ORGANIZING FOR CAREER EDUCATION




FOREWORD

This handbook is designed to be an
introduction to a larger collection of
materials on Career Education which are
available through the Michigan Depart-
ment of Education. For districts_which
have not yet developed their plans fo¥
Career Education., as well as for those
that are already immersed in initial
planning or experimental implementation.
this handbook is offered as a "do-it-
yourself" suggestion book. It is
planned as a practical quide to finding
your own answers to the needs of your
district-—-to present some possible ways
of going about an undertaking that is
immense in scépe,-but as capable of
variation as the diversity of Michigan
districts demands.

62




P gty
@

STATE BOARD OF EDUCATION

Marilyn Jean Kelly
Gorton Riethmiller
Edmund Vandette
Annetta Miller
Barhara Dumouchelle
Bérbara Roberts
Norman Stockmeyer

Roger Tilles : Cj

63 ;

n 4



ACKNOWLEDGMENTS

Acknowledgment is hereby made of ' i
the many valuable contributions of thoae
administrators, Career Educators, and
local community members who have assisted
with their advice and comments in the
preparation of this handbook.

i ’ The Kent Intermediate School District
has provided coordinating services for -
the handbook development.




rTTTY
¥ g

PART

e e SF
S
.

[

PART

¢

ORGANIZING FOR CAREER EDUCATION

CONTENTS

IQTROEUCTION .

WHY ORGANIZE

I : LOCAL EDUCATION AGENCIES

_WHERE IS YOUR DISTRICT NOW?

WHERE DQ YOoU START? -

FIRST STEP IN ORGANIZING ©
The Superintendent's tasks
Seeks board endorsement

Appointment of coordinator
Other major tasks //

<

WHAT THE SUPERINTENDENT DOES

DESIRABLE QUALIFICATIONS FOR
" LEA COORDINATCR

)
DUTIES DF THE COORDINATOR
COORDINATOR'S FIRST TASK

THE STEERING COMMITTEE
Who is included?
Responsibilities of Steering Committee

THE CITIZENS' ADVISORY COMMITTEE
How should it be made up?
v What does the Advisory Committee do?

* SAMPLE LEA ORGANIZATIONS FOR
CAREER EDUCATION

ADDITIONAL COMMUNITY ORGANIZATION
NE*T STEPS

II: CAREER EDUCATION PLAﬁNING DISTRICTS
ORGANIZING THE CEPD

Differences in CEPD make-up
o«

5

N N N N N )

Ln

R B

(L= Vs]

11
13
13
14

14 °

14




WHO INITIATES'ACTION? .
CEPD Coordinator
CEFD map v

THE ROLE OF THE CEPD COORDINATOR

QUALIFICATIONS FOR THE CEPD COORDINATOR
Relationship to the CEPD Council

ROLES OF THE CEPD COUNCIL
WHERE IS YOUR DISTRICT NOW?
WHERE DO YOU START?

HOW TO ORGANIZE THE COUNCIL
Contacting the LEA's
Persons eligible.

Using existing groups
Selecting Ccouncil members
Organizing the Council
,First Council meeting
Subcommitted organization

SOME POSSIBLE ORGANIZATIONS

ADDITIONAL COMMUNITY ORGANIZATION

NEXT STEPS e .

14
15

16

17
17

18
19
19

21
21

21
22
22
22
22
23,
26

26




ORGANIZING FOR CAREER EDUCATION

~

Having answered the questions: Are we ready?
and Is our district aware of Career Education? you
may now wish to consider. possible steps toward
organizing your district for Career Education.
This section will offer suggestions to help you
analyze how ready your district may be or what
further steps would bg advisable to develop aware-
ness, understanding and receptivity.

Developing a Comprehensive Career Education
Plan in conformance with Public Act 97 is a large
task for any district. Developing a plan which
will work and receive the support of staff, stu-
dentsa and community is even more demanding

If pe0ple of the community are to support Career
Education, they need to know t it's about and
they need to be involved in anning it.

A good organization will algo help in the setting

- and keeping of timetables, in the delegation of
responsibility, the sharing of work, and the bene-
fits to be derived from group discussions and the
thinking of numbers of people. The following pages
of fer suggestions for possible ways of setting up

an organization for developing Career Education.
None of these are mandates, but are inatead an
attempt to provide options %for LEA's, ISD's and
CEPD's as they-contemplate their organization for

Career Education. "

\ PART I - LOCAL EDUCATION AGENCIES

- ~

uggestions for organizing: procedures must

sarily vary from one district to another
depending ,on the present status or awareness of

* Career “Education in the district. Assuming that
the queéﬁion in the paragraph headings is addressed
to the superintendent of schools, the reply might
fall somewhere in the following continuum between
total lack of knowledge of Career Education and
complete understanding and acceptance.

.
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~ WHERE 1S YOUR DISTRICT

NOW?

WHERE DO YOU START?

NO KNOWLEDGE

I 1L 1

| R T |

Administrators aware of
Pullic Act 97 require-
fments, but, little know- -
ledge among staff abdut
what "“Careex Education®
means in Michigan

+ o

-Some knowledge of Career
Education .philosophy, but
undecided as to support.

//.
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Go to urce people--
regional cvQrdinators,
State Department of Ed-
ucation or URBiversity
Consortium gbpnsultants,
for assigtance.
Bring them to board of
edudation for instruc-
tional nieetings.

Send for materials to
study (see Sec. VII).
Hold in-gexvice workshop.
on basic Career 'Education
understanding (sample
agenda - in Section II).

Read Section: I1 on Crea-
ting Awareness and Recep-
tivity.

Secure board approval to
organize for Career.Edu-
cation planning.

Begin organization.

4
one

Discuss Career Education
planning needs with board
of education,.

%
Hold in-sexvice workshop
to review Carger Educa-
tion information. - ’

Identify experienced and '
interested staff members
and staff opinion leaders.

Collect resource materials.

Set up organization for
planning, making use of
interested staff. '

*»
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WHERE IS YOUR DIQTRICT
NOW?

WHERE 'DO.YOU START?

" COMPLETE

AND |
~ACCEPTANCE

pr———

UNDERSTANDING

I W

| M

N P O |

T 1

Aware' of Career Education
d ready to explore
ftrther and write plan.

£

Strongly supportlve, with
some previous experience,
at least with otcuPatlo?al
aspects.

u
™

-

Experienced in nearly all-
phases of Career Education
implementation and already
organized for planning.

~

69

III-3

[

Obtain- board support for
organization and planning.

Collect resource materials,

’ -t
Begin organization.

Hold workshop to review
and evaluate previous ex-
perience and to explain

. new concepts of Caxeer

Development as’ theWy differ
from occupational 1 forman
tion only. °

Begin organizafion.

Review "and evaluate pres-
ent program and organiza-
tion.,. .

With participation of °
presenb organization mem-
Bers, make any changes or
additions necessary to
expedite writing of com-.
prehenSLVQ plan.

[




FIRST

STEP

IN
ORGANIZING

The superinten-
dent's tasks

E
Seeks board
endorsement:

-

Appointment of
coordinator

g

-

Other major
tasks

.tionship to other administrators, &ince he or she

As the administrator responsible through the
board of education to the people of the district,
the superintendent would be the official instiga-
tor of any organization to plan or implement Career
Education. He will seek board endorsement for the -
undertaking, supplying whatever background informa-
tion is necessary for their full understanding and
approval. The superintendent's efforts would be "
supported by the Career Education Plannlng Districét
coordinator. who would be coordinating many organiz-
ing and planning activities related to Career Edu-
cation within the CEPD. /

UnlessThe or’' she intends to assume dirept Super-
"vikion ofiCareer Education planning, the superinten-

=+*dent will*probably appoint or employ a staff member

to act as coordinator for Career Education. The
coordinator might function best in 'a gtaff rela-
would be dealing with all school programs -and
would not be identified with a single existing
department. In this case, he .ar she would report
directly to the superintendent, but would not have
line responsibilit¢y for other than his or her own
office staff, if any. Further qualifications w111
be listed in a followlnq sectlon. :

Other desirable activities on the part of the
superintendent would be to:

nator and other professional gtaff to be ex-

Obtain a commitment for. the tgme of the coordi-
t
pended on Career.Education rl nning. e

Establish a line item in the annual budget for
Career Education expenses.

Assist with and forward requests for Career
Education funds to sources outside the district.

Assist cgordinator in approaching-staff members
and community leaders'to Serve on committees.

Monitor the progress of the program.‘ﬁ

Enqourage staff support. |

Keep board informe:j
/)fnitiate or approved public relations activities.
70
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WHAT THE SUPERINTENDENT DOES

With Career Bducation™
Coordinator

-

Appoints Career 'Education

c:ifgyhator.
Bddgets for Career Educati%h.

Looks for outside funding
help.

. S~
HelpS.contact staff and cémF
munity people for committees.
Approves pr0poéed committee
organization. '

With the
Board of Bducation

I

Informs board about Public
Act 97 and its significance
for the school district.

Obtains endorsemgnt for
organizing activities

Invites member participation.

Obtains commitment for staff
time on ‘Career Education
planning. - N

.

'Encourages staff supporﬁ

(Initiates'or approves

public relations activities

Attends initial meeting of -
COmmittees.\ - —_ i

Monitors progress of plan-
ning program.

*

Keeps board informed.

ITI-5
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DESI E
QUALIFICATIONS
FOR .

L.E.A.
COORDINATOR

DUTIES

OF

THE
COORPINATOR

-

Whether the Career Education Coordinator is ap-
pointed to a full-time Career Education position or
assigned to Career Education in addition to other
dut%es, he or she should be a person who has the
respect 0of the staff. A background of course work
in’dur:iculum coordination, Career Development and
Career Preparation would be Hggz,gssirable,,as well
as leadership experience in in=-gervice education.
Since the development of a Career Education program
brings a.new approach to the school curriculum, an
effectlve coordinator might need such characteris-
tics as inventiveness, imagination, flexibility,
tact, perseverance, patience, fortitude.and integ-
rity. Any traits which.would promote good relations
with others would tend to improve the chances for a
successful program.

=

The responsibilities of the Career Education
coordinator would be many and varied, but some of
the major duties, in addition to any former respon-—
sibilities, might include the following:

aj} Providing leadership for implementing Career
Education“by working with teachers and counsel-
.ors to establish understanding and support.

b) Organizing in-service workshops on Career
Education.

c) @ellecting and distributing resource materials.

d) Organizing and chairing a Steering Committee.

e) Developing good communications with the community.

: s
£} Identifying and procuring access to -community re-

sonrces.

g) Organizing, guiding and encouraging an advisory
committee, providing all supportive services.

h) Overseeing the operation and details of any
projects such as a goals setting process that
may be undertaken.

i) Providing current progress reports to the board
of education, either through the superintendent,
or advisory committee chairman, or personally,
if delegated this responsibility. !

=~ - ' v K_

72
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j) Preparing Career Education budget to recom-
mend to superim:endent .

k) Evaluating and updating programs.

1) Final development and submission of the Career
Education Plan. -

When a Career Education coordinator or another
administrator with similar duties has been appointed,
he or she will need to .assess the status of Career
Education knowledge and support throughout the
school system and make plans accordingly. The
awareness projects that might have been required -
may have been started before he or she assumes
regponsibility. In this case, administrators and .,

.staff members should have at’ least some understand- N

ing of what Career Education is and why it ig im-
portant. If not, his or her 'first task may be the
organizing of meetings or workshops to increase
understanding of the new program.

-

’

This task Wwill be easier if the coordinator has
the support of an official committee. AB so@gn as
interested téachers, counselors and principals.can
be identified, it is recommended that a Steering
Committee be organized.

3

The organization of a Career Education Steering
Committee will be an initiation of action and a
symbol of status for the program. Active, inter- ]
ested members can bring the thinking of all seg-
ments of the school system, report to their peers
on progress and problems, and demonstrate support
by implementing Career Education in their schools
Qr classrooms.

Local conditions may determine whether the com-
mittee should. be organized by appointment., by
seeking volunteers, or by some othexr method. The
coordinator and superintendent should be aware of
which staff members have the greatest—experience,
training and/or interest in Career Education and
should attempt to include them on the committee.

Some Steering Committees are composed entirely
of professional staff, and others sometimes include
board members, students and parents. The latter
make-up may be used in some cases because the pro-
gram is just getting started and has not involved
a citizens' advisdry group. Participation of board
members in the early stages can provide valuable
support. -

73 ' T NG
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Some educators suggest including a ‘broad repre-~ .
sentation of all grade levels., irncluding teachers, .
counselors, administrators, and if possible, support
persons such as an audio-visual specialist. 1In
larger systems it may be useful to organize sub-
committees for the elementary. middle school and
high school levels. As stated earlier. the Career
Education coordinator would probably serve asg chair-
man, prepare agendas and distribute minutes.

Responsibi- In most cases, the chief responsibility of the
lities of Steering Committee is to work with the Career Edu-~
Steering , cation coordinator in developing a Career Education
Committee Plan for the district, implementing the plan and
evaluating the program.
“ . ) .
Its initial responsibilities might include some
~ of the following:
, . l. Become informed about the meaning of Career ~*
Education in Michigan and the implications of
Public Act 97. .
w 2, Study various ways ~of initiht}nq action to
develop a Career Education Plan. f
3. fhform Citizens' Advisory Committee about
various alternatives and make regommendation - \.
as to choice. Provide supporting data for
method recommended. L%

) 4. study comments and recommendaffons of Citizens'
Advisory. QHTmittee and recommend decisions to
coordinator.

. 5. Inform staff personnel concerning Career Edu-
- cation plannlnq activities.
6. Support and assist Career Education tvoordinator
in prov1ding in-gervice for staff. '
7. Work through subcommittees and with Advisory
. ! ~ . Cqmmlttee volunteers to carrf—out initial

; *  phases.

-+
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f
To aéaure the support and input of community
leaders., parents and the interested public, ‘it is
usually important to organize a Citizens' Advisory
Committee for Career Education. Following are some

suggested criteria for recruiting and using such &
committee. '

. Thé comnittee should:
1. Be drawn from all segmenté of the_communityh
2., Consist at .the start only of interested people.
3., Have a broad distribution of age.

4. 1Include knowledgeable people. experienced in
Career Education. ' ’

5. . Be small enough to make decisions. large enough
to divide into sub-groups.

6. _Have a member of the Committee elected as
advisory group leader. . #e

7. Keep the board of education informed at outset.

8. Keep broad representation of levels in-all sub-
- groups,

9. Make use of existing groups when possible.
) P

Care should probably be taken to see that school
staff representation doesn't outnumber community
membership, since that might tend to inhibit active
participation by the men-professionals. At the
same time, including staff members who are part
of the Steering Committee will facilitate communi-
cations between the advisory group‘(Citizens'
Advisory Committee) and the action group (Steering
Committee) . The Career Educatidn coordinator. of
course, should attend both meetings. .

It is sometimes a good policy to use repre-
sentatives from existing grodps for the Advisory
Committee wherever practicable. ~ Such groups might
include vocational or individual program advisory
groups, PTA's, citizens' advisory committees and
various gervice groups or community organizations.

75
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What does
the Advisory
Committee do?

”.‘ ‘,‘)_/‘:""":"*.f%_{#&b é\;

T

Some suggested tasks for the Citizens' Advisory

{ Committee are the following:

1. Decide when to meet, where and how often.
2. Become awarc of what Carcer Education 1is.
3. Define participants’ roles and responsibilities.

4. Examinc resourcec materials and make recommenda-—
tions.

5. Identify community resources for Carecer Educa-
tion and help make them accessible.

6. Promote Carcer Education workshops in accordance
with teachers' and students' nceds.

7. Recommend evaluation considerations to measure
how much Career Education has been implemented
and how well needs ‘are being met,

8. Recommend continuing program in terms of general
goals. )

9. Serve on voluntecer subcommittees to carry out
negded projects such as a goals setting process.

10. Suggest and help recruit additional members for
subcommittecs or task forces.

11. Report opinions and recommendations to Steering
Committec.

A useful manuval on advisory qommittees 1is A
Guide for the Effective Utilization of Advisory
Committees, designed for vocational Education com-
mitteces and prepared for the Vocational and Techni-
cal Education Service of the Michigan Department of

Education.

On the following pages are two sample organiza-
tiona for LEA's showing the posaible rglationships
of the coordiﬁaxggieiteering Committee and Advisory
Committees. These amples were drawn from actual
situations, one from a small district and another
from a large district. They are provided only as .
options for LEA consideration. '

70
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SAMPLE L.E.A.

ORGANIZATION FOR CAREER EDUCATION

=

STEERING COMMITTEE

Elem. teacher
Mid. Sch. tcacher
H.S. tecacher

Voc. Ed. teacher .
Counsaclor

Elem. principal
Mid. Sch. principal
H.S. principal
Contin. Ed. Dir.
Elem. Qurr. Coord.
Scc. Curr. Coord.

L]

ol e o P T ok e

BOARD OF EDUCATION [-v—-~eemmmm

'\%’ ll

" |

B I

b !
SUPERINTENDENT |

|

i

|

| :
ADMINISTRATIVE | ___| CAREER EDUCATION COORDINATOR !
PERSONNEL : :

- I

I

I

|

CITIZENS' ADVISORY COMMITTEE
Representation from:

Parents

Business

Labor

The arts

Newa media

Board of Education
Community Schools
Professgions
Government & Community agenciecs
The Clergy )
Students

- | Teachers (from Steering Com.}

Administrators (Steering Com.)

PROFESSIONAL PERSONNEL
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SAMPLE L.E.A. ORGANIZATION FOR CAREER EDUCATION

BOARD OF EDUCATION ~

SUPERINTENDENT . v .

ADMINISTRATIVE 1 T ~-
PERSONNEL ----1 CAREER EDUCATION
COORDINATOR
SYSTEM-WIDE
CURRICULUM COMMITTEE
STEERING COMMITTEE CAREER EDUCATION ADVISOR¥
GROUP
6 Building representatives* : i
1 Administrator Repreaentation from:
1 Curric. Com. Rep. i .
1 Student - at large Parents . [
1 Vocational gd. teacher Buginess AN
“ Labor
* Enlarge as needed The arts .
Newsa media
. Board of Education
) - Community schools b
, { Prpfessions :
CL Gowarnment & Communlty agencies
' The Clerxrgy ’
Students "
. Teachers (from Steering Com.) :
' Administrators (Steering Com.)
CAREER FDUCATION ulLDING COMPITTEES

Elem. Elem. Elem. , Elem. Jr. High Sr. High
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ADDITIONAL
COMMUNITY
ORGANIZATION

NEXT STEPS:

The organization of a Career Education Action
Council is proposed by the Michigan State Chamber
of Commerce in its brochure Partnership in Career

Education.. Its proposed council would have a full-

time executive director and would include repre-
sentation from business, industry, labor, govern-
men?, public and education. It would operate a
Clearinghouse of Community Resources and organize
its activities into three categorles. Ingtruction.
Counseling and Management Services.

As an organizational pattern for both the LEA
and the CEPD is 1dent1f19d or ag one 1is emerging,
more extensive awareness activities can be planned -
and implemented. As the level of awareness.and

,organization rises, a planning effort can be"de-

veloped. Section IV of this Handbook is intended

to agsist in the planning process. ,

"




ORGANIZING
THE
CEPD

Differences 1in

CEPD make-up

TS

CEPD
Coordinator

+

PART II - CAREER EDUCATIEi'PLANNING DISTRICTS

ety

Career Education Planning Districts (CEPD's) -
may vary in readiness as much as individual dis-
tricts, and the same approximations of awareness:
and receptivity that were used to describe the
LEA's might apply. CEPD's also differ in .their
relatlonshlp to Intermediate School Districts, be-
1ng comprised of the same or nearly the.same areas
in some cases and including two or more ISD's or
crossing district lipes in others. (See map oh
next page.) Some CEPD's have a staff Sf several
persons assigned to Career Education. Others have
only one. The following pages offer suggestions
for possible ways of organizing a CEPD for,Careex
Education. None of these are mandated; thiy are,
instead, intended to point out some optiong to con-
sider as CEPD's are organized or reorganized.

LI

In the Career Education Planning Dlstrlct/the
person chiefly responsible for organiZing is the
Career Education coorgdinator. In most districts,
he or she has been the coordinator for Vocational
Education and will be reorganlzlng the planning
district council to serve 1in an advisory capaC1ty
for Career Education.

It is most likely that a transition period will
ensue in order to ,avoid placing unusual démands
on individuals and institutions. As personnel
choices and other resources decisions are-contem- .
plated decision-makers may wish to consider a:
transition plan. ) ,

.In some cases the brganization will be a single
council supported by a single Career Education Co-
ordinator who will assume responsibility for all |
functions. This is not recommended, however.

The job of promoting,’ assistlng and coordinating
Career Education programing, including the former
Vocational Education functions, has become so
large, it is more than a 91ngle individual could
be expected to handle effectively. Therefore, it
may be necessary to organize subcommittees of the

¥ 1
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CAREER EDUCATION~PLANNING DISTRICTS
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r

THE - )
ROLE

. OF

THE

CEPD
COORDINATOR

To promote:

To assist withy

council and to appoint add1t10nal.staf%’personnel
A suggested plan for such an organlzatlon will be
given later. . \

[

The Career Education coordlnator assigned to
each CEPD will coordinate Career Educatioh planning
and programing. This may include a responsibility’
for all educational areas i hete i's no other
person already assigned to It. : The coordinator
may have staff to employ, an office to set up,
correspondence’ to, write, meetings to aktend, apd
contacts with universities in the Career Educa-
tion Consortium, with the State Department of Edu-
cation, and above all, with school districts within
the CEPD. Essentially, he or she must play a
change agent's role.

Experienced coordinators have suggasted the fol-
lowing as some of the important Career Education

" responsibilities in this administrator's role:

ESSENTIAL _DESIRABLE
Awareness of Career Educa- Reporting of activities
. tion Business, commercCial,
‘Understanding_of Career labor participation
- Education,concepts Communication between
Implementation of Career schools and community
Education- - Curriculum development
Planned change _ structure for Career
Processes for planning Education .
LEA level planning Proven practices in
CEPD/ISD level planning implementation - .
Interpretation and use Organizational frame-
of Guidelines work .
DeveloPment‘of LEA and Disgemination of re-
ISD plansg . Bource materials
Staff development plans Implementation of staff
Coordination of staff . development plans’
development plans Identification of com-
between districts plementary Career Ed-
a . ucation ¢programs,

awareness programs
and other programs
. o outside of schools
 Cooperation’ between
schools, business
and labor
Evaluation strategies

84
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D
JOORDIKATOR

[P

Relsationship
Eo the . .
"EPD Council

b coordinate:|

'

IsD Career Educatlon

Career information sys-

FICATIONS |

"ledge of schools aqd either have or be in the pro-

plans tems- and manpower .

Collecting, rev1ew1ng information -
and approving of LEA “Qurriculum development
plans ‘ efforts

Intservice efforts be- . )

- tween districts . : e T

Communications between . _
State level and LEA ’ L ‘ P

OTHER POSSIBLE RESPONSIBILITIES:. =~ -

To promote knowledge of materials and use Of
resource people, and to assist with 1dent1fy1ng
people resources.

Sirice the duties. as outlined for the:CEPD coor- '
dinator are chiefly promotion, assistance and co=- ®
ordination, one of the most, important traits for.
the coordinator is interpeysonal skills. He or °
she must be skillful not only .in working with,a
variety of school districts and professional per-
sonnel--districts which may have competltlve re-
latlonshlps among themselves--but also in relating
well to members of the community and reﬁresentatlvee
of profe951onal labor, business, rellglous, agri-- -
cultural ‘and social groups.

The coordinator mhould have a thorough know-

cess of acquiring a firm grasp of Career Educa-
tion. Valuable_qualiflcatlons would ;be experience
with in-service education and famlllarlty with com- |
ﬂunlty phrt1c1patlon actlviglesu :

Since the divewrsified duties of the Position
may become more than a single administrator can _
efficiently handle, when more staff is needed the
CEPD coordinator may be able to look to the CEPD .
fiscal agency (Intermediate School Districts, com-
munlty cdlledes) for assistance with peYrsonnel.
In this way, more specialized staff may bécome #
practical to gid in the diverse task of Carger
Education. - - . .
\chief organizational responsibility for.
coordinator is setting up the Career Ed-
anning District Council, which will
serve as his or her advisory body. Organization




and gengral ‘make-up of this council is prescribed .

e in‘fPuhlic Act 97, and in most cases ‘the CEPD co-
ordlnator will be responsible for following through
and instigating action. The grdup that is set up
will have the responsibility to develop annually a
comprehensive, cohesive, and well-coordinated ‘
'Career Education Plan, utilizing the Guidelines

* recommended by the State Board of Education.

ROLES ' 1. 'To.serve as a forum for the educational agen-,

oF : cies located in the CEPD on matters relating
THE to Career Educatlon.
CEPD ' .

COUNCIL 2, To'serve as a catalyst in bringing about co-
LT operation among all agenéles concerned with
Career Education.

3. To become and remain familiar with the Career
L ’ Education needs and programs in the CEPD.

. 4. To encourage the implementation of needed Ca-
) reer Development and Career Preparation (in-
. cluding. academic, ,vocational and other areas)
act1v1t1es.. ;/

5./ To receive, review and recommend actlon on
Career Education prograhs pro;ects and acti-
vities being proposed in the CEPD.

. ™“To assist in seeking needed local, state and
‘national actioﬁgfgﬁpeggre high guality Career
Education in th PD. :

7. To assist educational agencies in public in-.
formation pXograms relating to Career Education.

. . .) 8. To assist the CEPD by creating special commit-
) , é\g tees as needed for the developmen® of High
’ . \hh\ < quality, compreheﬁ91ve Career Educations,
: ¢
.‘I . - . V4 ‘ @
4+ "“ ,A:-/ )
7 v =
' 4
1 t »
. w - Io : el
- N 3 , . .




WHERE *
IS '
YOUR
DISTRICT
NOW?

To determine the readiness of your district for
rganization, it might be helpful to analyze where
it falls in the following contipuum and study the

i::j@stions for agtion.

-

WHERE IS YOUR DISTRICT
NOW?

WHERE DO YOU START?

NO KNOWLEDGE

F

Yo

*_Locél and

4

termediate
obl Disfrict/Commu-~

nity Collgge admjpis-
trators Aware %97.
H but little knoWwle

among staffs about what
"Career Education"
means in Michigan

™~

s

s

{
Some knowledge of
Cireer Education phi-
losophy, but undecided
as to support.

80
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Go to resource people--
S.D.E. or University
Consortium consultants,
for assistance. Bring .
them to Superintendents'
Association meetings for
orientation.

Send for materials to
study (see Sec. VII).

Hold in-service workshop
on basic Career Education
understanding (sample
agenda in Section II).

Read Section II on Crea-.
ting Awareness and Recep-

tivity.

Begin organization
CEPD Council and, #5sist
local distri n organ-

ization process.

Discuss Caree:\Eabcation"

planning needs with other
Intermediate District ad-
ministrators and local $
superintendents or their
designated contact person.

Collect resource materials.
Begin organization.

L]
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WHERE IS YOUR DISTRICT
NOW.?

WHERE DO YOU”START?

COMPLETE

UNDERSTANDING -

AND
ACCEPTANCE

v

1
- Aware of Career Educa-
1M tion: ready to explore
- further and write plan.

H Strongly supportive, with
- some previous experience,
- at least with career or
~. occupational ?spects. '

".;f“‘

- L9
H Experienced in nearly qé&

H phases of Career Educawks
tion implementation a

] already organized with-

Council.

N
* Begin organizing.ﬁrocess.

wl'

Collect resource materials.

Hold workshop for LEA
representatives to re-
view and evaluate previous
experience and to explain
new concepts of Career De-
velopment as they differ
from occupational informa-
tion only. ‘

. . o
Begin organizing.-
Council and assist L S.

Review and evaluate pres-
et program and organiza-
tion with Council

rganize Council ingo
subcommittees.

Define committee respon-

sibilities and possible
activities.

FFC
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Contacting

the LEA's

Porsons
é1igible

No matter what the state of readiness of your

w wiamaer BEducation Planning District, the organiza-

tion process is basically prescribed in Public Act
27 and the Guidelines for Career Education Program-
mlng Members., not to exceed 20, shall be nomina~-
ted by the local education agencies within, the
CEPD and selected by the board of the intermediate
school district of which they are constituent.

between the State and- local level unit the CEPD
coordinator will usually take the initiaktive in
-~contacting all LEA's within the CEPD, requesting
recommendations for representatives to the CEPD
Council, The coordinator would probably inform or
remind superintendents of the various categories
of groups from which representatives may be named
and request that the designation of group be in-
cluded with the name of the nominee., A time dead- .
line would probably be set for return of the nom-
inations, :

As the CEPD serves as the organizatzaz unit

Groups fecommended for inclusion by Public Act
97 include the following, and no more than half of
the members may represeht the education profession.

" Local}boards of education
Intermediate district bpards
LEA {local and district) administrators
The arts
Buginess or industry - .
bor organization or manpower agency .
zgrenta
eachers
Counselors
Students

Some CEPD's have established a policy of uti-
lizing exlstlng groups as much as possible for
council representatlon rather than forming an en-
tirely new organization with people inexperienced
in education matters. Vocational advisory groups,
for example, are one source of knowledgeable rep-
resentatives for the new council. Others might be
members of citizens' advisory comfittees from vari-
ous districts, individual program advisory groups,
or the Superintendents' Association, .

A useful manual on advisory committees is A

Guide. for the Effectivwe Utilization of Advisory
Committees, designed for Vocational Education

87
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Selecting. .
Council members

Organizing
the Council

First council
meeting

Subcommittee
organization

-

.comRittees and prepared for the Vocational and Tech- -

nical Education Service of the Michigan Department
of Education.

If gome districts have not responded by a date
shortly before the deadline that was established
for receiving nominations from'the LEA, it would
be helpful to contact the superintendent to deter-
mine whether any problems might exist in making
nominations in time. As soon as nominations are
received., the names might be organized and studied
in relationship to their categQries of group rep-
resentation.. Recommendations would probably be
needed for the Intermediate boards concerning a
list of 20 or less names which would meet all cri-
teria, including broad geographical representation
of suggested groups outside of the education pro-
fession, and at least 50 per cent of the members
from the latter group. -

A8 goon as council membership has been approved
by the Intermediate board or boards. all members
gelected and administrators of each district might
be notified by a lett€ér of ¢ongratulations and
thanks for participation, including a list of the
total membership, showing groups represented. A
date for an organizational meeting might be given
at this time.

Before the council's flrst meeting it would
probably be helpful to send members a few brief:
resource materials, such as Public Act 927, the
Career Education Concept Paper or others which
have been found to be helpful. At the get-acquaint-
ed and -organizational meeting members could be
introduced to ISD administrators and interested
board members and a portion of the time might well
be devoted to discussions, f£ilms, ‘etc. which could
increase the participdnts' awareness and under- '
standing of the full meaning of Career Education.
At this time regular meetggg dates would probably
be set up for®the current year. In some CEPD's ..
the councils might wish to elect officers to con-
duct meetlngs and work with the coordinator on
exchtlw matters. '

In some of the larger CEPD's further organi- ) \ﬁ\__H\

zation has been planned or implemented to delegate
responsibilities in helping LEA's develop plans.

For example, one CEPD, which was, organized accord-
ing to the pattern described under HOW TO ORGANIZE

84
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SOME
POSSIBLE
ORGANIZATIONS

.

1

.1

THE COUNCIL, has been divided into subcommittees
as follows:

Standing committees:

Career Development 1
Vocational Education
Others as needed

Ad hoc committees:

Placement
Others as needed

Ad hoc committees, which were established be-
cause of urgent need, may become standing commit-
tees as conditions change. As the Career Education
program develops, Spe@ial Education and General

Education standing committees may be added to the

subcommittee stxucture. , .

Every CEPD Council member serves on one or
another of the subcommittees, and subcommittees
may be expanded to include such members from out-
gside the Council as, .-for example, representatives
of the Women's Resource Center, the Bby Scout
Explorers or the YWCA: In some cases, existing
organizations have been de31gnated to serve as a
subcommittee of the council. e

The counC11 however, retains the respon91-
bility £0 act on all recommendations coming from
subcommittees before these recommendations are
passed along to LEA's, ISD's or the State Depart-
ment of Eduwation.

-
-

The following pages present some possible or-
ganizations for the council: one without and one
with a subcommittee structure, As stated earlier,
however, the simple CEPD Council with a single’
CEPD coordinator is not recommendgd as the best
pattern of. organization, although it might be
necessary'in some cases as a beginning. With
the ingreasing complexity of the CEPD coordina-
tor's duties ‘as awareness activities, goal setting
processes, planning and 1mplementah10n get under
way in all local districts, it may become evident
that additional staff specialists will be needed
to work with:the .coordinator and that subcommittees
wll; need to be organized within the council.

§
- For additional information on CEPD Vocational
‘Education duties and responsibilities, see the
Vocational Education Administrative Guide.

IIT1-23 ‘ -
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SAMPLE C.E.P.D. ORGANIZATIéN FOR CAREER EDUCATION

CAREER

EDUCATION ADVISORY COMMISSION

INTERMEDIATE
SCHOOL
DISTRICTS

r

CEPD
COORDINATOR

7

—~p

C.E.P.D.

LEA board member (city)
LEA board member (rural)
ISD board member

ISD adminiatrator

LEA administrator

Large industry Rep.
Small business Rep.
Labor organization Exec.
Community Callege Rep.

wE

COUNCIL

Library or arts Rep.:
Parent (suburban)

Parent (city)

High school teacher
Elementary teacher

Middle scho9l counselor
Vocational Ed. teacher
High school student (male)
High school student (Fém.)

L]

LN

Coordinaftor

Steering| Committe

Advisory|"Committee
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SAMPLE C.E.P.D.

n

ORGANIZATION FOR CAREER EDUCATION

CAREER EDUCATION ADVISORY COMMISSION

—

INTERMEDIATE C.E.P.D. COUNCIL
SCHOOL [ --- - - . i
DISTRICTS LEA board member (city} Library or arts Rep.:
LEA board member {(rural) Parent (suburban)
ISD board member Parent (city)
ISD administrator High school teacher
LEA administrator Elementary teacher
Large industry Rep. Middle school counselor -
Small business Rep. Vocational Ed. teacher
CEPD Labor organization Exec. High school student (male)
COORDINATOR |y Community College Rep. High school student (Fem.)
1 ; '
CONTENT
SPECIALISTS
F
.CAREE
DQVELOPM'NT
i
1
] r
K-12 K-12

- = . Coordina

N __AdGiéory
91
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ADDITIONAL
COMMUNITY
ORGANIZATION

L]

NEXT STEPS:

9

The ordanization of a Career Education Action
Council is proposed by the Michigan State Chamber
of Commerce in its brochure Partnership in Career
Education.
timé executive director and would include repre-~
sentation from business, industry, labor, govern-
ment, public and education. It would operate a
Clearinghouse of Community Resources and organize
its activities into three categories:
Lounseling and Management Services.

.As an organizational pattern for both the LEA
and the CEPD is identified or as one is emerging,
more extensive awareness activities can be planned
and implemented. As ithe level of awareness and
organization rises, a planning effort can be de-
veloped. Section IV of this Handbook is intended
to assist in the planning process.

Its proposed council would have a full-

Instruction,

a




CAREER EDUC&TION

HANDBOOK FOR IMPLEMENTATION

* GENERATING A PLAN

FOREWORD -

This handbook is designed to be an
introduction to a larger collection of .-
materials on Career Education which are
available through the Michigan Depart-
ment of Education. For districts which
have not yet developed their plans for
Career Education, as well as for those
that are already immersed in initial
planning or experimental implementation,
this handbook is offered as a "do-it-
yourself" suggestion book. It is
planned as a practical guide to finding
your own answers to the needs of your
district-~to present some possible ways
of going about an undertaking that is
immense in scope, but as capable of
variation as the diversity of Michigan
distrficts demands.

%
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INTRODUCTT N

Guidcelines

Handbook for

Implementati.:.

Creating
awareness

-

4

GENERATING A PLAN

PART I -“PLANNING GUIDELINES

-

The' 77th Session of the Mlchlgan Legislatur e
passed Act 97 of the Public Actgs of 1974, which
requires the Stateé Board of Edutation to cfeate o
Career Education Advisory-Commission. Itc(further

. Féguires that the State Board of .Education develup

goal's and guidelines for .Career Education and that
local education agencies plan Carcer Education

programs.

L

In response to the- Leglslqture s charge. the
State Board has developed 'Guidelines for Career
"Education Programming." These gluidelines, which
are an extension of the Act itseclf, present general
explanations and suggestions that can expedite tLhe
transiti®n from statutory prdvision to actual Py -
ation of Carcer Education. They cmphasize the
roles of organizations and individuals in dmple-=
menting Career Bducation and outline the casential
and desirable elements of Carcer Education.

Recognizing the need for additional dlrvet1nn
and assistance, the Department of Education and the
Carecr Education Advisory Commission, in conjyne-~
tion with local and intermediate districts, univer-
sities and community representatives, hzs developed

this Handbook for Implementation. Its

uggestion:

are based upon the advice of individuals who have
been involved with Career Fducation and the oxper-
iences of Career Education experimental schools.

Earlier parts of this Handbook address the fun-
damental tasks of creating,an initial awarcness ol
Career Education where none exists and bujldinyg

.receptivity where initial awareness has becom:

apparent.

Suggestions found to be successful, an .,

well as others thought to be useful. have ‘been
examined and presented in the Awareness Section ol

the book.




A

Organizing

Systematic
planning

Where are
you now?

=

. -
- . -
. I3
[}

As initial awareness of Career; Edugation by a
few key persons grows, an organization must emerge
I'f continued growth of awareness’and eventual tran-
sition to implementation is to occur. Suggestions
to aid in the evolution of a Career Education
organizatign were also developed and presented in
an earlier section of this- Handbook.

The organiZation which evolves must be built .
upon a sound foundation of awareness and under-
standing, if successful planning.$er Cafee£ Educa-
tion is to take place and be continued. As efforts
to create awareness and initiate an organhization
begin to succeed, the focus of the effort must )
expand to include careful and systematic plannind.

The 5ugges£ions and forms presented in these
following pages are based upon the assumption that
a systematic approach to planning and implementing
Career Education 1s absolutely 'essentfal if viable
programs are to result. The materials presented
in this section can be thought of as aids to LEA's
and CEPD's in planning ways to answer the following .
questions: .

1) ‘Where do we want to go?
2) How shall we get there? .
3) How will we determine if we have arrived?

Both the activitjies and the results of activi-
ties planngd by LEA's and CEPD'sS in response to
these questions will differ among districts. The
purpose of the suggestions provide@ on the follow-
ing pages is to provide a basis from which LEA and
CEPD plans may be built, with,variety and diver-
gence being encouraged whenever planners decide it

is desirable. : S~

Throughout this Handbook for Implementation, the -
question "Where are you now?” has been asked. The
extent to which a district has been inpvolved in
Career Education remains a primary consideration as
a plan is prepared. The district jumst beginning a
Carger Education effort will like&%iéeel the need
to identify objectives and plan actIvities for the
purpose of creating awareness and understanding.
Districts that are more experienced may find that
awareness and understanding already exist on a
widespread basis.
tives as identified below, are unchallenging or '

Ay

Y5
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LEA
PLANNING
GUIDELINES

«  PLANNING

GUINELINEY

.ough understanding of the status of Career Educa-

‘prequisite to the plannlng process.

"a. Creating an awareness, understanding and recep-

'¢. denerating, by September 1, 1975, an initial

Qqeneral planning guidelines for CEPD's. They are:

even already attained. For this reason, a thor-

tion efforts within.the district is" an 1mportant

t\ : ’

In "Goidelines for Career Education-?rogfamming,“
the ‘State Board of Education identified the general
planning guidelines for LEA's. They are:.

tivity for Career Education among the educa-
tional system and the community.

- ﬂ . -
b. Organizing the educational system and the com-
munity for the effective planning and imple-
mentation of Career Education, and

Carcer Education plan for the 1975-76 school
\  year. This initial plan should include, at a
mipimum, plans to: ?

(1) establlsh goals for Carqu Education in the.
locality, P,

{2) prioritize those goals if necessary,

{3} initiate actiom or improve efforts to o
reach high priority goals, and
: . 5 : l

- v '
_~{4) generate, annually by 'J¥ne 30, a comprehen-
sive Career Edumation pla@n for each sibse-
quent school year. (First. comprehensive
plan due June 30, 1976.) D o

In "Guidelines for Career Egucation Program-
ming," the State Board of Education identified’ thé

-

"With the cooperation of intermediate School dis-
trice or ¢community college staffs, CEPD's are &
charged with the immediate taak,of_aiding local edu-
cational agencies to meeot thelr responsibilities to:
' . ' ' ~. .

a. Create an awareness, understanding, and. recep-
=tiv1ty to Career Education among members Of the

educational system and community. . a
+

-

¢




v ¥ . {\\ ' ‘ . .
' b. Organize the educational Bystem and community

for the effective planning and 1mplemeﬁfation
of Career Education,- and ‘

c. Generate, by September 1, 1975, an initial-

- Career Education plan for the 1975-76 school
’ year. This initjial plan must include, at the
minimum, plans to: -

\ . .
, . AR establlsh goals -for Career EducatLOn in
. the locality,

{2) prioritize those goalé. if heceségry,

(3) initiate action,or improve efforts to -
rcach high prlority goals, and ' *

(4) generate, annually, a comprehensive Career

o~ ' Education plan for each subsequent scho
N g} year.
0 - . To implement these guidelines, CEPD': are being

requested to develop annual CEPD plans based .upon

the objectives and activities identified in eir

constituent LEA plans. -As a result, CEPD's should

receive LEA plang by September 1, 1975, and devel-

' ~ op’a CEPD plan based upon them by November 1, 1975.°

A ' + LEA's arc being adked to submit theif second Ca- .
recer Education plan by June 30, 1976, so that : !
CEPD's will be able, in the futurd, _to submit their

.. Plans which reflect LEA plan contents by Scptember

- 1, 1976.

O NTERMEDIATE » " Because of the diversity of the CEPD/IéD rela-
SCHQOL tionships that exist within the state, no single
. DISTRICTS specific suggestion would prové useful in very

many instances. Intermediatc school districts, in-
stcad, should cxplore their role in assisting bdth.
the LEA's and the CEPD to meet their objectives

for Career Education, In some cases. this role
will approach direct responsibility for CEPR func-
tions. In others this rolc may be to pr0V1de
assistance to the CEPD coordinator.

In the future, 1ntermed1ate achool district in-
volvement will expand in two dimensions: in the
dimension of its role in providing direct services

. _to students and in the dimension of its-role as an
’ ‘intermediate service- agency to LEA's.

1v-4 -
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PLANNING

April-May | Receive Planning Guidelines and
LENDAR ‘ . Forms
. . - May-August Develop LER plans P
September 1, '75 Submit LEA plans to CEPD i
S _Initiatefactivities
J : ) September~’ o Devélbp CEPD plans
' October
November 1, '75 Subm}t CEPD plans to the Depart-
ment/of Edutation -- )
Initiate activities o
/), January-June Develop LEA Comprehensive Plan
" June 30, '76 : Submit LEA Comprehensive Plans
to CEPD :
July-August Develop GEPD Comprehensive Plan
- - ... o
September 1, '76  Submit CEPT Comprehensive Plans
temthe Department of Education
. - Initiate activities e

IV-5
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/ PART II - LEA PLANNING FORMS

ra

AND SOME SUGGESTIONS FOR ACTIVITIES

INTRGDUCTEON The purpose of this section of the Handbook for i
* 1., Implementation is to pro¥ide clarification of these
RS- - guidelines by providing: ' 1) a brief rationale for

) each, 2) planning forms and suggestions for their
completion, and. 3) where possiblg, suggestions

which may be uSéTD%EtO'lOCal planners as they de-
velop their specif approaches to fulfilling their

. “ objectives.

™~ '
The LEA plan It is important to note and keep in mind that
local districts are being asked to plan activities
which are to occur in the future, sometime before
June 30, 1976. The completion date for the plan
which describes these activities is September 1,
1975.. The preparation of the plan is the only
¢ssential activity between the present and Septem-
ber 1, 1975. ° : .

1

LEA The following pages outline the formd on which
PLANNING LEA plans arc to be prepared. Blank forms arc
FORMS available when preparing LEA plans. ’

Identifying + . The first page of the form asks for necessary
information, identifying information.”™ LEA'Ss are asked to give
coertificatiorn the legbl nafe for their district, the code number
and address. The LEA superintendent is asked to
certify that the plan has been reviewed and ap-
proved and that it accurately describes the activi-
ties which will be carriegdl out prior to Juneg 30,
1976. The name O0f a contact person for Carecr Ed-
ucation in the district is also requested. Thisg
person necd not be the superintendent.

vibiecty e The second page Of the form (Part I) qaks that

. the Carcex Education objectives for the upcoming
vYear be identified, To remain consistent with the
Planning Guidelines, four suggested objectives are -
included on the farm. LEA's are encouradged to
identify othcrs and_ to modify thosg suggested when-
cver appropridte., Further explanation and sugges-

102
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Activities

-

Summaries of

estimated costs

Organization

Submitting
procedures ¥

. tions concernlng the suggested objectives are in-

cluded in this booklet lmmedlately after the form.

Part II of the plannin@:form asks for descrip-
tive information related to what, how and when
activities will be conducted which will result in

- attdinment of a particular objective.

Additianal copies Oof the Part II form shoinld be
made so that one may be completed for each ‘objec-
tive identified by the LEA. A completed plan with
six objectives, for example, should include six
separate Part II forms.

The nj&z section of-the form, Part III "Summary
of Estimated Costs," is a compilation of informa-
tion already presented on the separate Part II
sheets

Part Iv of the form asks for a description of
the organizational arrangements for Career Educa-
tion that have been made in the district. While
the extent to which an identifiable organization
for Career Education has been established will vary
from one district to another, the fact that re-
sponsibilibi§§ and authorities have been deter-
mined is an important element in meeting the objec-
tives for LEA's. Descriptions of drganizational
arrangements are included. in Chapter III of the
Handbook. =~ -

Upon completion of the LEA plan and on »r be-
fore September 1, 1975, two copies of the plan
should be submitted to the CEPQ coordinator. The
CEPD is to usg the plan tn develop the CEPD plan
which is to b&ysubmitted to the State Department
of Education by November 1, 1975.

Quegtions cincerning the completisn of this fHrrm
should be addressed t ynur CEPD coordinator. -or to
Mr. William Weingeorber, Special Asgintant t, tho
Superintendent foar Career FEducation, Mlichigan De-
partment of Education. ‘




SUGGESTED
OBJECTIVES
FOR

LEA

PLANS

Goal
setting

.step in systematically developing Career Education.

_ing factor between Career Education 1?d traditional

The Local Career Education Plan, to be prepared
and submitted to the coordinator of the Career Edu-
cation Planning District before September 1, 1975,
should ‘describe activities which will produce a
set of gend¥ral learner goals, to include both
Career Preparation* and Career Development* goals
if such a set of goals does not already exist!

It 1s felt that goals are an essential first

Without goals there may be no common target or
purpose to guide the efforts of the many persons e
that, ideally. should be involved. ‘
* * . . v
. While many districts already have general learn-
er goals, most of these sets of goals focus on
Career Preparation* outcomes. A major distipfuish-

education is the inclusibén of goals firom the area
of Career Development®* in Career Education.

As d%stricts
velopment goals
cations such as

become acquainted with Career De-
through the examination of publi-
the Réference Guide to Career De-

velopment Goals and Performance Indicators, they
will likely want to review the adequacy of any
existing set of goals. As ‘a result of this review,
the need to reconfirm, modify or replace the exis-
ting goals may become evident.

H

. ]

Some districts may decide to replace existing
goals with a morec appropriate sct., To do this, a
district may elect to review other available scts
of goals for possible adoption. Other districts
may clect to initiate a goal setting process. Pro-
ceddural guides for such an undertaking are availa-
bic. from private sources (such as the Phi Deelta,
Kappa organization) or in the "Resources™ asoction
of this Handbook for implementation,

Districts may find that 1t 15 necedsaary to
irdentify from an entire net of gqoals, aeveral pra- -
oty gnalca for ammediate attention,  In fact,
many Joal setting qguides anclude aapiested teh
N1 e for tdeftaifying priority goalsa. .
*An defyned in C“Guidelines ot Cateer FEiuacation
Programmineg, ™ Michiqgan Department of Education 19975

1o,
Iv-9
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’ : career Development efforts are an essential dis- 9
tinguishing feature between traditional education
and Carcer Education. Therefore, it is felt that
at least a part of the goals selected for lmmedi-
ate attention through a priority setting procens
must be from the Career Development area. Schools
electing to focus their attention On a few privrt-
ty goals are encouraged to include at least soume

ot

N goals from the Career Development area.
Performange Many general learner gdoals describe expected
objectives\s performance in terms that are not easily obuerva-

ble or explainable. Such-goal statements au,
"Deueloplng proper attitudes” or "Taking pride 1n
: one's work,"” or others which areﬂs:l.mply VOTY gen-
eral in nature, are not eaSLly used as the basiy
for planning educatlonal activities Or stratedgien,

L]

- The development of, performance, ob]ectlueu ¢an
facilitate this proceSS by adding detail or clarity :
to goal statements. Developing performance objirc-
tives for general learner goals is an cdgsential
step in the systematic implementation of' Carcer
Educatien. .

C S : Because the development of performance objrc- |
tives i5 a time-consuming process, some districts
may decide to work with priority goals rather than
with the entire set. For further assistance in the
process, they might elect to adopt or build from
those contained in the following publications .
avaflable from the Michigan Department of Education:
a) A Reference Guide to Carcer Development Goals
and Performance Indicators, available from:

Carecer Education
Michigan Department of Education
Box 420 *
Lansing, Michigan 48902
b) Mingmal Performance Objectives for Subject
TArean, available from: . ,
General Education Sorvicey
Michigan Department of Pdnr ation
Box 420
Lansing, Michigan 44902

-
-
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Initial :
impPementatiu
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st *
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c) Vocat10na1 Education Performance: Objectlves,
available from"

-

'Voqational &-Technical ‘Ed. Services
Michigan Department of Education ..
Box 928 ° v o
Lansing, M;chlgan 48904 "

Dlstrlcts that eLect to proceed with prlorlty
" goals alohe are reninded that these priority goal
ought to include at least some*Career Development
and Career Preparatiow content. '

" As districts dévelop goals and obhjectives for
Carepr Education,. they need tQ consider evaluating
the extent tQ which students are presently acquir-
ing the desired outcomes.§An evdaluation of the -

_qgequacy of present strategies in addressing the .

atrict's performance objectives . is an essentlal

o

. Thisr evaluation process can;
‘formal series of judgments or.
become the subject pf a thorough efaluation.
suggested gpproach is one which uses existing
information and supplements this .ifformation Only
‘where necg¢ssary with initiated activity. "

The

The purpose of such an evaluation
a basis for planning new or modified
where needed. Experience* has shown
evaluations will underscore the need
-to infuse Career Deve10pment content

is to provide
strategics
that guch

for strategics

into the

ekisting sepool program.‘

In response to thls experience and ant1c1pat10n,

~ resources to help districts plan and conduct in-

. service programs to implement the "infusion con-
cept" have been developed by the Michigan Depart-
ment of Education. These include:

1) %he Career Education Curriculum Workshop Pack-
"2) "Ideas for Act1v1t1es for Counselors and Téach-
ers
*As shown im the publication "Report of a National
Assessment of Career Development," ACT Box 108,
Iowa City, Iowa.

190 '
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F]

A."Compre- -
hgnsive Plan®

A ample

, plan

4:

+5)

‘tratora

. improved strategies,

3) The Career Education'Resource Guide ‘ ' .

‘It is plann d to have these resources avallable
to districts by July l 1975,
" which will not be avail-
time, but are under development are

Of 1

7

‘/
. Additional resouyrces,
abhle at that
in the areas

1)
2)
3}
4)

Community. involvement

Placement Programs S

Career Guidance Programs ' <o
Career Exploratlon Programs

Others.

Devel~
‘ation.

. These materials’will @ake up the Progry

opment section of the Handbook for Impler
‘Districts aré encouraged to plan in-serviee

activities for teachers, counsgelors and ad@imlsv

m Y

- ‘ ¥ %{?}1\

A asystematic cffort to implement, Caﬂeer ’Educa-
tion is a far greater task than qanﬁpe achieved in
one year. As a result and in the igterest of.
districts are gequired to
plan th develop a comprehennive carver Education
Plan gn ang annual banin,

'r’i‘-'
make np a

BIAY f ctwme are ancluded at the eml pf thin
sectiaon for your ure.  othern may bhe olitained by
;ntart:nr.

Hrrfﬁlllt'l c.""’
mample

{rme tglluw1n; thin paraqgraph
1o-al plan.

.

Career Iduration

Michigan Department 0f~Iducat10n

" Box 420 - f
Langing, Michigan 48902 ' '

0 qy-12 -
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N OV .'

Logal Ngmp of School Digtrict ) \ _% Distriel fLode TeJephone —~ Aen Code/Local Mo,
- EDUCATIONAL ABC School Di tr"i"c‘t x_‘?‘ﬁ_ Fata l{ 123-456=27890
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- 101.Main Street o Rﬂ Ypur prn = 2345
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L]

1 9WS ta. your CEPO caorqinalor. Rataih OKE cop:r for your recard.

c-)’{. . Lt

. - -

CERTIFICATION: 1 ccrtlry tho contohyd, ol

i‘ f ’7 Jp.lp intandaont 1“" !"j NERLS {(Sianpturc)

I

ontact Porgon _____ v }.]df‘k .‘?pr.at

123/4546 ’?HQO
Aran Codo/ Local Humber

. b4

Addrose 10} Main Sereet Tolephono Number
Al




; CEPD

.05-2887 .
. NUMBER
- (Pago 2?' 94

Name of School District AB( \Sr‘h')t)l Dlstrict

P@E’G [lo PLANNING QOBJECTIVES (To be ur.r.ompluahcd by Juno 30, (974)
NOTE: Local Districta are gncouraged to angage In activitios which will.result in actainmont of tho SUGGESTED oblectiven listed
in A. below. Speeify altermative arid/or additlonal apioetivas 1n B, below. .
- )
A. SUGGESTED'OBJECTIVES (To bo accomplishod by Juna 30. 1976)
{Chock EACH of the obicctivlis that will APP LY to this plan.)
y @ ' ,
l’;i, - QBJECT) I.  The Distrlec chati idontify Dady of panchal laarncr lroals igth inelude both Cargar Preparation® and Carcor
* Dovolopmanc® goalo, . -
. ) \.
Critaria; Formal approval of such poals by ’L cal of Education and evidofiea of both Carcar
- Proparation and catocf ﬁovolopmng ntanlzfil indi suceosofui attainmant of this oblectivo.
‘QOBJECTIVE 2. Tho Dlntrir.t‘nhall Idontify porformpge . for ot {oast part of both tholr Carcor Proparation, .
and Careor Dovolopmant goals. .
érimrig; Possosslion of po bloctivon from Career Preparation araas (Goneral Education subjoct 'arean.,
‘Vocational Education, ote.), slon of performanco objectivas from Carcer Davalopmant areas which ara.
9 s aqulvatant or guper vidad by tho Michigan DuPartmant of Educatidn will constituts avidenco
T . ‘ol attainmont of
i‘ b ¥ '
# 30BJECTIVE 3. Tho Distriet s aritify implomaent, at laagt on a pilot bagis, carcar edur.auon nh’atecias {instructional
’ guidaneo, ate,} which 2dgfass solacred performznca objactives.
~-  Criteria; Evidenco o triai Implementation of identifiad stratagios which address both Career Preparation
L . and Carcor DetiGpment performance oblectives will indicate attainmant of this obiective.
- . - . -: *
OBJECTIVE 4. Tho discrict ghali preparo a comprehensiva plan for the time period batwaag Juiy 1, 1976 and June 30, 1977
T e which ghall include continuation, extonsion and/or modification of Stratagieg to implement District goals.
* Ceiterla; Submisgion of a comprehonaive plan which meets or excaeds Buidellnes for 'Such 2 plan as they
-(‘ ara determined by the Michigan Dapartment of E'dur.ation wibl indicate attainmant of thls obiective.
- oAs; dofined in “*Guldolines for Caraer Education Programming,** Michigan Departmont of Education, 1975,
] ' N o -
B. LIST OTHER OBJECTIVES DEVELOPED BY LOCAL SCHOOL DISTRICT (To bo.accomplishod by June 30, 1976)

*

. (W . . . .
bBJEcTWE e district. shall havé identified in-service reeds and
e melenfented staff development programs for adm:.m.stratgrs
. . " teacherss and counselors
: . Criteria:

£ . -

OBJEéTIVE 6.. The *district shall ‘have organized a Career Education -
. Steering Comm:l.ttee comprlsed of educators., citizens o
L iy and students. ' T o
AN L . "o . L .
' Criteria: ’ ok ) . - S
. ) — SN t, . .,
. o« §.. g - ST
OBJECTIVE 7 - o L : S
- - L 109-7. L7
- ro- ) ':i‘ . ’ .
. ;" . ) & “ . U \
" ’ - ' - , q“ﬁ .
o - ' - (Attach Additional Sheats if Necessary.) : S .

ERIC . : .

)




05218087
* (Page 3)

Part I
ir@

AN

~ IDENTIFIED in PART 1) {Duplicate PART Il as neoded.)

»

OBJECTIVF NUMBER

1
FROM PART L.

B. RESPONSIBLE PERSON(S) for the objective listed in A, above: Please Indic

)
doscribs tha GROUP (committeo. ote. ) whi:h i balng chargad with responsibility for
Jack Sprat | ) )

Stkering Committee(s)
~Whshington Elementarv
.~Linc2ln Elementary
-Oceanview Elementary
-Jefferson Junior High
-Central High School

Chairman,

‘

. @
o (Complete ONE set of PART I, {Pages 3 and 4) for EACH suggested and Other Objectivo that you

g TITLE of tINDIVIDUAL(S) or

acuydies addrassing tho above oblo:two

b

-
C. ACTIVITIES: Pleasa cl?si:ribe Plannad activities ‘wHich addrass the abjactive jlsted In A abave:
’ ACTIVITY Baginning Data Ending Data
| L
A preriégisite activit’ to this objective ds "
the organiz@tion of Steering Co mmittees. This
October 1, 1975.

g?al setting agtiﬁity will begin., therefore, on

The scheol district has a set of goals which
* hds been approved by the School Bnard. A repre-
sentative group of teachers, caunselors and ad-
"ministrators reviewed these goals and found that
most Of the goals répresent Career Preparation
-student behaviors. The following activity is ‘pro-
posed to identify additional Career Development
goals.

l. A subcommittee of .the Steering CJmmlttee
wlll review appropriate references tp ldentlfy
Career Development Goals. Examples“of such ref
erences are: w

Career Education: A Curriculum Design and In-—

structional Objectiveg Catalogque, American

Ingtitytes for Research, Palo Alto, Ca. . 1973

. W
Career bevelopment Goals & Performance Indica-
tors, Michigan Dept of E4., 1974

2 The subcommlttee will ldentlfy and propose a
minimum of three Career Development Goals to the
Steering Committee.

3. The Steerirng Committee will ‘discuss how thes
goals relate.to the already identified Career
Preparation goals.

4. The Steering Committee will propose a new
set of goals to the School Board, itflcluding a min-
imum of three Career Development goals.

5. The School Bsard will adopt the goals

[

L]

0 , Iv1s
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(Pogo 4)

E@@] il M o (CONTINUEO)

D. RE,SOURCE-REQUIREHENTS; Pleasa describo tho resou
in Item € of thla part'{Part 1),

N

—

Fea requirements necossary to suD'POrt tho activiuce Idontifed

.l
e NesTIMATED COSTS
CATEGORY . OESCRIPTION S : {to nozroot dollar)
Humbor of ¥
Personnal by o .
Pooition: ¢ . -
7 Steeriny C%mmittée members to none
) - ' L3 a
: e D
. . : \ . . Y. . -' ?‘if ﬂ*
. . ,¢ , qr .
| T e e il
. \qu;Toﬂ;.\ A
} Supplion & . T A )
. Hatorlalo printing 7%5:00
Aii’-",‘ )
references H.00
miscellaneosus 25.00
. N Sub-Total 150,00
Traval:
ﬁ 1
- t
I
' {
. Sub=Totnl
Contractcd v . 4
Sarvicool
none
* LY
* 1
. A 5?‘
Sub-Totxnl o .
Facilitido: ot "
none ‘
Sub=Total
Qthar:
. . +
none
" Sub-Totsl ‘
) T - -
Iv-16 E3stimatod Total Coota | 5 100.00
for thlo QObjoctive
Q :
ERIC i1l .

ey i it




(Pags 3) X &

f )
P@ﬂ"’[} [“] o (Complete ONE set of PART 11 -{Pages 3 and 4} for EACH suggested and Qther Objective that you
IDENTIFIED in PARTII) (Duplicate PART HI as needdd.)

A. OBJECTIVE NUMBER] .
FROM PART I, 2

indie 224

o NAME ‘and TITLE of INDIVIDUAL(S) or
tho pctivitios addroogling tho zbova objdetivo,

} B. RESPOMS'IBLE PERSON(S) for the objactive listed in A, above: P
dascribo tho GROUP (committoa. ate.) which io bbing chargad with ropBonpibi]l

rgpreseriting counselors on théi“‘

]

Roger Lampke ~ Director of Guidane
: Steering Commitde

‘“Hilda Pack - Lead T&acher ppgsenting, teakbhers on the Steering
) Committee 4 oot v A ) T

P
»
" 4 L

€. ACTIVITIESr Ploaso describo Plannad activitlog which addross she objoetivo lstod in A pbove:
- _ actmity . Goginning Dato  |;»  Ending Dafto.

w Teachérs in the district utilized an inferv;ce day{ pgec. 1, 1975
last Year to write performance dbjectives “for the ‘

Career Prep&ration goals adopted by the board. The \\
reachers used: a) the Minimal PerformanceObjectives,
).D.E. and b) the Voc. Tec. Performance Objectives,

M.p.E. to accomplish this.

By Dec. 1, 1975, we will have at least three more - By

lcareer Development goals. The following plan is : -

| [proposed for writing performance objectives for the Co. . T

Career Development goals:

’ 1. Steering Committee will appoint two sub-
3ﬁ§mittees= one consisting of the counselors,
chdired by the Director of Guidance: and the

- ather consisting of four teachers, chaired by

~a Lead Teacher. :
2. These subcommittees will work together and sep-
arately to identify performance objectives for
each of the Career Development Goals. The counj e
selors will ‘identify those performance objec- '
tives the Guidance Program will be responsible
for and the teachers will identify those per-
formance -objectives the Instructional Program
will be resptnsible for.

Each subcommittee will propose at least two

per formance Objectives for each Career Develop-

ment goal to the Steering Committee.

The Steering Committee will accept or offer

recommendations for. improving the set of per-

formance Objectives.

The Career Development performance objectives ; \
will be added to the list of Career Preparation
performance objectives and printed for every . Feb.l, 1976
teachler, counseldr and administrator. ;-
a - o g "
Iv-17 . R N
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Park 1] o(c%f";i"muen)l" 2

- D. RESOUHCE REQUIREMENTS: Pleaso doscsiba tho sosource requiraments necpasary w::;m tho octivivues Idontified

In item £ of thizs part (Part )., 4

/ CATEGORY ( DESCRIPTION ) ESTIMATEOQ COSTS
(to nosrost dollar)

" Numbas of L i . N

Personnal by - . ,
Ponltlon:’ »
) 9 . Dircecetor of Guidance and three coung®lory 4
' Lead Teacher and four other represg ative 1 oryer
g teachoers , .

. (7 Sub-Houal
Supplios O

= -
N Hneeriolo . \\ { , j_
, -] printing » 1y .00
) .
f‘ references . 25.00
o

. .

miscellancou - - 10. 00

A\ , o Foe Sub-Total T O0u
]

' Consultant vel

™
. Sub-Toend § - 3% Q0
Controcted
Sorvicoos
Consultant
) ,
]
) 4
Sub-Toml I I”.J - ‘JU
Facilition: )
none
Sub~Total {}
noane . -
SubeTotl 4]
- E stimatad Yotal Cooty .
? - < for thiv Objoctivoe $245.00




’

. IDENTIFIED In PARTII) (Duplicate PART J1l as ncodad.)

g@fﬁ’ [”] o (Complcto ONE sot of PART 11 .{Pages J and 4) for EACH suggestod and Qmef Objective that you
A

OBJECTIVE HUMBER e,
FROM PART ¥, /

1

B. RESPONSIBLE PERSON(S) for tho objoctivo listed In A. abover Tpreas Hato tho BAME and TITLE of INDIVIDUALLS) or
dascribo the GRDUP (Committos, ote.) which lo being charged witrFobpdnsibijfty for tho activitios addrosaing tho chove objoctive,

Mary Secott, Geeanview Elementary Jpob
Coordinatar

A

C. ACTIVITIES: Pioapo dascribo Planngd sctivitios wiich 2ddroas the obloctivo 1istod In A abovo:
nd k]

ACTIVITY ¥, Baginning Dato Ending Dato

Mo, Scott provided innervice trainingsto 10 olemeny -
tary teachers and counselors 1n oceanview School on
intusin¥ lecision*making objectives 1nto the exiol-
Bing school program.  After Career Development Goalo

[and objoctives trave been pgdentafied, theae game '
teache-rStgnd countselosrn w11l anitiate the (oallowing | - . ’
artivitien: ,

1. Work tojgether to wdentafy places to anfuse the Feb, 1,197
nivw abject 1ves 1ntd the tnattuctional program
and thi guidanece progroam, , '

2. Identrdy artivitiea and create lesanna which

’ wmiuse the Career bevelopment objectaives through-
out the curricuglum, .

3. Work with other tgachers an the dchool and din-
trict who wrald lTike ta qget dinvolved with this
process, >

4, Pilot teat the lestgonag an two datterent aatun-
tions or clanasroomn,

H. Write up l'c‘sismf‘ry to be prantoed aml shared with .
ather teachera an the distroiet during inservios
days

¢ , 144

1v-19%
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(Page 9)

[f'i? i o(CONTINUED)  #3

D. RESOURCE RE QU|REHENTS Ploano doscriba the rosourco requircmonts nacoodd?Y to support tho octivitios Idontifiod

-

in item € of thio part (Part ¥)).
ESTIMATED COSTS
CATEGORY OESCRIP TION {to nozreat dollar)
Humbar of -
Perconinot by
Pocition; \
11 1 Career Education Coordinator
‘ 10 elementary teachers and
' &
Sub- Total 0
Swupplion & &ﬁi&’
eriol - ) ,
Matariclo Printing 50.00
Refoeroncet 10.00
/ ‘ .t
. Sub- Total 60.00
Trovol: .'
neone
.
Sube Total 0
Contractod
Larvicoat . A
§ NOes
Sub-Total_ 0
Paclhilyoot
nane * \
Sub-Total 0
nonee
Sub- Total U
- =
E stimatod Total Costo 60,00 -
Iv-20 for thip Objcctvo $
115 |
e — e ————— - |




¢l

S {Page 3)

@‘]ﬁ'i} [”} o (Comploto ONE sct of PART1 (Pages 3 and 4) for EACH suggested and Other Objactive that you

IDENTIFIED in PAHT (TR

A. 0BJECTIVE numBER]
PROM PART I

-

B. RESPONSIBLE PEI;KSON(S) for tho objoctive lstod In A, above: Plazjo ingicata tha NAME ond TlTi.E of |INDIVIDUAL{S) or
r for tho octivition addrosoing tho pbove gbloctive.

\

-~
cordinator
§
)
€. ACTIVITIES: Plosoe doocrifo piapmad o l\rmos which 0ddroas tho objectivo listad in A abovor .
C VITY Baglnnlm Onto Ending Dat
The local Career EHGgg;ion_Coordinator will work April 17 1976
with the Steering Committee to address Career Edu- - ) .
) cation planning for the following year:
a. Systematic evalvation of present goals and
objectivas.
b. Review of present strategles used and research
of possible new or unique strategies.
c. Survey staff for input for next year's Career
Education Pkanning priorities. .
&
LEA Career Education Coordinator will submit a o )
plan to the Steering Committee May 1, 1976
Plan proposed to School Board 1976

Plan submitted to CEPD Coordinator

May 15,

July 1, 1976




#d4
Parg i (counnuem
D. RESOURCE REQUIREHEN TS: Pleasa describo the resourco reqmremont.-.u nacaspary to support tha activities ldnntnﬁod
in item C.of this part {Partil ).
' ESTIMATED COSTS
o carecony DESCRIPTION ‘< {0 noarest dotar)
Numbor of . Ve T a
Porsonnal by I3 . !
Poaltion: - o . v
e N ) - 3 e v
1 Local Ca reer E:duc%‘? qula% 2 :‘{r‘. N st 10 days -
, . (Teacher alrpem' 7 Thg Committee) 0/day
1 . .
N Sub-Total $400.00
Supplloo & W
Rateriplg
Printing 25.00
/\ - o Sub-Totat 25.00
. Travol: ) a . PR
500 mIles @ 12¢ mile ) 60.00
i
. Sub=Totnl oU.UU
Contractod
) Sorvicos: ,
none s \ 0
* ]s -
Sub-Total Y
Facliition:
none ) ! 0
N i
i Sib=Total D
g - s :
none )
17 Sub=Totl 0
~ Eotimatad Total Costs | :
Iv-22 for thin Objoctiva | 548 5,00
e T r~ e




—\> (Pago 3)

Fl

IDENTIFIED in PARTI ) (Duplicate PART Il 235 nceded.)

LY

£ .

OBJECTIVE NUMBER
FROM PART 11

Al

r d

B. RESPDNSIBLE PE’RSDN(S) for tho objoctivo listad in A. abave: Ploan lrull
daperiks tho OYP {committca, otc.) which s balng chargod with roopan

Vlrglnla Bird, Loc¢al Gareer '
L . chairpers

€. ACTIVITIES: Plosca daocriba plzanad nctlu[;:

s

@@FG’ [”] o (Complato OME sot of PARTII!. (Pages 3 and 4) for EACH suggestod and Other Objective that you

MAME and TITLE of INDIVIDUAL(S) or

-1
5 a:tlvltloo addrosoing tho abova obloctiva,

;uca io Coordinator and
' Steerln

Committee

[ =

¢

lch addzanc tho objactive llatad In A abovor

ACTIVITY

Boginning Dato Ending Dato

To identify in-service needs.and plan staff
development programs,
be implemented:

vey-duestionnaire for identifyingwinxservice
needs :

- -

2. Conduct the survey, covering all staff anpd
collect data. : o
3. Contact consultant to, work ith subcommlttee
of Steering.Committee to plan gg inservice
program for admlpxsfrators, counselgrs and
teachers. : fi
- b
Conduct in-service,

¢
evaluate and planefor_
follow—up. ) '

Er

118

Iv-23

the following .activities will

1. Work with ‘Steering Committee to develop a sur-

Nov. 1, 1975

Dec. 1, 1975

=

=y
1

Deé. 1, 1975 |[May 1, 1976




. (Paga 4)

@@][Fﬁ 1§l o (CONTINUED) 85

0. RESOURCE REQUIR EMENTS: Plcaso describo tho ressurco fequiramonts nacossary to support tha activitios ldentifiod
In Item € of thig part (Part il ).

4

[

<

ESTIMATEO COS57TS

carecoa.v N M. DESCRIPTION "/ {to noarsst dollar)
Numbor of 3
Perconnol by
Position: '
8 Local Career Eddcation Coordinator ®f
7 Steering Committee members
; .
) " " .
‘ '\ Sub=Total O
Swplics O
Hatcrlalo
Printing . 50 .00
Miscellaneous 20.00
Sub-Totat [ S 70,00
Yravol:
Consultant travg/
[
’ Sub-Total 106.00
Contractod
Sarvicaar
Consultant "
2 days @ $100/day
. Sub=Towl LQOO .00
Faglitioa:
none i 0
e
Sub=Total
Other;
none - -
\ ™
. Sub=Totwl - 0
. ) E stimatod Totzl Coots s
/ for this Objoetive G $ 370,00
Iv-24




;@rrﬁ’ I][]‘

(Page 3) - \ / -

o (Cprppleta ONE sct of PARTH (Pages 3 and 4rfor EACH suggested and Other Objective that you

IDENTIFIED in PARTIf) (Duplicate PART Il as peded.) o

OBLECTIVE NUMBER 3
FOOM PART I, 6 ;
b2 . .
B. RESPONSIBLE PE RSON(S) for tho objective listed/in]A. va;/Pleaso indicato tho HAME and TITLE of INDIVIDUAL(S) or
dogcriba the GROUP {committeo, ote.) whlch ias bolng Abargdod wi sponsibility for tho activitian addrosoing tw abova objoctive.

£
Virginia Bird, Loc readr Education Coordinator

1 ’ S

v ?v
o 1’.’};; - " g -
/ -3 <)
1 T w
‘ - ‘1’5' <$l-
Y b U
€. AC TWI'I"IES: Pionso doocsibo Plannod activitios which addrosa tho objoctivo listod In A above: “ !
} ' ACTIVITY Boginning Dato Ending Dato
A tar<t 1ask will be to organize a local Steering
Compattee {or rhe school district. The following
Avtaivytten will be implemented: ¢ ’
F | 1. "aperintendent, principals and school Career N
i biation coordinators will nominate persons :
t 1 thee committees
‘ 2 administrators .
2 vlementary teachers ' .
£ juninr ‘high tcackers ‘ . .
i '*high school téiggbrs, . :
2 counselors ) 7 ‘
| parent ) '
1 businessman
2 students . ‘ ,
2. LEA ¢arcer Education Coordinator will obtain- ! )

et
.

commttment and set up meeting times and placeés. *
LEA Career Bducation Coordinator will initiate
the committee's agtivities and will maintain
thia leadership thyqQughout the year.

b}




o . N
(Pago 4) : .

Part [ ™~

o(CONTlNUED)

.

in item C of thia pa.rt (Part 1)},

Y

D. RESOURCE REQUIREM ENTS Pleaso describo the rescurco requiroments nocossary t%gwport tho aﬁ“"me! ‘daﬂt'"ﬁd \

e

- w * NESTIMATED COSTS
MNumbaer of )
Persannal by ) . o t
Position: Superintendent ) )
f . »
7 . .Principals . 2
LEA Carocr Education Coordinator ’
L Lo ., © " Sub-Total v 0
Supplico & . V ’
Motarialo .
Miscellanoous
o afie
B Sub-Total $50.00
‘Travol; \ ’ I
\. . \
3 "L
none v -
I‘ ! .
Sub-Total 0
Contractod . 9 . )
Sarvlcoo: . ’
none ' )
L] Y
| | .
| % - - ~
Sub-Total or -
Fzchitios: ..
! ' ‘ RS - -
none .
o J"_ " -
. Sub-Tota| | O
o A
£ - - ]
none LN ' '
{ i )
, - ) , - Sub- Total v
1 ) a Hm‘j(L E stimatod Total Cogata
S/ . for this Objoctive $50.00
‘ IvV-26. ,
—;h-‘m—“ i Frr g e




LY

- 0s-2087 .
{Page 5)» . v
i I}:D@] D’ﬁ’ ’]’]’]o SUMMARY OF ESTIl:‘lATED COSTS FOR ALL OBJECTIVES LISTED IN PART 1., PAGE 4
A N N ~ ESTIMATED COSTS TO THE NEAREST DOLLAR 1
} OBJECTFVE Perso;mol Supplics & Travel Contracted Facillties Other - _.T;:t;ll 4
‘. Materials . Services .
L / B B b ° B
' 0 150.00 L0 ' D . 0 0 150,00 ¢
2. | -0 , 110 +00 35.00 | 100..00 0 0 245.00.
e ] T T " ‘ e,
3. 0 . 60.00 0 0 0 0 60.00
4 400.00 25.00 60,.00 0 0 485.00 . 1
5. 0, . 70.00 100:00* | 200.00 0 0. 370.00
. . ] LT : -
6 0 50.00 .0 0 0 . o 50.00
T R W ] 7 .t
7. . ¥
— . 2
8. el
"L -
9‘ 1
0. 2 L A -
TOTALS 400.00 465 .00 igos.o00 300.00 o . 0 1360, 00
art 1Y, |
{ A, ORGANIZATION (Sea **Carcer Education Handbook for Implomontation. ) .
. Y . Doscrlbe the organizational arranfiemonts of the district which assuras the Implamentation of tho }:ctlvltlo;-ldomiﬂbd on Pagq 3,
"o Part I, ftem C. o

the district (Virginia Bfyd). She is also a 1/2 time reading
specialist a4nd will chair” a Steerirg Committee made up of
school and community penple. Ms. Bipd will report to the
superintendent and will work directly wish the building

principals and buildingy committees. s
. 1 F3E

A Carcer Educatiéﬁ_cq‘rdinatnr has been identified for

&

2. ATTACH an ORGANIZATIONAL CHART which delineatas the relationahip among responsiblo parties as identifled on Pago 3,

l Pzt 1, Itom B, ) T%-27 . )
Q . -

122
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? ‘ g - P
- _ i LOCAL DISTRICT CAREER EDUCATION ORGANIZATION
J |
& . * BOARD OF EDUCATION .
- ' : - \-\ : '
' | SUPERINTENDENT )
% — -
KDMINISTRATIVE ‘ :
. "PERSONNEL t-+-4 CAREER EDUCATION , :
: COORDINATOR ' :
) S
n' ) ,“!
2 SYSTEM-WIDE . ‘ : -
CURRICULUM COMMITTEE d
, ..
s .
STEERING COMMITTEE CAREER EDUCATION ADVISORY
. ' GROUP
‘ Building representatives*

Administrator
Curric. Com. Rep.
Student - at large
_Vocational Ed. teach

e Y

* ‘'Enlarge as needed -

er

‘

Repregentation from:

Parents
Business
Labor
The arts
News media
Board of Education
Community schools
Professions
Government & Community adencies
The Clergy
" Students
Teachers (from Steering Gom.)
Administrators (Steering Com.)

e L e — ey

" " CAREER |

EDUCATION

BUILDING COMPITTEES

Elem. Elem.

Elem.

Elem.

Jr. High




w '

. PART’III ~ CEPD PLANNING FORMS\\\\\Ah '

AND soME §UGGESTEﬁ ACTIVITIES ‘ N

. r o -
-, . . .
" -

The urpoee of the section of the Hamdbook %QE
Implementation: is to provide. planning forms and
suggestions for their completion. In addition, '
guggesgtions ara foered regarding the use of LEA
plans.. . : ’

3

In the LEA planhing eection,{LEA'q_were agked
to submit their plans to the CEPD coordinator by
September 1, .1975. _The CEPD%s role is to build a
CEPD plan which when melemented will aid LEA's in
1mplement1ng their plans and .in developing their
next year's plan. The CEPD plan is tQ be submit-
ted to the Departmént of Educatioh by November 1,
1975. 1In future yvears, the Local Plan will- be sub-
mitted to CEPD's .by June 30, so that GEPD plans

c¢an-be prepared by September 1.

The CEPD planning form is outllned on -the fol-

when preparing plans.

1
[
[

e The first sec¢tion of.the form esks for the
Necessary identifying information.

The first major part of the form Part I consists
of several items which summarize information about
the LEA plans received by the CEPD. Information
about the K-12 plans received. those not received-
ahd the inclusion of each objective is found in
this part.

Part II of the form should contain the suggest-
ed objectives of the CEPD for the year ahead plus
any other Objectives that may be identified.

Part III of the form asks for descriptions of
CEPD activities. The what, how., and when of acti- .
vities to reach the objectives (identified by the
CEPD in Part II of the form) are included in this
part. One complete Part III should be filled out
for each CEPD objective., A CEPD plan with six

124
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lowing pages. Blank forms are avallable for use @'
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objéctives, for example, would contain 8ix separate [
forms (Part III's). The Part III form should be
duplicated for this purpose.

Summary of Part tv'of the form consists of a compilation
estimated costs of the estimated costs included on cach activity
sheet of pPart III. This section provideﬁ a ,con-
cise overview of CEPD costs, .
} Organization Part V of the form asks for a deacription of
) the organizational arrangements of the CEPD acti-
_ vities. An organizetional chart may be uged to +
. . +  clarify the relationships among the partico in- .
volved.

Council members Part VI of the form asks for the nameso and area |

of representation of the CEPD Council membera.
4

Submitting The CEPD coordinator is to submit two COpbeD of
}ﬁ}ocedures the CEPD plan by November 1, 1975 to:
. k! Career Education
~ Michigan Department of Education
- Box 420

Lansing,‘Mich}gan 48902




05-4566 . Michigan Dapartment of Education CEPD
48 . Offico of tha Superintandant NUMBER] 94

CAREER EDUCATION s
Box 420. Lansing. MichiBan 48902 ’

D . -~ . CEPD. CAREER EDUCATIOR PLAN
: {September |, 1975 through August 3|, II976)

.
A%

Hamao of CEPD Flscal Agency C
) LaCrosse Intermediate School District P
rNamo of CEPD Coordinator v . l \
George' Redwood . - ‘ : .
Address . 7 City; "\ Telephone « Area Coda/Local No,
- 5600 Marshall Ave. . 1\ tts 901-361-17232
HAILING INSTRUCTIONS: Ratum THO cooi by SEPTEM m‘iﬁb STATE address indicatod abova. o
NMOTE: Mzke sure that you have ATTACHED OME ﬁ , Page 1 of Form 0S-2987 for EACH Local School
District which suamTTeo Form 0S-28 a .
Pa@rd o summary oF Forw os2e SCHOQL DISTRICT: CAREER EDUCATION PLAN™

A, SUHHARY OF FORM 05-2881 WHICH WAS RETURNED TO THE CEPD.

o indicate tho TOTAL NUMBER of Local || .
School Districts ¥hich Solected SUGGESTED || Indicate tha TOTAL BUMBER aof Local School
Indicato thoa TOTAL NUMBER of Local Obiactives in PART I, Pago 1 of Districta Which Listoa Ono or Mors
School Districts ‘Sthich Submitted Form 0QS-2887. OTHER OBJECTIVES in
Form 0S-1887 to CEPD. Suggestod Objectives Numbar PART I, Paga 2 of Form 05-2887.
. I
| 2 ) 4 . ©
21 . 20 20 21 21 5

B. ATTACH ONE COPY of PART |, Page 2 of Form 0S-28387 for EACH Local School Disgict which SUBMITTED
Form 0S-2887 to the CEPD. :

-

C. LIST THE LOCAL SCHOOL DISTRICT(S) THAT DID NOT RETURN FORM 0S-2887 TO CEPD.

Nama of Local Scheal District Indicate tho REASOM Form 052887 Waa Not Returnad to CEPD,

Freeburg Community Schocls Change in administration' caused late

start. Plan will be in by Dec.l, 1975

-+

126 i
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CEPD
05-2887 94
(Pogo 2) NUMBER

a’

Name of School District

P (@] [Fﬂ, [IO DLANNING OBJECTIVES (To ba accamplished by Juno 30, 1976)

MOTE: Local Districts ara encouraged to ‘énsauo in activitios which will papult b0 attainment SUGGESTED objectives fisted
In A, below. Spoclfy aiternative afTVnr addltnoqal objoctives in B. bagiow.

.

‘9 SUGGESTED OBJECTIVES (To ba accomPlishad by Jupo 30, 1975} \/ . t

{Chock EACH of the gbloctives that wiil APPLY to this pian.}

OBJECTIVE |. Tho Diswice shali ldontllfr o oot of goneral laarnor gaa
Davalopmant® potlo.

“Eeitdrta: Pormal opproval of such goais by the loco
Praparation ond Caracr Dovolopmant conton, digato puccosoful bital nmont of this obloctive.

OBJEETIVE 2. Tho Distrlct shall ldontify porform

and Carcor Doavaolepmant gonle.
[

L Critarla: Possosaolon of parformednco activeo from Ceroor Prqparntlon araan {Ganorpl Educntion subjoct proan
' ' Vocational Education, 9tc.), and assloy of performanca objoctives from Carcor Dovolopmont arons which are

oquivalont or supartor to thooa providod the Michigan Dapartmont of Education will canatituto avidonce
of attsinmont of thio ebjoctiva

Pl

OBJECTIVE 3. Tl?a Dipteict ohall idontify znd Implomont. pt lapst on & pllot bagiss careadr oducation otratogios (Indtructional,

guldanco, atc.} whichizddrooo poladtad porformanca objoctl vas.
T Critarla; Evidenco of trial implamontation of ldentifiod otfotoglas which addrass both Caroar Praparation

and Carcor Dovalopmont porfermance objoctivon will [pdicate nttalnmont of this ablactive.

OBJECTIVE 4. Thao district ghall preparo a comPrehensivo plan for tho tima pariod batwoon July |, 1975 @nd Juno 30, 1917

which shail Include continuation, oxtanoion and/or modification of otratagian to implomant Diatrict goalo

Critaria; Submigssion of a l:'umpmhenﬂlve plan which moots ar oxcoods guldeilnas for such a plan as thoy
, aro doterminad by tho Michl gan Dopartmont of Education will Indicato attalnmant of this objactiva. -

- o
) O As dofined in **Guidelinas for Carcar Eduga'ﬂon Programming.*’ Michligan Decpartmant of Education, 1975,

B. LIST OTHER‘ OBJECTIVES DEVELOPED BY LOCAL SCHOOL DISTRICT (To ba sccomplished by Juna 30, 1976,

OBJECTIVE 8. The district shall have identified in-service needs and

implemented staff .development programs for: administrators,
teachers. and counselnrs. ‘

Criteria:

OBJECTIVE 6. The district shall have organized a Career Educatisn
. Steering Committee comprised of educators, citizens and

students. .
Criteria:
OBJECTIVE 1.
_ ' 127
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$- 4560 ‘ ' ] CEPO
{Poge 1) wunoen] 94

-

b@ﬁ’ﬁ: [”]o CEPD: PLANNING OBJECTIVES (Ta bo accomplishod by Aubiust 31, 1978)

MOTE: CéPB'o 850 Sncouragod to cngago In activitias which will foauhl In attaiament of tho SUGGESTED ablcctiven listed
in A. balow. 5pocify aliernative and/oe additianal oblectivas In 8. below.

.

A. SUGGESTED OBJECTIVES (To ba ascomdliohed by August J1. 1978)
(Chocht EACH of tho objoctivon that will APPLY 1o this plan.)

f -~

L]
OBJELTIVE ), Tho CEPD ohall conduct 5 promotlansi prorem 1o ancodsago tchool and community PasUIGIPaLion In
Carcar Educntion Activitlos,
fielenrin,  Bvidénco of Promotional activitioo ovidoncolpf posltive affects will Indicato attalnmont of thip
ohlective.,

OBJEtTIVE 1. The CEPD ohall Identify 2nd conduct sctiples «Rjich addroas noods momjriod through saclrolo of the

l K- 12 prane.
, | GCelteris: Evidonco of activitr roblomp In tha 1] plano ar in subport of p.lmuod nctivity In
‘ tha <11 plons will indicata n thiz abjoctivo.
]
OBJECTIVE 3. Tho CEPD dhali dovaiop & Caes ducLvion plan far tho Aros VocGotional CJmc(n) Hf ono oslote which

rection by conotiluont -1l diowicto.

e Grltarins Eslotance gf &
- objactivi.

whilh eddedoson tho noods of tho Args Contar{t} will indicate altsiament of thia

OBJECTIVE 4. Tho CEPD ohsll doyolop s chmprochontivo Carcar Education Plan bm\bd._wm tho H-11 comprohsnoive

plans rocoived by t by juno )0, 1974,

Ceitorin; Submionion of 8 CEPD Comprohonsive Carcor Bducation plan by Auguot I1, 1724 whith utilisen the

formol Provided by tho Michigan Dopartmont of Education witl indicato ottsinmont of thic obloetivo,
. LY

B. LIST OTHER OBJECTIVES DEVELOPED 8Y CEPD (To bo accompiished by August J1, 1978)
- . .

OBJECTIVE 5. ’ 4

OBJECTIVE &,

OBJECTIVE 7.

123
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DS 4586

\ - +
_ (Pago 3 .
@@ E’ﬁ [I[l[lo {(Comploto ONE sot of PART 4. (Pagea 3 and 4) for EACH suggested and QOther Oblc;c(ive that you "’_
IDENTIFIED in PART 1) (Duplicate PARY ¥ as noeded.) o
A. ODJECTIVE HUHMDER

FROM PART A,

B. RESPONSIDLE PERSON(S) lor tho objoé(ivo listad in A, pbove: Plaase Indiceto tho H andTITLE of 1HDIVIDUALLS) or
dascriba tho GRDUP (Sommitics, atc.) which 1a baing cherged with cogdantibilily far thq sctivitf)s afilrooaing tho cbove objoctiva,

i

George Medwood, CEPD Coordinat .r

i‘ A
C. ACTIVITIES: Piones dosceibe plenmd sctivition whic tha abloctive tiatod in A cboves
ACTIVITY / ’ Qaginning Dato Bnding Pata
In cooperation with local dintricts I'will ar- Sept. 1,1974] Jung 30,1976

range {or a public aervice TV program t., clarity
the concept Af Career BEducation, we will try to
une spot mens@ges an well an programs >t a langer
duration, . Lo

. ~ ' . .
An argantzed ettort 1,{' apeak to eommunity grodpsf et 1,1975 §une 10,1976

will be initiated, with local Career Bducation ol

, “Z
people and mysel! being available for presentoa- Ll y
tiong, N

- 5
I will. contact the editora of lscal newspapern aet, 1, 19345 ([ June 30,1976
and provide any informati on or prepared material 1 ,
thoy may deasire in »rder to prepare and run a
rogular serien f public interent articlen on
Carroer Education.

.

I will asurvey o small sample f 1ocal people, bee. 1, 1975
including educataors, in rder t o check on the Mar. 1, 1976,
succens of the ab.ve activitien. June 1, 1976 | June 30,1976
i
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0%-4540
{Paga 4)

!

%t ﬂnﬁotcowrlnueoj

¥

., AESOURCE REQUIREMENTS: Plcase doscriba the resouico requiromenta nacassd’y ta support tho activitios Idontified
In item C of this part {Part t|i).

CATEGORY DESCRIPTION & ESTIMATED COSTS
{to nocrast dollor)
| Pﬂumbor 'of
| orponnal by
Ig “Position: - )
? 1 CEPD Coordinat.r and Local Carcer Eduglation staff 2000600
1 Secretary 1/10 FTE 850.00
1 layout artist (40 hours) 200.00
_ ) f( ) Sub=Total 3050.00
Swplies H
#arlolo ’ <
rPrinting cnsts 500.00
Miscellancous - ‘ ) 50.00
/ ) Sub-Total 550. 00
Trovel: =
Regular mileage~Te imbur‘;(.men t for coord inator
1OOO miles 12¢ ml{e 120.00
o
Sub- Totzl 220,00
Contractod '
Barvlcoot
none
‘ Sub-Total | 0 |
Fezhlitdopt
1/10 annual. facilities cogt 310.00
W
Sub-Total 310.00
Other;
L
Miacellaneous _50.00
Sub-Tota! 50.00
p Eptimatod T ;Co
IV-15 o this Otioctiwe | 4080.00.




054565 .
{Pago 3

-

@]Fﬁ" [”][]o (Comploto ONE sot of PART 1. (Pagos 3 and 4) for EACH suggested and Other Objoctive that yon
, IDENTIFIEOD In PART NI (Duplicate PART Il as needod.)

a4t

A QBJECTIVE NUMBER 2
FROM PAAT I

B. .RESPONSIBLE PERSON(S) for tho objoctiva listod in A. above: Ploanc Indicats tha HAME and TITLE of INDIVIDUAL(S) or
dagcribe tho GROUP {committca, otc.) which io balng chargod with rocponaibility for tho nerivition addrosoing tho obovo objoctivo.

&

George Redwood, CEPD Coordinator

/ N

£
. ACTIVITIES Picogo doocriba Pleanad activition which pddroonn th + iveliotod In 4 obovor
] . aemwiTy \ y | Doginning Dato Ending Dato
After looking over the K-12 plansfd
apparent that a coordinated in-servic n is
warranted. )
Eleven of the districts ha cé%&%%ted them-
selves to participate in 4 i ce sessions: .
AugGst 28, 1975 (1/2 day) Plready underfiay
Sept. 19, 1975 {(all day) :
December 12, 1975 (all day)
February 27, 1976 (all day) ' Feb. 27, 1976f
These are negotiated in-service ~days for. these
'dlstrlcts
Separate in-service sessions will bhe conducted : June 30, 19?Gf

for nther interested LEA's.

In March, In-Service sesssions on the planning [March 1,1976 }June 30, 1976
for next year will begin. Personal contacts to
assist and coordinate LEA activities w111 be con-
tinued throughout’ the year. ... June 30,1976}

L




RESOURCE REQUIREMENTS: Plcasa doseribo tho resourco roQuicements nocoasary to suPport tho activi!.um identified
In item C of this part {Part W1}, :

CATEGORY DESCRIPTION ESTIMATED COSTS
! (te ﬂoarernt.dollar}
Numbor of . .
Perconnal by v
fooltion: . N
1 CEPD coordinator 1/5 time 4000.00
local Career Education persons (time élement unknown) -
1. secretary 1/5 time ‘ 1700.00
3 V4 Sub-Total | 5700.00
Swpliae & T
Hnteriolo
Workshop materials 300.00
Miscellaneous 50.00
B - Sub-Total 350. 00-
Travol: ] \
Mileage for cogrdimt , N
1000 miles ™ ¢/mile _ 120.00
1 Sub=Totai 120,00
Contractcd )
Sarvicoo .
2 Consultants {(Northeastern University)
(4 days each = 75.00/day) g 600.00
sub-Total | 600,00
Fa.eillti:_m: . -
1/5 annual facilities cost 620.00
\ i
X Sub-Total 620.00
Othor:
€}
Miscellaneous 50.00
. Sub-Total 20U, 00
E stimatad Total Cos‘ts
for this Obloctivo 7440.00
) Iv-37
132 '
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@@]E‘G’ I]I] [l o (Complato OME sat of PARTIII (Pages 3 and 4) for EACH suggested and Other Objectwe that'you

; IDENTIFIED in PARTH) (Duplicate PART Wl a5 needed.) : @
A. OBJECTIVE NUMBER '
FAOM PART 1. 3 .

B. RESPONSIBLE PERSON(S) for tho objoctive listad in A, above: Ploasd indicato tha NAME and TITLE of molvnDU'AL(S) or
doserib> ::la GROUP (commiticg. otc.) which in baoing chargod whdh rosponoiaility/fer dho Mtlvltlpﬁ addrassing ths abovo objoctive.

- _'- George Redwood. CEPD Cooxrdina &i;ij’
~ - _
\K |

. ACT]VIT]E& Ploapo daoerbo p d oetivijion which nddzonp tha obloetivo listod In & obove:

CTIVI Baginning Doto ¢ Ending Dats

In cooperation with Area Center staff. a Feb. 1, 1976 | Sept. 1;1976!
plan will be developed to synthesize goals and '
objectives from constituent LEA'S and to

.conduct in-service sessions to implement stra-
tegies such as the infusion strategy.

Plans will also include arrangements to' use
Area Center facilities for an exploratory
‘experience for middle school students. .

Plans will include activities to expand
the participation of the community in certain -—"
- . programs of the center.
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@ E?{? 008, (COMTIHUED)

!.

., AESOURCE REQWUIR EHENTS Please casulbo tha resourco requiremants nocaasary to SUpRart tho activitios ldentificd
| In ltam C of this pass (Past i),
S
CATEGORY DESCRIPTION ESTIMATED COSTS
{to nozresmt dollar)
Humbor of o : =
Porconnal by i p
4.1} Fooition; - . .
5 1 CEFD Crordinator 1/10 FTE 2000.00
1. Necretary 1/10 time ' 850.00°
Area renter Staff (no costs avallable) . : ——
) -3 Sut=Tetod | 2850.00
Suppllos D . Y )
Haterialo 7 g
print ng - N M 100708
Migetllaneous . 50.00
B ll" : ) . ,.' .
" w 4 Sub-Totnl 150 .00
Travel: L \ \ ' - "
500 mi’;m: w 12¢/rn le N . 60.00
a\v *
L __ setowt T 60,00
Contractod . t
Sarvicon: '
none ﬁ:ﬁ ’
\ "
Sub-Totol || 0 )
Fzeilitions " 1.
’ : - e
1710 annual eost o : . ) 310.00
1 ‘ ) ‘ - Sub-Totad [ 310.00
Othor: . . . .
B Miscellane s . : ) - 50.00
Sub-Towl 50.00
E stimatod Total Co t
IV-39 ‘ for, this o.,,m,: ° ] 3420.00
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@@Fﬁ UUD (Complota ONE sot of PARTIIL. (PBEGS 3 and 4) for EACH suggested and Other Obiactwe that you
' lDEMTlFIED in PART 1) (Duplicate PART LIl a.s naeded. ) '

@ |

A. OBJECTIVE NUMBER| 4 - v ’
FROM PART L )
B. RESPONSIBLE PERSON(S) for tho obiactlya listad In A. abpve: RIS ofhdicato tho NAME and TITLE of INDIVIDUAL(S) or

§

€. ACTIVITIES: Plonao diveribe nwﬂ;}mm which addrasa tha abloctiva Ilowd |n A abovo; g

G(‘n 1

Doginning Gﬁm

grins Dato -

1

Upon receipt of
a plan will bé developed to coordinate,

Loetl plann on .Iuly 1,

1976,
promote,

July 1; 1976

and assist the Carcer Education cffort of LEA'D
and the Arca Coentor. The plan will be consis-
. tent with the dircetion suggested by the MDE, _ .
provided MDE quqqeetlons are received by July 1, . . ‘ N
1976. ' ‘

L)

The plan will be reviewed by the CEPD Council Aug. 31 1976

before submission on Sept. 1, 1976, : -

.""" ‘\u

. 135 | o
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g " RESDU RCE REQUIREMENTS: Plcnoo daseribo tho resourc:: thuiremcmu mcn!nwr to auppert tho actlvitios Jdontified

In Itam C of thls part (Part)11).
. . ESTIMATED CO5TS
CATEGORY . . DESCRIPTION / . (to noerent doliar)
Humbor aof
Pcroonnol by . / i
TPositlon;
1 CEPD Coordinatr 1/10 time 2000.00
‘1 L Sceratary 1/10 time . H5, 00
‘-\ -
r \ .
\ Sub-Tota) || 2650 . 00
Supplios B ", - -
Faterlolo :
~ Pricting . G0, ()
. ) - . Sub-Total 50.00
Travol; . / - S
1000 miles + 12¢/mile L4 120. 00
s .
i - Sub-Totn) 12000
Contractod o
Sarvlcoo: -
v none
\/ -
! 4
. i . - Sub-Total 0
Faciliticn: .
1/10 annual cost 310.00 -
]
. / ) Sub-Totat | 310.00
—
Other:
Miscellaneous - 50,00
Sub-Totat 55,00
Estimatod Total Costs §3380. 00

for this Objoective
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. 084566 - e
{(Paga 5] . - .
P@IT{? DV SUMMARY OF ESTIMATED COSTS FOR ALL OBJECTIVES LISTED IN PART Iil.; PAGE 4. -
o ) ’ ESTIHATED COSTS TO THE NEAREST COLLAR . ¢
B,ECTN‘E . Personnel Suppiiés & Tfavel * Contracted Facnlitix Other ' Total
. Materials Services )
Vo 3050.00| $50.00 | 120.60 |, © 310.00 ‘| 50.00." | 4080:00
2. | 5700 oof - 350,00 .|. 600:00 | 620.00 | 50,00 | 7440.00.
» I 2850.00l 150.00 | 60.00 ‘[* o | 310.00 50.00 ‘| 3420.00°
@ 2850,00| 50.00 | 120.00 © 0 310.00 - 50.00 | 3380,00
5. bl . ‘.‘ . . .a - ) - - . " -- ‘o ' ) )
o 6. ‘ [ . _.-,w'f T ) ’ - '
7. ] - .
' , & ! #
8. N N
l‘ . - N
9. - - 4 Ll -
o, - ‘:" \ L .
R D = : , : =
TOTALS | 14,450, 00 1,100.00 | 420.00 - | 600.00 [1550,00 | 200.00. {18,320.00

P@F{?Vo_ A T S

A ORGANIZ&TION {Seo “Carear*Education Handbouk for irnplamentation "y ) : - : .

1. Bageribe the orgzniedtiomal prrdngqmntn ofthe dhsmtﬂct which assums tha irrmllornontation of tha activitios idontifiod on Page 3. .
Part 11, Item C.. - .o, . . o v owe
' . N T ‘ - . LI .
- - N . LY

Il

The CEPD coord;hator reports ‘to. the' ISD SUperintendent. The coordinator’

acts as the admlnlstrator of the CEPD -Council, and is.a liaison person
*with the K-12's. As the coordinatox: needs aSSLStgpce, other ISD per-

sonnq& may be asked to provide ‘temporary’ assxstance, however, the :

coordinator is ‘responsible for "all CEPD functlons. ,

L] -
b o L)
* L]
P o>
- .'
Y - * L /
* L}
»
N
+ b R .
- - ].031 ) !
‘3
. o , f . '
Tolae e o ' * i
6. . . ' . IV-42

. 1 ATTACH.an ORGANIZATIONAL CH&RT which* dollneatas the relationship among responsible partios ag idontified on Page 3,

P'art III Itefn B. .
0 . . . ] .




S C.E.P.D. ORGANIZATION FOR CAREER EDUCATION ‘
Y : CAREER EDUCATION ADVISORY COMMISSION
~ , — ]
. - ]
. , |
- - : . - . ’ -l'l "
|
. 1
INTERMEDIATE C.E.P.D, COUNCIL
“'SCHOOL - [<---o | . . ‘ .
DISTRICTS |- LEA board member (city)  Library or arts Rep:
' y ’ LEA board member (rural) Parent (suburban)
- " | ISD bdard member Parent (city)
. | ISD administrator . High school teacher
3 LEA administrator - Elementary teacher
.: Large industry Rep. . Middle school counselor
- I Small business Rep, Vocational Ed. teacher
) { Labor organizatiom-Exec. High school student (male)|
- : : Community Collége Rep. High school student (Fém.)
CEPD \ . : . '
COORDINATOR
T - — 4
" 1 M [ :
: VUV e e 4
!
I .
- 1 *
I . s
[ - .l .
. 1 -
I
! S
ImTTTT T Tt F """""" | | . A
. I I ( I ( -
LEA's. | | ;! ! |

coordinaltor

Steerin Comhitte

Advisoryl|.committe
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Rarf V[lo _CEPD COUNCIL:

A
List'the members of the CEPD Council and identify their area of representation,,

~

Council Members

‘Asoa of Roproventation |

Jeannette Franklin Parent
" Benjamin_Murxphy: - Teacher
Harriet Oglethorpe Principal
J. Worthington Smith Buginesg
Frederick Finkbein Admini

Walter R. Marlett

Labor

Wells S. Pargo

Board Member

~Randall. Heartwell

Counselor

. Mona L. Lecnard The Arts
Skip-Schoolmaster Student
.Dean C. Brady Coﬂhunity College
Matthew Christiansen Clexqgy
Alfred G. Robinson - Industry
E. Dwigdht Davidson Service Club Member
Marian Wisnewski Parent
Robin Kelly < | - . Student o
William H. MacArthur Local Career Ed Director '
James Allen Vocational Ed- Peacher

Virginia Elliqgworkh Administrator-Principal

. T
Parft Vi,
. pt
CERTIFICATION: | cartify that tho contents of the CEPD plan have beon raviewed by the CEPD Councll.
Chalperson, CEPD Council * (Signature) Dae NOv. 1, 1975

Jeannette Franklin

The contents of this plan are’an accurato dascription of activities and rasource allocations to bo carrlod out priar to August 3. 1976,

CEPD Coordinator L ) (Signature)  pate NoOv. 1, 1975

George Redwood
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- " FOREWORD

This handbook is designed to be an
introduction t9 a larger collection of,
materials on Career Education which are
available through the Michigan Depart-
ment of Education. For districts which
have not yet developed their plans for \
Career Education, as well as for those
that are alreadydgﬁmersed in initial
planning or experimental implementation,
this handbook is offered as a "do-it-
yourself" suggestion book. It is
planned as a practical guide to finding
your own answers to the needs of your
district--to present some possible ways
of going about an undertaking that is

T

,g? immense in scope, but as capable of
« L. variation as the diversity of Michigan
¥ 6% ' T digtricts demands. :
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INTRODUCTION

SYSTEMATIC
APPROACH

PROGRAM DEVELOPMENT

<t

Career Education Planning Activities are under-
way in gchool dintricts throughout the State of
Michigan. Many of these districts are already
pursuing a systematic path toward an effective
and responoive Career Education program. These
diutrict@ are investing considerable energy to
identify Carcer Education goals and develop pro-
gram objectives which reflect the reeds and wishes
of their communitien. Thio effort is progressing
at a pace which will bring nearly all digtricts
into some degree of involvehment in program plan-
ning in the¢ very near future. It 10 Career Edu-
cation program development which is the subject
of thia section of the Handbook for Implementation.

Much emphanin in being placed on a systematic
approuach tou the development of Carceer Education.
This cemphasin in more than Jjustified by the nced
to bocome or remain accountable, first to ourselvas,
and most importantly to the students who will be

affected by the Carcer Education program. Nospecific

nerien of osteps ig conential to pgystematic program
planning and development, but there are general
stepy that are more or lens common to the systematic

procens. Thene otepn are outlined in the diagram
below.

Goal
Srtting

Neodn

Program Program
Anncngment

Developpent | Evaluation

ol

The materialn presented in this Handbook for Im-
plementation are intended to asgiot districts with
varioun tasks which are consistent with or prerequi-
aite to the above general model.

For cxample, few would question the need for a
genecral awareness of the Career Education concept
or for an organization to aid in the planning and

144




J
b development of a Career Education program. These
prerequisites should be included in our general
planning model.

i
+
1

.+ r..lizing | Goal ) Needs Program Progr&m,r
Pl lareer ¥ ™ B
: t
1

ti | Setting Assessment Development Evaluation
N on |

' rerar i1
LA O R RS FTERSR

e

L
ORGANIZATION A part of the “Organizing for Career BEducation™
section-of the Handbook for Implementation encour~
ages districts to establish a steering committee
and designate a local Career Education coordinator
to the extent thelr resources will allow. This
committee can serve as the coordinating body as
districts become involved in the tasks of:

1) Goal Setting

2} Needs Assessment

3) Program Development
4) Program Evaluation

While the district may have established building-
level committees or district-wide committees or
both, it may become necessary to identify sub-com-
mittees or task forces to carry out specific tasks.

AL Goal Setting, for example, is a process which
SETTIN:G results in an agreed-upon target for a school dig-
trict, While there are probably many ways to ap-
proach the task of detgrmining goals, most methods
involve several steps and a significant amount of
time and energy. The identification of several
persons to plan and direct the goal setting process
is important to the successful completion of the
task. '

A booklet outlining a suggested approach to
goal setting which has been developed and tested
in several schools is included in the Resource
Materials section of the Handbook for Implementa-
tion. The suggestions found in this “goal setting"”
booklet will probably need adaptation before they are

145




NEEDS
ASSESSMENT

Student
assessment

Resource
assessment

meaningful for any particular district. The book~
let does, however, describe a general approach to
goal setting which is believed to be worthy of
districts' consideration.

Needs assessment, as a general second step in
the planning model, is intended to identify the

strengths and weaknesses in the present program

by asking the question:

To what extent are students presently achiev-
ing the goals of the district or school?

While this question may have been asked often
as a routine part of evaluation, it is important
now to identify specific parts of the existing pro-
gram that are especially strong or weak, and also
to identify which goals are being least met at
present, the latter being a sound method of select-
ing priority goals. A reliable needs asggssment
may require the development of performan objec-
tives in order to clarify the meaning of goal
statements. Performance objectives allow the de-
velopment of student achievement measures which.
can be directly related to specific goal statements.

A student assessment might be a comprehensive
one specifically designed for this purpose, but
more realistically, it can be based upon selected
records and testing in only the important areas
where little or no information may be available.
Schools may decide, for example, that their 4th
and 7th grade State Assessment data may sufficiently
assess certain goal areas, while another approach,
such as a commercial test, is necessary for others.
Tests such as the Career Maturity Index (CMI) or
the Assessment of Career Development (ACD} can be
useful when assessing career development goal
areas. The results of student assessment should
be, regardless of methodology, a sound basis for
initial program planning.

‘Another kind of assessment important to program
planning is resource assessment, a process which’
addresses the question: .

What resources are available to u4s as we con-
template program changes?

T




DROGRAM
PLANNING

Agslignment

Loespenstla )

4

;-

This qﬁ%dtion is important because resources\play
an impontant part in deciding what the school (or
any of its parts) can expect to achieve. This is
an 1mporthnt con51derat10n when responsibility for
partlculaﬁ goals is assigned to th& school or one
or more ofiits parts. A resource assessment can
become ouerburdening, but if conducted at a general
level, is not difficult to accomplish. Distrigts
involved in a resource assessment should develoP
a conscious re5ponsegto gquestions such as:
1) what are the guantities and qualities of
our instructional materials?
2) what are the gquantities and qualities of
our physical facilities?
3) what are the fuantities and qualities of
our personnel?
4) To what extent can our community provide
resources?
5) ‘What monies are-available?
6) To what extent are we using the above re-
resources? :

Having sufficiently addressed these gquestions and,
perhaps, others important to the particular situa-
tion, a district or school is prepared to begin
planning program changes. '

Planning program changes can involve many dif-
ferent kinds of activities and can result in plans
even more diverse. One initial step, however,
is usuvally advisable. It is to- identify which
goals or needs are going to be the respon51b111ty
of which component o¥ the school or district. In
many cases specific goals can be assigned to speci-
fic operations and in others a goal may be .a shared
responsibility of the entire school or digtrict. .De-
cisions of this type can probably best be made by,
a group repraﬁﬁhtlng each area of the school or
district.

The results of the resource assessment as well
as an understanding of the goals are important in-

~puts to ‘the decision-making tasks. As various

groups within the school identify and accept thgir
responsibilities for specific goals, their atten-
~tion must necessarily shift to the techniques or
methods of fulfilling their responsibilities.: This
task, although awesome, i5 made easier by the ex-
perimental efforts of the past several Years. -




Model
delivery
systems

S

Thraughout.xhe.Career Education effirt in Mich-
igan, as well as in other states, school districts
have experimented with methods of helping students

.reach Qareer Education outcomes. While these meth-

ods vary dramatically and include in- and out-of-
scheool activities, information systems, simulation,
work expericences and others, all can generally be .
congidered delivery systems. The task facing Mich-
igan c¢duentors as they develop Career Educatlon
programg (or delivery apstems), is to think analyt-
ically and creatively about known and new ways of
roaching the Career Education outcomes their dis-
tricts have identified or adopted.

Portunately, the experience of pioneering schools
in Michigan hao. provided many sound-directions for
the developmont of ‘'Career Education- delivery sys-.
tems. It io the purpose of this section to present
model delivery systems which schools may find help-
ful ao they develop their own plans and program.
The model ip designed to help students reach those
goals and objectives adopted by the Career Educa-
tion Advigsory Commisgsion and the State Board of
Edueation. Act 97 of the Publie Acts of 1974 re~
quired the State Career Education Advisory Commis-
sion to oxplore the GQareer Education concept and
recommend. appropriantc goals and objectives to the
8tato Board of Education. The State Board subse-
guontly adopted the recommendations.. While the
dolivery oyotems to be designed by the local edu~

cation agencien will differ greatly according to

local conditionn, thore should be significant
nimilarity of otudont outcomes.

The dolivery system cuggestions presented in
the romaining parto of this section 4re intended
to ald diotricts as they develdp their own Career

Education programg.

®




) Pig. 1

Program ’
components

&

Much energy has been spent’attempting to find
Career Education demenstration schools. ﬁven
though most districts have-not achieved recognition
as Career Education demonstration sites because of
their lack of a comprehensive program, large num-
bers of gites can be identified which are demon-
strating some aspect{s) of Career Education., Few,
if any, schools in the nation have succegded or
progressed to the point where they have what they
accept as a complete program, In Michigan, prime
importaQFe is being placed on developing comprehen-
sive programs rather than "over-developing" some

arts of a total program. Consistent with this
position, much thought has. been given to the com-
ponents of a total program, and especially, to
their inter-relationships. Figure 1 graphically
presents these-major components.

ansTRueTION '{»
‘ EXPLORATION ;

| _ ¢

CAREER GUIDANCE 1w
S : ' . E

N

RESOURCES | — y
OCCUPATIONAL INFORMATION SYSTEW . _

STAFF DEVELOPRMERT

Ry

The remainder of this booklet overviews each of

. these components of the comprehensive program. In

addition, it attempts to orient and inform the
reader regarding additional resources which have
been developed or are being developed to aid in
the development and installation of each program
component.




INSTRUCTION

Fig. 2

The core of the school program, as it exists
and as it is envisioned, is the instructional pro-
gram. As one may deduce from the Michigan Career
Education model (Figure 2), the major concern of
the existing instructional program is career pre-
paration--that is, helping students acquire the
skills, knowledge énd attitudes they will need to
perform their life roles. A continuing goal of .
any Career Education effort should be to 1mprove .
the effectiveness of the existipng curriculum .in b
realizing its traditional goals and objectives-
but Careef Education means more in regard to in~
structidn than curriculum . 1mprovement Career
-Bducation, as Figure 2 indicates, also includes
new content, which is called "career develUpment.

The instructional program possesses considerable
potential for aiding in the delivery of this new 4
content. In fact, the single most important ,

. -
-

Career Development Career Preparation

'AN INTEGRATED APPROACH

.

delivery system for Career Education is the instruc-~ -
tional program. Scheol districts are encouraged

“to take actions pecessary to insure that their in-
structional- programs become effective delivery sys-
tems for both career preparation and career develop-
ment content. The suggested technigues by which

this is done have becdOme<known as the »"infusion
process. "




ﬁorkshop
materials

This process place$ the teacher in the role of
‘curriculum developer. Teachers, given skills :
necessary to identify opportuhities for integra- - ‘.
tion of exlstlng subjeet ‘matter and career develop-
.ment outcomes, develop their daily instructional
.plans to reach outcomes in both aréas--career pre-
Qﬁratlon and career development. Key factors in-
the successful 1mp1ementat10n 9f this process are:
the, quallty ‘of the .in-service program designed to
do it and the quality and quantlty of resolirces

avallable to teachers as- the'y, Qearn and apply in-
fu91on skills.

»

Tb assist dlstrlcts as they plan in-servide pro-
grams and then plan aiid conduct workshops’ for this
_purpose, a group of Michigan educators has assembled
a set of workshop.materials. These materials have

. been shown to be useful through. extensive pilot
studies and field testlng in dfverse- settlngs
throughout the state. ,& o
] T major component ‘of these materials, a’work-
shop Wandbodk, includes most of the materials neces-
sary for a wqushOp team to plan and tonduct work-
. . sh0ps related to the. infusion
process. Special. booklets
" for teachers and counselors
called "Infusion Handbooks,"
provide step~-by-step in-
structions in applying-the
infusion process. Included
in "“the workshop handbook,
these bogklets are also
available separately for
use by workshop participants. Additional materials
such as "Examining Career Education" and "Personal
Goal s ing"' are useful aids in introducing pegple
to thef concept of Career Education and in encourag-
ing participants to implemgnt their newly acquired
1nfu510n skills. . . \
* The participant in a Career Educatlon workshop
. where infusion skills are beihy taught and~applied
_wllL benefit from two additional aids:

»

LS

"The Career Education Resource &ulde and the
Ideas for Act1v1t1es manuals.
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The Career Education Resource Guide is an exten-
sive listing of commercially produced instruc-
tional and counseling aids. Each item included
in the listing contains information about its
source, price, and strong and weak points., All
of the listings are arranged according to grade -
level, subject matter and career development goal
area. The task of maintaining this guide is a
continuous one, since new materials become avail-
-able almost daily. As a result., new editions of
the Resource Guide may become available from time
to time. :

The Ideas for Activities manuals coptain large
numbexrs of 1deas for teachers and counselors ar-
ranged according to their subject matter and.ca-
reer development outcomes. Teachers and counselors,
participating in a workshop or applying their in-
fusion skills, can use these manuals ,to plan their

+ activities from the sound basis of the experience
of ‘many Career Education teachers and counselors
reflected in this “Idea Book".’

Successful implementation of the infusion pro-
cess reduires the introduction of a curriculum
management system in order to assure an articulated
"career development program, Such a system can be-
come duite complex, but only a simple system is
absolutely essential. One approach recommended
by Career Education practitioners is to allow
teachers and counselors considerable flexibility
as they apply their infusion skills, asking only
that they indicate what career development out-
comes they are addressing. AS more and more ca-
reer development outcomes are addressed, more di-~
"rection to teachers' and counselors' infusion
activities becomes desirable. One way this direc-
*tion can be achieved is to involve the Career Edu-
cation steering committee Or coordinator as the
record keeper,

Using a matrix such as the example following to
keep the record provides a yisual check of the
coverage a district or school is providing. .As
progress is ‘made, and more and more infusion is
accomplished, efforts can be initiated to channel
the new infusion efforts of teachers and counselors
into the areas of greatest need as shown onh the

matrix.
152 _
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" would be
. the next paragraphs. 1In this way, the matrix, or

"

Obviously, there is much potential for expand-
ing the curriculum management system until, ideally,
at sqme point records are available which indicate
the progress of specific students. Districts or
schools are encouraged to design an effective and
practical system for their own situation, given

Jtheir resources. One important expansion of this

system ig to record the results of delivery sys-
tems othzihthan the infusion pYocess. An example

e exploratian program as described in
whatever techniques are used, becomes a valuable aid
in building a comprehensive and well coordinated
Career Education program.

One outcome of a thoughtful analysis of the in-
fusion process-is a realization that not all career
development outcomes can be reached in an instruc-
tignal settlng where conventional subject matter
is the primary target. That is, the 1nfu31on proc-

" ess cannot be expected to do the whole job of

delivering career development content. The under-
lying cause for this apparent shortcoming lies with
the nature of one aspect of career development:
exploration. Exploration, as a foundation for
viable-decision making, has long been khown to
involve substantial experience-gaining activities.
The need for acquisition of experiences cannot be
eliminated or even reduced greatly by the addition
of 1nfErmatlon alone.

Unfprtunately, as we as program planners design
career exploration activities around the myriad of
realities and barriers, we often find ourselves .
with a program which provides vagt quantities of
information to students and relatively little or
no significant experiences. There is no reason to
expect such a program to succeed in its charge to
provide a sound basis for decision making unless
the real experiences delivered to students are
substantial and appropriate to their interests.

i x""? it
In response to this challenging problem, research *

and development efforts are underway in thedstate
to develop and test an exploration program design.
These efforts have progressed sufficiently to allow
the development of exploration guidelines. Subse-
quent efforts to develop sample programs and
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materials and processes to aid in the implementa-
tion of the program are now underway. The cexplora-
tion guidelines are included in this gection oOf

the HandBook for Implementation.

1 +
N L

Not even the most enthusiastic supporters of
Career Education believe that career.~development
conteat is totally new to the educational system.
Some ,teachers and many counselors have been active-
ly eﬁgaged with career development as a part of
theixr everyday actions. With the growth of the
Career Education movement, the efforts of thesec
counselors are being recognized as the haﬁxh}for a
Careexr Guidance prodram. To expand the career
guidance activities presently found in the gchool
into a career guidance program which recaches all
studenﬂs, role changes are. regquired. The counsel-
or must restate hig or her case for shedding inap-
propriate duties and preparec to assume a more
active responsibility for helping students reach
specified outcomes.

The counselor who ia a part of a carecer guidance
team will find hig or her duties including much
more contact with: 1) groups of students, 2) teach-
ers, and 3} the community. The amount of time
spent in individual counseling is likely to requirec

- a supplement of ‘group work directly with students

or indirectly through teachers.

New strategies or programs which are likely to
become a part of the school system-as Career Edu-
cation grows will probably rely on the development
of a team of tecachers and counselors. The explora-
tion program, for example, probably cannot succeed
without the agsistance and participation of coun-
selors. The counselor's role in such a program
can extend beyond the traditional role of helping
students develop decisions and plans. It can
extend into the curriculum itself until teachers
and counselors consider themselves cqual teammates
facing the task at hand. Similarly, the infusion
process can benefit from the advice and participa-
tion of counselors with teachers.

Planning role changes and successfully gaining
acceptance of the changes by teachers, students, .
administrators, parents and counselors, themselves,




: : requires that current knowledge and okills in
effecting change be applied to the task. To aid

- in this tasK, a Procesns Guide for Carcer Guidance

is being developed by the Department of Education

in congultation with a large group of Michignn

/ Educatoro.
PLACEMENT Préparing”for and eatablishing life roles ie
the major focus of Carcer Education. Ag a result,
. ” much energy ic devoted to the development of deliv-

ery oyotemo to reach Career Education goals iden-
tified to describe this focus. Without a successful

§§ effort to help individuals prepare for and coffect

- a transition from ochool to!the non-school commu-
nity. much of the prior  effort may 9o unused.
Placement proyrafs have ao their purpose to provide
preparation for and asaisotance in making the tran-
pition from 8chool to non-school life. During the

- - pdot peveral yearo much hao been learned about

| : effective placement programs. The bulk of this

knowledge 1o presented in the booklet "Placement
\ Guidelineg." which i o part of thin section of
the Handbook for Implementation.

Occupatipnal There 1o o clear neea for current regionalized

Informaotion occupational informution in the ochool oystem ag
Syoctem Carcer Education ig qrowing Prcéogontly in Michi-
- gan, the VIEW (Vital Infeormation for Education and

Work) and ICPD .{Instant Carcer Program Directory)
syntems arc avdilable to gerve thin need.

VIEW io copsentially a carcer information acqui-
oition and disgemination ocystem providing perti-
nent regional information to ugers "(teachern, '
counselors. students and otherg) via o microficho

- g sysgtem All VIEW documents are filmed and distri-
. buted in microfiche form (24 to 1 ratio).

The obligation of schools wishing to utilize
the VIEW system during the 1975-76 scheol year will
o be to provide their own microfiche readers and/or
, reader printers, as well as designate and provide
a building VIEW implementor for & 3-hour in-gservice
training program conducted by members of the VIEW,
staff. A
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For more information, distriects should contact:
A
VIEW/Career Development Unit
Michigan Department of Education v
Box 928,
Lansing, Michigan 48904
(517) 373-3370

ICPD io a service to school youth and adults
which provides enrollment data on Post-gecondary
programg in Michlgan community ¢tollegeoc. The user
dialg a toll-free number and findo out which pro-
gramg are avallable, where they are located, and’
general informastion about the collego. The college
follows up within five working days with apecific
information on programs of interest and admiosion
materialo.

An cenlarged and more extensive ogecupational in-
formation osystem ig now under developnfont in the
Michigan Department of Education, which will great-
ly incredoce the capability of the ICPD and VIEW
gsyotemo. Ao thio syotem growo, the Michigan De-
partment of Education will inform local schools
and other ugers about tht occupational information
oervices which will be available. Servicos which
are planned include guidelines for operating 018
(Oceupational Information Systemg) &t the local
level, exploration materials, and an optional com-
puter-assisted carecer exploration program. ¢€on-
tacts for information should be made to the above
addresn.

—— * -

The development of Career Education, as io the !
case with mont any educational innovation, relieg
heavily on- high quality in-gervice efforts. The
staff of a district represent the single greateot
source for their own development. The ecffects of
peers on cach other has long been known to bhe a
major cause of change or improvement. With careful
planning, strategies to develop programs can be
implemented which capitalize on peer reolationships
as a major instrument of gtaff growth. \The suggent-
ed organization, that is, stecring committees and
local coordinators, is felt to be an effective
technique of causing geéncral staff growth.

. . .

\
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Many timen, however, it ipg desirable to bring
in pew hélp. The universitiesn are a valuable and
frequent ogource for this assistance. To increase
the capability of university people to provide
acgiestance to local schoela, the Department of
Education has been working with a congsortium of
teacher education institutionp in Michigan. The
Career Education Conportium, as it is called, hae
beon active in developing and delivering in-service
programc for districts throughout the sotate.* For
Torc information please contact any of the follow-

ng:

CENTRAL MICHIGAN UNIV. NORTHERN MICHIGAN UNIV.
Mt. Pleacant, Mich. 488%9 Margquette, Mich. 49855
(517) 774-3208 {906) 227-2400

EASTERN MICHIGAN UNTV. UNIVERSITY OF MICHIGAN
Ypoilanti, Mich., 48197 Ann Arbor, Mich. 48104
(313) 4847-3270 {313) 764-8424

FERRIS STATE COLLEGE WAYNE STATE UNIV.

Big Rapidn. Mich. 49307 Detroit, Mich. 48202
{616) 796-9971 (313) 577-1664
MICHIGAN STATE UNIV. WESTERN MICHIGAN UNIV.
Fact Lanaoing, Mich. 48824 Kalamazoo, Mich.. 49001
(517) 1315%5-9606 ‘(616) 383-1690

Additional information can be obtained from:
Robert Weichan. Educational Congultant, Perconnel
Development Unit, Michigqan Department of Education,
Lansing. Michigan 48904, (517) 373-8626.

* Plans are underway to expané this participation.
to other institutionas. As this is done. addi-
tional contact information will be provided.
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FOREWORD

This handbook is designed to be an
introduction to a larger collection of
materials on Career Education which are
available through the Michigan Depart-
ment of Education, For districts which .
have not yet developed their plans for g~
Career Education, as well as for those
that are already immersed in initial
planning or experimental implemegtation,
this handbook is offered ®s a “"do>~it-
yourself" suggestion book. It is
planned as a practical guide to finding )
your own answers to the needs of your
district--to present some possible ways
of going about an undertaking that is

’ immense in scope, but as capable of
variation as the diversity of Michigan
districts demands.
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What it is

Why it is
necessary

PART A: AN INTRODUCTION TO CAREER EXPLORATION .

' Career Exploration is a9program which cuts -
across subject area boundaries of Career Prepara-
tion and Career Developmeanﬂas specified in the
Michigan model for Career Educatlon. It may occur
as part of regular, existing classes, as new and
sp901a11zed courses or a combination of both.

.~

It gives students an opportunlty to carry thelr\
exploration of various life rolés ‘out of. the

‘classroom into the 1lifé of ~the’ community. It'PFO-

vides.djirect community experlences whlep complement
their clasgsroom learnlng experien&ea.

.

L]

Caréer Exploratlon is a véhlcle through which
tedchers cap help students gain insight into the
relatignships be tween the knowledge and skills .
they study and the knowledge and skills required
for their intended present and future life roles.

It is the utilization of community resources as
an integral part of the instructional process. an
essential element of comprehensive Career Education.

If we accept the itheory that students are goal-
oriented--that is, that they want to see a reason,

a long- or short-term goal for anything they un-
dertake--we believe that they will work better in

a "career-oriented” turriculum. This curriculum :

is one in which students will be conscfous of the
implications of the learning activity on their
present or future life roles. It is also one in
which the career-oriénted learning activity in-
volves a realistic application of the gkills they
are learning tb these present or future life roles.
In the Career Exploration program they have oQppor-
tunities to practice these skills in real- 11fe
situations. .

We believe that students learn best from speci-
fic experiences from which they can generalize.
By pProviding these specific experiences, Career
Exploration gives students new information on
which to make effective decisions about their life

.
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roles. These life role'éxperienc may be both
"simulated and direct, but they mu$t involve more
than papees, pgﬁmils and books if fthey are to pro-
vide the basis for valid judgments. Too much of"
. the existing Career Education effort is probably
involved with information.rather than eXperience,
producing youth'.who are "knowledge rich and
experiente poor. " -

"

’
§

Career Exploration is also a means, of taking ad-
vantage ‘of the vast reservoir of communlty re-
'sources which should play a.part in the educations

¥| "of.our youth. For too long the potential of most

’:. jf the community has been ignored Or forgotten.

. 3 }

“Every’ commuﬁity can offer.resources to give
;students\experiences with most of the major life .
roles: occupational, family, citizen and*leisure,
even though some are much‘more limited thaa others.
Qur conception of community resources must become
much broader in scope ‘than the few traditional
lndustrles\or civic activitied which have been
visited by classes in the past. . . .

Although Carger Exploration in some form taﬁ;
place almost continuously between kindergarten and
- adulthood, a formalized emphasis on exploration -
should beyin in,middle school and continue through
‘high ‘school.. At the'beginning of the middle
grades, when careel and self awareness and asses3-
ment, decision-making, - communlcation arid informa-
tion-seeking skills have bedn acquired, .the Cayeer
Exploration program takes the student to ‘situations
in the classroom and the .community to learn -about
various life roles fifsthand. . The knowledge ‘stu-
dents gain through these experiences forms the '
basis- for their career decisiens and career plan~
-ning. Their tentative decisions related to life
roles are then further explored and implemented
through 'school’ and,community experiances dyring
the high school* years. Thus the .comprehensive = .
exploration of.various occupational-clusters and
other life roles, leads to successful placement in,
high school-~in both coursework and cpmmunity
enperience——and after graduation.' .

T

Two..powerful con@egts are embodied in Career ~
Exploration. ‘edication through experience and
community partlcipation.

‘




. In earlier times young people growing to adult- -
hood learned about various life roles from family
and community sources. Today mary adults work,
not only away from home, but even away from the
residential communities where their children are
growing up. Consequently today's children have
little, if any, Thance to learn through direct
involvement and experience. Thelir dominant envi-
ronment is either the school or the informal

. . society of their peers.
Career exploration canp help fill thls void by
providing opportunities %@r learning- through
. experience. As a major component of ekploration,
the direct experience approach can supplement
learning from books and more passive processes so
that each will mutually reinforce the other.

ﬁﬁm. The building of an effective exploratory pro-
gram, therefore, requires coordination with com-
. munity agencies, .industry and business, so that:
- {l1) experiences can be developed and (2) the pur-
2 poses of the experiences and the responsibilities
- . inherent in thege experiences are well understood
by students, educators and community members.
. Organizing the necessary school and community
experiences can result in a better mutual under-
: standing of the needs, purposes and feelings of
both community and school people.

Expected ’ - As schools move into the implementation of
‘CUtéomes of Career Exploration, certain outcomes which are
Career consistent with the Goals ind Performance Indica-~
..Exploration tors of Career Development™ should be expected to

occur. Among these are the following:

Students will:

-

1. Learn that basic skills taught in the class-~
» ' room are both applicable and essential to
. . the careers for which they are préparing. -
e o ’ 2’J:cqu1re 1nformat10n about personal charac-
. eristics of self and others.
. . - . - 3. Recogntze self development ;? aslife-long
- - . process . ' -
. o .
L 1 Reference Guide of Goals and Performance
' Indicators for Career Development, Michigan

. b ) .

. - ~. Department of Education: 1974

. . )
-, . . W, o . . .
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4. Undeﬁ;ﬁand individual and group aspects of
behavior.

5. Acquire and apply interpersonal skills.

6. Recognize educational alternatives and their
applications.

7. Identify and explore alteérnative occupation-
al roles and settings.

B. Identify and exblbre alternative leisure
roles and settings.

9. Identify and explore alternative family

roles and settingsa\\\ .
10. Identify and explore alternative citizen -\\\\‘
roles and settings. '

ll. Interact with the community as learners and
contributing members.*

12. Understand the nature of decision making.

13. Develop skills in the decisibn-making proc-

ess. . .
14. Acquire skill Jp identifying and evaluating
options based self assessment.

15, Participate in career planning.

16. Acquire knowledge and skills necessary to
implement career plans.

17. Devélop skills in monitofing progress on
. career plans.

18. Modify career plans to maintain consistency
with changing career goals.

* This outcome does not appear in the current

version of the Reference Guide. It is however,

felt to be worthy of direct attention. so it is

included here. In the future, it may be includ-
1 in the Reference Guide. *




The chargexgpﬁ the school system is, of course,
to plan and deliver experiences to students which

will result in achievement of these outcomes.

From experience, we know that one essential step

\ will be to be to become more specific about these
outcomes. The Reference Guide, available from the

. Department of Education, takes us a substantial
distance toward this objective. Experience has
also énabled us to identify several additional
goals for the school system which. when met, will
facilitate the exploration program. They are:

The _schools will:

1. Promote, identify and coordinate the use of
community resources when planning and
delivering learning experiences.

~ 2. Provide direction and assistance to students
. ag they attempt to put their career plans
into action during school and upon exiting
from the school system.

3. Prepare staff to accept-the development,
exploration and implementation by students
of their individual career plans as an impor-
tant part of each one's responsibility.

e i N fhod i Dl prreryp—p—




Sequence
of program ;)

S

i

PART ,B: THE CAREER EXPLORATION PROGRAM
. N

This section presents a model exploration pro-
gram which reflects what is felt to be the furthest
advances in the state of the art. Schools are
encouraged to use this model as they~plan, develop
and try out their expﬁpration programs. They are
also cautioned that this model is not a prowven '
practice, and as testing and development contin-
ues, changes in the model may become necessary.

The Career Exploration program model’ is planned
around three overlapping stages of development,
which will be described in the.following order:

I. Preliminary stage (Role awareness)

Self awareness and asoessment
Carcer awareness and assessment
Decisgion-making skills
Communication skills
Information-seeking skills

II. Experience stage {Role identification and
exploration)

Informatiion on major life role areas

‘Transition from classroom approach to
expericnce approach

Hande-on experiences

i Planning stage {Role participation)
. Career Planning

Goal development

Identification and selection of
alternative paths

Community resourcds utilizatiﬁm

Community placement

Career readiness

The above stages are pictured in Figure 1,

following.
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PRELIMINARY

STAGE

Fig. 2

-y
\Jhwareneuu and assecoment in both the self and
career arecas io a continuing, dynamic process.
buring the e¢lementary and early middle school
years children will have experienced the elemento
of career development through the infusion syatem.
The components of oelf awareness, career awareness,
life role options awareness and valuen awareness,
and the neceosary okills for communication, informa-
tion seeking and decision making will be taught
within the structure of the exiating curriculum.
Carecer development will be infused, or integrated,
into reading or arithmetic, for example, through
a change in appreoach to how it. is taught--not as
a gubgtitution of one subject for another. -

Generally, the transition from infused curricu-
lum an the gsole Carcer Education program to a Ca-
reer Exploration program which complemonta the
continuing infusion of career development occurs
botween ¢lementary and middle or junior high achools.
However, it mosot be recognized that some otpdents
may be ready for exploration carlier than gradea 6
or 7 and pome much later. Figure 2 indicates the
continua between no knowledge or skills and com=-
Plete understanding or skilla on which any student
might be found at any given point in his or her
cducation. Although the components dencribed are
desirable prercquisites to the exploration program,
it cannot be expected that students will have pro-
gressed through the entire continuum by the time
exploration beging.

¥

STAGE 1 COMPONENTS

no gelf self awareness gelf

knowledge and assessment understanding

L H

T

no career career awarenessg: " ugeable
knowledge and assessment career knowledge

t J
dependence decision making independence

[ ]

: useable com-
no skill communication 8skills munication skills

L }
3 information-seeking wuseable informa-
no skill skills tion-seeking skills
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Bach component of Stadge I may be thought of as
a continuous process, in which students update,
adypt and integrate what they have learned about

themselves or their life roles, As new things
are learned, that information is processged and
inteqrated into a new gelf assegsment. All of

the Staqge I components are important as basic
preparation for exploration ot the major life
roleu.

In the preliminary stage of Career Exploration,
students, with teachers and counselors., should
¢valuate their knowledge and understanding on each
of the components gshown in Figure 2. At this time,
additional activities, individual studies or clasg-
room units might be needed to enlarge or refine
thege basic understandings in order to make best
use of Stage II, the experience stage. Upon in-
stallation of the Preliminary Stage, a transition
will have been made from the infusion process as.
the gole Career Education delivery system., to the
initiation of Carcer Exploration as a separate
system which complements the ntinuing infusion
throughout the remainihg scho$? years.

Once the student has achieved recasonable aware-
ness and assessment of self and carcers, steps
must be’ taken to prepare for exploration into
various potential carcer options.

An introduction to exploration might include
discusgBions of such questions as Why explore?

What 1is a carceer? What are my opportunities? How
will I know what I have done?

Learning about what a career.is might include
experiences to explore how people spend time. It
would point out that people do some things they
like to do, they do things they don't like to do,
and they tend to do things they can do well.
People engaged in a range of job, leisure, family
and citizen activities may be asked about how they
spend their time and whether or not they like what
Ehey do.

In the beginning activities in the Experience
Stage would be limited to role playing or simulated
experiences, which would help build student confi-
dence for actual experience in real-life situations.

172
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Work role
experliences

Experience in
other life
roles

-the experiences: work duties and responsibilities,

A study of opportunities should lead to q
active but brief experiences in a wide variety of
work roles. Experiences should be selected accord-
ing to a clustering system so,as to represé@nt a wide
range of occupational groups,  and a gseries of ex-
periences, both in-school and out, should be de-
veloped in cach of 12-15 clusters. The groups -of
experiences should allow students to experience
either first or second hand @ range of occupational
opportunities within the cluster and to explore
the relationships among clusters. Several important
work factors should be uscd to guide development of

work relationships, work environments, work skills.
The emphasis should be on broadening, not narrow-
ing. Students should continually be stretched to
see new opportunities. .

The cxperiences should be spread throughout the
curriculum so that students can experience widely
and so that all faculty become involved in this
section. This may be accomplished by assigning
certain clusters to certain subject areas. Experi-
ences should be designed to reinforce sublject area
skills as the skills are required by students to
participate in the experience.

What are my opportunities? includes not only
work roles, but also family, citizen and leisure
type roles. Students will come to understand that
certain types of work are done by different people
for different reasons: Painting a room is part of
home and family responsibilities for a homeowner,
but it is a job for a painter: child care is a
family 5e5ponsibility for a parent, but a job for
a child”care worker. Community experiences should
be provided to give students a sound understanding
of family, leisure and citizenship roles as well
as work opportunities.

In this way the Experience Stage provides a
better base of information through experience in
cach of the four major life roles, it makes the

¥

A commonly used system is the 15 occupatiénal
clusters identified by the U. S. Office of
Education
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transition from the classrocom approach to experi-

ences that model the outside world, and it permits
actual "handa on* experience in selected areas of

the outside world.

The question How.will I know what I have done?.
may be answered by helping students think about
and record the experiences they have had in the
past, as the beginning of a continuing recording
system for Career Exploration. Individual stu-
dents' records will be essential for a coordinated
program of exPloration throughout a student's
school career. N ’ﬂ .

The Planning Stage is the third major part of
the explgmation model. 1In the planning stage the
atudent will have opportunities to set goals and
generate plans to reach them. While some of these
goals may be related to school or personal matters,
they should also involve initial and tentative
decisions about life roles, especially occupation-
al interests. It is important., therefore. .that
this stage of exploration make use of and <¢ontinue
the expansion of preceding experiences from Stadges o
I and II as a basis for rational .choices.

While processing and integrating previous ex-
periences students can gain additional understand-
ing by exploring through existing school classes
and in the community. Courses that are exploratory
in nature allow individuals to try occupational and
other roles with great intensity. For example,
drama classes put students into performing arts
roles; industrial arts classes, into some indus-
trial roles: journaliém"classés, into research
roles. Courses that afford good opportunities
for in-depth exploration gshould be identified and
utilized.

Students should have the opportunity to utilize
the community to lea&rn, about life and work roles
which cannot be included in. the school curriculum.
A portion of their school experiences should be
spent in the comminity in such activities as in-
ternships, groupgbservation, ahd actual work
experience.




Career
readiness

Placement as
a.tool and as .
-5rculmination

To thig end, they should be shown a full range
of community resources and introduced to their use
through active experiences. Besides business, in-
dustry and labor resources, they may learn about
professional gareers, social agencies, child care,
homemaking, religious institutions, governmental
bodies and services, recreational activities or
local politics. Community organizations like the
Chamber of Commerce may in many cases assist with
arrangements.. to make such exploration possible.
Although many community contacts will be arranged
for students as . part of the Career Exploration
curriculum, it is also important that students
learn how toO recognize and use co munlt? resources
to meet personal needs both during school and
throughout their lives..

Students preparing to implement career plans
should take the initiative to acquire the skills
needed to accomplish their goals. 1In addition

. to the specific. knowledge and skills required for

the chosen occupation, the individual may realize
the need for communication skills in seeking a job
Oor acquiring experience. These may include letter
writing, speaking; listening, interviewing or even
personal grooming. Such £dkills may even be needed
in order to arrange experiences in the community
for the explorﬁfdon of life roles.

The role of the school is to assist the student
in any way possible to carry career plans to frui-
tion, however much they may change in the process.,
The help may come through coordinating access to
community resources, assisting with,courses and °
‘curriculum selection,. allowing credit for career
planning or providing individual and group
counseling.

Placement of students in school and community
environfents which facilitate the accomplishment
of their“goals is an important function of the
school. Placement is a means to reaching career
goals. But to the school, plactment is also a
final evaluation Qf how well, in my cases., it
has done in preparing the individual for his or
her future. The exploration program relies upon
the placement function to provide the necessary
community points.of contact needed to help students

create v1ab1e career plans and to prepare adequately_

~
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for them. Similarly, the placement effort relies
on an explorafion®program to cace ito task of.
helping students make the trancition from school
to the next significant envirpnment, whether it

be a job, additional training'and higher educatiom,
volunteer activities or other pituations more
suited to the individual's needs and degires.
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PART C: IMPLEMENTING CAREER EXPLORATION

"Prerequisites Before a Career Exploration proyram can have
effective implementation, certain conditiont muut
: : exist in the schools and community. Theoe pre-
e : e requisites are essential to the success of the pro-
' gram., '
. ] A high level of commitment oh the part of
: teachers and administrators will be one of the
- most important ingrédients. A mutyal agreement
that-experiential educatlon is important provides
- . the foundation for examiding the total community
t . for learning sites and gituations which might be,
: matched with student interest.: If the coqperat%% '
of the community is to be obtained, administrators
) and teachers must demonstrate interest and -support V
- . at all times. .- Ce
&. ) _r ¢ ﬂ ? _- .
School board commitment to exploration, based
- upon an awareness of .the processes to be empleyed . .
and desired outcomes, "igs a second prerequLSLte to
effective implementation. As representatives of
. the community as well as persons with.influerice
in the community, board members: can play a strong
supporting role in establishing community, based.
;} exploration gsites and 1nterpret;ng the program to ’
. the community.

: .. -A third prereguisite is the willingness .within
* ‘ cammunity agencies, business, labor and industry
- . to embark upon a program that will requlre time -
.and a level of involvement, which may not be ini-
tlally underatood by eithér the sgchool or the com-
] munity. Indications of the community's ablllty to
. * respond xploration can be setured through con-
tacts wifi the chamber of commerce, unions, service '
clubs, '‘cjtizen advisory groups and other organiza-
tions fungtlonlng in the communlty.

The fourth essential 13 the 1ntegration of the
components of career developnient at all levels in
the gchogl. This prerequisite, which depends on
the classroom teacher for implementation, may be
made through the infusion.process,

*




While Career Exploration programg, to become
viable, must be adapted to local conditions, the
model is based upon some considerationg which ¢
should not be ignored when changes or alterfatives
are congidered, To aid in the wuccessful adapta- )
tion of the medel, it Lo important to Kecp these
considerations tn mind. They are:

1. Exploration opportunity should be nearly
conmprehennive, covering all ponsible careern,

2, Exploration should [)!’l'!\Htﬂt. premature narrow-
ing by providing breadth in cach-student's
oxploratory prué&am. \ .

5. After initial breadth, students should . be
able to narrow their exploration banell upon
their interosts,

r
¥

4. Exploration opportunity ius cosgential in thé
grades 7-12. . Lo

5. One exploration program may not be able to
meet theneeds of every grade level of all
types of schooLg.

. - I'

6. ﬁh effectlve ekploration program, provides
gxperience as well as information to the
leaxrnex. . -

. ' ~

7. Exploration is for all students.

= 8., Exploration should take place in real settings
and processes--the involvement of -the community
in the exploration delivery system.providaes

the most direct source of real. setELngs and

Jprocesses. .

9. Exploration should be guided by systematically
=% made decisions by the student with the aid
o of teachers, counselors, admlnlstrators. an¢
. = others such as parents, friends and gther
cdmmun ity members. e :

Some general cautions concerning the plannin§
.0f Career Exploration programs have been offered
~as folldéws by experienced program developers:

il
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* R ‘L. Do not design a program that prematurely
: , o : \ narrows options. for studéhts. Narrowing
R : T begins in Stage III. ) o Lo

2. Do not attempt to force too much into a .
single experience, i.e., a high school
exploration course. ' :

LY N . . T -

T - ' 3. .De not get away from an experience-based

-t " exploration by attempting.to "teach" too
' much content. Content and skills should

‘ be taught as. they a¥e needed to part1c1-

. ) . ' pate in the experlences. J ' .

L 4. Do not design a program that lsolates stages

. from each other,~i.e.; Stage I discrete from
Stage II.° Overlapping stiges are esgsential
. . . to meeting individual dlfferences in career o
e ' . development. . ; : K :
. , »




THe school or district beginning to plan a

“ Career Education curriculum wiill flnd the Michigan
' ‘Career EXploratlon'Model (Figure 3) indludes four
elements which may help.to organizé their think-
ing. These are (1) the internal curriculum within
the -school,. (2) the internal support systems with--
in the school, (3) ‘the external curriculum based
in the .community, and (4) tHe external support
‘. saystems of the commmunity. Each of thesg will be

defined_below;in relation to-what they-may include.

. e : /

s THE MICHIGAN CAREER EXPLORATION MODEL

4

T

COMMUNITY

1 fnterna'], . ) External 3
Cukriculum Gurriculum
f
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- 3 .
e '2 Internad External 4

Support Support o
Systems Systems




1. .
" Internal
Curriculum

2.

Internal
Support
Systems® .

ke covered

3“‘[ving a Career Exploration curriculum,
Aistricts will :gbé planning decisions

based on their own needs ang circumstandes. The ©
content of the four major dlements may be a@pproached
in various ways to utilize existing personnel and
resources most effectively. For 'example, for

Stage I the elements listed under internal curri-
culum may be integrated into existing classes.

In Stages II and III, these elements may need to

in a separate course, a series of
courses, Or combination 0f new and existing
courses, while\ the infusion process continues 1in
other classes. hools may also asgess what is
presently being taught in thesvariods Career %§J
ploration stages in relation to the following ‘“com-
ponents of the internal curriculum,/so that suc-
cessful present activities may woven into the
pattern of the new curriculum.

l. Internal Curriculum

a. Self awareness
b. Career awareness *
¢. Career exploration
d. Life role options awareness

~e. Communication skill building -

* £. Values awareness '

. Information-seeking skill building

h. " Decisiofi-making skill building

“" *Support systems within the schools which can
prov1de substantial backing for the instructiona
functions of Career Exploration may include the

,fol)lowing elements and services: N

2. Internal Support Systems

a. Assessme)nt techniques (e.qg. aptitude
measures, interest measures, self-
concept scales). Assessment instru-
ments such as 0OvVIS and GATB m;ght be
considered approprlate.

b. Group guidance techniques, employed to
individualize and personalizeé’explora-
tory activities.

T LT T e e L LTI



ta
¢. Information systems,:such as the Occu-
pational Information System, to provide
‘students with in-depth information on

1 . career areas of personfl interest.

1 d. Community liaison, which can provide ‘ x
) assistance as needed in placing students

7 in appropriate exploration settings. <

Procedures need to, be identified, and
coordination of school activities in ‘re-
lation to use of community resources will
be essential. Community agencies need '
to understand what to expect from the
schools: and what their roles in explora-
tion will include,

b ~ e. ,p total guidance system is rggquired.
= W~
A These, internal support system elements will be
3 housed 23 the &School and should be articulated
.with th' other. three components to support the
total exploration effort.
. The external curriculum Comprlses the total
range of on-site, community experiences in ‘which
students participate as part of Career Exploratlon,
. These may be arranged for utilization in two main
, 3 categories as listed below.

% 3. External Curriculum:

5 a. On-site structured experiences focusing

- on student identified interests and goals

. and prov161ng opportunities for examining
tasks performed, life styles represented,
individual worker background, etc. This
may be known as "shadowing."

b. On-site, minimally structured experiences

allowing a longer student-workex relation-
] - ship, possibly from three days to one or
5 two months' duration. This may be termed
an "internship."

V=20 : .
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4.
External
Support
Systems

Persons
responsible

4.

External Support Systems:

a.

Input pertaining to resourcea availahle.
Information needs to be collected on a
broad range of resources. Local resource
guides could be developed. Organization
according to occupational cluaters would
be helpful. Help in identifying and
tontacting resources in the community

may be’ available from:

Advisory committees
Unions
“Service clubs
Chamber of commerce
~s Governmental offices
Others

Establishment of procedures to spell out
how students can be involved.. what skills
can be ‘accomplished, and the specific
relationship of involved agencies with
the exploration program. Advisory com=-
mittees may provide one avenue for making
these determinations.

People resources for use-as speakers or
role models, or materials usable in the;
classroom. i

Development of the career Exploration curricu-.
lum will probably succeed best if it involves the
joint responsibility of various groups rather than
becoming the program of any given department.
Among those who might part1c1pate in the planning
are the following:

‘e

a. Program developers'(probably a 'subcommittee

b.

C.

of the.Career Education Steering Committee)
Instructional staff members

Guidance staff members

d. career Education coordinator

e.

. ! s ’ .
Representatives of vocational or other advi-
$ sory committees. '

133 e
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Since Carcer Exploration will be in most cases
a new program, reguiring the cooperation of every
department or category of school personnel and
asking for extensive cooperation from members Of
the community, it is essential that representa-
tives of all interested groups participate in
planning the curriculum., It must be assumed that
administrative support is present before planning
can proceed, and the administration would probably
be represented as members of the Steering Commit-
tee.

A flowchart of possible implementation steps
for Carcer Exploration is on the following page
(Figure 4). It may be helpful as a process guide
for developing a Career Exploration program in a
local school. :
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1.0
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Carcer Education and Career Exploration in
particular will demand greater cooperation among
instructional personnel than ever before. Those
individuals who have a direct impact on students:
teachers, counselors, administrators and community
resource people, must work together if the total
exploration program is to develop and Operate ef-
fectively.

A program so complex, which involves both
Career Preparation and Career Development aspects
of the curriculum, is likely to encounter prob-
lems of management unless provisiom is made for
efficient coordination. Planned coordination |
will be essential, both for the functioning and
interaction of the four curriculum elements and
for the planning of courses of study for the indi-
vidual student. ’

An essential aspect 6f coordination will be
the record keeping needed to assure every student
a comprehensive Career Exploration program. One
management tool which might be helpful is the.
Occupational Cluster-Subject AreacMatrix shown as
FPigure 5. This master matrix, which shows the,
coverage of clusters by subject areas, could be
used to monitor student experience and would show
at a glance which clusters students have experi-
enced and in which subject area field they were
initiated. It can also be used by curriculum de-
velopers as a means of mapping progress in instruc-
tional unit development. .

V=24
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FIGURE 5: SUBJ‘ECT AREA/CLUSTERS CURRICULUM o
P MANAGEMENT MATRIX
. SUBJECT AREAS
1 ‘:c\
CLUSTERS o
1. Health ‘ 1
2. Agfi Business and Natural
. Resources .
3. Business and Office v
4. PuBlic Service ¥ i .
—_
S. Communication and Media
A ' 4
< e G.A/ﬁosp;tality & Recreation |
,‘h-_"""“ - 3 ‘|\_) a’
! W ul Z// Manufacturing '
8.’ Marketirig & Distribution
, Construction
10. Personal Services 4 1
11. Transportation
= Y :
12, Pine Arts & Humanities é -
13, Environment
l4. Marine Science | -\
15. Consumer & Homemaking
| —

ERIC

Aruitoxt provided by Eic:
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Depending upon the school's present orientation
to Career Education, varying amounts of prepara-
tion will be required to develop an exploration
program. OQutlined below are some of the activi-
ties or processes which teachers, counselors,
administrators, students and community cooperators
may need to undertake in developing Career
Exploration.

1. Assess presgent practices in the light of
gareer development needs.

2. Assess pupil readiness for exploration,
based on achievement of Stage I skills.

3. Assist in the assessment of student inter-
ests, aspirations and aptitudes.

4. Infuse cluster oriented information and
experiences into the regylar program.

5. Use cluster-related Career Exploration, units
in existing classes. )

6. Acquire counseling and teaching skills and
knowledge necessary to plan and conduct
Career Exploration activities, including
community familiarization, capeer develop-
ment theory, and others. '

-

7. Plan rooperatively with other school person-
- nel and community mefnbers in curriculum
design. _ .
8. Become skillful in analyzing materials and
community resources. ' ’

9. Become skillful in utilizing new materials
that relate to appropriate clustérs and/or
utilizing appropriate resource people.

1. Test students for exploration readiness
-and interest areas.

2. Develop expertness in conducting group gui-
dance sessions, whether within or outside
regular classes-

189
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For

admbnistrators .

For community
persons

RESOURCE ¥
MATERIALS

Contact community supporters to explore com-
munity resources, organize procedures for
obtaining community assistance, and develop
systematic techniques for recruiting, train-
ing and coordinating community instructors.

Facilitate the modifications necessary with-

-in the organization (grades, schedules,

assignments) which will allow students to
participate in exploratory experiences. -

Establish policies which will allow faculty
to analyze community resources, recrukt com-
munity instructors, develop instructional
materials, etc.

Become knowledgeable about Career Education
and communicate the philosophy and qugram
to the school board.

Encourage and facilitate faculty ipn-service
directed towdrd cooperative efforts and
curriculum development.

Be willing to serve either as a resource
person in the school or in a community site. ’

Provide technical assistance during currlcu-
lum development related to your field or
exhlences .

|
Assist in identifying and recruiting other
community sites and individuals.

Assist in identifying and procuring appro-
priate instrugtional equipment and materials.

There are many materials and people available
to help in the development of an exploration pro-

gram.

One gsource for these resources is the

Career Exploration research and development efforts
of the Department of Education. These efforts,
partly responsible for the material in this guide,

are also charged with the responsibility of devel-

oping sample curriculum materials and other re-
sources to aid in the dissemination and develop-

“ment of Career Exploration. Much progress has
been made toward this end. There are many units

N
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already constructed which will become availabAde
through the department. A procedural guide i8

also under development. It is entitled "Designing
and Using Simulations to Provide Career Exploration
Opportunity.” In the future, other guides will
become available in the areas of using community
resources and préviding work experience opportunity.

As these efforts P QQXGSQ, many persons at
major universities will ba trained as consultantus.”
For more information on these consultanta plense
contact: )
CENTRAL MICHIGAN UNIV.
Mt. Pleasant, Mich. 48859

NORTHERN MICHIGAN UNIV.
Marquette, Mich. 49H%%

{517) 774-3208

EASTERN MICHIGAN UNIV.
Ypsilanti, Mich. 48197
{313) 487-3270

FERRIS STATE COLLEGE
Big Rapids, Mich. 49307
{616) 796-9971

MICHIGAN STATE UNIV.
East Lansing, Mich. 48824
(517) 355-9606

(306) 227-2400

UNIVERSITY OF MICHIGAN
Ann Arbor, Mich. 48104 !
(313) 764-8424 f

WAYNE STATE UNIV. |
Detroit, Mich. 48202
(313) 577-1664 |

WESTERN MICHIGAN UNIV.
Kalamazoo, Mich. 4400}
(616) 38@—1690

Additional informatidn can be obtained from: L-
Robert Weishan, Educational Consultant, Personnel
Development Unit, Michigan Department of Education,
Lansing, Michigan 48904, (51l7) 373-8626.

-

* Plans are underway to expand this participation
to other institutions. As tHis is done, addi-

tional contact information will be provided.

\
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Thls gu1de tq the establishment and
opération- of a échool-based placement
program is designed to serve as a compo-
nent of the Program Development Section of
the Career Education Handbook for Implemen-
tatioh. rIt may also be detached from the
Handbook and viewed on its own by anyone
"primarily interebted in planning and imple-
mentlngaaqpool*based placement services.
- The gulde is not intended to be an exhaus- °
tive liét of all possible épproaches to -
providing ,placement services or to designate
any one approach as universally desirable.
It'is designed to be of practical assistance ‘
to the user in building‘a placement program
that will effectively meet the needs of a
particular situation,

The majority of students exiting. from
school are looking for employment. Since _
most schools are already better equipped .
- to help the student continue his or her
education than to help in finding employ-~
.ment, the main challenge in providing
sch 'l-based placement services is in the
areattof job plabement. In résponse to ' ’ .
this,ﬁthe main thrugt of this placement _ .
guide{will be in the direction of employ-
ment. qpowever, this should not be inter-
pretediy’as limiting school-based placement
gservicel tq job placement. To be truly
effect?%ﬁ, a school-based placement
. program faust coordinate placement efforts

to serve @he needs of all students.
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" INTRODUCTION

Earlier methods by which yjung persons found %
their roles .in society are no longer working
satisfactorily in today's complex society. Youth
unemployment rates are unacceptably high, and there
is growing dissatisfaction with the consequent
waste of vajuable human resources.

Legislators, educators, manpower planners, stu-
dents, busiressmen and labor leaders recognize
that schools can do more than prepare young persons
for their future careers. In addition, they can
actively assist students in implementing their
career goals. This is especially true in the area
of finding and retaining jobs.

For these reasons, the National Advisory Council
for Vogational Education recommended in its third
report that "every secondary school should be an
employment agency." The report further observed
that a.school in which getting a job is part qf
the curriculum is more likely to have students who
undergstand why reading and math make a difference
than a school which reqarda employment as someone
elgse's business.

The concept of Career Education in Michigan
holdas that one of the principal components of
career development is career planning and placement,
that part of the educational process designed to
help .students develop and implement systematic
programs to reach their career goals.

A school-baged placement program is an important

"step in building effective Career Education to the

benefit of gstudents, schools, and the community.

L
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+ these sBervices did, indeed, enable them to meet

&

AN OVERVIEW OF SCHOOL~BASED PLACEMENT SERVICES

School=~based placement sServices cover the entire
range of assistance offered by a school to help the
student develop and implement his or her career
plan. These services help students to choose and
success fully reach placement goals consistent with
their aptitudes, interests and abilities.

The goals can be choices or combinations of .
choices in employment (full-time, part-time, per- '
manent and temporary), the military or continued
education. . :

Initial job placement may not, in itself, be ,
sufficient. Retention and upward mobility are
important dimensions of soccessful placement ser-
vices. Comprehensive placement activity will .
result in some youths' ‘being employed while still
in school. 1In addition to enabling students to
continue -their education, summer employment and
part-time employment during school can be valuable .
learning experiences.

4

The final measureé of the success of school-based
placement is the satisfaction of students that

their immediate career aspirations_ and/or represent
the best choice, 'given available alternatives.
. .

Building systematic placement programs to help
students reach their gareer goals is not the re-
sponsibility of one person Or one institution alone.
If it is to be done successfully, it must involve
the cooperation and effort of the total community.

Obviously, those involved would include:

- Students

- Parents

- Educators

- Employers

= Labor unions
- Professional associations .

~ Community groups .

- School board members ‘\\\

- Advisory committees

- Government adgencies

-+ = Legislators . - (T
- = Placement agencies . -

V=2
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Occupational
information. °
delivery
pyatems
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An efficient and effective placement program
will help the school create a more meaningful en-
vironment for students and staff through:

- Buildirng identification with student career
goals, '

- Strengthening ties bétween education and
career ¢goals,

- Providing information on curriculum strength
and weakness,

- Bridging the gap between school -and employment,

"- Helping in career decision-making and career
planning.

;'Recenk pilot ﬁl& ment projects operating in
comprehensive high schools, area vocational centers
and comgunity collegés have demonstrated that
school-based programs which systematically focus on
rPlacement can effectively help students find and
enter adult work roles.

Area placement programs that coordinate and sup-
port, the . placement activities of local schoola and
other community agencies are demonstrating effec-
tive ways to deliver placement services within a
given geographical area.

In accordance with existing Career Education
legislation, the Department of Education, in coop-
eration.with other agencies, is periodically
compiling and making available to Career Education
Planning Districts and Local Educational Agencies
information pertaining to current and future job
opportunities,

Michigan has several o&cupational information
delivery systems, ranging in sophistication from a
microfiche-based occupational information retrieval
system to computer-assisted, interactive career
exploration systems. Among these are:

1. vital Information for Education and Work
(v.I.E.W.) Program .

This program, which is currently 0pérating in
a majority of Michigan's public secondary
schools and community cglleges, is a career

information system which utilizes the medium
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START?

of the microfiche.
2. The Instant Career Program Directory v
(I.c.P.D.) Project

This program, presently operating on an
experimental basis in Northern MichiGun,
uses a Wide Area Telephone Service (WATS)

‘. line delivery system to convey accurate and
current enrollment information on post-
secondary vocational and technical programs,

Plans have already been laid to incorporate
these and other delivery systems in a comprehensive
Michigan Occupational Information System.

The superintendent, or his designee, is the
appropriate official for initiating action to plan
and implement a school—b%gfd placement program.

First steps* in initiating such action° might be
to: 'y ‘b
1. Secure the support of the Board of Education

fox initiating action;

2. Determine how the'planning effort will be
organized within the agency; :

3. Choose a Placement Steering Committee repre-
senting educatbdrs, employexs, labor unions
and other community interests;

4. Assess placement needs‘and resources in the
schools and the community;

5. Survey existing placement activity in the
schools, the community and the surrounding
area; :

6. Analyze the information received through the
assessment and surveys;

* or further information see:
Didgram I, page 10
Appendix A, page 25 .
Appendix B, page 30
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-7+ Develop ariiiggbésod on local needs and .
, résources: ) : —_— o
8. Submit the plan for approval by the Board of
Educatlon, and . t .

9. Promote the rPlan in &he schools and in the
community.

* - R

The placement office should be located within
the school and be easily accessible to students,
school staff and employers. Appropfiate space,
materials and clerical suppgrt should be provided
to accomplish placement tasks. Also essential are
adequate provision for telephone conmuﬁit&t on and
a travel budget to enable the plaCemen; ff e to
develop and maintain necessary contact- ¥ el employ-
ers and other placement agenc1es for ﬁhrPOSes of

referral i;g,follOw up.
4

a Placement program should serve students on a
12~-month basis and provide services for at least
one year after they leawe school. .

3 _
In planﬁing an ‘implementing school-based place-

., ment services, it/is important to coordinate

placement effort with other community placement
programs to eliminate unnecessary duplication of
services and to %ake maximum use of existing- infor-
mation and resoukces.

The Michigan Employment SeqQurity Commission
(MESC) is an especially valuable resource for
school-based placement programs. Regqular services,
of the MESC that would be made available to schools
under the MESC School Coopgration- Program would
include: ' : N

- Job Bank Microfiche
- Career information
- Planning information .
- Testing
.. = Job Corah information:
“%ﬁ Films

gﬁp»Brochures

;fAﬁpllcatlon forms

292
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- Labor Law information’
- Resource pgrsonnel’s 4

MESC Branch Office Managexrs should be contacted -
for involvement-'ifi- the local or area school-based
placement program. MESC representation on place-
ment advisory committees is a good approach to
effective coordination of effort with the MESC.:
Requests to the MESC State office for, occupational
information should be directed to the Occupational
Resegarch Unit, Program Development Section. Re-
quests for labor market information and occupation-
al outlook projections should be directed-to the
Research and Statlstlcs Division.

It ig important that school-based placement
activity be conducted equitably and responsibly on
the part of all concerned. 1It‘'is in the best
interests of students, staff and employers that a
statement of principles governing ethlcal practices
in placement be developed. . . .

General .principles of ethical placement prac-
tices might include the following objéctives:

’ 1. The open and free selection of placement
- opportunities that will provide students witﬁ;
the optimum long-term utilization of their .
talents, consistent-with their personal

objective{l

2. The promotitn of intelligent and responsible
career choices by the students for their own
greatest satisfattion and the most fruitful
long-range investment of theitr talents.

3. The development of the placement function as
an integral part ?f the educational system
go that it, as well as the total placement

ﬁ% process, may be orienteéd toward the estab-
lishment of high standards of integrity and

+  conduct among all parties.

EAY
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THF g&ACEMENT PRQGRAM IN THE SCHOOL .

i msucee& 1{%1 achool-—rbased placement program in-
vol

s, £He al community and not only the educa-

" tional institution. Similarly, within a school,

i’

L]
kY

ENPECTED - -
COMPETENCIES .
oF .

" PINCEMENT .
PERSOMNNEL,

.regponsibjlity fo

the placement prbgram involves the total staff, as
well as students and parents. Although’ roles may
differ, none_can‘@e excluded from-a‘'successful
program. S .

. While all are ipvolved, however, the principal
qgﬁhe day-to-day activities of
the placement progtam reats with the placement

_ataff. el

' Le, g ‘ .
An individual eelew ed to organize and/or implew-

ment the placement pnl m in the school should

have competencies rel# to the task. The follow-

ing competencies are deen as related:

‘. = Able to work effectively with a wide range of
"individuals and dgroups.

- POSSESSlng ehthusiasm qnd demonstrated ability
in working witH youth.

‘4 ~Familiar with the working practices of busi-
ness,‘lndustry, education and government.

- Pogsessing a working knowledqe of currlculum,
curriculum content and related eduCatlonal
\methods.

-'Skilled in written and veérbal communication.

- Capable of organizing and managlng a program.

- Skilled in sales techniques._ --

" = BAble to work lnnovaﬁlvelyggﬁg’indepéndently.
- awith flexibility of schedfile .
- Possessing a working knowledge of specific
’ employment dynamlce.

-~
-

.. The local 1abor market ’ s
Existing comm§;1ty resdbrces and agenc1es

a
" . b
. RN _ | c. Palr employment practices
. J N d. Legal work restrictions- ) L -
oy o e, e. Hiring patterns, e o \
T, . ety - +f. Job development, referral "and follow—up
. EE%;;@’ Wy > g. Personnel office procedures “ & 33
| -I3.u kf A :fy ‘ . e
» - - * o«
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Employers -».

‘ACTIVITIES
. OF

THE S
PLACEMENT
PROGRAM

-

Groupg served

Students

‘e

h. Minimum wage laws
i. Social Security registration. .
j. Labor union practices and requirements

The activities of the placément program are
centered on serving three basic groups:

1.
2.
3.

t

In

program would:

1.

In

ment program would-

1.

Students
Employers-”
Educationalsstaff

meeting the needs of students, the plaéemept

Ll

Create an awareness of the placement services
offered and how they can be used by students
in achieving their own career goals.

Impart information on career 0pportunities
and requirements, to assist students in their
career decision making and plannlng

L

’Involve students in the taskd and re5ponsl—

bilities of placement efforts.

@1 v
Assist students in develoPLng employablllty
skills necéssary to enable<them to gain
desired employment. ’

Identify specific needs and intetests of
each student served'ahd‘provide appropriate
assistance.

b
-

'Rgfer the student to specific placement
‘opportunities congistent with needs 'and

igterests.

Follow up referrals to determine outcome and

any additional needs of students.

meeting the needs of employers, the place-.

#
L]

Create an awareness “of the placement services
offered and how employers can benefit from
them.

Impart information to employers on the job

205

/




" . '," . needs/interests of students nd their career
' R o ‘ preparation. .
L e ° 3. Gather information on progect d labor market
s T TS needs. :

e ;’:fﬁgngf'z- 4. Obtain information on specific job openings,
N g L including types of jobs, wages, fringe bene-
fits and collective bargainirlg practices.

5. Refer applicants acdgording to jeb require-"\&h -
ments and applicant preparation and interest. “~-..

6. Follow up referrals and placements with what-
ever additional services may be eded,

7. Involve employers in educational ecisionj
making and planning ne essary to meet man
powef and tralnlng needs. : .
[ . . T
To facilitate the efforts of the educational
staff, the placement program would:: . .

’

° 1. Create an awareness.of the placement program
and its benefits to.the total school program,
as well as the roles of individual staff
members in the school's placement effort.

2. Work coopefatively with the staff by B&ppiy1
ing information and resource materials k
needed to teach pre-employment skills.

3. Develop a system for sharing career informa-
tion of mutual interest concerning develop- ‘'
ments in -business, industry, labor and
continuing education: the strengths and/or
weaknesses of existing career preparation |
‘programsi--and_ the requ1rements of specifie¢
students and placement ppenlngs. e ~

4. Inform the staff abBout what is happenlng to
students through direct follow-up informa-

. tlon from stadents and employers.

5. Particfpate in the planning. and implementa—
tion of curriculum and pfogram changes to
enable the staff to meet the needs of

* students and the community. _ -
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A SUGGESTED MDDEL FOR PLANNING AND IMPLEMENTING

A SCHOOL -BASED PLACEMENT PROGRAM

Phase 1 “ Assess Placement
. - (I Meeds _and Resources
Planning
s ) - yOevelop
. _H Placement Plan
. Adopt )
o _Placement Plan
. -
. Phase 11 ' ‘Choose Placement Staffll Select P1acement.Advisory
i Im;aementatfon

JL ("J 7 2

Phase 111 Identify Establish | | Promote Ident i fy
‘ {|Student A Cgreer Placement Placement I
Operation Placement Information| (| Program Opportunities
Interests/ Sys tem
Needs
| — A — r
R S
Establish { Make Refervals
A Place- To Available
ment Placement
Follow-Up Openings
and Feed- .
. back ﬂ
o ' A System
Phase 1Y Evaluate -
" IIP1acement
© ol Evaluation Progvam .
and - -3
‘Modification l?
. Mod1 fy
Placement

~ . _{|Program
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OPERATING A PLACEMENT PROGRAM
L4

» . .
gD ) o A functioning school-based placement program
BRsIC . . ' requires certain basic components. In planning
GOMBONENES - | and implementing such a program, it is important

. - AR ' tb provide for these components:*
* .l - | '

L 3 1. Placement, Advisory Committee
i 2. Placement staff
, S 3. Onfoing in-service
. o - Program promotion ‘ _
T A 5. Career information asystem p
' ; " 6. Identification of placement Qpportunitiea N\
5 - 7. Identification of student placement
intereats/needs
. . . B. Referral system
o ‘ ‘ 9. Follow-up and feed-back system
W T : : 10. Evaluation and modification @
e : - Il. Area c¢oordination and support

-9
b3

1q o . A Placement Advisory Committee iz an important
Wi pmﬁggmgmﬂ . . part of a school-based placement program. Since
. DDVISORY ‘placement services must have a wide range 4f they
COMMTTTER are to meet atudent needs in implementing carcer
. ' goals, providing these services is the responsi-
Vhy io i€ bility of more than educators and students.-  This
imporéant? . is especially true of job placement. A Placement
: Advisory Committee can provide: -
- o .
: R " a. Essential support and advice from a variety
; ) et of viewpoints
’ ' b. Current information on local labor market
¢ ‘ , ¢. Contacts with employers and labor unions

F . S d. Identifichtion of placement opportunities

- : o e. Assistance in gaining community acceptance

£. A forum for identifying placement problems
and resolving them .

&
*

AT
W

.

W
.

4

* Por further information on how these womponents
might work together, see:
Diagram I, page 10
Appendix A, page 25
Appendix B, page 30
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Groups.
répregenged

-

Upne of
existing
committeen

In order to be effective, a Placement AdviaQry
Committee munt be well planned. Ite role should
be well defined, reasonable and gubgtantive. 1In
no case should the committee be used an a token
group to approve decisione already made. Its
advice will be more freely given and its support

will be more generous if the committee is able to
/

Electlitojchairperoon
Determine its agenda R _
Schedule its meetinga ™" .

+

Secretarial pervices and supplies for the com-
mittee should be provided by the ¢ducational inoti
tution.

Groups represented Qn-a Placement Advisory Com-
mittee might include: .

a. Employern

b. Labor orghnizations ’
c.”Community groupn ' !

d. Civic leaders -
¢. Studento

f. Parents

g. Educators

The gize of a ochool., a ochool diptrict or an
area will to oome extent determine the gize and
gcope of the committee. Existing committees, such
ap advigory committees to vocational education pro-
gramo' and Career Education committeen, may YEII be
ugsed 1f they meet placement advioory needs. Where
an area placement program existg to coorddndte and
gsupport local placement. the placement advisory
committee might possibly function better at the
area, rather than the local level, Whatever the
size or location of the committee, it is important
that it be ag broadly representative as posggible
and that it not be dominated by any one group.

1 For additional suggestions, see Vocational
Education Advisory Committees, "A Guide for the
Effective Utilization of Advisory Committees.,"
prepared by Central Michigan University for the
Vocational and Technical Education Service of
the Michigan Department of Education.

29
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PLRCEMENT . < repponbibilities on a day-to-day bagis is an
‘ BEARR .

- a, Definition of ekpected competencieé of a

The staff designated to carry out placement

important component.of a successful school-based ]
placement program. Bulilding this component would :
' it include the following considerations:
placement staff,
b. Clear deaignation of placement ataff respon-
sibilities,
C. Adequate placement staff sgize,
d. Incorporation of placement staff within total
achool gstaff, '

' - Placement activities will demand considerable
. time and effort on the part of the placement staff.

F]

«+ ., For thig reason, a full-time placement staff is

L]
.
e —

e ’ desirable. However, in echools where the size of

, the student body would not require a full-time
& placement person. other options might be:

a, A full-time placement person to serve aeveral
schoolsd,

b. A placement person for each achool on a part-
time basis.

Whatever the size of the placement staff or its ,
designation as full-time or part-time, it will be i

SO . wa” important to involve tcachers, counselors and ad- |
\ ! . ,\_ ministrators as part of the placement effort. , |
v
P In operating a placement program, it is impor- }
ONEOING , tant that provision be made for an ongoing
I-E8ERVEICE in-service program for those directly involved in
. L the placement effort. Such a program would allow
=n%. ’ for: X
y = % - . *

: - The development and updating of placement

- _ ’ skills,

* - Regular exchange of inforxmation among place-
ment personnel,

, - Early assessment of factors that influence -

the success of the placement efforts, (i.e.
devalopments in the local labor market).

' 210
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4. Placement services are needed by students,
PROGRAM schools and the community, and the% need to be
PROMOTION promoted if they are to be successful. Organized

placement services are new to many schools.: The

’ placement office will be faced with the challenge
of making its presence known to tha,school and the
community and building and preserving a good image.
Community acceptance will depend on the perceived
value of "the placement program to students ands the
community.

o Plannidg promotional efforts as an ongoing part
of the program will be more beneficial than crash
publicity campaigns. For this reason it is impor-
tant to identify:

a. Who needs to be informed,
b. what they need to know,
c. How the information can best‘be communicated.

Techniques Some ways of communicating information about a
school-based placement program would be:*

- Personal contact

- Public speaking

- Short films or slide- tape presentatlons

- Public exhibits

- Bulletin boards

- News releases

- Open house

- Informational tours

- Printed materials
Pamphlets
Brochures

, . Reports

The placement advisory committee and operational
contact ‘with the school and the community will help
in building good public relations, but some addi-
tional steps might involve:

a. Presentations at:
\, * Faculty meetings
Departmental meetings
Student assemblies

* For additional suggestions see "Approaches to
Various Publics," Part B of "Creatjing Awareness,
Understanding and Receptivity,” Career Education
Handbook_ for Implementation.
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School board meetings

PTA meetings :

Chamber of Commerce meetlngs
Personnel association meetings
Special group meetlngs
Conventions

Individual presentations to persons whose
interest and support would advance the

program.

News media coverage of events or information
relating to the placement program on a
regular basis.

Membership in community groups.

Participation in community. activities.

-

Information, both general and specific, concern-
ing career opportunities, requirements and entry
processes must be made available to students to
assist them in decision making, planning and 1mple—
mentation of thelr career goals. :

School placement personnel have important acti-
vities to accomplish in assisting the school in:

- 3 !- N
Identifying sources of tareer information.

- Gathering career information from placement
contacts.

I3

- Interpreting follow-up information.

- Helping students in individual career planning
and academic. programing.

- Providing delivery systems for career infor-
mation through existing school programs and
special events such as Career Days/Nights for
all students and special interest groups.

- Helping students develop an understanding of
the steps involved in gaining entry to an
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educational program or a job-and the skills
. required, to successfully take those steps.
* ' . .
For other information, see page 3, Occupational
information delivery systems, and page 5, Michigan
Employment Security Commission in this Guide.

“'quirgd to gain entrance to a p6¥ts;

i e %' R
@,‘,

dtional program, an apprenticeship
a*ﬁbb have much in cammon. The school
y incorporate existing curriculum and counseling
services in helping students develop these-skills.
Where existing programs do not provide for this

assistance, it is essential that the placement pro-

gram take remedial steps to assist the students
before making referrals to placement openings. .
These steps may be taken on both an individual and
a group basis. -

Programs ‘such as "Job Clinics" are helpfgl in
-dssisting students to develop such “employability
skills" as:

a. Resume writing
b. Filling out application forms
C. dﬁderstanding the purpose of an interview
- d. Gathering appropriate information to answer
application and interview queations
e: Identifying references
f. Knbwing how and where to look for employment
g. Interpreting one's needs, interests and
h
i
J

experiences
. Appropriate dress and grooming d
i. Employer expectatlons
Good trajts in getting, keeping and moving -
ahead on a.job
k.'How to resign from a jOb or an educational
program, 6

For further information consult "Employability
Skills" in Vocatipnal Bducation Performance Objec-
tives, and "Career Planning and Placement" in

Career Development Goals and Per formance Indicators,

publlcatlons of the Michigan Department of Educa- -
B 'l

. A

[




i Ga v ?'n Information on specific placement opportunities
b EDENRIPECATION - is essential for a successful school-based place-
- OR oL ment program. Traditionally school-based placement
b BLACEMBNE -~ efforts have favored post-secondary education at r
OPTORTUNETLES ' the college or university level, with less emphasis
_ ‘ %Eg' +  on apprenticeship and/or training programs. Even

‘ . 80, such efforts have generally not met the needs
. {1 .qgf all students.

) - - _ C The majority of students leaving secondary .

. » - gchool require job placement either in full-time

' ' © Jjobs, as they implement their immediate career
. ' goald, or in full- or part-time jobs as they con-
, ) " tinue their education to meet the requirements of
u v ] o longer range career goals. Added to this are stu-
- . dent employment needs, either part-time or tempor-

W e ' ary full~time, to continue their secondary

- ';ﬁ: éducation. Consequently. the success of a school-
: based placement program will depend in large part
oh its ability to identify job placemémnt openings.

P -
!

Johh oponingg The identification oF job placement openings
- - . v, requires a cohsistent, concerted effort to contact
o the employers in the labor market area. This
‘ should be done in a coordinated way, so that maxi-
¥\ mum coverage is assured without duplication of
* . effort. Cooperation among school~based placement
personnel in the sarea and between school-basgéd
‘. ~ . placement %@nd the placement efforts of the Michigan
. . Employment Security Commission and other public
employment agenclies is essential to achieving

. > -  ecoverage of job placement openings.
’ e T - - ]
- _Jl-}fh
HManpowaz B Government sponsored manpower programs, such 9
PrOgrams . 7. 7 as youth employment programs, are important

. sources of .placement opportunities for part-time
v+~ + ' and temporary full-time employment. _[The time be-
_ - tween the announcement of such programg and the
e s . filling of jobs is generally short; therefore, it
‘ T ' - is important that school-based placement programs

. d . be alert to such opportunities and be prepared to
* : . make referrals on short notice. :
. [-3 1
| + Community-based gkill training programs and
. business and trade schools readily offer specific
l information on available programs and admission
} standards. Apprenticeship programs and’ industry-
. . i baged training programs also supply information
{
|
|
1
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Colleges and -~
universities

Military
service

-

Conggcts by
placement
personnel

\

-

on placement gpportunities andirequiremente, on
request.

*
U

Placefient openings in communifity colleges and
fourf?@arhcnlépges and universities are ugually .
identifiable by vedtacting college admiesiong of-:
fices. Specific programs offered and entry octeps
and requirements are generally av ilable from the-
college catalogue. Many colleges PEf itional
assistance and oome actively recrugk géugggctive
students.

Since guch educational/training\p aceéement is
required to enable students to ach their long-
range career goals, it should be cogriiinated with
placement efforts to meet the employment needs of
students. :

The branches of the milifary maintain active
recruitment programs and will supply information
on placement openirigs and requirements on request.
Generally, the active promotion of such recruit-
ment involves relatively little effort on the part
of the school to provide students access to such
information.

The task of identifying job placement openings
requires that school~based placement personnel ‘
have a flexible schedule to accommodate the needs
of students and employers. - ‘

_-—\

Employers may be contacted by a varlety of meth-
ods, the most effective method being personal
visitation. This is especially true in initiating
contacts. A

Vigits to employment sites will enable place-
ment personnel to gain first-hand information on
specific job reQuirements.

The development of employer contacts is a total
procegs, built .on the expectation that both parties

will have much to contribute to each other over a

long period of time. It should be systematic,
inclusive and efficient.

Individual contacts will always involve a per-
sonal dimension and can cover a range of interests:

, ‘ \ N s
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| * ‘
| - Information
- ! - Specific opcnlnga
S i | - Referral ‘
. | -~ Follow-up |
\k\\\ﬁ : To a great extent the success and continuation.
%b- g { of guch contacts will invol}ve mutual:
: ! - Understanding L
. ’ ‘= Credibility FAE
) i - Reliability ' )
T i ' Ininitiating such a ﬁ%ﬁg- Gi* a good starting
-, point mlght be employers ; ‘already employlng
. NN L Q% former ‘students. . “
R \ . e N »
Employer o Forms should be develpped te%paintain & fbcord
i - econtact Sowmo © of employer contacfs. They sHouxd prdv;dgffor;
. ) ' : ﬁuch basic 1nformat10ﬁ;a&' ,
) - Standard ldentlfibatlon items
i - Contact person ¥
t - SpecHélc ‘job openlngs
3 ~ Specific job requirements
[ - Dates and type of contacts .
. X St - Referrals ' -
‘ . % om0 "y - Placements ‘ ‘
ol L . f - Follow-ups v .
[ |
7c e The satisfactory placement of students-‘involves
IDENTIFICATION the identification of their interests and needs.
- ar" ., " In order to make this identification and to have
e ¥ STUDERT . PR available the necessary information when it is
- PLACEMBNT . . needed for referral to specific placement openings,
3NTERESTS/ '; the following steps are recommended: v
NEEDS .',\ .t & *
. ) ' »~ = Personal interviews _
AV Suggeste&\\ ~ Counseling ,
g °=\atepa _ 'xj§ r, - Recording of information »
N - ,f;‘ﬂ-& . - Maintenance of file of those available
/&‘. L0 . ' - '
w'\~cuunselmng _31 ‘Counseling must be an integral part of any ef-
o activiﬁies v fective placement program,  Examples of some sug-

gested counseling activities within a placement
program follow:*

* Por further information on potential roles for
counselors in a school-bagsed placement program, see
The Process Guide for Career Guidance, a publica-
tion of the Michigan Department of Education (Fall,

1975) . 216




Student’
record forms

h_,muT;§xistipg placement programs.and denerally contain:

B.
REFERRAL
SYSTEM

4

T

a. Agsist students to develop career plans.

b. Help prepare gtudents for employment by con-

= ducting group job preparation activities.

c¢. Provide students with career information.

d. Counsel Btudents regarding their job readi-
ness.

e. Visit employers and students on the job as
needed.

f. Help students make career choices.

g. Help students select curriculum appr0priate
for jﬁréer chdices.

h. Assidgt in follow-up studies.

i. Provide supportive counseling servmces, when

gneeded, to students already placed.

A wide range of information® ig required to dat-
isfactorily meet the placement needs of students.
Standard record-keeping forms are essential for
collecting and maintaining this information: Many
varieties of such forms have been developed by

- Standard identification items

- Career interests/needs _

- Develtped skills ) A
- Previous.experience

- Employnient preferences

- Beferral/placement/follow-up - . -

-

The core .of an operating placement’ program is
its referral system. Essentially it involvés the
matchlng of student interests -and needs with, avail-
able placement opportunities. Speed and accuracy
in referral are basic in making successful place-
ments. In referring students for .employment, the
desired number of applicants should be 'determihed
by the placement office in discusgsions with the

employer prior to referral.

Specific information on the requirements of the

" placement opening will assist the student in deter-

mining whether the opportunity is consistent with
his or her interests and needs. Once applicants -«
have been identified, referrals should be made. In
the event that no applicants can be identified,

that information should be conveyed promptly to
the one offerlng the placement opportunity.

3
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Precise information shpuld be smade availabile to
the applicant on the steps involved in making appli-
cation, the contact person, and the date, time and
are of the.scheduled interview. A standard
“ral forrn may be appropriate.

be made for follow=-up
erral. In the event tHat
placement does not occur, additional referrals
should be arranged for the applicant and for the
Placement opening. - ' .

Arrangements. should

»

The day-to-day operation of a placement program
requires an imm9diate_f01l§%~§2 of all referrals -
if it is to function effec 1 Unless sucth .
follow-up occurs, clients will be disappointed and
valuable p%icement opportunities will be neglected.
Forms are portant for recording follow-up infor-.
mation so that the 1nformatioq may be organized
and analyzéa

In addltlon, longer range follow-up should be
conducbed in order to determine:

- Placement satisfactlon

- Adjustment ne&ds

- Currigulum strengths or_ weaknesses in prepar-
ing students for their career goals.

various types of follow-up surveys are conducted
by local education agencies. Some of these surveys
cover all students leaving school; pthers cover
only graduates.‘ .Some are. longituddinal surveys,
covering students for a number of years after
leaving school.

In cooperation with local education agencies, an
annual follow-up of graduates is conducted by the
Michigan Department of .BEducation. This fbllow-up
survey covers specific questions:

- Employment

- Post-secondary education

Unemployment

Graduate Comments and suggestions
Participation in thls survey allows for a. com—

parison of information at different levels:

L' A,

i
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10. '
EVALUATION
AND

MODIFICATION

*larly shares understandable follow-up information

plan. 1In evaluahlng the effectiveness of the pro-

- monthly basis to those primarily charged

\

-. State
- Career: Educatlon Planning District
- Local
‘Thé wvalue of a school-based placement program
is greatly enhanced if the placement office regu-

for. decision making and planning with:
' Students - :

Teachers and counselors
Admirnistrators _ )

Labor market planning agencies
Other placement programs.

Evaluation and modification should be an inte-
gral part of the/platementsprogram’'s operating-

1.

grams, it is meertant to consider such tltings as:

- Students served

- Placement openings identified

- Referrals made

- Placements made ‘

- Placement openings not ‘filled and reasons why
- Types of placements made .
~ Earnings

*

- Success . of placements o
- Conditions of the labor market *
In making modifications it is important to - ‘

examine the operation of program components and
the cause-effect relatlonships of program compo-
hénts to the identified strengths and weaknesses
of the placement program. .-

PrOVLSLDn should bé made for ongOLng monltoring
of. the program and modification.
Reporting isg eg@entlal to the é¥aluation proc-
ess. Reports may all into two general categorlee-

a. Informal - those reports necessary to main- o,
tain an ongoing placeimrent program. These
reports are usually made on a weekly or a

with operating and supporting the placement

v-22
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program, e.g.: .

- Placement advisory commititee
- Placement directgrs

- Placement staff

Teachers - .

Counselors . )

Formal - those reports necessary to sunmé;? '
rize the placement program in terms of its
accomplishments and, problems arising over a
period of time. These reports are usually
.made on a quarterly, semi-annual or annual
basis, to those primarily charged with broad-
er responsibilities than placement alone, e.g.:

%chool boards
Superintendents
Principals

Advisory committees

A Mbor market wil¥Fénerally encompass several
schools or school districts. g&erefore, it is
advantageous to the schools and”the employers in
the area to coordinate efforts in canvassing em-
ployers and to exchange information concerning
available manpower ahd unfilled job openings. {

How placement efforts in a given area can best
be coordinated will depend on an assessment of- the
varied needs and resources of that area and the
development of a plan for area coordination and
support of local placement activities,*

An area placement program would provide the fol-
lowing advantages to local pla;ement programs:

‘a. Coordinate job development, efforts so thaﬁ
-local placement programs would be able to
cover the employment market without duplica-
tion of effort and possible inconvenience to

¢  employers. .
b. ‘Coordinate exchange of information on job
openings so that local placement programs

3
-
.
-

* Por further inférmation.on how area and
activities might be cqordinated,
page 30.-

al
see Rppendix B,

220 . |




would have access to a wider range of job
opening information than they could generate
by local effort alone. .

c¢. Enable local placement programs to meet the
- needs of employers by making ava e a
broader range of atudents for placement.

d. Provide assistance and support for local
- education agencies in starting local place-
ment programs.

. e. Provide ongoing ‘in-sérvice training _programs
that would make possible an exchange and
update of information on placement.

f. Provide local placement programs with current
- and accurate area careelr information that

would enable students to make knowledgeable
career decisions.s , +

_ g. Provide placement servicés in the most cost-
effective fashion consistent with the
achievement of the objectives of the place-:
ment program.

.FURTHER If you are interested in further assistance in
*ASSISTANCE the establishmeﬁj of school-based placement ger-
FOR vices, contact: B £
SCHOOL-BASED .
PLACEMENT The Michigan Department'ff Education
SERVICES Placement Programs
IN Box 928 .
, MICHIGAN . Lansing, Michigan 48904
(517-373-3370) -

! +
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- A SUGGESTED MODEL FOR
' - | : PLANNING AND IMPLEMENTING ' !
. S | . A SCHOOL -BASED PLACEMENT PROGRAM

Phase I - Planning

‘ @3@5@?3&@ S © PERSONS . RESPONSIBLE ACTIVITIES .

Ascans ﬂaec L-Super1ntend nt It [
f neods a?d o L e_—'l

| FESOBPEOS.

a. Designate persons
responsible for ..
assessment.

Assess lacement ,
needs/and resources ||
in e schools and
contmunity,

Survey existing -
placement activity.’
Analyze and summarize
information,

b.

&
N
@

Secure support of
the Board of
Education,

Choose a Placement
Planning Committee.

2y Eﬂ?&ﬂ@@ . N Superintendent
p‘ﬂa@c“mﬁ {;a’ﬂlam '

o Placement Assessment.
e o b. Examine existirg
B P . P "~ placement guide-
SIOTEE R 1ines and models.

T e Placement ]c. Develop a placement
Planning -plan based on local
Commi ttee peeds and resources.
"~ d. Identify budgetary .

. g ) " resources’ and
' designate appropriate
amounts .,
e. Identify participating
" schools based on
- placement. assessment
and p]acement plan. h

o o ,JNS' f:l . - ' . ‘ . Review“broposed ’
8, HBdept Board of L ‘ placement plan.
e pﬁa@eﬂ wt @ﬂaﬂr- g Education | _ |p- Adopt placement plan.

o et S

a. Review results of l

242
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OBJECTIVE

1. Choose h
placement staff.

' 4
{
2. Select
Placement
Advisory
: " Committee
f
o '
OBJECTIVE
1. Promote s

placement program _

Phase II - !mp]ementafion

PERSONS RESPONSIBLE

Superintendent | a.
L —

Building I
Administrators [

ACTIVITIES &

[b.

Identify staff needs
based on existing
resources and
poputation size.
Choose placement
personnel with
appropriate
compentencies . - '
Assign staff dutie:\
consistent with
placement plan.
Destgnate appropriate’

Superintendent L

Sy

Select membership
on basis on broad
representation .
Coordinate roles

and resggggjbjligjgg.ﬂ

Building l
Administrators |

Phase 111 - Operation

PERSONS RESPONSIBLE -

T

Placement
Advisory
Committee

Recommend members ¢
of Placement

Adyisory. Committee .
Sélect 5chool @
representation if g

ACTIVITIES

required .

Placement |L_
Staff [_

Ig;ntify target
populations in
school and
community .

Devise appropriate
promotion strategies
and techniques .
Maintain consistent
promotional campaign.|




",‘4 >

OECEIVE !

@, Cotablish o Govoer
Information Systen

LN
’.'

"
- .

3, Idonwigy -
placcacnt .
opportuniticss

s
A

4, Identiify student
placcrignt -
ﬁnte?gs*.@s{ﬁe;ﬁds

: L j}}{lj'i

PERSONS RESPONSIBLE

Placement
Advisory
Committee

|

Placement

Staff

i

Placement

ACTIVITIES™)

ﬁ

Identify career
tnformatfon sources,
Establish a career
information collection
and delfvery system. .
Maintatn and update
career fnformatfon

sys tem.

Advisory
Commfttee

Advise on strategfes "
for {fdentifying
placement
opportunfties,
especfally job opentngs
within the labor -
market natural to the
area,

Assist in gaining
entree to employers,
lapor unions, etc.

for -identification

of job bpenings.

Placement
Staff

Devise strategy for
effictent and
effecttve coverage

of placement
opportunities.
Coordinate efforts in
contractino employers,
labor unfons, etc.
Exchange information
on unfilled job
openings . \

Placementl
Staff I

Prepare inventory ~ |
of student populations
to be served.
Interview individual
-students .

Record appropriate
information,

Mafntain active file
of students seeking
employment .




- \
. OBJECTIVE PERSONS RESPONS BLE ACTIVNIES
5. Make referrals a. Inforistudent
to available concerning specifics
placement {:7 of placement opening.
openings

b. Arrange interview
fﬁ\\\kxhﬂ\\ with employer or
educational agency.
c. HMonitor interview
Placement ~ | outcome.
Staff S ||ld.  If not placed, refer
' another applicant.
e. Re-process initial
applicant.
f. Refer unfilled

openings to other
placeément staff.

“6. Establish a : a. Follow-up-placements l
Placement Follow- , ’ for additional
Up and Feedback assistance and

System fnformation.

b. Collect and maintain
' , data on placement
Placementl_ opportunities,
f‘_«// . Staff | referrals, and
b : . placements.

c. Feedback appropriate

follow-up {nformation

r to students, school -

o staff, administrators,
* .and Placement

Advisory Committee.

Phase IV - Evaluation and Mod1ficatigﬂ

~y OBJECTIVE PERSONS RESPONSIBLE ACTIVITIES
1. Evaluate || Pracement a. Analyze and evaluate
placement process Advisory g follow-up data in
, ‘Committee s terms of placement
! effectiveness.
Placement l b. Prepare required
. Staff ] reports with

appropriate data,
evaluation, and
recommendations
for modification.

7 3




ODJEETIVE - PERSONS RESPONSIBLE ACTIVITIES

-~

‘ . 2, Eynimate - \ _ a. Receive required
o Pipccaeat g reports. ’
Pregica 7 | Superintendent '—l_= b. "Assess effectiveness
. i X = ' of placement
Building program,
, Administrators ¢. Approve appropriate
; ' a reconmendations for .
- - modification.

3, Hedify o

Placement

it

f?. Re-design program

- Plagcaiont Advisory components in

- Pregrom Committee accordance with

S e approved modifications.

- T lacement ||_ b. Implement
! S Staff . |____modifications.
“ .. ¢
G |

V=29
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Appendix B-

A SUGGESTED MODEL FOR RELAT ING
R RER P LACHIERE ACTIVTTES

10 _LOCAL ﬁfﬂCEMEﬂi ACTIVITTES

Under an area placement plan, the :
inter-relationship of the area pJacement
. office and the local placement office
' m1ght include the following:

Lo

Phase I - Planning

-

OBJECTIVE AREA ACTIVITY LBCAL'ACTLVITY
1. Assess Area Placement '=§i;vey area in terms of:
Needs and Resources 8. student population,

b. existing school-based

placement services, .
, ¢. present student place-
: . . ment patterns, LJ

d. existing community/non- Input local
educational placement information to '
services, ) r]‘area survey,

e. labor market, .

f. projected placement .

needs,
g. available resources for
. placement .
= __=_J—‘

2.. Establish Boundaries (Analyze survey data and Assist in deter- |
of Placement Area determine area boundaries mination of area

in terms of natural labor -—[90undaries
market.

3. Plan Area/Local Develop area/local place- L_JInput to develop- i
Placément Service ment plans using local ment and adoption
Program -I[ingu g“ f_]of area/local

' T placement plans.,

AN
e
*

Phase I1 - Operational

OBJECTIVE ‘ AREA ACTI#ITY LOCAL ACTIVITY
1. Inftiate Area [Cooperatively deterniine Cooperatively
area placement office’ idetermine

Placement Service

site. Choose area area placement

. lacement staff, _ )
2. Initiate Placement Conduct inservice pro~ L_ﬂ?art1tipate in ‘
inservice Program [gram for area/local '"]1nserv1ce program.
. staff.

V-30 - ]
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8.

TIVE

FREE

Soloet Plocoiehnt
lay{sary cgmmﬁtteg

. -
- F )

Establish Covcer
Inforanadion Systom

Bstablich o Thae
paver Informotion
Systcia

)\
!J/J'

gstabiish a deb
Placemant System

AREA_ACTIVITY

Select membership of
Placement Advisory
Committee on basis of
broad representation.
Coordinate roles

and responsibilities,

LOCAL ACTIVITY

Recommend mamber-
ship of Placement
Advisory Committee.

Select local place-.
ment. representative
on Placement

Advisory Committee..|

Establish area system

to collect, manage and
disseminate career
information. <Coordinate
with existing career
information sources.

Input on desired
career information.

Coordinate area/local
responsibilities for
contacting employers and
identifying job openings,

Participate in

coordinated -
system for con-
tacting employers
and identifying
job openings.

Coordinate area/local
referral system for
job openings.

Assist in establishing
Jocal placement services
for schools not large
enough to require an
individual locale=
placement office.

1}

Identify student
job interests/
needs. . Inform -
student concér-
ning specific
job openings,
requirements ,
work ‘ conditions,
wages . etc.
Contact employer
to arrange inter-
views monitor
interview out-
come. If not
placement.,

refer another
applicant.
Reprocess

initial applicant.

Monitor referrals and
placements. Redirect
unfilled job openings
to other local offices.

V=31
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Refer job opening
needs to area

Yoffice. Refer un-

fillable job open-
ings to area office.
Inform area office
of job referral
outcomes.
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1.

+«

" OBJECTIVE
Establish a_Place-

ment Follow-Up
System

" . Ppase 111

+
" “ .
.
A
. v
»

AREA ACTIVITY

LOCAL ACTIVITY

. —
Offer immediate

follow-up
service to stu-
dent, employer
and school staff
for information
and job adjust-

_ment .

Collect and maintain -
data on area/local ¥

referrals and placements.

OBJECTIVE

-

Evaluate P1acement

Process =

Modify Placement
Program

- Evaluation afd Modification
AREA ACTIVETY:

Collect and main-
tain data on
local referrals

and placements.

LOCAL ACTIVITY

Analyze and evaluate area/

local follow-up data in
terms of area pl&cement
profile.

Evaluate all components

Input to area/
local évaluation.

of areaflocal placement
Rrocess.

Convey evaluation informa-
tion to appropriate pro-
grams and agencies.

-1 Assess area placement .

Analyze and
evaluate local
follow-up data
in terms of
placement
effectiveness.

program as evaluated.

Coordinate area/local
assessments.

Plan expansion or reduc-
tion of area Program in

Assess local
placement pro-
gram as evaluated.

population and/or
services.

Plan expansion
or reduction

of local Program
in population
and/or services.

Redesign area program
components as indicated

-+ by modification plan. . \
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FOREWORD

Goaj setting i3 a process that {8 Aften
a simple undertaking fer a school, and also
_ & process thdt can become the subject of an
élaborate study. This document attempts to
suggest e compromise approsch to setting )
goels, vhich cut of necessity may be too
simple or tuo involved for any particular
. trhool district. But in either case, 1t
can serve a¢ a model from which goal set-
ting activities ‘can be planned.
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PART I: INTRODUCTION
1
p T e

How well do schoels in this country, in Michigan, in
your town,.prepare children growing to adulthood to lead
useful, productive and satisfylng lives? Should the.dhole
pattern of our educational program be adjusted, adapted or
rede51gned te increase children's self-awareness, career

understandings, and decision making and plannimg skills?

Can this be done while maintaining a well-rounded aca-
demic and vocational education?” Is &ducation complete with
graduatlon or are We responsible for stimulating a thirst
for knowledge and self-improvement that will lead to con-
tinuous growth throughout the graduate's agdult life? These
are .some of the questions that Career Education is attempt-

lng f& ansver and that Public Act 97 is promoting.

.-yﬁu_ '

‘ Communlties ‘and” Pparents are now askihg as never before
for scheols to justify their existence and the high expendi-
tures needed to keep them operating. Much of the criti-
cism is leveled against increasingly high costs, high drop-
ocut rates and low achievement. '

How should schools respond to this criticism? Do we go
on the defensive or do we attempt to find cut where we are
ducceeding or failing and how we can 4o better?

We live in a period of rapid change, where advances in

“~.science and technology have created a world different from

the one we knew only a decade ago. However, our schools,
like cther institutions, often lag behind the pace of the
changing times and fail to keep in step with the realities
of’ the world around them.

As educators, we must be alert to the demands that a
changing society makes upon our youth. We must. be ready to
modifyy cur approach and change our directions whenever
necessary, so that what we offer is relevant to hhe needs of
todaj;s students.

L]

We must not be afraid to ask ourselves: Does everything
we offer really help children realize their potentials or
are some aspects of our program designed merely -to perpetu-
ate the system? It must be clear that only by offering
programs that equip students with the knowledge, skills
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and attitudes necessary for lifelong growthlcan we Ju‘tify )
our role as educators. '

One of the best ways to know to what extent what you
offer is consistent with students' needs is to periodi-
cally determine what the sghool's goals should be and de- -
cide how well your program is meeting them. Through this
process schools can identify those areas which the present
proogranm ia addressing adequately and those which need
greater attention. BSetting new goals then, is a first
step tow#rd keeping  the school program in step with the
needs off your atudents anﬁ.the community., ~

h

Goal setting should be a process of .looking at present
school programs and determining what the schools should at-
tempt to do to meet ongoing and future needs. It should
seek to identify strengths and weaknesses of the educa-
tional program as seen by a broad spectrum of community
users--students, former students, parents, employers, labor
and other organizations, school ‘employees and other resi-
dents of the district--and perhapd set new or modified
goals for the total system:. .

Whether nay?
upon new goals:
ment 885 to which will work bgst in your community.

posgible approacheé/pre: .

Tﬁére are \sevaral t iques which could be used to de-

Foals are needéd and 2), to decide~_ .

Some

a) Current program analysis

b) External authority

¢) Informel goal setting

d} Opinion sampling - . %
e) Formal gosl setting.

The remainder of this booklet presents a synthesis of
several of the above methods of setting goals for a school
system. In a similar fashion, your district may wish to
develop 1ts own approach, using the remaining parts of this
booklet as food for thought rather than &8 & gulding prinei-
ple. ‘In any évent, after considering available methods of
goal(}etting, you will want to select the one that appears
to be most suitable for your purposes, basing your decision
on such factors as time, cost, community support and parti-
ciegtfon, and kinds of date available.

* '
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PART II: AN APPROACH TO GOAL SETTING v

E

The suggestions which comprise’ this part of the booklet - .
are all intended to assist the educator in' the task.of de- -
veloping General Learner Goals. #he responsibility of the
educator to set goals and to bring to such a process the
foresight and insight of a profeéaional is not diminished.

The suggastions, instead, are all intended to improve the
beagis from which the educator mugt finally dgvelop ge§er&l
goals for the educational system. The suggested methods

are intended in the main, to gather and organize input from
a large segment of “the population. The result of using the
suggested approaches will,. provided that the educator does

a responsible job,. produce a set of goals for, the district
which are reflective of the interests and opinions of stu-
dents, parents, employere, comuunity and labor orgaﬁﬁzations,
and residents of a community in general.

“ L

To conduct a goal setting process, it is auégeated that
the person or group responsible for planning and conducting
the activity begin by gathering related information from
stch sources as the U. S, Office of Education, neighboring -
districts and previous goal setting activities within the . e
district. At times, they may find valuable insight into the -
methods used to conduct the activity and, in most cases, in-
sighta regarding the general concerns of various groups .
which should participate in the goal setting process. Anti-
cipation of tHese®concerns is yseful in developing activities
and materials which effectively cope with problems and '
special interests. -

The major parts of the goal setting process presented in ,
this booklet are: . . .

1) Develop a list of statements which describe prdfici-
encies apd characteristics considered important for
all individuals, not only during their school years,
but throughout their lifetime. .

2) Determine which of these statements are felf to be
the role of the school.

. 2:3:; ; . o - .




Step 1

Step 2

3) Develop poal statements which reflect those statements

trom 'Step 1 which were felt to be within the role of
the school,

-—

L) Determine, if necessary, which goals are in need of
most immediate attention 8¢ that limited resocurces may
be yged more effectively,

" The first step in the sample approach to goal setting
is » step which involves the effort of both school and com-
munity people. The in-gschool activity includes development
af an instrument and plans toc gather community input regard-
ing important individual tralts, Although a sample ig in-
¢luded in Part IIT, schools are encouraged to develop one
more appropriate to local c¢ircumstances. When an instrument
is develcped, & survey should be conducted which includes to

.the extent possible, employers, students, educators, parents,

lubor and other community organizations.

As a result of the above amctiyity, it is possible to pre-
pare 8 145t 'of statements desd™¥@ng individusl traits
génerally held to be important by the community. From this
ligt, those traits which are the developmental responsibility
of the school should be determined. This process can again
involve both in-school and community activity. The sug-
gested appreoach calls for an in-school group to prepare an
instrument similar to instrument #2 in Part III. ‘A small”’
community group such as an advisory group (rather than a
broad survey) is the suggested respondent greup for this
ingtrument. Larger groups could be involved at the discre-
tion of the user. The results of using this i{hstrument are
that the in-school group will have a basis for developing a
set of goals for the sehool distriet.

The actual writing of'goal statements for the school may
still be a difficult task, since the form of .the important
indi%idual traits may be inappropriate for use as goals.
The-school group has the responsibility for writing meaning-
ful and clear goal statements for Career Education. They
may find other districts' or educational agencies' goal
statements of substantial help as they address this task.

Should the resulting goals require ordering according to
a priority in order to make the most effective use of
1imited rescurces, 8 fourth step may be necessary. One
approach, intended toc rank goals according to the combined
eriteria of "most important/least being done" is to develop
an instrument similar to #3 in Part III. The result c¢f a

23
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. community survey using an instrument like #3, which was
based upon a survey similar to'Step 1, is that achool people
can use the "score" of each item to order the goal statements
from least implemented to fully Implemented atﬂthe lower end

of the list.

Site e A set of goals, poésibly ordered according to the'degree
e Lt tp which they are presently being addressed within the exist-
ing school program provides the target for the next steps,

\ developlng more specific statements or objectives 'for each .
goal, determining what is already being done t© reach-those
objectives and developing strategies or programs to reach

- those not adequately dealt with in the existing program.

K
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PART III: IMPLEMENTATION SUGGESTIONS FOR THE
SAMPLE GOAL SETTING PROCESS

_Laying the groundwork througﬁacareful frganization is
the essential first step in conducting a Goals Setting
study. On the part of participants we need understanding
of why it should be ‘done, as well as willingneba to parti-
cipate, to assume leadership, to work throughout the life
of the project and to give enthusiastic support. This need
applies to lay people as well a8 school personnel because
without broad community support, Goal Setting would be
meaningless. *

Previous sections have discussed methods of organizing
for Career Education. In organizing for setting goals, we
could draw upon the-organization that has &lready been es-—
tablished in the district. This might include a Career
Education coordinator, a steering committee made up of
school personnel from various levels of teachers, counselors, -
and administrators, and a broadly based, representative '
citizens' advisory committee. -

The Career Education coordinator may be the person to
assume leadership for the operafion. Depending on the size
of existing committees, the Gpal Setting Committee Or Task
Force, could be drawn from all or part of the Career Educa-
tion Steering and Advisory committees.

% In the beginning, the Goal Setting proJect should prob.
ably be studied and thought through by the Steering Com-
mittee, where gne exisEET“Before being discussed with an
entire Citizens' Advisory Committee. When the purposes of
the process have been understood_and approved, the Advisory
Committee may wish to organize and plan the various phases
of the effort. Since the project will involve several
phases and a fairly long period of time, it might be useful
to recruit additional citizen members to serve on an ad hoc
Goal Setting Task Force for the life of the Goal Setting

— Process.

It ié critical to the success of the project that every-
one who may be affected should know about the Goal Setting
orgenization and its plans and purposes. To rally support;

214i




Who should be
involved?

Persons
responsible

L

PP Tce B

understanding and participation, open lines of communication
should be maintained with all interested groups--staff, board
and community--and al)l must be kept appriged of the commit-
tee's intentions and progress.
ﬁ? S

Aside frum the final responsibility of the board offedu-
cation and the superintendent of schools, the immediate
responsibility for the project would probably rest with the
administrator or other staff person assigred as overall
project supervisor--usually the Career Education coordinator.
He or she, working with the Steering Committee, will collect
information on varicus forms of Goal Setting instruments,
study costs and personnel needs, provide facts pro and con
for various methods, and through discussion, provide the
motivation for carrying cut the Goal Setting Process in the
district.

It would be poud if the 3leering Committee could reach a
consensus on the need before presenting .the proposal to its
Career Education Advisory Committee. Steering Committee
members ought tofbe well enough grounded to serve as con-
sultants to the Advigory Committee and present a unified
front in support of the project. Although Advisory Com-
mittee members will study the matter thoroughly before
accepting the project, they cannot be expected to have
either the time or the specifilized knowledge to research all
the facts by themselves. They will depend on the profes-
sionals to give them adequate information and honest opinions.
At the same time, Steering Committee members should probably
avoid giving the impression either of doing a "snow Job” or
of downgrading the importance of Advisory Committee investi-
gations. GQuestions and/or objections must be responded to
seriously and objectively.

Total responsibility for the Goal Setting Process, then,

would be vested in the Coordinator, the Steering Committee .

and the Citizens' Advisory Committee. In communications

with the community--press, radio, television, newsletters

or direct mail--it would probably assure better support if
all statements come as from the Citizens' Advisory Committee,
attributing the statements to the committee chairman. The
chairman could act as spokesman in .dealing with the board of
eflucation, chamber of commerce, labor organizations or other
,community groups, always with the support and assistance of
school personnel. Local custom and conditions, howvever,

may require different approaches in different districts.
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It the t"{tizens! J“ul\ﬁur;t‘y ummittee concurs with the
need Foron oal Dettipg Process, #& subcommittee within the
Advin.ry Committee might Le nomed se & nucleus for the Goal
vertting Task Foree, and this body enlarged to whatever ex-—
tent will be neceduary to carry out the project. Member-
ship would vary sceording to the vlze of the community to
be tgurveyed, the number of opganlzetions or categories of

population to be represented, and the optimum numbers to

function effectively as o working committee. Needless to

- gy, the method of peiecting representatives should™be

demoeratie in every respect, and every interested element
Sf the population thould be included.

IFoLne metnod of Betting goals has not been determined
by the Citizens' Advisory Committeée, the Goal Setting Task
Furce sasheoul ) lmne Motely determine what form the process
will take. The Career Bducation coordinator -and Steering
Committee members {nvolved with this committee should
probably be prepared to asclist with the decision making
provess by praviding informstion and rescurce matérials
ns neecded, They should aloo be ready td make a recom—
mendntlon L f oalled upun to do su, ,

Depending n loenl clrcumstances, budget, and tfime limita-
tiong, clerien]l personnel from the -8chools may be.used to
vuryiny degreen, Utllizing exioting personnel is tthe most
practical methol of handling the clerical duties f#f at all
ponoible. The w.rk w uld not be continuous in most cases,
but would involve lntermittent services a3 mailings are pre-
pared, replies are reecpived and tabluations carrigd out.

In c¢apnes where the project might require major cldrical
regpansibilivlen poyond the ocupe of exlating. perdonnel,
budget, may nesd Lo be provided to employ temporary clerical
asalstlance.

+

v In some cases n omalt part of the clerical'workl| may be
handled by voluuteers from the Godl Setting Task Hprce,
Many times parentn or other citizen volunteers arg willing
to share these responsibilities and devote a few hpurs a.
week to such dutien ns preparing mailings or tdbulpting
responses. No matter how many volunteers are.av able,
however there will nlwaye be & need for & respon Fble
staff person to work with them -and be present to daxry on,
with or without the volunteer Felp. It would be dssential
for the Career Eduration onrdinator to maintain a close
relationship with the working committees and to be avail-
able, whenever called upon, for advice and asgistance.
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Groups to be
surveyed

Students

Graduates

Parents

kY

One of the most valuable tools in the Goal Betting Process
is probably the community survey. Whether it will be large

_or small or what questions 1t will attempt to answer will

be determined by the responsible committee, such as the Goal
Setting Task Forre. The committee must alsc decide what

groups among the population will be surveyed.

~“The people most directly involved in any study of the
educational program are the consumers of the services, the
gtudent body. Although a suggestion- to geek students’
opinions might seem startling or even revolutionary-to some
adults, it will reddily be seen that students themselves
have one of the most important roles to pley in determining -

* the value or the success or failure of various elements of

the educational program they have experienced: Even ele~

mentary school youngsters can give thought-provoking answers
to many questions of this nature. How this would be handled
and how broad & range of age levels could be Burveyed would
depend on the skill and ingenuity of the responsible adults.
Student members of the Advisory Committee should be able to
assist in organizing a feasible system of surveying other

studept ...

Graduates of the present educational program usually
have specific and practical comments on what wag most worth-
while, as scon as they-have left school the working
world or college classes. Coming back to visit or talking
with counselors who visit them at college, they often ex-
press their appreciation for teachers or classwork fhat gave
them a solid foundation. for their further careers. They
also realize the shortcomings of their previcus education
and will have many constructive comments to make regarding
their old school, , This group should be well represented in
any planned survey. .

It goes without saying that tbe parents of present pupils
are directly and deeply involved in the schools' purposes
and achievements. The important consideration in involving
this group is to be sure that all shades of opinions are
represented. A survey that covers only those who attend
PTA meetings or serve on bond election campaigns will fail
to provide a valid expression of opinion. Every segment
of the district, both geographicdlly and intellectually,
should be touched by the survey instrument. No area should
be neglected, whether by personal interview or by mail con-
tacts, and no dissidents should be omitted because Of their
known dissatisfaction wiyh the achools.

)
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Next, we should consider how it involve other community
residents and groups besides‘parents of prespnt students.
Many people may be former students of local schools, but
whether or not they were pgraduated from schouls in your
district, they have a vested interest as tauxpayers who pay
the bills. As employers or fellow workers with your gradu-
ates, they are interested in the kind of person coming out
o your educational program. As members of labor groups,
churches or soclal groups, they want to see people well
prepured for their roles in the community. Aa business
people, labor leaders or members of th€ Champer ©f Commerce,
they want the kind of schools that will attract competent
people and prafitable industry to their city. Thus they
have & dircet und signiticant contribution to make to &

Goal Setilng P'rocess,

"

Retired persons need toe knoW about gschocols. The alert
alder person Is still 'interested in education and may be one
af” your best - sources of velunteers with time available four
community service work, These clder eitizens should be
part of your community survey, ' |

Last, but equally important, are the education profes-
sionals—-the teachers, counselors, adfinistrators, secre-
taries, custedians, bug drivers, playground assistants and
any other employees directly connecte «yith the schools,
Although each of them is prebably included. in one of the
former categories, each has & valuable contribution to make
to your proposed gsurvey because of his immediate agsociation
with tpe process of education.

Once the Goal Setting Task Force or a2 gimilar body 1is
organized, {t will be ready to analyze its ma)or tasks and
asgign responsibility for carrying them out.

-]
.. Any group interested in studying the effectiveness of a
school program will probably feel the necessity of deter-
mining what the expectations for accomplishments are, in
other words, What are the school's goals? These can be
analyzed in terms of what traits, understandings or com-
petencies valuable throughout a lifetime the graduating
students will be expected to have acquired,
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Step 1

IDEHTIFYING
IMPORTANT
INDIVILUAL
TRAITS

What are the

major tasks?

Preparing or
acquiring the
instrument

K

Belecting the
participant

group

-

As dlsculised eagiier, one of the first major tasks must
be the decision ag to what form the Gosl Setting Process

, will take. Assuming that the Task Force has decided to con-

duet & Tormal Goal Setting Process, this group might then
organize to undertake a survey and establish a list of de-

sirable traits. Budget and personnel requirements might be * .

discussed and the size of the survey determined on the
bagis of thesg considerations.

A copy of t ﬂl‘from this bouklet could be made
available as a pousgible model or suggested starting point
for developing asipilar document. This form, which is.in-
cluded in this sectinn, widl identify the individual traits
which survey respundents consider ifiportant for studenis
during school and throughout their lives., 1If thils or a

similar ingtrxmént iz to be used for g tormal survey, coples

must be prepared in the qﬁ&nLtlea necessary for the planned
scnpe f the survey.

L]
-
n
-

Details ot the digtribution, collection and tabulation of
the survey forms should be carefully planned, so that volun-
teers or staff members working with them will have no diffi-
culty in understanding and following directions. Directions
accompanying the form jitself should be explicit and clearly

" expressed, in language that presents no obslacles to even

the slowest reader. Provision should also be made for help
in interpreting survey forms in tkte case of respondents who
do not read English. In some gesimunities, translations to
annther language may be esgsential, in which case assistance
in reading replies mny be needed from volunteers of the
same language group. )

It is impossible to suggest gulidelines for the numbers of

participants to be included in each group suggested for sur- |
“veying because of the wide variations in size and make-up *

of Michigan school districts. A general principle, however,
would be to make the sample.population of each group as
olosely representatlve of the make-up of the total community
as possible. As another general prlnc1ple, it can be assumed
that the smaller the size of the district, the larger the
percentage of the popwlation that will have to be sampled to
obtain a valid response. .

It is also important that individual responses from each
group receive equal weight with the respenses from every
other group. Ceoding of survey forms may be done in such a’
way that responses can indicate which group is represented
by the reply without violating the anonymity of the respon-
dent, :
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--for sampling these groups.

. other than parent names "apd addresses, from postal route

[

" with the instrument giving very specific, easily readable _ kwgﬂ

Your committee may declde thét local conditions would
permlt contdcting the fOllOUlng groups: present students,
recent graduates, employers, labor and @ther cbmmpnity or—
ganlzatyono, and adult residents in gefteral .- Your task,
then, is to devise a workable method of random-selection
If you have pecple in the com-
munity who are knowledgeable about statistics, you may be
able to-obtain expert help'at no cost to the district.
Board ‘members or Advisory Committee members may have con-
tacts with large companies which could provide assistance
on these matters. The school system or ISD may have ex-
perts on statistics who could participate on the Steering
Committee of the Goal Setting Task Force. If funds are
available, professional assistance could be employed.

This expert’ dssistance would be helpful in interpreting
replies as well as in seledting respondents.

Random selections of residents to be contacted by mail
may be made from the schools' mailing lists if they include

“oecupant” lists, Prom county Equalization Department occu-

pant addresses, er posgibly from telephune books ofF direc—

‘turieg. 'The important criterion is to -be: sure that all

parts of the Jidtri-t Hrc.r~vered; . .
I1 more specitic groups are to be’contacted, rosters of

student orpgunizations, PTA's, service clubs, teacher orgini-

zations, and businessg, labor, professional and religicus

groups might be used as & source from which to draw. Again, i

it is important that all groups and all .shades of opinicn be oA

‘represented vhen the random seleg¢tion of individuals is made.

Lists'should be considerably larger than the number of re-

plies needed, bechuse.you can.expect only partial returns,

from such réquests ‘However, if your samplings are valid,

even & relatively 5mall percentage of replies will be use-

ful, . .

T
The committee'ghould prepare a cover letter to be sent

information on:

-

The-pu:posé of the project,
The need for agsistance from individuals or the comﬁunity,
Instruetions .on filling out the questjonnaire, -

Assurances that Eﬁgls will not Be used, signatures will
not be néeded, nufiber code only.identifies group being

surveyed,
- Log




‘A promise to publicize results, "fzﬂ

-

The deadline and instructicns for returning the forms.

Enclosed with the letter and instrumept could be a self-

addressed, no-pnstage-requirea envelope. These can be en-

closed in an envelope using your bulk mailing permit, but
» You must also have a permit for the “Postafe will be paid

by" stamp, so that.yoy pay postage only on those envelopes
actually returned. . . .

The methed of mailing to reach & random sampling of
your district will vary among districts according to 'size
and facilities available. Fecllowing are some of the pbssi-
bilities: ’

(1) In a small district total coverage of all residences-
is available through ycur post office for mail ad-
dressed to 'Occupant” without specific addresses.
The post office can tell you how many pieces of mail
will be needetl for the numbers of addresses on each
postal'rduté, If these quantities are much larger
than yYour proposed survey, a random Sampling may be
made by ‘usinZ addresses. These can be provided on a
percentage basis by a commercial méiling service,
but the post ot'fice cannot do this sampling for you
with "oeeupant' addressed bulk mail.

(2) some distriects reguldrly use & commercial malling
service to address newsletters or other mail to every
regident of the digtrict. With this service you can
determine what percentage of the homes yYou wish to
survey and request this percentage of addresses from
your mailer, requiring geographical coverage of every
area of ‘the district. If you plan to use & follow-
up communication, the same list can be used for the .
second maliling if lists are computerized. If not, i
the mailer can print two copies of the addresses which
are randomly selected -and save one copy ‘for a pessible N
second mailing. -.

(3} Ancther source of purchaséd mailing lists is{ﬁ1e county
equalization office, which would have occupant ad-
dresses for each building in a given area, although
this would not include all occupants of apartment
buildings. With these lists the committee would need

i to meke its own random slection and address the enve-

lopes. |
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(%) A1l schools probably keep an up-to-date census list
of homes with children in school. This list could
be used for a random selection®of parents to be con-
tacted; but it wouldn't provide names or addresses
for other residents.

AN

{(5) The school guidance department would have names and
" addresses of recent graduates {and perhaps drop-outs)
for .this segment of the survey. Again, a method of
random sampling can be used to identify a sample of
! these graduates.

//) (6) You can probably obtain lists of local businesses and
industries from your Chamber of Commerce, if you plan .,
a gspeecial contact with that group. Of course, the -
ﬁq forms you sent to members of special group$ such as
labor organizations may turn cut to be duplicates of

\\Qh_ forms sent to random "resident" mailings. This

could be explained in your cover letter, with the
suggestion to ignore duplicate forms or to pass one
along to a neighbor.
4 !

{7) For districts without commercial mailing services,.

snother Possible source of named for other than

. parents is your voter registration list. This would
a . be more varied than the parent list, since it would
include- clder people, with enocugh interest in school
affairg to get out to vote, either for or against,
and thege same pecple might be the  kind who would
make the effort to fill ocut and return a survey form.

If you allow about two weeks after forms actually go out
before your deadline for return, the surveys ‘may begin to
trickle back to your office. About a week before the dead-
line it might be worthwhile to mgil & card to the same ad-
dresses, thanking the recipient in case he has already
mailed back the survey and reminding him to do so if he
has not yet found time to do it.

Sampling of present students might be done in collabora-
tion with 2 high schcol student council, if that group would
take responsibility for such a project. A student member
of the Steering Committee as well as an adult staff member
would work closely with the group to help them understand
the purposes and coordinate the survey process. Middle
gschopl or elementary school pupils could also be included
in ‘the opinion sampling. Such a project might alsc be
undertaken by a high schocl or middle school social studies
class if time permitted the necessary preparaticn, and deagd-
lines for «-ilecting replies cnuld be met.

a1
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Receiving
the
instrument

Tabulating
data

Establishing
a list of
Important
Individual
Traits

What costs
are involved?

Your cover letter instructions and the addresses on the
enclosed envelope should bring all survey replies to what-
ever school office is -indicated. Here elfhér school cleri-
cal personnel, a committee of volunteet's, 'O6r both, can open
the replies, aart them into #£roups (ir Your instruments are
labeled differentiy for students, parents or others) and
begin tabluating results. Your questions and replies need
to be worded in such a way that a numerical equivalent can
be assigned to the answers given, thus giving relative de-
frees of impurtance for each suggested tralt. OSecretaries
and untrained volunteers should not be expected to evaluate
written comments or replies that du not eonform to a gimple
and corganized system. Additional traits written in bY the

crespondent should be listed on a separate gheet and Ziven

the highest puint value,

Tally sheets should be prepared with spaces f'sr each
trait, and separate gheets should be used for “each group of
respondents if you are keeplng separate totals.

If the Instrument resembles the sample, a scouring system
of L through 5 is recommended, with "1" representing the
highest importance, or "very important.” This numbering
will simplify comparisons with later Instruments when priori-
ties are being set. Alter adding the scores of dach separate
trait on all replies, an averaize may be taken, resulting
in & score of 1 throeuwh 5 for each trait.

From the nbuve tabulation, traits may be 1isted in riler
from the higzhest to the lowest point values. The committee
may set an arbitrary cut-off point below which the traits
consldered least important might be eliminated. The remnin-
ing items would constitute & list of {ndividual traits which
a representative community sampling found to be important.

Costs will vary from one dlstriet to hnother,‘but Some or
the tactors which need tv be considered are listed below:

{1) Paper and reproduction or printing--depending on the
size of the survey--will probably come from the school's
administrative supplies, urless a separate budget
should be set up for the foal Setting Process.

(2} MEiling costs will be based on whatever percentage of
your regular bulk mailing 1ists you intend tov employ,
plus extra first class mail costs for direct mall-
ings to specific groups of individuals. If you em-
ploy a mailling service for addresses for & random
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sampling, you will need to include these costs.
There will alsoc be the postage cost of replies re-
turned, at 10 cents each, to be pald when the reply,
is received.

(3) Refreshment costs--to include coffee and cookiesgfor
committee meetings dnd work sessions--are not essen-
tial, but will help make the Job more enjoyable for
volunteers. :

After the (oal Setting Task Force is ready to begin the
actual survey, a minimum of four to six weeks is probably
necessary to complete the first phase, acquiring a 1ist of
possible Important Individual Traits.

{1) A minimum of one to two weeks will be needed for pre-
- paring the survey forms, selecting the participant
groups and mailing the surveys. (This assumes the
. committee i8 using an instrument already developed.
Much more time will be required if an original
questionnaire form is to be written.!} ' !

(2) A minimum of two weeks should be allowed for return
of the aurvey forms by recipients.

£3) A week of more may be required for the tabulating of
data and establishing a list of exit compentencies,
or desirable traits, depending upon the amount of
time available on the part of volunteerss and/or cleri-
cal staff.
kesults of Instrument #1, "Important Individual Traits,”
piiovide a list of traits suggested by the survey form, now
raked numeriéally according to whether or not community
The commlttee may wish
to se arbitrary cut-off Ppoint if some scores should be
extremely

(2) To provide data for future evaluation when setting
up priorities on goals. .

(3) To serve 88 g basis for & preliminary news release
on results. Only a few outstanding results might be
mentioned, with an explanation of what further studies
will be underteken before new goals and priorities .
for implementation are established. Along with the
top scoring items, perh&ps cne or two of the low

Thesge resultsWn 1 ways:
(1) To develop a new list of goals for t:::::h\

[




Step @

THE
ROLE
OF
THE
SCHOLL

LYY

Who should
be invnlved? .

\
What'are

thé major
tasks?

-

gcoring traits might be mentioned. This pqéliminary
report would help stimulate interest in codtinued
aspects of the Goal Setting Proeess and glie readers
and listeners a beiter underdtanding of the purposes
of the project in the event they are called upon to
participate.

(4) The list of traits is reported back to the Citizens'

. Advisory Committee, #ind pldygs are made for the next
stage, the a551gnment of rqﬁ%onsiblllty, or the Role
of the School.

As suggested in Part II, the schoals should not be auto-
maticully heid responsible for all of the traits or goals
listed as a result of the survey of "Important Individual
Traits.” Some method of determining which people or groups
in the community should be chiefly responsible might be
ugeful. Instrument #2, "The Role of the School,” is a
suggested form for seeking opinion on what traits should
be the school's responsibility. The next section cutlines
a possible method for obtaining representative Sﬁinion
without a large mailing of questionnaires.

To decide which of the trajts listed should be at least
partially the responsibility of the school, a smaller, less
unwieldy participant group could probably be used, so that
the méchanics of the actual survey would require lesgss time
and fewer workevs than with the first instrument.

When the first survey is completed, Task Farce members
might wish to recruit some new memhers to work on the Role
of the School project. Broad representation to help assign
responsibility might be assured by contacting individuals
such as clergymen, church lay leaders, teacher association
officers, and executives of business, lahor and service and
recreational organizations. ©OSteering Committee personnel
would c¢ontinue to be involved as before and to work with the
Task Force. 'The news release that followed Phase 1 would
help to assure\fublic understanding of Phase 2.

If a fairly large and representative unit could be formed
té study the Role of the School, it might pe possible to ob-
tain the necessary answers without sending ocut survey forms.
Since the question involved with each trait listed is
basically: Should the school have any major responsibility
for the development of this trait? the answers might be ob-
tained in a series of workshop meetings with unit members
participating.




' N In & general meetiffg, the needs and purpeses ¢f the Pro-
Ject could be e "hed., A large unit divided into smaller
working groups ¢ discuss and reach conclusions on an
. . assigned group of traits or the whole list of traits.
1 Group discussion might Bring out deeper consideration than
off-the-cuff cpinions by survey respondents, and thus more
valid responses. Answers obtained in smell groups could be
reported back to the totel committee, and when the whole
list was completed, every unit member could complete a
written questionnaire on the Role of the School, based upon
. his own opinion on each item. If the meeting should run
late, members might wish tc take home the questicnneire and
mail it back t¢ the. school office at an early deadline, '

As a sample questionnaire form, Instrument #2, "The Role
of the School," asks respondents to indicate the responsi-
bility of the home, the school, the community, {including
churches, character building and recreaticnal organizations,
and service clubs), and business-industry-labor for develop-
ing the traits studied. Since each is rated on a 1 to 3
scale of "no," "some," or "majJor" responsibility, the com-
pleted questionnaires can be tabulated to provide the score
of the school on each item in relation tc its degree of
responsibility. If there are any items which show little
or no responsibility on the part of the school the group
may wish to eliminate these traits. . ,

Scores may be tabulaiedibyisﬁﬁrf members or volunteers dfd * k
the results reported back to all members of the study group.
This phase will be complete.when the. resulting list &t '
traits for which the schools should be held regponsible is
submitted to the Citizens' Advisory and Steering committees,

What costs Costs for the'Role of the Schocl phase should be minor,

are involved? if the work is dche by committee rather than by questionnaire.
They weould involve letters and postage for recruiting mem-
bers, reproduction of lists of tralts for the unit members

to study and discuss, and letters and postage tc report re-
sults to participants.

Aeneral Possibly two weeks should be allowed for recruiting unit
time iine members and giving them sufficient notice of the meeting
for these dates. The group could prcbebly arrive at its decisions in
tasks no more than two meetings, which might be spaced a.week a-
part. If traits are divided into groups and assigned to
various sub-committees for discussion, the total 1list might
be completed in one evening session. This would include




What should
be done with
results?

Step 3

WRITING
SOALG

Getting
approvals

Step b

ESTABLISHING
PRIORITIES

Who should
be involved?

‘contact some of the same categorles of people that were sur-

discussing responsibilities, reporting back to the total
group an@iEUMpleting an itdividual questionnaire. Thus

the assighment of schoul responsibility might be completed
at the end’'cf either twoc or three weeks, if good leadership
kept it moving along.

The tabulated scores from the Role of the School queation=-
naire will provide the 1ist of traits for which .the community
holds the school responsible. =]

As outlined in Part II, the results of this step provihe
a basis for writing actual goal statements. If the statementss
from 5teps 1 and 2 are clear and appropriate goals, 1ittle
effort is required. However, these statements may be very
specific, worded differently at times, or otherwise inappro-
priate for use as goals without some revision or clarifica-
tion. While the suggestions of the community are valued,
it is essentiaml that survey results be evaluated bY Proo
fessiconal persunnel in relation tov the total educationaﬂ
program. eals must be written which reflect goed educa-
tional practice and the best interests of individuals ard
the community. It is the role of the school group to dd
this writing.

The resulting goals should probably be introducéa to [the
Board of Education for their approval. _The bhoard mey suggest
improvements or next sSteps for the Career Education effort.
Very often, it is necessary to arrange goals according to
their need for immediate attention. Prioritizing goals may
require an additional step.

One approach to_priocoritizing goals is te conduct an in-
formal opinion survey {0 determine how well the school is
presently addressing the newly developed gcals. Instrument
#3 is intended for this purpose. From it, a district may
elect to develop a similar instrument to arrange its goals
in a priority order.

A fair investigation of the school's present implementation
of any program should ideally involve a broad and comprehen-
sive questioning procedure. However, time and expense limi-
tations may influence the gize of the participant group. 1If
Goal Setting Task Force members decide to check on present
implementation before setting pricorities, they may wish to

veyed with Instrument #1, Perhaps a fair assessment could

23
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be drawn from enqual nutbers of%students, former students,
purents f ot clents, teachers or administrators, end local
employers. ALl of these people should be able to speak
with s.me kn-wledpe of what scho.ls are now achieving with
respect tr the swrested traits.,

Fresent students, teachers and parents could easily be
contacted in large numbers. Former students and local em-
pluyers of tormer students might be harder to locate in a
shourt time. Care-.should be taken to identify.as represents-
tive o sampling as possible, even thourh it may be necessary
to limit the size of the sumple because of available money
any time. .

Tosts for this phase should be minor, consisting of let-
ters aud postage ta the participants who must be reached by .
muil {yraduutes away at coullege, parents and employers). If
studentg, teachers and empicyers can be crntacted personally
when pgiven the instrment, this would help assure better un-
derstanlineg and compliance. Additional cost would be the
reproduction ot enourh instruments to supply each partici-
pant and committee member and extras for use as tally
sheets, .

From the time the Task Furce bepins this phase, it mipht
take up tu three weeks fur the Instruments to be distributed
and returned > Allowing en additional week for tabulstion
and analysis, a total of four weeks mipht complete this
phase. ’ .

Goauls in need of immediate attention are now known., The
Career Education etfort, having a clearly +defined target,
1s ready to proceed with activities to identify and imple-
ment programs to meet the needs reflected in the priority
gual statements.

230
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SAMPLE INSTRUMENTS

A. Importent Individual Traits
B. The Bole of the School
C. Program Analysis




(Sample letter for Instrument #1)

®

Dear Citizen: . N

The enclosed survey questionnaire io b
(Goal Setting Task Force! appbinted by the Career
Education Citizen's Advisory Commitfee o
The immed@iete purpcse of the Task Force is
ideas out what schoels should attegqpt to Tor students. Its
finael cblective is to improve the_sch¥®pl curriculum.

L)

We ask your cooperation 1ling "out the enclosed form 8o
that we can ¢btein s well-gro d expression of opinion from
several varied groups in ghe ¢ unity-~-parents, students,
graduates, and other comm ty résidents. With yocur help we
hope to determine wha itih.and skills children should develop
from kindergart thro graduaticon and throughout their lifetimes.

You chetk one box after each item on the form
labeled /Import Indtvidual Traeits,” showing whether you think
each tr4if~f8 yer) important, above average in importance,

, somgwhat important, or not important. -

You may have many additional suggestions of treits or skills
that are important. Please write these in ongghe last pege and add
another sheet if necessary.
- There 18 no need to sign the form. A number on the qUes~

ticnnaire will indicete to those tabulating scores whether the reply

comes from a student, parent, or other group, and no other identi-
fication will be needed or used. Results of the survey will be

publicized when the study is compPleted. ,

Deadline for return of the form is
and we ask you.to complete {t as promptly as possible and mail it
back in the self-addressed envelope enclosed, which requires no
pestage. Again, we thank you for your participation.

%

Yours sincerely,




*

IMPORTANT INDIVIDUAL TRAITS AND SQFLLS

This form 15 part of a survey being done for your school te
help schowl and community pesple plen to mgintain and improve
the quality 0 the school progroam,

Flense contribute to this efrory

aplgting and promptly
returning this form. :

{Sample Instructions for Instrument #1)

259
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Instrument #1 : .
0
IMPORTANT INDIVIDUAL TRAITS
li DIRECTIONS: ’

While reading each item on this form, ask yourself this question: "To_what extent is
this trait or skill important to me as I live my 1ife?" Check the box that most closely
describes your opinion. 0On the final page please add any further trafts that you feel
are important.

L L
O
L} ;Ej 5; 43 47 Ll
. gl eh| syl 8
. - [ 2B Ll &N i
v t:. i_:‘ ?" e J ?! 'f:. " F"

The followlng vealtns orskills are® . - - e B . ! = b

1. Abllity to perfurm sathematicnld
wperationg -and to handle math comrcepto, : : «

2. Knrwledgeable about perseonal characﬁer— '

‘istics as well a3 those of athers.
: 3. Ability to. comprehend ideas through
QL reading and writing.

L4, Recognition that self-development is a
life lorg process. -

5. Ability to communicate ideas through reading o .
and writing. . .

6. Understanding individual and group aspects of

B bghavior,

7. Having personal values and approaches to living R
that are enriched by experience in the physical o
aciences, social sciences, humanities, and
creative arts. '

" | 8. Possess and apply interpersonal skills.
. .
| . | 9. Have good safety and health habits.
10, Able to identify and explore a vafiety of al-
ternative occupational roles and settings.
11. Have employability skills.
Have a saleable skill,.
) 259 e
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The folluwlny traits or skills ar€=
* l

13. Recopnition of verious educational eclternatives
and now they mlight wpply those opportunitiens.

W, Understaniding the velue pystems, culbares, castons,
and histories oF thelr Mo heritage as well ng
W8 thers, .

1%. Having dr%iuiun-mnking vkllis., ¢

16. Agsumlug Incremsing responsibllity for lesarning.

-]
17, Having tRe knowledge and the skills necesﬁary to
. implement career plans.

18. Having the knowledge and respect hecessary for
the apprecistion, maintenance, protection, and
improvement of the physical environment.

19, Understanding of the life roles {occupationsal,
leisure, citizen and family) of man. ) T

20, Ablility to apply raticonal, intellectual
processes to the ildentification, con-
slderation, and solution of problems.

L

21. Having the necessary skills to make modifica-
tions in career plans to malntain consistency
with changing career gosals.

22. Veluing human differences, understand and act in -
g responsible m@nner on current social issues,
and to participate ln soclety and governmpnt . -
while seeking to improve them.

4 ;. Jﬂ - - ‘_ ] 4

. .
b
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SAMPLE, MEMORANDUM

““m.,_,;{’ -, -
. “/y
i
ﬂt_ =4
Date
TO: 3 <t
From:
@ b
Subject: Determining the Role af the ASBchool . .
A meéting has been arranged on : at the

meeting the group will the list of traits and skills
persons in our communi fied as .important to¢ individuals

to dni 1ate the second major step in
8 Goal Setting Project whichﬁ%? way at the school. At this
as they_live. You will sked to discuss the responsibility of
the school, the hom?;“;; copmunity, and Mpusiness- -industry-labor

in developing mdividuals with these traits. After the discussion
each person 11 belasked to. complete the attached form indepen-
dently.

T

The results of this meeting Will‘pﬁ used to prepare dhaterials
t0 determine priorlty goals for the Bchool.

Your attendance and cooperation will be sincerely appreciated.

(Sample memB-forfinstrumeht #2)

27 . (’//,F_ﬂ
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THE ROLE OF THE SCHOOL . )

This form is. part of a survey being done for your school
to -help school and community people plan to maintain and
improve the quality of the school progrsam.

Please contribute to this effort by completang and promptly
retdrnlng this form.-

(Sample instructions for Instrument Number 2) -

\ 28 - i




Instrument #2

-

THE ROCLE OF THE SECHOOL : .

. R —

}
HSEP- DIRECTIQNg:

1. Review all of the following traits. -
2. Using the following rating scale, indlcate the responsibilities of e;;&/é? the groups

in developing each trait by placing an appropriate number in each bl -
0 - No responsibility

1 - Some responsibility
2 - Major responsibility

[

o "
N
&) -
) o)
Lo« @
Ag|l a &
2158 ¢4
0 4 g
12|82 54
) 5] O |ou] z¢&
T 5] O~ ]
1.
2. ’ %
{Place Results of Step 1 Here)
3. .
4v *

o
A
)

10. L ‘ .

11.

12. -

13.

1l4. Etc.




GOALS SETTING TASK FORCE
Jchool Address

qak“’?? ) Etc.

Dear Citizen:
o

As one who is f&miliar with the schools or the products
of the schcols of this CUmmuni ve should like to ask
your cooperation in comple ing enclosed evaluation
form. "Program Analysis" R\gﬁeﬁigned to help determine
how well the schools ar® fre¥ently devéloping or teaching
certain skills and t recently identified as import-
ant by members of t@community Tﬁt%,

We woul ppEg%date your cooperation in reading :
list of tra d marking how much you think the Bdhools

are present oing to develop these traits. Instructions
are attached to the questionneire.

Pleage return the gg‘ "as promptly as posaible in the
self-addressed envelope enclused. Deadline for replles
is . .  Thank you.

(Gample letter fur Instrument #3)

20+
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PHOGHAM ANALYSI1O

MEry

J

) B 4 ! ;)
This questionnaire will be used to help determine how well your

gohooly are dpvel-ug;gng the traits listed on the attached question-
naire.  Pleage mark” the followling questions to show how well you
think ench tralt or skill Is being tnught ot present, Check the
box that best applies to each trait: doilng nothing, dolng very
little, reasunnbly effective, effective, or completely effective.
Return the form as soon as posgible. -

p
v ‘ .'P
‘ +
—_—
]
Q\ (sample Instructions for Instrument #3)
. . N
- R . 31 - . ) i
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Instrument #3 "

I'ROGHAM ANALYOLD

@

I
{
i
DIRECTIONS
Following are traits which people in your community feel apre imporfant for schools to
develup. Bugsed on what you know about the present school program, please check the box
which best describes your opinions. Leave any space blank if you feel you do not know
enough to respond,
W bl
’ In developing the following trujts [ feel the schools are:
T
L
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m

Michigan Depgrtment of Education
Langing, Michigan

The Career Educeticn concept has ceptured the interest
of many pecple, whe have demonstrated this interest in many
ways. OSeme, who-are educators, have begun programs which
deal with some aspect of the cconcept. Representatives of
labeor and business have vigorously prometed awareness of
the concept and its use.

Members of the State Board of Educaticn reviewed the
concept, early in 1973 as they examined a positicon peper on
Career Education. The subsequent redrafts of this paper,
its referral to the Michigan Career Education Advisory Com-
mission, and, its approv¥al by the State Board provide a
basis for Career Educatiopn in Michigan.

Many school‘districts have received funds to conduct ex-
emplary Career Education projects. Results from these pro-
Jects have added impetus to the Career Education movemcnt.

The 7T7th Session of the Michigan Legislature passed Act
97 of the Public Acts of 1974, which requires the State
Board uf Education t0 create 8 geries of Career Educaticn
aedvisury bodies. It further requires that the State Board
develop gcals and guidelines for Career Education and that
local educaticon egencies plan Career Educetion programs.

In responding to the Legisleture's charge, this gggpment
reflects the provisions of Act 97, deliberations by the
State Board and the Advisery Commissicen, and the thinking of
many other agencies, organizations and pecople. It is fit-
ting that s¢ mehy are invelved, because business, laber,
parents, students, and educators share respensibility for
the development and operation of Career Education. OSuch
community of respongibility holds great promise for jein-
ing schools with socdiety in e manner which will benefit all.

John W. Porter
Superintendent of Public Instructicon
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Public Act 97

Guidelines

Handbock for
Implementation

FOREWORD

Public Act 97 of the Public Acts of 197h, "The Gareer
Education Act," provides an important addition to the al-
ready growing incentive, initiative and activity related to
Career Educaticn. Through this Act, the Legislature has
focused efforts to extend the benefitg.-of Cayeer Education
to all Miphidan youth. These guide¥nes are an important
step toward taking advantage of the copportunity presented "
by the Career Education Act. .

These guidelines are an extension of the Act itself, pre-
senting eral explanations and suggestions that can hasten
the Journé¥ from statutory provision toward actual operation
of Carebr Education. They emphasize the role of organiza-
tions and pecple in implementing Career Education and out-
line the essential and daesirable elements of a Career Edu-
cation program. -

While this document is not a book of. recipes for imple-
menting Career Education, it does lay a foundation for-
building an operaticnal model. A8 the Career Education
effort progresses, a Handbook for Implementation, now under
development, will supplement the guidelines.' The Handbook
will amplify and detail the guidelines by présenting ideas,

Eaterials, and cther aid for installing and operating Ca-—

eer Kducation in Michigan schools. i
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GUIDELINES FOR CAREER EDUCATION PROGRAMMING

. .
The netden of Career Education i not totally new on the
educational gcene. Educatcers and non-educators alike have -
identified its antevedents in the philosophies and practices
which have existed throughout the history of formal education.
However, few wi}l deny the appearance, over the past years
or 80, of A new zeal for some older notichs under the banner
of ”oareer education.’

Career Educatibn, at first a nebulcous concept and, a term
of uncertain meaning, has steadily grown In conceptual sophis-
tication, practical application, and public support. It has

~ gained the attention of most segments of our population.

With or without outside incentives, an increasing number of

schools are planning and implementing Career Educatiocn pro-

grans. In many places, shared schocl and community enthusi-
asm for Career Educatiocn.is unprecedented among the numerous
educational movementq over the yéars.

Mindful of these developments, legislators enacted the
"Career Education Act" during their 1974 session. This act
requires that the State, each Career Education Planning
District, &and each'local education agency, including inter-
mediate schooi districts, develop & comprehensive plan for
the implementation of Career Education within its area of

.authority and responsibility. In addition, the Act. formal-

izes and enlarges the idea of Career Education Planning Dis~
tricts. And, finally, it requires an occupational informa-
tion system, a professional development plan, various ad-

visory bedies, and perlodic evaluation.

Act 97 will likely. become the cornerstone of Career Edu-
cation in Michigan. The activity which has occurred and will
occur ipg the future to implement the .intent of this legisla-
ti@ﬁ%pd%gntially will affect the life of every Michigan
yo

[
.‘.p

£, ,_ I[E

%
* For the full text of the Act, see Appendix A.
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I CAREER RDUCATION AS A CONCEPT . S
y LAGVER . Nationally and in Michigan, much has beemydaid and done
BOULATION ) to define Career Education. In Michigan, the conceptual de-
48 ' : finition appears in a paper entitled "Career -Education as a
VY % Concept."* OCoon after the Career Education Advisory Com-
v QOLICEEYD : mission wag established under Section (3} of the Career Edu-
! cation Act, it presented the paper for approval to the Utate
Bofindsionn Board of Educatlon: The State Board approved the paper &s
: a basic statement to guide€ future activities of the Commia-

.4 sion and astion on relutq&’h&tters by the Bouard iteelf.
AW
The Commission and the Board use the terms “career prepara-
tion" and "career development" as the two basic categories
within Career Educatinn.

"Career Preparation,” conceived more broadly than its
usual and literal.definition, denotes the acquisition of the
knowledpe and skills necess3ary for a person to implement ca-
reer decisions and plans. It includes most of the existing
content of academic anq‘voc&tional education programs.

"Career Development" is the acquisition of the knowledge,
skills, and experiences an individual needs to explore, plan
and establish life roles. It is divided into four compunents:
gell-awareness and assegsment, career awareness and explora-
tion, career decision-meking, and career planning and place-
ment.’ Typically, no formal program of career development
, exists in the traditional &chool progrum.

S N ST N

Development of operational Career Fducation programs re-
: quires specification beyond the bare bones of general defi-
! nition. 'Statements of goals and of performance objectives
©° y providg the next steps needed to coordinate programs, design
: delivery systems, and plan evaluatien. ’
- I
o - To guide local éducation agencies in planning Careger Edu-
cation programs, the Commission and State Board recommend
the adoption or adaption of four sets of goals and perform-
ance oblectives or indicators. These goals, objectives and
indicators have been either published by the Department or
are In working draft form. Taken as a whole, these goals

[
i e —————_———

. o ° . ¥ For the full text of this paper, see Appendix B.
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objectives gnd.indicators constitute the target for Calkeer

Education iA Michigan.. The four sets of gtatements are:

Goals _— 1. Consistent with the broad définition of Career Education
: programs , the Commission and State Beoard recommend use of the
work of-a statewide task force that identified gosls for
Michigan education. The godls, identified in fonths of work
and numerous public hearings, are categorized into the areas
. . of citizenship and morality, democracy and equal opportunity,
' student learning, and ongoing educational improvement. Pub=
lished by the Department of Education in 1971 as The Common
Goals of Michigan Fducstion, it is in its fifth printing.

Objectives'fof * 2. and 3.- In the Career Preparation -categqry of Career Edu-
Career. cation, the Commission and State Board recommend two sets Sf
Preparation performange objectives.: Developed in recent xéars by large

and diverse groups of Michigan educators, the objectives
- ’ focus on most of the academic &and vocational. instructicnal
. ) programs. Objectifés for academic priograms dappear in a series
. of Dapartment publications ususlly referred to as "Minimal
- ‘Performance Objectives.” -Vocationdl Kducation objectives
. , ' are published in loose-leaf form as a report of the project -
' , that produced them, the (vocational-technical) "Performance
Objectives Development Project.”

. Objecftives for %, The Commission and State Board recommend, as Career De-. @
Career Development velopment cutcomes, thelgoals and performance indicators that
. ’ appear in A Reference Guide: Soals and Performance Indicabors,
" now in working draft form. Cd&biled.and developed from ca-
Y reer development efforts in Michigan and nationally, this

collegtion and organization of goals and behavioral statements
réflects the best curtent knowledge ¢f Career Development
concepts. . oo -

Impglications for In impl ing Career Education in schools, the pervasive-
implementation ness of the) concept should be reflected in planning and op-
. o erating programs--i.e., the learning experiences. needed to
assist al} students in living, learning, and working should
be infused or blended into existing instructional curriculums
and guidence programs. B '
. R . 7 ’
‘Strategies to aselst local-agencies with "infusing" and
. "blending" will appear in a future publication, & Handbdok
; ' for Implementation. *The handbock, now in preparation, will \
: reflect an examination of experimental and demconstration ]

projects in Michigan-and throughout the United‘%tates. ) -

. , . AN
v . .
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ORSAIZING

iy

. 'EMNLE.LIJG

*

1. The State Board of Education specifies policies and re-

j/ Career Education Advisory Commission. (8ection 5 (1,2))

* Act 97 bf the Public Acts of 197% See the Appendix for

Ia,

ORGANIZING N}/pmmmc

* £

The “"Career Education Act"¥ Ccommits the State to planning
a comprehehsive delivery sysiem for Career Education whifh
captures the potential of existing organizations and insti-
tutions. - It follows that numerous Michigan organizations
must work cooperatively to implemént Career Education. The
major organizations, their tasks and.their respective statuw
tory references in the Act® are: '

quirements for the development, implementation, and

evaluation of Career Education programs. It recommends
goals and guidelines for a comprehensive, statewide Ca-
reer Education program. In meeting these responsibili-
ties, it receives information and advice from the State

2. The Career Education Advisory Commission, consisting of
20 members, serves in an advisory capacity to the State
Board and Department of Education. (Section ‘3) .
b m
The Michigan Department of Education provides technical
asgistance to the Advisory Commission and carries cut
policies and requirements specified by the State Board.
(Sections 8 and 9) .

-

Career Education Planning Districts (CEPDs), authorized
by the Act and established by the State Beoard, consist
of geographically contigucus leocal education -agencies,
CEPDs serve as organigzaticnal units between State and
local units in promoting, planning, and coordinating
the development of @ocal Career Education programs.
(Section 6 (1))

With the coopexﬁiion of intermediate school district or
vommunity collegé-staffs, CEPDs are charged with the im-
mediate task”of aiding local educatlonal agencies tq.meet
thelr respons bllities to: - : ¥

a." create an wapeness of, understanding of, and re-
ceptivity t& Career Education among members of the

s educational “8ystem and community, " -

¥

the full text. o
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b. organize the educaticonal system and community for the
effective plenning end implementation of Career Edu-
catipng¢ and

¢. generate, by September 1, 1975, an initial Career
Education plen for the 1975-76 school year. This
-initiel plen must include, at the minimum, B}dhs to:

(1) establish goals for Career Education in the lo-
cality,

(2) prioritize those goe

{3) initiate action to begin > rts to
reach high prior%;é goals, and . -
#

(%) gederate, annually, a comprehensive Career Edu-
cation plan for each subsequent school yéar. |,

5. Intermediate School Districts are responsible for coopera-
tion with their respective CEPDs' aqtivities in support
of local school district Career Education efforts. Their
Career Education responsibilities, of course, are subject
to the provisions of the general gchool code. (Section
2(c) and Section T7)

6. Career Education Planning District Touncils each econsist
of up to 20 members nominated by locel education agencies
in their respective CEPD and selected by the Board of the
Intermediate Schaol District in which they &re constitu-
ent. A council serves i{in an advisory caepacity and de-
velops a comprehensive Career Education plen for the
CEPD. (Section 6 (2))

7. Local Education Agencies (LEAs) are the locel and inter-
mediate schocl districts and their boards. They are to
develop comprehensive plans for the implementetion and
operation of Career Education programs. (Section 2(c¢)

and Section T) “
. L

1 LEAs are charged with the immediate task of:

a. creating an awareness of, understanding of and re-
ceptivity for Career Education among the educational-”
system and community,

b. organizing the educatlonel system and the community
for the effective planning gnd implementatiom of
Career Educaticn, and

/
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¢. genergting, by September 1, 1975, an initial Career”
Education plan for the 1975-T6 school year. This
initial plan must include, at the minimum, plans to:
. ¢ .
i (1)} establish goals for Career.pducation in the lo- L.
cality, .

(2) prioritize those goals, " ' .

! (3) .initiate actidn or imprbve efforts to reach high
a priority goals, gnd

. ) (4) .generate, annually, a comprehensive Career Edu-
- L. .cation plan for each subsequent school year.

Specific infdrmation te aid in the achievement of goals
It _ e . "

a" through "c¢" will appear in the Handbook for Imple-

mentation. ILocal education agencies, in cooperation with

s - their CEPD, are encouraged to initiate activities on "a”

. and "b" immediately. Planning syggestions and require-
o . ments for the Career EducationAﬁggn, now under develop-
o . ment, will aid substantially in generating the initial

plan when they become.available.

v . _ 8. Postsecondary Agencies are the public colleges and uni-
' verdities of Michigan. Their respopsibilities to Career
Education are: (Section § (2)) o

a. to provide, as appropriate, preservice professional
preparation to all future instruction&l, administra-
] . tive and ccunseling personnel now in training for
v . educational careers with a view towards employment
5; - in Michigan's K-12 Career Education programs, and

b. to provide in-service assistance upon reques% to

local educational agencies in order to help local -
.o school district personnel prepare themselves for

b . . their roles in implementing Career Education.

A T, ..} 9. The Community of which a local school is part should

.o ' play a major role in local Career Education planning and
implementation, The local education agencies gheould
T take the initiative in increasing the participation of
ﬁTﬂéﬁ' parents, students, business, industry and lebor in the
o educational process. The Handbook for Implementation
S includes suggestions for involving people of the com-

P . ‘;”‘ K munity with an advisory body gnd with specific tasks
L " such .as8 the development of goals and priorities for edu- !
e S ‘ cation. {Section 3, 6 (2))

T ——— e s




ELEMENTS OF COMPREHENSIVE CAREER EDUCATION

.

LEMIVIRETN (SN ' Comprehensive Career Education involves many new &8 well
R as existing components. Thig section presents & discussion
of key elements of compgghensive Career Education. While in
ne way including en exhaustive list or dlscussion, the fol- '

’ ﬂ% : lowing pages begin to establish & Michigan model for Career
Education.
o ) Through the efforts and determination of people in each

of the organlzations and agencies in the educational system,
the discussion on the following pages can help to make Cat-
reer Education & reality in all schools in Michigan.

The nine elements are: '

. to h 1. Instruction

' . 2. Guldance L4
° - 3. Placement
D o S T - b. Evaluation
E 5. Professional Development P
y i .
o 6. .Occupational Information System
T . 7. Media
. i . ' 3
. g 8. Advisory Groups
5 « T, .
) 7. 9. The Career Education Team
INSTRUGELON L The existing instructional program has been described as
\, ) i ' a delivery system focused upon career preparaticoll content.
f Lo s . Exiasting programs are already, therefore, a vital component
o : in the total Career Education delivery system. However,
providing career preparation instruction alone does not draw
. out the full potential of existing programs. Through an in-
L, fusion process, these same programs {math, language, arts,
Ir ) science, vocational programs, etc.) have the potential to
d:n : deliver career development instruction as well. \VIJ\
- & E I 275)
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The infusion
process

'« Carger
explo;ation

-

‘Progrmﬁ
delivery
roles

g

Community .
involvement

.

The process of infusion was developed and practiced by
Career Education pioneers. A strength of using the process
is that a teacher can use a single set of instructional
strategies to target on both career deVelopment and career
preparation outcomes. Techniques® for infusion include modi-
fication of routine teaching style and incorporation or sub-
stitution of examples or applications drawn from the world
outside. Applying the infusion strategy to the K~-12 program,
to all subjects and ability levels, results in a curriculum
which epitomizes the nature and intent of Career Education.

Adding a career exploration program to the infusion stra-
tegy in a K.12 curricllum captures still more of the poten-
tial of an instructional program. A Career Education
instructional program, developed and delivered with exten-
sive involvement of counseleors and community representatives,
extends the walls of the classrcom beyond the 'school to in-
clude resources not commonly found in the traditional in-
structional program. Additional ‘information on the infusicn -
process, and in-service suggestions for implementing 1t are
included in the Handbook for Implementation.

cation instructional program rests pridiarily on the local
educational instituticns, including K-12 and intermediate
school districts, ceolleges and universities. Teachers and
counselors are responsible for subject matter that eEjB}es -

The resbon;ihiiity for actually delivering a Career Edu-

the student to develop and pursue life goals. -

At both the local and intermediate levels, administrators
are responsible for providing appropriate resources to teach-
ers and.counselors and assuring that the efforts of the in-
structiconal and career guidance staff are coordinated and co-
hegive throughout the K-12 curriculum. Goals ahd objectives
of Career Educatjon will need to provide specific guidelines
to those With. instructional guidance and, administrative
respongipilities,

/

Media specialists play a central rele in helping teachers
and counselors to chocse and use appropriate materials. Media
specialists can also assist the administrative staff in pro-.
posing alternative‘strategies to coordinate the use of mate-
rials across subjaqt matter areas.

Board members are respongible for developing policies
which' further the aims of Career Education, including the
acquisition of resocurces and setting priorities for their
use. Parents, students, business, industry and labor play
the vital role of maintaining communication between the needs

-

Ey
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‘ of the community and the school's educatlonal process. To-

| gether, tedchers, cuunselora, administrators, board members,
. ! and peuple of the community must assume respensibility for
;v cramem et oo .od Career Education and share in its support,

GHIDNLCH The role of carcer puidance in Career Education must be
. one of regponsiveness to the needs of each student to develop

- N povr pole a positive self concept and a career plan to actualize that
for puidodee ‘ self concept in living, learning, and working. Guidance and

counseling prwfessicnals must reinterpret their traditional
. . role of dealing with crises and problem solving te address
. | fully goal-oriented career guidance services to students.
.1 This new role lmplies more direct contact with groups of stu-

dents and more facilitative and consultative work with teach-
ers.,

. . Local schools continue to have major responsibility for

W I career guldance. However, successful and effective Career
i Education places additional emphasis on the need for coun-
~ gelors in all schools. Policy and administrative decisicons
.« should support and facilitate that emphasis.

-

Copecr davelop~ . To become part of & Career Jducation effort, career guid-

nont_delivery " ence must incorporate the four career developmept components:
oyetent’. - (1) self awardness and assessment, (2) career awareness.and
. .. . '+ exploration, (3) career decision-making, and (4) career .

planning and placement. It is ‘crucial that both teachers
and counselors accept Jeint responsibility for meeting ob-
e © - . Jectives based on those four components. If students are
) ) ' | to receive even Minimally adequate career development ex—

) ", periences, teachers and counselors must work together,

"4 each contributing the unique talents of each one's pro-

: fession. .

Career guidance staff can make unique contributions to the

Career Education effort:

» bl

" Goom gPfort - ¢ 1. Career guifnce staff historically have had the responsi- -
with Genchers . bility for career development content (self awareness
Lo and assessment, career exploration, decision-making and

e Al planning). In working cooperatively with teachers, coun-
CM fselors can help infuse this content into both instruction
. i | and guidance.
ﬁﬁiqua - “ % 2. Career guldance staff have' experience and skills in deal-
contrxbuﬂinn% i ing with personal values, attitudes, decision-making and

D . planning. This experience and skill, invaluasble in indi-
oo ; O vidual counseling, is equally important in designing

e - . 23
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Administrator's
role .

PLACEMENT

More than
Job placement

Leocal and
aresn placement

pregrams to provide groups of students with opportunities
for clarifying their values, explering careers, and mak-
decisions. i }

3. Career guidance staff are often in a position to idemtify
and advocate the student's point of view.

L. Career guidance staff have the skills and flexibllity to
consult with teachers and parents about their concerns
and needs in the Career Education effort and to help de-
slgn activities to meet these needs.

5. Career guidance staff have access tc and experience in
interpreting and gathering cccupational, educational,
and test informatién which makes them a valuable resource
in designing individual student exploraticns and/or school-
wide explcration programs.

6. Experience in'using occupational, educational, and test
data also makes the career guidance staff helpful in
identifying appropriate services te individuml students
ags part of a placement program.

The administrator's role in career guidance is to ensble
and encourage the counselor's participation in the career
guidance and instructional efforts. In addition, he or she
is respensible for making certain that teachers and coun-
gelors understand and act on their individual and coopera-
tive responsibilities.

A comprehensive Career Zducation program is mot complete
if it does not actively and directly assist students to
place themselves in their chosen roles.

Student placelent services can ¢o more than helping a
student to find a job or an opening for additional educa-
tion upon leaving school. They can also provide direct
suppert of ongoing educationsl programs including career
exploration and Job preparation‘progTams. Career develop-
ment performan¢e indicators which meore fully describe the
placement function appear in _the career planning and place-
ment sectioni of the Referencé Guide: Goals and Performance
’Indicators L,

Placement, in the sense of the "Career Education Act,"”
implies a broad rolepfor educational agencies in provid ng

~
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comprehensive placement gerviceg for all students. Addi-
tional guidelines for coumprehensive local and area placement
programs are under development and will become part of the
Handbook for Implemgntaticn.

Section 4 (1) of the "Carger Education Act! requires De-
partment of Education evaluation of the current status of
State, regional, and local efforts in Career Education. In
addition, Section requires each local education agency to
meke annual evaluatidns and recommendations for its Catreer
Education program.

Each local education agency will base its annual evalua-
tion on objectivess vhich it has set for that year's activity.
Some specifications for conducting the evaluation and report-
ing the results are part of the forthcoming Handbook for
Implementation.

One of the important tasks that each school district will
need to perform as it initiates Career Education i8 to plan
for a staff development program. This program will assist
existing school personnel in becoming acquainted with the
60ncepts of Career Education; defining the new roles that
teachers, counselors, and administrators will play in imple-
menting Career Educaticn, and developing the skills needed
to make Career Education work.

-

-

)chool systems, upon final analysis, are more dependent!
on people than they are on buildings, books, or gadgets. If
Career Education is te change scheols, then it must scomehow
help the people who run the schools to change. That is why
professional development should be a majJor part of every
local educational agency and CEPD Career Education plan Just
as surély as establishing the distmnict's goals and oblectives
will be part of those plans.

-

As each local educational agency and CEPD goes about
setting its goals and priorities, it needs to begin to iden-
tify the probable human rescource requirements of each objlec-
tive. It is essential that the districts:

4,a)KReview the roles that district personnel currently perform,
b) Identify the new or modified responsibilities or tasks

that school district personnel will be required to per-
forim in order to implement Career Education.




Planning

Aggistance to

local districts
b

c)_Identify the new skills, knowledge and/cr capabilities
that the district staff will need to call upon in order to
fulfill their assignments in Career Education.

d) Assess the degree to which the school diétriqt's currepnt
perscnnel do or do not have those prerequisite skills,
knowledges, and abilities needed for Career Education.

e) Determine, in light of the district's Career Education
pricrities and in view of the current local educatidnal :
agency staff abilities, which personnel needs related to
Career Education will have to be addressed through an in-
service program. '

f) Review available resources (materials, consultants, funds)
that can be utilized in meeting the district's perscnnel
development needs for implementing Career Education.

g). Design a Career Education staff development plan by means
of which the district's current staff will be ready, willing
and able to fulfill their roles in Career \Educaticn pre-
clsely at the same time as the district's new Career Edu-
cation programs -are ready for implementation in the schools.

Obviously, the tasks required to prepare local educatigpal
agency staffs for Career Education are complex, challengihg
and time consuming. The most critical step is to include per-
sonnel development activities in the local digtrict's basic
plan for Career Education from the beginning. Every local
educational akency and CEPD must plan to bring staff along
each step of the way right from the start if they aye to ac-
complish any real change towards Career .Education. i v

. -

To assist local districts in planning and implementing a
Career Education staff{ developmentwprogram, the Department
has: :

a) produced in-service materials,

b) trained selected university faculty (teacher and counselor
educators), and

¢) entered into a cooperative relatiopship known as $he Caree
Education Consortium with several teacher education insti
tutions to encourage more flexibility in meeting local %
educational agency in-service heeds. )

Further information about these in-service materials.and
resource consultants can be obtained from the Department and
will ﬁe included in the Handbook for Implemehtation. -
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.ing conditions, where training is avail

Adequate Career Education instructional programs and guid-
ghce services are not possible without timely, accurate, and
accesgible occupationsl and other career planning information.
Compliance with Section 8 of the "Career Education Act" re-'
quires the use of an occupational information system. Such a
syxstem must inglude up-to-date information gericerning current
and future job opportunities, educationa quiremepts, work-
le and related Jjocb
and education infermatien. Informati systems which mqpt
these needs to varying degrees are ay ilable[to local educa-
tional agencies. Some of these systfmb are inexpensive paper
and microfiche systems; others are cpmputer-based but provide
mere extensive information procesging.

Local education agencies should provide access to an oc-
cupational information system that’will meet the widest range
of user needs that they can afferd. Users u1 an occupational
information system include not/ only students, but also teach-
ers and counselors, ag8 they an and deliver instruction and
guidance under the Career Education concept.

Additional suggestions and standards for occupational in-
formation systems will be provided in the Handbook for Imple-
mentation. s

¥

ional materials are more essential
ducationsl system implementing Ca-
ential for creating public understand-

Media and other instru
than ever before to the
reer Edpcatlon The

. ing and for the currfculum that média services provide cagnot

be overlooked. ~

To™aid in the {effective use of commercial instructional
materials, & resdurce guide for Career Education isg under de-
velopment. This jguide will enable lecal education agencies,
intermediate schobl districts, CEPDs, and Regional Education
Media Centers to provide support services to teachera and
counselors,
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ADVISORY The "Career Education Act" establishes Career Education
GROUPS advisory todles at the state and CEPD levels. In addition,
) the statute calls for the broad involvement of the community
Community . in the entire Career Education effort. The past experiences
invelvement of Career Educatlon prcojects in Michigan and throughout the
: ,.Unitad States have estaqlished broad community participation

v ;;quﬁbaﬁlc to a successful Career Education effort.
¥ LN
N »

State Advisory The statute specified the duties and membership of both
Cummission - . the State level and CEPB level groups. The State Advisory ° -
L Commission has been organized and is functioning in a manner
consistent with the law. As the CEPD councils are formed,
care must be taken to meet the mpmbership requlrements of
the act. They are:

CEPD Couneil ‘The membership shafT3not exceed 20, of which not’ mQre
than one half shall represent the education profession, and
shall include representatives of local ‘and intermediate board
members and administrateors, the arts, business or industry,
a labor corganization or manpower agency, parents, teachers,
counselors, and students. Other local educational agencies
shall be represented by nonvoting, ex—officio members.

,-ir

ommuni ty Broad community participation can not stop, however, *With

ndvisory the establishment of advisory bodies at the state and CEPD

nommittees level. As suggested in the Handbook for Implementatien, local GED
+ educational agencies are encouraged to establish a direct

link with the CEFD council or to establish & local advisory
body. The Handbook will also include references related to
the erfective use of advisecry bodies.
The instructional and guidance staffs are the most ‘basic
- : actors in implementing & pclicy of broad community inveolvement.
As curriculum plans are developed and delivered, teachers,
d counselors, and students should be encouraged to inyolve the
community and assisted in their attempts to do so.

[N

4)/ THE. . Implementing-Career Education within existing organizations
- CARFER . . and agencies creates a8 need for changes in role definitions
EDUCATION within each agency or organization. Career Education requires
TEAM changes in people, perhaps more than change in any other regard.
. ‘ - Respdnsibilities exist at all levels for action to implement
| Changes in Career Education. Each of the persons involved in the educa-
| i roles : tional system must examine the Career Education coheept for

implications, for thqir'position or unique capabilities. i




LS
™,

,‘ Booxd of ' l . The Board of Education membership can legitimate the effort,
- Bduegbion " 7. facilitate efforts, and prevent false starts or extraneous

' v : effort. by becuming knowledgeable and interested, and by. tak-
ing appropriate actions.

Adsinlotrotors The superintendent must assume a leadership role by in-
. . forming, allocating, and ccordinating. Mid-management--
: " ! principals at LEAs for example--must also become allocators,
coordinators, and information specialists: In addition,
| principald must establish an enthusfastic and receptive at-
.+~ "mosphere for change. The principal and/or curriculum spe-
R ' o i eilalist shares a quality control reasponsibility with others
- . e " .’ but is in a key role to'provide \{ital articulation efforts. .
- Toochera '+ Teachers and counselors arzfgzs/hbSUlute cornerstone of the :

s .7 4 effort. They must plan, condgdet, and improve the Career Edu-
- Gompelors - 7, cation curriculum. In brief, they must become specialists
' Y i in career development as well as continue their expertise
" . .in their particular subject area.

Poﬂ?—ueconﬁary . University faculty must become flexible and respensive as
'permbnne@‘ "L *, they become involved 'in pre~service and moere extensive in- |
K S '  servlce for Career Education. New members of the educational
B . W " team must be solicited, New more active roles for parents,
’ - © ., labor, business, industry and other community interests are .
S 7, edsential to.the concept of Career Education.

. et Everycne involved must become part of a tedm, cooperatively
- 'ﬁ : " filling volds, leading, and leakning almost simultaneously.
[ cHPY eoordinators CEPD coordinators must become liaidon persons to all serv-
7 - Bopartment of *ice areas of the Michigan Department of Education and become
‘ ‘Bdvectdon |, ‘ involved in &1l aspects of Careet Preparation and'Career
LT e Development planning. The Department must. assipgn liaison
S - ' staff in all appropriate servicelareas to promote communi-

ﬁ&my:“h“.ﬁ{ j "' cation with the CEPD coordinator{

o i
TP ) L,
D ! " - o
' T °
" L S A
R el
v . .
u . . '
|




Y
{ -
a’. r .
S f - o
. S 3 .
, ' .
. LWT 'g-. v }..
.] iw-\;) ‘:_::r
& P -
L, - /,J’;j'— Ed . :
R " PARTNERSHIPS IN GAREE.R EDUCATION
o
- " . - !
B ......proven iechniques of bri ging the community and schools

together fir 8 ¢ommon purpose.).....Career Education
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INTRODUCTION 7

The purpose of this document fs to illustrate some. of the
guidelines, idesns, activities and methods on which the busi-
ness-industry-labor-government community can collaborate
with the schools, within the concept of Career Education. .
This information is not intended to be accepted as rules to
be striftly adhered fo, but rather as guldelines. We would
expect ¥ou to use your tallents to develop your own _plans to
reflect the unfque needs and resources of your community,
your school, your classrogm, and your students. This infor-
mation concentrateﬁ on thg work goal of Career Education

because that is the area df expertise of the business-indus- -
try-labor community.

schools to'achie
program,of Career
Career Education’Adviso

was endorsed by the Michigan
Commission J 1975. This
themes of the Concept Paper on Ca-
the Commission on that date. The
gtion developed by the Commission

reer Education adopted b
definition of Career Edu
ggdfsubseQuently adopted

' u

feer Educgtion" is the deliver-
f skills which will provide them
plere, anderstand and pefform in
learning,. workingkand living. ]
ion have a rgle to play in Career
icn, the implement. n of life
icipation ST “he. ol and the
ooperative relationship. The )
reer Edugatiqn.generally Beparate
ies, those being Career Develop-
ation.

Career Educaticn - ''C
ing to all students,
with the ability to .
their life roles whil
- A1) elements of educa
Educatiofy and in addi
reles requires the pa
total community in a
various segments of C
into two broad catego
ment and Career Prepa

: L3
We can'assist educatoprs in preparing students for ehploy-
ment, but assist is the key word. It is imperative'thatrthe
educater, when requesting assigtance from the businessa-
industry-lab?? community], have specific plans developed,fop
"It seems obvious.that HYefore businessmen and edﬁkators can-,
fully ,understand one andther and begin to work to imprOVh the
gystem Jolntly, they mugt talk to each other.’ . ?%
--Buginess and Education: A’ f‘ﬁ .

L3 i

, ] Fragile Partnership
The Coegerence Board ' Lt
I

y the State Board reads as fellowsw 'J
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Finding
community
resources

-

THE _
PARTNERSHIP

A rationale

- -

this sssistance before approaching theee'employefe and em-
ployees. Por example, if -you request a resocurce pérson to

"speak to a class, make sure thet the resource person has a

clear understanding of what you expect him ¢r Her to do and-
how much time will bekallocated to the presentation, define
the general cherscteristics of the student sudience so that

. he or she can tailor his or her presentsiion to that ‘mudience,
and spell qut the spedific information thet you, wish the i
students to learn from this presentation. .

We algo realize thaﬂézglindividual educator . y nat know
where to find community regources &nd -may wlste valuable time.
in attempting to make srrangements for a resource persgon or
a field trip. For theee{reasone, we are including the infar-
mation on the.''Career Educdation Action Council." This coun-
cil will eerva’as g clearinghouse for community resources
that will allow the educator tc request, by 8 single phone
call, a specific type of resource person or field trip, and

‘the council wil) make all the necessary arrangements.

For too long, buﬂineégtlabor-government and education have
traveled separate freeways and have communicated with each
other only in periods of crisis. We believe Career Education
can be the vehicle that will create 4 pertnership between
these diverse segments of society in helping students to cope
in"their life roles of living, learning and working.

N

Career Education - an idea whoée time has come! This conw
cept has been rapidly. gaining suppert from both educatorg and
the public. It is seldem that an 1ded captures the(imagina-
tion of so many different se8ments of the eommunitys The
public is-asking, "Why don't you do 1t?" and educators' are

.asking, "How cen we do it?". This handbook will answer both

of these questions.

. ’ - . - o \
Career Educaelion combines the sacedemic world. end the world
of work. It must be evailable st all levels of educstion

"Career Education may be the single most importept and sub-
stantial thrust in this century in public educetﬁon ..I don't
pretend to suggest. that the concept .and strategy .of career -
education is s magic cure-sll for all the 1113 affecting aur
present day society “or even for-all the problems we educators
have with our system of education. What I do suggest , how-
ever, is that tareer edhcation is the best’ appro&ch I know
‘ for us to attein the legitimate goels of education ’
"=-Dr., W. P. Shafstall., Superintendent
Arizona Departmeﬁt of Education
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. ) from pre—s:ch0ql through the university. aareer Education in-
s . e’ cludes awareness of the world of work, broad exploration of
. »soccupations, in-depth.exploration of selected clusters of
) ’ + ™ occupaticns, and caﬁger preparation for all students; as
" , 4, well as ppeparatioﬂ for thé various other life roles of. the
. adult citizen. ‘
i L
)\\\ Career Edubation has for one of its basic goals the prep-
. -, - aration for meking a living--the preparation for work--but it
' ’ ) & does not say that wurk must be the only--or even the most
7 impeortant goal fotr everyﬁﬁtudenp or for every school. It
- , qoes tmphasize, that every student®’should have a salable entry
. ievel skill upon leaving formal education, ‘ ——
ot = . Career Education's major gosls are: ” -
' { -learning to live
o ! -learning to learn i
’ ] -learning to make & living -
lﬂ ¥
* ]' A o
y - ‘ Career Educetion identiflea with: .
LI ' *
| .
-all studénts .

»Edﬁ@a&ﬁrgk B
sonnet do. | T
- 4 cdong

(N

-at all levels of education
-with all age groups
-with all subject matter !

and relates to all occupatlons,

From this brief definitinn of Career Education it is ap-
parent that educators channot do it by themselves.- If "work"
is to be one of the tasic goals of education, then that poal:
will require employefis and employees to work with and within
our schools. This,, #en, is.the answer to the public's ques-
tion to the educatorgd® "Why don't youtdo it?". Educators
cannot de it by themselves. ] .

A cooperative approabh is fequired to implement a kom-
plete program of Career Education. ., It ‘cannot become a real-
ity unless business, industry, labor, government and the
total comnunity form a partnership with the schools to help
make work possible, meaningful and satisfying for all of our,
young people, - . ' \

"We don't consider it nearly so important what. people.choose
as we do that, they choose from the widest possible range of
opportunitie8, We don't want to make people do things--we

,want to let ‘them find ways of doing things. We aren't as:

.interested in the something they become as the someane they

become." --Dr. Kenneth B. Hoyt

. " hasociate Commissioner for
Career Education
U.S. Office of Education

’ v 29
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The rest of thils booklet will deal with the educator's
question: "“How can we do 1t17".
trate, speclifle ways 1n which the community can collaborate

/ with the schools to implement Career Education. Figure-t
lays' out the format for this booklet. Followlng the pattern
of thls chart, we will speak of the Career Education Councl
and the Clearinghouse of Communlty Rescurces, and then 11llys-
trate speciffc ways that employers and emplgyees can work
with the educator in the areas of instruct on, counselling
and. management services . '

¥ 4

"WHEREAS, the Career Educatlon concept is founded on the prin-

ciple that all elements and segments of our soclety must work

together for maximum development of our human resources.
--3enate Concurrent Resolutlon No.,' "35T7 June, 1972 |

.
1 O

We wlll explore, and 11lus=--—




L] . 1
- G .
- LR . - . ¥
. /{PROPOSED MODEL FOR A CAREER EDUCATION ACTION COUNCIL
I " =
°, I’@Ei_ﬂNESSI INDUSTRY] |LABOR| Ezovmmmam
¥ AR G ’ CAREER EDUCATION| . N
: ACTION COUNCI L ]
.“F" £ A { {
o Gy EXECUTIVE L
: DIRECTOR :
- D *
. 0“/ - f
- : CLEARINGHOUSE OF .
e : :  {COMMUNITY RESOURCES N
] — A ) ]

o il‘w'“lnuﬂ@ﬂ /] / [ . COUNSELING }—- ¢ " MANAGEMENT
i iy - ' - , . SERVICES
AT T ATATNTRESS | 1 [ Nstrvice TRAINING _

= DR RASK RIS , | JOB REQUIREMENTS | | INFORMATION

o 2, CLATORGOM ASETS | 2. OPPORTUNITIES )
............ = r 3. ADVANCEMENTS PUBLIC RELATIONS
* v : ETC ° v
- — . ‘
V4 i : ‘
| CATTTL ‘I-:sh mm ION RESOURCE FOR ‘ CONSULTING
. I ERrLGDRATORY WORK SPECIFIC CAREER ) 1. MANAGEMENT
4 4 Wi COUNSELING . . 2. OPERATIONS
T2 LICOITES TERCONNEL , ‘ 3. MAINTENADICE
H l}}D“\#L-\UJ?LMABE'@} P
, f ,_fiwD{JIPMIONS
y | / '
ARG I0p PLACEMENT — TUTORING

==t §, DL VELGRILNT '

h:l_,ﬁ"l‘u.l‘)/\iil'“(o
LCONOMIE LDUCATION o ‘ T
=5, R s - . t ,
. Doy RN, .
o - _ Figare I .,
) Eu)I‘[“‘?E\L"A!iO
=m=g  GOEE e TIERTE .
SR OIAT O s . o '
T( AL VDLZADATION o
b OTR DO DIENEE . ~,
Ok COLIEONTRAINING )
o t \L\ ti ) . ' t ¥
h U}.J'_}. Y Sy
( ’ . . "Good for the body is the work of the body; good for the soul
%4 is the work @ the soul; and good for either i3 the work
of thr\ nther.,'
‘——Henr’y_ David Thoreau .
~ Journal, January 23, 1841
- ) @
“5
: 29. ~
N 'S } ! ’




l

L3 b
’

~

CAREER EDUCATION ACTION COUNCIL

It is essential that the resources of the community that
can be used for Career Education be coordinated to meet the
Career Education needs of the community. We believe that-
the only way this coordipation can be effective is by ,the
organization a’ permanent vehlcle staffed by a full-time ,
director vho, W§ll have responsibilities for:
1) Soliciting t support and, involvement of the business-
industry~labor. community. . ’ : .
2) Designing prd@?ams in Career Education.
3) Promoting and selling-the concept td the cofimunity.
4) Developing an inventory of community rescourcegs.

We have chousen to call this permanent vehicle a "Career
Education Action Council." We have carefully avoided the
word "advisagy," because advice {s not enough, we must have
action. Let us explore in more detail the responsibllities
of this council's director.

A7 . -

‘ 1

BUSINESS

. CAREER EDUCATION
ACTION COUNCIL
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S8oliciting ' "Soliciting the support and involvemenk of the business- O|
1 gupport industry-lgbcﬂ%community." This responsibility requires °

that the director be able to effectively communicate with
labor leaders, businessmen and industrialists. He must be
well versed in the concept of.Career Education and the bene-
fits that will accrue to each group, as well.as the benefits
to society.that ave can expect from this partnership. It is
eggentlal* that he gain the commitments of the key people<-
the president of each unigon local, the chief executive of
. the Chamber 5f Commerce anq other business or industrial _
. organizations. Thelch{ef executive afficer of each major
business and industry should also be contacted. The key to
this initial effort is to gain the cemmitment of the key

. ' pecple in the community, Keep in mind that alithority and
. N A responsibility can-be delegated downward--it cannot pe dele- °
: - gated upward. .
Designing "Designing programs Career Education." The illustra-
7 programs tions that follow 1n is handbook are guidelines, and only
i N guidelines, that can be changed or medifigd to reflect the
- unique needs and desires of your local community. The direc-

. . tor of the Cowricil will have the responsibility ¢f develop-
ing these guidelines to be used by the educators, the r

employers©and the employees, ' e - ' '
) o -
Promoting - "Promotihg and selling of this concept to the community.” O
: This will require the ‘director to be ap effective speajer, &

public relations man, and a salegman. By speaking to groups -
- such as local service clubs, local organizations' boards of .
- directors, community. groups and parents the director can -
illustrate why we need Career Education, yhat it is, why-the.
community is needed, and what contribution it can make.

Inventory . "Developing an inventory of community resources.” Figure f"j
ﬁﬁgﬁ illustrates a community resource questionnaire that can
&Fﬁ% used to deyelop‘an. inventory of community resources.
&his will be illustrated in more detail in the next section,
when we speak of the Clearinghouse of Community Resources,

"There are plenty of pitfells (re: the future of Career Edu-
cation}. Perhaps the biggest one 18 the pcassibility that
educators wild make the mistake of viewing Career Education
as something they can confine within the walls of the school
building, without the full involvement of the community and
its resources."

--Career Education-Current Trends
. 4 i : “Naticnal School
. - S " Publiic Relations Association
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A COMMUNITY RESOURCES QUESTIONAIRE |

[

Fi'.‘gure II.

Wag q liovz four skills, talents and experiences with an individaal studerit, or group of students, in your .
fur1 becoming aware of the world of work or have expressed an intetest in exploring in more dcu}sl .

P 15 ottt o) of eaptica?

E* Rt m f’@z *&En&ﬂenfﬁ—~

for educators

for téachers and counselors
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for counseling

Man -
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Company
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Return to:

i

Career Education Action Coungcil
Anytown, U.S.A. .

ot
-

hY

e, ovory ochool dystern which has successfully utilized th
_ buotacns hao found it necessary to assign staff for this purpos
orally pold o m‘sao many times over in terms of the incremental value of volyxﬁaergﬂ
ﬁnuuotry ‘:Lnﬁo; 00:? ces and monies contributéd to the school system.'

Samuel Burt

resources of industry and
1\. . .this staff has 1it-

-

-

b

Strengthing. Volunteer Industry Servme to

Public Education ",
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* This responbibility will require the director to keep .a
record of all the resources in the community. that can, be used
for Career BEducation. This record can be compiled wiile he
is aecuring commitments from.the business-industry-labor com-»

"munity and whi%e promoting and selling the concept to the

" < " publib. 6 M . , p

*

) Workshops and . . '
geminars This director will also be charged with developing and
' ' ¢ . conducting inservice workshops and seminars that-will brihg
educators, employers, employees and students together in the
%, many aspects of cooperation and collaboration that this part-
nership makes possible. He i8 in a situation where he will
’ ) be able to orchestrate the many parts of education that must
- ) . flow together if Career Education is to become a realﬂty.

-

. - ' , c | \ N

s

8 -

. ...-.in the fipal: analysis itls how each young perscn sees
2 himself or kerself, and the hopes and plans that build up in
the mind that make the greatest difference. Caleer Education
is not a subject. It is a set of influences, running through
every part of education, and its work is mostly inside the’
person."
' ' --Fred T. Wilhelms
What Should the Schools Teach? T
Phi Delta Kappa“-Educational Foundation ]

-
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Lo CREARINGHOUSE OF COMMUNITY *RESOURCES. )

- " 1 t

5%§§¥mpre are many community resources, both human. and ph&si-

cal’, that can be used within the ‘Carser Education concept.
While soliciting sup ort from the, community, a record would
be kept on; these who were willing to become involved. . This
information could then be catalogued by area of preleren&e
-and expertise, "y B :

.
-\.

A draftsman may only be interested in helping small groups

of students to éxplore the field of drafting; another may be
_more interested in helping to counsel students and counselors
in’ the specific qualificatioﬂb that g, draftsman must possess. °

* »

-

The cat&lqg of community resovurces,can be stratified by:
Instruction .
Counseling

. Management/SErvice

.
*

Instruction and counseling can be further” stratified by .
the 15 ‘career clustérs or bther clusters that are more gppro-
priate for & given cofmunity.

* rd
Instruction: Agri-Business & Natural ReSOurces
' " Health .
3 Public Service
¢ . Business Office
Environment
v Comnfuni cat tons~Medisa
Manufacturing ®
Hospitality-Recreation *
Marketing-Distribution

. Marine Science
Construction

X Transpertation

) " Consumer-Homemaking.

Fine Arts<Humanities

-

[

Each cé&r"eér cluster is then broken down into spe‘\b)if‘ic oc-
cupations within that cluster.

" whale dhip was my Yale College-and my Harvard.'™ e
—~Herman Melville " -

' Moby Dick

Uy

11
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" Career .

£
Instruetional
area and '
resources

~ Career Awarénegs

- N\

-

i
Exploration

» Curriculum

Des%gn N
o ouP e
N o
Work Experience

{

FL

(Name & Phone &f ron\e
. person} _ - §§!§§I
Ve -

'-(que & Phone of eohtact . " s
person) _ . '

- ‘1 L)
T R
Construction: | ) Heavy Equipment Operation
. . o Bricklayer

’ - Piumbing & Heating
! Carpenter

v . Iron Worker’
%ﬁ Etc.
Etec.
. .

. v
1. H A

This infgrmation is further ntratitted by’ 1nﬁtructional -
areas -and réjgources. , .

_F

Resources Person(s)

Physical Site Resources

Mr. John Smith
White Construction Co.
Phone: 528-1340

Alstrom Construction Co.
Name & Phone of contact
person
. & .
White Comstruction (2 Mr. Jim Stebbing
ct Purdy Building Co. -

Phone - -

Mr. Leonard Wiles \
Bullding Trades
AFL-CIO Local 113

ol

Gagt Construction

-

- 1
' The ss#me will be done for counseling. . Management and
services will'be stratified by the area of expertise of vol-
unteers, be it in publlc relatzons, management or maintenance.
This resource direc¢tory willybe an invaluable tocl for the
Couneil in- quickly-and efficiently matching the needs of the
classroom teadher. or gounselor or administrator with the
available resources in the community. "

- LS L)
.

. E ﬂeaeher mgy wish, to have a resource person in medi;iap/
or mesinténsnce. A call to the Council requesting such sigt-
ance at & cbrtaiu tine and a cgrtein date will allow the
.Cou cil to mdke.euch arrangements through this Clearinghouse
‘of Communi ty Reeources. This -service would also\Ee avgilable
te all codnselors &and adminlstratore to help then discharge
their reeponefbllltlee B “ -~ ] i

ﬁIn a community,.everyone should be épnsidered both = resource
person and a Iearner. Each person is asked if he would be
wilking to share with others his own skills, knowledge, inter-
ests, h6bb1e5.a ‘-=Dr. Bon Barnes Diregtor Education' Planning

' Mlnneeota Experimental City, Learning Sys-
tems for the Future :

Phi Delta Kappa Educational Foundation
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audio-visual aids can supplement the actual on-site visits.

e
~* &

This aspeét of Career Education is primarily the respun-
sibility of the educators. They will help the students de-
velop self awareness, to know who and what they are. BuJt it
also includes helping all students to be aware of the world =

of work. This will require the involvement of the business-
industry-labor community. - ‘

Awarencag of the world.of work involves two major activic
ties thut. the community can engage in: the field trip and ¥
the vioits to the classroom by resource people who can answer '
students' questions on the skills of communtecation, computa-
tion and human relationships that this worker must have to
be successful on his-job.

The field trip must be carefully planned 8o that it makey N
the best use of the fime of both the employers and the en-
pluyees as well ag -therstudents. It should have definife '
objectives and the students should be- brieféﬁ before thk trip
on what to expect and what to look ‘for.

While experiencing the smell the feel ang the hcurimp
the best method of taking a field trip, it is unrealisté; tos
expect the employer to host field trips day after day -or
even week after week. 1n this age of electronic commuhica-
tign it is poussible for the field trip to be taken in the
alassroum by the use of video-tapes, film strips, or films
on careers in lecal business, industry or government. Thege

One of the easiest ways of conducting a field trip 18 for
the elementary teacher to take her students on a "listening
wadk," . During this whlk the students are asked to listen (
and observe the sounds made by people working at their Job.
The sound made by an adrplane, for example, could lead to a
discussion’of what careers are jnvolved in this employment
area. There is the pilot, the.navigator, the rflight attend-
ant, the maintenance man, the traffic controller, the ticket
agent and many more occupations within the airline industry.

"Where would I fit?

» a;
What can I do best" What endeavor will -
my potential? What and where are the best opportu-
n1tie$ These' are gome of the unanswered questions of youth
on graduation night ‘or earlier,on dropout day. The school
must do a more thorcugh job of putting the microscope on
both the student and the world of work.
--Dr. M. Dale Ba an

Indiana State Udivebsity

What Do Students Really, Want?

Phi Delta Kappa Educational Foundation
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CARBER
EXPLORATION

Exploratory
work
experience

, The sound of a Jackhammer could lead tp-& multitude of -
career opportunities, ranging from arcity planner to tpe
Jackhammer operator h1mself.

The students should be asked to concentrate on the
"process" rather than the "product” during the rield trip.
They should observe "what" the worker is doing and "“how"
he does it. They should attempt to .relate how he uses read-
ingli+writing, arithmetic, huyman relations skills, and the
other subjects, on his Job.

After a field trip 4t is essential that a resource person
from the office or plant visited or a similar career area
be brought into the classroom to ahswer any questions the -
students may have. The students and the resource person
should Be “"prepped" to ask and to expect questions that deal .
primarily with: . .

1. Why a person works

2. Why he deces that type of work

3. How he uses school subjects on his Job,

The Awarenegﬁ'ﬁﬁase of Career Education emcompasses all
students from kindergarten through sixth grade. The business-
1ndustry41abor community will help these elementary students
to be aware of the world of work and help them understand the

educetional requirements far work.
LY #e u

In this phase of Career Education students begin to ex-.
plore the career clusters and the requirements for entry and
success in these proad oceupation&l aréas. When the student
has explered all of the broad career ‘areas, he selects one or
two that he is most interested in and begins to explore speci-
fic occup&tione within that cluster in: more depth.

Only a certain amcunt Of Career Exploration can teke place
within the classroom environment., The remainder wil™h require
some hands-on work experience where the student will have a
chance to cbserve, ask questicons and actually engage in that

e,

4

"We have been holding young people in enclaves of dependency
and irresponsibility, to a degree no other major sociqﬁyrever
has. We have made meaningful contact with work uniquely dif-
ficult, then we expect a gudden transition from full time in
school to full time on t Job.” The ewvidence shows that the
transition is harder and/less effectlve id the United States
than 1n any ofher industfrial natione

\ ¥ ~-Fred T. Wilhelms ‘

What Should the E‘;phﬁo‘ﬁs’ Teach?
Phi Delta Kappa Educaticnal Fowidation

.
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career. This exploratory work experience can take the form

"of the "Day on the Job," where a student spends thé day with
an employed membelr of the community working in a career that
the student has expressed interest in.

Internships in business and industry are another methed
that can be.used in helping students to expjore and under-
stand the world of work. In these internships, the student
may spend twe to three hours a day for a perioed of ree to
five weehp with an employed perscon. This explorat:;g work

- xgerience will not only help the student develop vealistio
and cbtainable goals, but gay provide many other benefit
as a result of interaction between studepts and adults in
realistic occupational settings. These benefits may include:

--Learning that the basic skilis are essential and how
they are used in various careers et
--Gaining a broad ufderstanding of th® world of work,
--Bridging the "genefation gap" between youth and adult -
. on the part of both groups.
. . -~ u
. Thie phase of Career Education will also require the bus-
iness~industry-labor community to provide rescurce people to
talk to selected groups of students about the requirements,
abilities and preparation needed fdr a person engaged in that
career. In some cases the resource person can bring the
"tools of his trade" into the classroom and can give & dem-
onstration there; in other cases he could use audio—viSUal
aids to _bring his career inte the classroom.” The resource:- L
person Should be briefed in gdvance on the information he
should talk about. This information includes:
1. Job duties
2. Requirements and qualifications
a. Interest and aptitudes o
b. Personal requirements
: c. Physical requirements
?$3*“d. Education, preparation and training
3. Job outlook
4. Job locations
5. Wages and hours
6. Fringe benefitg
7. Advancemeht opportunities
8. Related occupations you can advance to
9. Advantages and disadventages of this career

"Boys should spend an hour or two a day in school, and the
., rest of the time work &t home, learn some trade and do what-
ever is desired so that study and work may go*together, while
the chil%fen are young and can atténd to both."

. ~=Martin Luther, 1524
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CAREER
PREPARATION

-

It is axiomatic that the #ghool alone cannot provide its
students with real life work e%;erience for Career Prepara-
tioen.' Too often the equipment used in Job preparaticn in the
schools is seriously oubdated. The cost of providing up-tos
date equipment for all Career Preparation would be prohibi-
tive for any local schoel district., For these reasons, it
becomes essential that the rescurces of the community be

used to the optimum, while meking sure that employed.members

of the community are ngt dislocated, from their present Jobs.
This should not be considered either, as a source of cheap
labor, and the student should both-be paid and be given

course credit for this experience in the Career Preparation -
phase (11th and 12th grades)..

While this aspedb of Career Education is one of the most
important, it;is also the one that may he the most difficult

-to completely\achieve. If we consider that'all students will

be prepared with an emtry level skill upon leaving formal
education, then it is apparent that the &o-op and work-study
programs must be considerably updated and expanded to include
the ather careers available in the community. It is unrealis-
tic to expecteonly a few employers’to absorb this Career Prep-
aration for atudents. It becomes eesential that all employ-
ers be a "part" of this "partnership.’

s

A N

"The counselor is uniquely qualified to assume the central
role of orchestrating the many parts of education tHat must
flow together if career educaticn is to become a reality
--Dr, 8idney Marland, Jr.
Former U.S. Commissioner of Education
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CURRICULUM DEVELOPMENT AND UPDATING

+

The collaborative effort between educetors gng the busi-

"ness-industry-labor community will enable the teagger to’

infuse rcareer jimplications into all subject matter. The stu-

-dent can then see the importance of the-mathematigs, communi-

cations and human relations that a successful plumber or
salesman or. carpenter must have. The businesa-industry-labor’
community can provide specific examples of how people use '
educational informatidon in their everyday lifes.

The advice and counsel of employers and employeee ie also
needed in designing and updating courses in specific occupa-
tional training

.t
" ) ¥

1f oneer the major géals’of Career Educatiop is the prep-
aration for work, then we must alsc be cerned with economic
education. We cannpt prepare young peopXe for work without
explaining what work is and why it is pgssiblé. This is

L
-

. . T
? - 1 . i

The bu51ness indusxryilabor community must work! with edu-
cators in the designing of .a currigulum that: 111ustrates the
American system of,f{ree enterprise. One of the best ways to
{llustrate the économic system, whilé combining it with the
wokld of work, is what we prefer td call a Junior "Junior
achievement.” The elementary teacher can. solicit sponsbrship
from a local Business or industry through the Career Education
Action Council. This business or industry will then fielp the
class to set up its-own corporation. In more affluent school
digtricts the students themselves could be agked te invest in
this corporatjon. 1In less affluent school dlstricts this

initisl investment could be borrdwéd from the sponsoring organ-

ization or from a special fund in the school district. The
class would then decide on what they wera going to produce and
then begin purchasing the required materials. A record is
kept on the ¢osts of all of this material. t

Production ‘begins,- let us say, on. birdhouses. A record is
ma&e on all the materiala aused in the birdhouse--lumber,
nails, ‘€lue and paint. - Perhaps the total costs of materials
is $1.50 pey birdhduse. A decision Hiow must be made on the

-

N
....The employment of ycuth fs literally nobody's affair.”
. --James Conant .

N Slums Suburbs
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selling price. We shall have to consider the wage payments
to the students who produced it, the repayment of the loan,

or investment, and imterest charges, or dividends. Overhead

and taxes must also be ingluded in the selling price.

This could be a most effective method of illustrating our
basic econcomic system, while giving the students work exper-
ience, and relating mathematics (computing the material
costs and the selling price required to make a profit),  com-

dnunications {advertising it for sale), and salesmanship (the

marketing of the birdhouse)
&
The resource person could also be used in the classroom
to illustrate how his 'or her particulgr company operateagin
our free enterprise system.

e

- ‘i-
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"A situation can easily be-envisioned that finds both school
and business-industry personnel anxiously waiting for the
other to-initiate action leading towards implementation of
these “eoncepts. Caregr Education is too importent te fail
simply because no one feels it is proper for them’ to take
the initiat{ve.”

—=Chanber of Commerce of the
United States
Career Education & the

' ;> Businessman
LY
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" glon of his pix weeks of employment, wrote of his feelinge

IN-GERVICE EDUCATION

»
[a)

Educators are the key to thé success of Career Education, ,
and 1f they are te help young people to understand work,
vhat' 1t 1o and why it's posoible, then they ‘mast also have
work experlence and information that will enable them to
teach the career implications of their subject matter. 1In
gome casea the educator has left Jlgh school, entered col-
lege, gained his degree ond re-ehtered high gchool 88 a
teacher or counselor withopt #dny meaningful work experlence.
We suspect all have wdrked,”at least part time, but much of
this employment may have been a6 waltresses or gas stdtion
attendants, and these "dccupations” are readily cbseervable
to all of us each day. -

Work experlence for educators can take a variety of forms:

In Alma, Michigan, the accounting teacher, for example,
s spending one half n day per pemepter working with an
accountant in a local businese. The second half of the day
the business accountant will g0 inte the claweroom with the Q\

.accounting teacher to help teach the class. This is not only

work experience for the teacher, but also educational exper- !
lence for the businessman. Each can- learn from these exper-
lences. ’

Another method of providing work experience for educators "
i1s by aummér and vacation emplcyment. In Atlanta, Georgla,
work experience 1s provided educators in entry level Jjobs'
open to high aschool graduates. Each educator, at the conclu-

and impressions ebout his job, and thie has been compiled in
book form and madé avallable to other .teachers, counselors
and students to give them & vivid, ri¥%¢hond impression of

", Bualineses hae a role constantly to re-examine the pub-

lic educational system ip an objective, dispassicnate way,

to explore how resourtes are belng used, and to promote 1m-
provements gor the benefit of the schoo]s. the pupils in them
end the socilety as & whole."

-~Public Education in New York City .’
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that particulur anspect of the worid of work, It is essen-
tin) that this work experdence have somf definite educa-
tional obJectives and not be merely & mesns of supplement-
ing the edycators' income., We would Like to see ull colleges
of education ewerd credits towards a mqntcrs depree becuause
&f thib work experience,

Another means of providing work experience 182 “job
trade" hetween an educator and an employee fur a gsemester,
The drufting teacher, fur example, would work in a drafts-
man's Job in local industry and the industrial droaftoman
would teach drafting in the sochool. , This would require the
relaxation of some requirements for certificaticn; and the
industrial draftoman should be carefully screened, because
an excellent draftsman may not make un excellent, or per-J
haps even gnud, teacher. We would suggeot that this “new”
teucher .be given two weeks of intennive preservice truining
in the methodology of teaching. This truining can be. done
"in-house,"” but & collepe of educution coeuld alsu be con-
tructed to provide this training,

i
~

Information provided to the teacher by the business-
indugtry-labor cdmmunity ~nn take place in seminers end
workshops where thé educator can "rap” with other pertici-
pants about the world of wurk anﬁ\its relationship to his
area of oxpertise, Theuse "rap" sessions should be well
ptructured to uvcid the waote of any time. The format
should be dpqipnod by the Director of the Career Educas
tien Action Council, and the teachers ‘and counselors should
be briefed {n gfHvance of the workshop or seminar on what

the Gbjectivesare and what informatinn should be galned.
s
e
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+ work will be possible, meaningful and satisfying.

_guidance in revPonce to the student's personul, academic and

. tion of counseling reaponsibilitiesy; it is epparent that

ence today, and there' will be 30,000 different occcu 8
''in 1980 as compared to 24,000 today.d Using these gxam
is

.

ford Research Institute). By the year 2000, two thirds of

. -« LOUNSELING
] &
The concept of Career Education dietates that the coun-

selor must wear Many hats in giving wcounsel, advice and

¢ccupational needs. - The cbunselor must know the individual
studen;thiﬁ interests and abilities, and he must know the
individtal job, itp requirements and responsibilities, and
then help match the student with & career where work will
be possible, meanineiul “and satiasfying. U ¢ this defini-

C

t counseling function is beyound the knowledge and percep-
tfon of any igdividual ¢r group.

Stoup tqqconsider that the Ue 8. Department of Labor's
Dictionary“of Occupational Titles lists about 24,000 dif-
ferent occgp&tions and that many of these are 1 tate of
flux, becauge, of. Jnnovetions and techbnological changAS that
have been and wf&i continue to be occurring at an acoﬂégyatn
ing pace. For example ™ 60 per ceht of the products t&b
made in the 1970'g had not even been invented in 1969 (Stan-

today's kindergarten students will fill Jobsgnot in exist- _

of what we can expect in the,future world of work,

apparent that the counselor/educator must work closely

with qualiﬁ%ed personnel from business, industry and labor Co
a8 well as from all -other employment areas in the comdunity. .

P 0 .

An important par{ of Career Development 18 to help the *
student become aware of himself and provide access between
his potential and wha¥ the, world:sef work has available to
the individual {job opportuniti®s): This will be an im-
portant function of the counselor/educater, but the
businegsa-industry-ldbor community must glso be involved
in the caxeer specifics of counseling. What better source
of informathjon would an inquiring studént interested in a
career a3 a. cytology technician” have than to talk with an
employed cytodQgy technician that knows the skills, atti-
tudes, abilitiel, etc. required in that specific career?
Only by an integrated working relationship between the .
counselor and the emplcyers and employees can we Help the -
student meke the right choice in his career--a choice where




In-Service
for counselors

Specific
career
counseling

oy

.careers§ and the information i8 usually generalized on a

‘job locati

e

S R (f’
Businesswindustry™-labor expprtiﬂe can be used in th#ge
PBrimary waya:
- 3
This information on basic qualifications, work require-
ments, education, attitude, abilities, etc. can be provided
to counseleors in workshops, where businessmen and labor ot
leaders discuss their careers 1ln detail.

A suggeated format for these workshops will be :to use the
VIEW format. VIEW, which stands for Vital Information for .
Education and Work', is operating in most states and many ’
school districts., This is an excellent program that will
help the student fake & career decision based on choice—-

‘not chance.,

If your school system does not have the VIEW program, in-
formation on what it is can be obtainell by writing your State
Department of Education or: )

Regional Career Information Centér
San Diego County Department of Education
San Diego, Californfh 92101

As good as this program is, it still does not include all

state busis, not allowing for regional differencea. For ex~
ample,. $he job duties of a receptionist. ' may be the same, but
the salary may vary markedly from a rural to a metropcdlitan.
Information on the communities' particular
Job needs can be used to expand, update, and localize the
VIEW materials. Again, this information is basic counseling
information that counselors ¢an use to help young people to
be oriented to careers.

As the student begins the exploration of specific careers
within the cluster or clusters that he is interested in, the
business-industry-labor comfunity must help the counselor
to help the student make a téntative choice as to what career
the student will begin preparing for in grades 11 and 12.
Youth in this aspect of career counseling will usually be in

.the 1% to 16 age group, (9th anc\ 10th grades)

The best counseling'is "on-site" counseling and arrange-
ments can be made through the Career Education Acticon Coun-
¢i1l to have the student spend some time with a person work-
ing in the career of his or her iInterest. The student then
spends from an hour to a day observing,.asking questicns and
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- -
getting some handu-on experienice, The student should "4
prepared Lo oank the spesific questions that the cwungelor/
eduycator 18 uneable to answer to avoeld wasting the time of
the worker. ’ I '

L - ) me
It a gymber of utudpnts are 1ntereated in exploring a
. . ' cureer in more detall, a resource person can be brought

into the clasbrodm to gounsel.the group.

3

Jeb . A goal of Career Education is to help meke work meaning-
wieecmant . ¢ [ ful, a&tisfying—-an&_stsible--for all of our young people.
The "pospible" part &f our goal implies placement In a ca-
. reer that is meaningful and satisfying. What 18 the purpose
- ! of helplng young people to become Bware of both themselves
]
|

i

.
-

P

and the waqrld of work in grades K-6, to explore various .
careerﬁ,tﬁ:krades 7-10, and to prepare to¢ enter a career by
[ é learning af entry level ski1ll in the career of their own
. M choosing in grades, 11-12...and then not be sble to obtain
. - : a Job? .
< . ‘ .
While® the achocl system should have the responsibility
for placement, the counseling department 13 the most’log}cal -
place for placement. If the counselor has "guided” a stu-
dent through school and has developed & working relation-
ship with the employers in the community, he Bh%uld not have
much difficulty in helping with the "possible" part of the
Career Education goal.

M

L
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"Empleoyability skills must be developed long before gradua-
: tion day. The students should have develcoped their resumes
*  that tell the employer 1) who they are, and 2} their guali-
| fieations for employment. The should begin deveioping a
{ portfolio, a detailed collection. of information about them-
da gselves and a list of references from pecple who can vouch
ol for their work and personal abilities. Students should be

_ o A briefed on how to prepare for the interview, how to make out
. ) ' e , l the applicaticon for employment, and how the interview 1is con-
’ N ducted. One of the best metheds of asccomplishing the latter
i iz to invite a personnel manager from & local firm and have
him conduct a "mock interview” in front of & class in em-

. R ployment preparation. Students should be briefed on what v
Co S employers look for'in their prospective employees as well
. ) as factors that insure "job success” once employment is
gained. | - .
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The Cgreer BEdueatlon Action Counell has a vory lmportant
role In Job plocerent. ALl suployery should be requeskhed ‘
to keep the Councll inforsed of all Job openings “in the
compunity and to work with the Councll 1in projecting Job
demands and opportunities in the commudlty on both a short-
and loumyg-term basie. . &

—
¢

"And here, I would address a word of friendly caution’ todmy ‘
associates dn industry. The development of sound teaching

resources is not a do it yourself project

Teachers may

lack expertise in buslness;

and mdre's the pity.

But busi-

--nessmen ere even more lacking in the expertise of education.”

Rompey Wheeler, Vice Président -
Consumers Power €ompany .




’ : MANAGEMENT/SERVICES

- Zaprovod L. Mr. Administrator, how are your publiec relations?mhﬂﬁﬁ%““-~ﬁmhh“hu

. pEblle L. you had difficulty in having your millage requests approved? -
veloblong , t Let us show you how this partnership can benefit youl!’
't g , : . ]

' L e We feel the best way to improve public relatifns is to

;1 place sume of the responsibilities that you are burdened
S with in public education on the public. If you request the
help of the public in solving public education's ‘problems,

. . we are confident that they will respond to ybur'plea for

Ay Y C agsistance. And if the public feels that they are genuinely
\ I Y involved in helping to improve ‘education--if they think that

o they are helping to insure that all students have the option

RS at graduation of immediately entering, emplogment or con-

_ A T tinuing their education at the university, ¢ommunity col-
CRREE ST p lege or trdade school--we are confident that you will receive -
o ', : e all ‘the support, Aoth financially and in volunteered time,

« . . -'  that you request, :

¢

. ‘ .. defeated in one year. They formed a partnership with the .
L R community®and began implémenting the concept of Career Edu=
o S cation. The.next millage election was approved over 5 to 1
IR by the voters. It is'alsu worthy of note that when these ™
SR employed pegple in this communitf were asked to have a gtu-
T dent spend g day with a person on his or her job, where the

- student could cbserve, question and get some "hands on"

experience, they had more volunteers than students to' go

- arolnd. ) ’ " ’

‘ S R "' We know of one-schocl system that had two millage requests

L L We know of another school superintendent who went before
N - ,pis local chamber of commerce and requested their assistance.-
Ty Within 24-hours the Chamber hpd organized working committees’
N Y and within two years the school district had a $21,000,000
oo Ty ; accupational education center. I :

L " We know of an inner-city Detroit school that formed a,
. ‘ - partnership with Michigan Bell.Telephone. The students are
: e progressing faster than any cther,Detroift school and they N
L are, beginning to believe in themselves. - similar partner-
ship is taking place hetween Chrysler Cor ation and
another Detroit inner-city school.’ ' 3
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There are countless other “examples of ways that the re-
sources of the community have been used., It is the- purpose
of: this section to illustrate how this partnership can help -
the school's image, the sdminlstra@lon‘and the students.

" The occupstl communiby .can assist the schools in
building an Occupational Information Libreary. Bach sponsor-
ing organization can purchase a subscription for magazines
that deal specifically with their products. They can also

provide videoltapes, filmstrips.and other audio-visual

aids that can be used by teachers, counselors or students.
We have already mentiomed public relaticons. Every major
business and industry has specialists employed in this area
and these specialists could provide valuable assistance in

selling the school and its progrsms to the public.

Education is big business; If you have pbensfsced with.

©: a' decision to repair or replace, to build or remedel, to

hire more custodians but you don't know how many, or to

implement program budgeting but you don't’ know *how--tHe com-

munity has many resgurce pecople that can assist you--on a
volunteer basis, in determining the most cost-éffective
methods of achieving your goal or solving your problems.

: ¥

There are many students, for a myriad of reasons; whé are
in academic need. These students have fallen behind their
classmates and require individualized instruction tc catch
up. Tutoring can be’ done in the home, at school, at the
office or at tutorial centers, and usually at the ‘conveni-
e of both the student and the tutor, The community. has
a wehlth of volunteers: Hous ves, retireees, and em-
ployees, that could serve 85 tutors for. these students in
academic need. " -

Jio - -
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There are countlesé tesources in the community, both
human and physical, that can be used in Career Education,
There is the bakery, and the baker; the post office, and

the postmasi; the pharmacy, end the pharmacist; the machinery
menufacturer, and the mackinigt. The list is seemingly

endless. PR

¥
This handbook has ettempted to illustrate some ideas- ,
some gu%gelines- as toﬁ&ﬁe weys ‘these resources can be used
within the Career Education concept, resources of the commu-
ity that can be used by educdtors for the benefit o6f the

P

students.

It must again be emphesized thf% the specific plans for
‘business-industry-iabor involvement must be the responsi-
bility of the. director of“4he Career Education Action Cbun-
cil, or in the absence’of suth a coyncil, of the educator.

S

Our objective is to bring the community together to work .
with our schools to provide real-world iqformation and
gxperiences to our students, oo ’

. b
We hope this information helps to accomplish that objec~
tive,
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