DOCUMENT RESUME .
ED 136 024 08 CE 010 165

TITLE Bingham County Developmental Career Education
Emphasizing Career Awareness, Orientation,
Exploration, and Preparation for the World of Work.
Final Report.

INSTITUTION Snake River School Dlstrlct 52, Blackfoot, Idaho.

SPONS AGENCY Bureau of Occupational and Adult Education (DHEW/OE),
Washington, D.C. :

BUREAU NO v=-361100

PUB DATE Jul 76

GRANT 0EG-0-73-5300

NOTE 417p.; For a related document see ED 126 313 ; Some
pages may be marginally legible

EDRS PRICE MF-~$0.83 HC-$22.09 Plus Postage.

DESCRIPTORS Career Awareness; *Career Education; Career

Exploration; *Comprehensive Programs; County
Programs; Curriculum Development; Demonstration
Projects; Developmental Programs; Educational
Objectives; Elementary Secondary Education;
Instructional Materials; Material Development;
Program Descriptions; *Program Development; *Progranm
Effectiveness; Program Evaluation; Student
Placement

IDENTIFIERS Idaho (Bingham County)

ABSTRACT

Covering the period of June 1973 to Jume 1976, this
final report describes objectives, activities, results, and
accomplishments to date of a career education project serving nearly
10,000 K-12 students in five school districts in Southeastern Idaho.
Accompllshments listed for continued implementation in the third
operational year include these: An inservice teacher workshop;
development and dissemination of curriculum unlts, a followup study
of high school dgraduates; career placement services; two mobile
resource laboratories--a model office simulation (BOP, Inc.) and a
career information center (PACE); and skill training programs. The .
report of the third party evaluation, which involved student testing,
questionnaires, and review of records and materials, is appended.
Findings are reported for each of the seven project objectives and
measure the extent to which objectives were attained. Other
appendixes include role descriptions for project personnel; units,
activities, and materials for career education K-12; summary report
of third party evaluator; guide for implementing career education;
and program description and materials for the PACE Center and for
BOP, Inc. (TA)

Documents acquired by ERIC include many informal unpublished materials not available from other sources. ERIC makes every
“effort to obtain the best copy available. Nevertheless, items of marginal reproducibility are often encountered and this affects the
.quality of the microfiche and hardcopy reproductions ERIC makes available via the ERIC Document Reproduction Service (EDRS).
;EDRS is not responsxble for the quality of the original document Reproductions supplied by EDRS are the best that can be made from T

'*EKCIal

wll Toxt Provided by ERIC




ED1360 2!
7

7 | FINAL REPORT

Project No. V 361100
Grant No. 0EG-0-73-5300

Bingham County Developmental Career Education
Emphasizing Career Awareness, Orientation, Exploration,
and Preparation for the lorld of Work.

U.S. DEPARTMENY OF HEALTH,
EOUCATION A WELFARE
NATIONAL INSTITUYE OF

Exemplary Project in Vocational Education rrs DocumOUEATION ko

CUCED EXA
b D°°2"::°§$;’ U['derg 02576 AL N e
° ATING IT POINTS
art D of Public Law 90- s oot
. B SENTOFFICIAL NATIONAL INSTITUTE OF
EDUCATION POSITION OR PCLICY
LU IS vy e g e
BEST VUEY AViGaARIE
V AVl

The project reported herein was performed pursuant to a grant
from the Office of Education, U.S. Department of Health, ;
Education, and Welfare. .Contractors undertaking such projects | i
under Goverrment sponsorship are encouraged to express freely
their professional judgement in the conduct of the project.
Points of view or opinions stated do'not, therefore, necessaril;
represent official Office of Education posision or policy.

July 1976

Dr. Bert W. Nixon
Snake River School District
- Rt. 2 Box 249-A
Blackfoot, Idaho 83221

v . Sl
§




TABLE OF ILLUSTRATIOHS

Administrative Organization...ceeeeeceoccene veol?

School District Enrollment...csecevvicccncscecesl9

Exiting Plan - Class of 1976..... cerrecens ceeee39

Summary c¢f Exiting Plans..c.ccccccecees R (1)
9




TADLE OF CONTEWTS

Summary of Final Report.......c.c.vvee P |

Final Report.. Ceteescencessssstbessasestesot et anns 2

Pmbaan‘ o ep 0o Voo .0 I.III.I‘II.III...I..Q. IIIII 5

Goals and Objectives..............................15

Pmcedures FO]]OWEd K} e ....u...u...'.........]ﬁ

Results and Accomplishments P X

~ Additional Accomplishments...... ceerannn P 1 |

E\?a]uat"on.‘........'.. ............... esss s o-oy42

k Conclusions and Recommendation. ..... Cescssccsernns 43

‘) Outstanding Contributions.......ceoeevenecennninns 45
Appendix

Exhibit A. Role Descriptions

Exhibit B Units Activities, and
materials for Career Education K-12
Units and Activities
Guide for Integrating Career Education
BOP Inc.
PACE Center

Exhibit C Summary Report of
Third Party Evaluator.




SUMMARY REPORT

- A, Time Period

June 15, 1973 to June 30, 1976

B. Goal and Objectives

Objective I, Sixty percent (60%) of students in grades K-3 will

have become aware of self and others, and aware of the world of
work. This will include having esteem for self and others, and
being able to distinguish between careers in the "Goods and Service
clusters.

Objective II. Sixty percent (60%) of students in grades 4-6 will
have developed self awareness and esteem for self and others, aware
ness of the world of work, and ability to distinguish and describe
career interests, career aptitudes and work values.

Ob%ective III. Sixty percent (60%) of junior high school students
W explore careers, explore self, make some tentative decisions

about self and careers, and participate in further exploration of

careers or career clusters.

Objective IV. Sixty percent (60%) of senior high school students
will explore careers, declare their career intention, develop a
tentative plan for achieving the career, and participate in further
career exploration or enrcll in a vocational program.

Objective V. There will be at least 10% more students in grades
IT-12 partizipating in vocational education programs designed for
Career Preparation.

Objective VI. There was an increase of at least 15% of all handi-
capped students who will be placed in an employment position by the
time they are twenty-one years of age.

Objective VII. 100% of all exiting students will be placed in one
of the following: '

1. Employment, including
a. military service
b. homemaking
Cc. volunteer service or mission
2. Post-secondary Oécupational Training Program

3. Degree seeking program



€. _Procedures Followed

The above represent the objectives of the Bingham County
Developmental Career Education Project. HMany secondary goals and
objectives are included within the scope of procedures and activities
required to meet these seven major objectives. In seeking to meet
these initial objectives, the five school districts agreéd that a
multi-district combination of resources would be the most economical
and efficient approach toward a solution of the problem.

Within this concept, a governing board composed of the Super-
intendent and one Trustee from each district, administered the Pro-
ject with each superintendent giving direction toward Project
implementation within his district, under the policy of the Bingham
County Board of Cocperative Services. In addition, a representative
Advisory Committee was formed to assist the Board in maintaining
contact with the communities which comprised the five districts.

The Board employed five staff members under the Project, including
the Director, Guidance Coordinator, Office Simulation Teacher,

PACE Center Aide, and a secretary. This staff was responsible for

the development and implementation of the Career Education Project

throughout the five districts. The Proposal directed that 2C% of

the student population in the County should be reached during the

first year with an additional 20% during each subsequent year.

During the three years 300 teachers, all counselors and principals

vere involved in workshops and inservice for training.and educating,

and in impiementation of the five primary program components
representing a scope and sequence approach these components were:

A, Utilization of curriculum units and learning activities integrated
at all grade levels, K-12, within traditional subject matter and
designed to show students the career implications of that sub-
ject matter as validated in the world cof work.

B. Establishment of a developmental career guidance program at all
grade levels designed to assist students in establishing a
positive self-concept; evaluating interests, aptitudes, abilities
and goals related to career decision-making; and assuring prec-~
per placement for all exiting students.

C. Utilization of two mobile "resource" labora’ories to provide
students at the high school level with intensive short-term
career-related experiences:

1. A model office-simulation (BOP I.z.) experience organized
to aliow Office Occupations Education students the oppor-
tunity tc explore a wide variety of potential occupations
as well as prepare for actual employment by becoming

? . . . . A
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familiar with many of the most modern machines and pro-
cedures now in use in the business-iabor-industry com-
riunity in whica they may eventually seek work.

2. A Career Information Center (PACE) containing the most
recent career information available in a variety of media
formats and equipped for student use individually or in
small groups. It is intended to provide a comprehensive
information system to each high school which would other-
wise be impossible to maintain becuase of cost.

The Project s:rved as a focus for planning and coordinating
activities geared to the expansion of vocational skill training -
programs within the five-districts. An extension Feasibility
Study to determine the practicality of building, renting or leasing
a centrally located skill-training facility which would accomodate
students from the five districts, resulted in the initaition of
planning activities to accomplish this long range goal. fHew skill-
trai?ing programs jointly implemented by the school districts were
develop:d.

Cooperative efforts involving Career Education Programs and
special services provided by the Bingham County Program for Excep-
tional Children consisted of planning for use of resources to prevent
overlap and duplication and the sharing of materials, equipment and
facilities. Career placement services were provided largely by the
counselors in the local high schools, the career guidance coordinator
and the Department of Employment.

D. -Results and Accomplishments

Acceptante of Career Education concepts by teachers, counselors
and administrators has heen good, and there has been a generally
positive feeling in ti community toward the concept and the program,

Objective 1. Students ware exposed to career and self awareness
through teacher integrated career activities, which included field
trips, resource people from the community, self concept activities
through DUSO I and II and teacher developed activities. About 90%
of students were involved and post tests showed gains in self con-
cept and career awareness. The objectives was achieved.

Objective 11.  Approximately 85% of students participated in career
awareness and self-awareness activities. Testing indicated that stu-
dents made positive gains ir self-conccrt and also in knowledge of

the world of work. Tiese siudents were able to discriminate and
describe career interests, aptitudes and values. The objective was
achieved. '

Objective III. According to post-testing results using the Assess~
ment of Career Development junior high students showed significant

3
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" increases in their ability to make realistic carcer decesions,
and more than 60% of them were involved in making tentative
career decisions. The objective was achieved.

Objective IV. The results of maintaining and testing indicated

that senior hich students did have a high level of career axploration
activities and could make career decisions. This. objective was
achiaved.

Objective V. At the end of the project there was more than a ten
percent increase in the number of students art1c1pat1ng in voca-
tional programs. There were numerous sub-opjectives to objective

V with two of these being achieved at a level less than specified

or disired. The sub-objactive dealing with performance certificates
for vocational students was developed as per objective, but has net
been used to date. The passage of a mill levy to build a vocational
center was not realized. Otherwise objective V was achieved.

Objective VI. This Objective was largely accomplished through the
Bingham County Program for Exceptional Children. More students were
placed in a work situation or sheltered workshop than were before
the project began.

_ Objective VII. During the second and third ycars of the project
~ ‘I' 96.5% and 94.7% of exiting students were placed. This seems suffi-
ciently high to indicate that the objactive was achieved.

The Bingham County Board of Cooperat1ve Services, composed of
reprasentatives from each of the five school d1str1cts has a firm
commitment to continuing career education and expanding vocational
education in the future.

E. Evaluation

Through internal and extcrnal evaluation, constant manitoring,
and technical evaluation there was provided feedback to the proaect
staff, who replanned procedures in an effort to continually improve
the career program and have grcater impact on students. The Third
Party Evaluator provided accurate and appropriate feed-back or a
continual and helpful basis during the entire project. Their eva-
Tuation showed a h1gh level of achievement of project objectives.




FINAL REPORT
of the
Bingham County
Developmental Career Education Project

THE PROBLEM

Bingham County, located in Southeastern Idaho has five

school districts and a population of nearly 32,000.

The K-12 student population is nearing 10,000. Bilackfoot,

the county seat and largest urban area, has a population of
about 10,000; the remaining 22,000 people live in the

rural areas comprising seventeen smaller communities.

There are twenty-six elementary and secondary school buildings
within the county and one elementary parachial school

located in the city of Blackfoot.

The economy of 3ingham County centers around agriculture and
the processing of agricultural products, primarily potatoes
and grain. The average income is $2,483 compared to $2,401
for the State of Idaho. However, the Department of Employment
lists 2,182 families in the county as disadvantaged. The
small minority population is predominatly Indain but also
<includes some 271 Mexican-Americans.

At the initiation of this Project the proposal stated,

"high schools in Bingham County, as well as Southeastern
Idaho...are too academically oriented," the emphasis being
placed on a college preparatory curriculum. In the early
1970's approximately 70% of ldaho's high school graduates
entered college, but less than 25% of these completed a
four-year degree-granting program. Most of those who

did not start college and many who did start but did not
complete ccllege educations, sought employment in the basic
industries and supportive services, The Bingham County Schools
were not untypical of others in the state regarding students
who planned for and entered college studies. Neither were
students unlike others throughout the state, most did not
complete a four-year program. Without the saleable skills
to qualify them for any other than unskilled or semi-
skilled jobs, these students sought employment primarily in
agriculture and its retated occupations construction, manu~
facturing, processing and services. V

- In as much as the schools have been charged by the State
Board of Education and the State Board for Vocational
Education with the responsibility of preparing students to




live, learn, and make a l1iving, it was apparent that a broad gap
' exists between this objective and reality. This was not, of

course, a problem particuliar to Bingham County or to Idaho.

It was rather, a sympton of a crisis which exists in education

throughout the naticn.

The problem became one of redirecting the goals and objectives
of the educational processes to better meet the needs of all

of the students. As stated in the Proposal, "very little is
being offered in Idaho school to make students aware of careers
available in today's world of work." Students were nst aware

of the type of training necessary for various occupations, nor
did they have sufficient information about themselves with which
to make reasoned decisions regarding career selection. The
problems with which Bingham County schools had to deal was

most effectively sumr>rized in this statement by Robert {orthington
of the Bureau of Adult, Vocational, and Technical Education U.S.
Office of Education:

1. There is growing discontent with the failure of school
experiences to be relevant and useful to the lives which
students must 1ive when thry graduate.

2. There is increasing segregation between students and the
world of work because they feel unnceded by our technological
society.

. 3. Approximately one-third of all students go through high
school via a "general education curriculum" which leaves
its graduates with neither trained or marketable skill
nor qualified to pursue higher education.

4. There is an undesirable and counter-productive separation
of vocatipnal education, general education, and academic
curricula in our high schcols. As a result those in the
vocational curriculum are often seen as low status technicians
while those in the academic curriculum emerge having little
contact with, or preparation for, the world of work.

5. The sidespread emphasis on a college degree relegates voca-
tional education to second class status even though most
students who begin college do not complete it and the num-
ber who do complete college arc 1ncreas1ng out of proportion
to the occupational opportunities in our society.

6. Our present system is an inflexible one which often fails
to provide individuals with the option of changing direction
during schoo! or obtaining new training and shifting occupa-
tions later in life.
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. 7. Host students have 1ittle jor no formal contact with, or pre-
' paration for, the world of work during their elementary or
secondary schooling.

8. Most 1970-71 more than 2,5 million young people left our
schocls and colleges witﬂout having received adequate career
preparation at a total cost to the taxpayer of some 28
million dollars.

9. The personal losses suffered by the millions of dropouts,
stopputs, and pushouts; on which we spent billions of dollars
in past years, are immeasurable.

10. By 1980, 15 million mdre people, mostly young, will have
to accomodated in the/work force than in 1970, and these
people must have adequate preparation for these jobs.

Prior to the implementation of project activities students were
offered very little in their school curriculum to make them aware
of the careers available or the types of training necessary in
various occupations. Students participated in few programs in
which favorable attitudes abput the personal, social and
‘economic importance of work were emphasized. Students received
little assistance in developing and praticing appropriate carcer
‘ decision-making skills. The relatively small size of each of the

‘ five school districts in Bingham County prevent the implementation

of wide-ranged vocational training programs due to cost factors _
. involved for facilities a;i equipment compared to student enrollment.

Prior to the implementation of these exemplany program activities,
vocational course offerings were primarily in the areas of Office
Occupations, Home Econpmig¢s and Agriculture Education. Adequate
programs and training opportunities built around the realities of
the labor market were not/made available. No significant changes
had been made in most academic or occupational training programs
for several years. Programs which could make studnts aware of the
working world and orint them to a variety of career aptions were
not availabla. Job placement services were not provided.

School counselors spent much of their time guiding students toward -
academic areas in past-secondary education. Many of them had little o
background in vocationall education of guidance and 1ittle recent job .
experience outside the field of education. In order to broaden - i
occupational aspirations and opportunities for youth, there must be
a new emphasis placed by the counseling and guidance programs in the
Junior and senier high schools. Counselors must be able to function
within a vocaticnal counselor'role‘and'possess}the skills and tech-

. niques necessary to provide better placement ipn vocational programs,
‘to provide adequate career information to all jstudents and to assist

7 " ;’
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them in making wise career selections. "career" counselors must
be well enough acquainted with the total world of work to enable
students to initiate vocational training at the secondary level
and to make students aware of past-secondary programs provided by
business, vocational and technical schools, and manpower programs.

To truly bridge the gap between school and preparing students to
earn a 1iving, special consideration needed to be placed on students
with academic, socio-economic and other handicaps. Bingham County
has nearly 2,182 disadvantaged persons. The problems of rural
poverty, minority groups, and bilingual cultures are all found in
Southeastern, Idaho. There is less opportunity for employment in
agriculturally related occupations which is the dominant background
of most students. In addition students handicapped by learning
disabilities and retardation have long been jgnored disabilities

and retardation have long been ignored in relation to the assassment
of their needs and to placement in pre-vocational and skill training
programs. A basic component of this exemplary demonstration project
was to work in cooperation with the Bingham County Program for
Exceptional Children in improving the programs and opportunities
prcided for the handicapped.

Prior to the initiation of the project proposal, school administrations,
teachers and community leaders were beginning to recognize that
cnanges had to be made in the traditional educational processes

and programs in order to provide a more comprehensive approach

toward meeting the needs of all students. A program model needed

to be established within the existing curriculum structure that

would provide occupational awareness, explovation and preparation
opportunities throughout all grade levels. Intensive efforts needed
tc be made within this model to reach young people through both in-
dividual and group guidance activities. It was the intent of this
effort to have administrators, teachers and counselors assume a
synamic role in implementing a "career" approach to education. The
effect hopefully, would be not teaching different things, but teaching
differently. It was also recognized that in order to promote this
chaggg, a strong in-service training program for all staff would be.
needed.

It was also recognized that the model needed to be developed with

all students and all grade levels in mind. Students in the Primary
grades (K-3) would need to develop an awareness of the personnal

and social significance of work and to develop a=positive self
concept and attitude toward work. In grade 4-6 students would need
continued awareness activites which would emphasize the nature of
occupations, the relationships of interests and aptitides in career
selection and an opportunity to intennalize a values system involving
the world of work.




At the Junior high level students would need an orientation to the
world of work and opportunities explore a wide variety of ‘occupatict
options. A strong guidance program needed to be developed in which
students could be assisted in evaluating their interests, abilities,
values and needs in - +ipr *n career and life roles. Field trips,
hands-on experie- “aulation activites might be utilized to
a great advant: n 1. A "cluster" approach ¢ be

- useful in rela: assy i learning to occupational a Co

Exploration colily - . Goicinued in the nineth and tenth grades wit

students being given the opportunity for more in depth exploration
and investigation opportunities Pre-vocational counsel work would

be available for students at these grade levels. Career information
and decision making skills would need to become an integral part of
guidance and counceling programs available to students.

By the time students reached the eleventh and twelfth grades they
should have access to a number of options within the school program

1. Participation in vocational education prOgramS to gain
employable gkills.

2. Preparation for attending past-secondary vocational, tech-
nical or business schools.

3. Preparation to attend colleges or universities with pro-
grams leading to bachelors degrees or graduate levels.

4. Participation in Cooperative work experience programs
while attending high school on a part-day basis,

5. Opportunities for early graduation (seventh semester)
and placement in employment.or continued education or traini

Prior to the implementation of this exemplary program students in
Bingham County schools had little access to curriculum which provided
for the activities described above. - ‘

Educational leaders in the Bingham County area had been exposed to
the concepts of Carcer Education prior to the submission of the
Project Proposal. Primarily as a result of the successful implemen-
tation of car@g[MQQantjonwactixiteswandwprograms“inwathé?“§f5fés
~-and "the’ demonstration of a successful multi-district approach ‘to
meeting the needs of students~developedkby the Canyon~Owyhee School
Service Agency (seven districts) in Southwestern Idaho, the five
school districts in Bingham County initiated research activities

in the fall.of 1972 to identify promising. innovatice programs which
might be incorporated into a comprehensive ‘K~12 career education . -
model for the districts, The following list identifies many..of . the
concepts which were eventually incorporated into the project design
and the sources of these innovations. '

' o o 9 N o
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1. Dynamic Vocational Education Program with Developmental
Career Education Concept for students in Grades K-14.
(Source: Comprehensive Career Education Hodel) and (Idaho
State Department of Vocational Education Guidelines for
Hodel Career Education Program)

2. Multi-District Approach To Ecemplary Vocational Education
Program (Canyon-Owyhr~ School Service Agency, Vallivue,
Idaho) -

3. Emphasis on Developmtd of P051tive Se1f ~Concept in assist
students to develop Career Deci51on-Mak1ng Skills. (Sourcs
Gysberg) .

o 4. Determine Feasibi]ity of Vocationa1 Fac11ity where student
~of. several .high schools. are- transported--to centralized
facility. Source. Boulder, Co]orado Vocationa1 School

5. .Use of Community Personnel as Career Guidance Resource Aide
‘Source: - Los: Angeles City School District Career Education:
Proaect

6. Development of Career Guidance Program emphasizing student
self-awareness Mesa Arizona Career Education Proaect

7. Use of Mobile Van to Model Office, and- Career Guidance
. Resource Lab: * ‘Source: Utah State Department of. Public
~ Instruction:” Hobiie 0ffice Occupation Program, Salt Lake
City Utah S

8. Use of Mini~Courses in C1uster Units for Students in. o
Grades K-10. Source: (New-Adapted from USOE contract with
“ Ohio State Uuiver51ty ) Sel T

9. Graduation of Student determined on basis of performance
Source Regional Occupational Center Torrance9 Californi

10. Job-exiting placement into
“A. Job
By Baccalauteate Program
. Source: U S Office of Education .

1. Acceptance of High School Vocational Course Credit at Area.
Vocational Center. Schools.
Source: ISU Vocationai-Technical School, Pocatello, Idaho

10
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The Tist above i3 representative of the programs, activities and
objectives which were incorporated in this exemplary program.

In addition, the following resources were carefully examined for
research and development activities which might be appropriate. T
These are included here for the convenience of readers who may
desire additional background information for program development.

1.

Comprehensive Career Education Hodel

A. U.S. Office of Education
Washington D.C. .

. . .ater for Vocational and Technical Education
hio State University. .
Columbus, Ohio

C. Comprehensive Career Education Model
Los Angeles City School District
Los Angr?as, California

D. Comprehensive Career Education Model
Mesa School District
Mesa, Arizona -

Career Development Theories of
A. Ginzberg, xelrad, and Herma
B. Anne Roe

C. Donald Super

D. John Holland

Southern California Regional Occupation Center
Torrance, California

Canyon-Owyhee School Service N\gency
Vallivue, Idaho

Career Education Program
Arizona State Department of Educat1on
Pheonix, Ar1zona

Guidelines for A Comprehensive Educational Progrém For
The State of Idaho: State Department of Vocational
Education, and State Department of Education, September
20, 1972

Regional Occupation or Multi-District Concepts are in

operation effectively in many areas of California. Boule
Colorado

15
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10.

12.

13.

14.

15.

16.

17.

18.

19.

Mobile Office Occupation Program-Mobile Van Program
Utah State Department for Vocational Education
Salt Lake City, Utah

"Marland on Career Education." Reprinted from American
Education, November 1971. (Available from U.S. Government
Printing Office, Catalog No. HE 5.280:80076)

Herr; Edwin L. Unifying in Entire System of Education Arou
a Career Development Theme. March 1969.- (ED-045-85/VT-008-

Career Education. 16 -nage U.S. Office of Ecucation pamphl
outlining the concept, December 1971. (ED-"59-396.

Reinhart, Bruce. School Based Compréhensive Career
Education Medel. Jan.ary 1972. (ED-062-520) .

Abstracts of Exemplary Projects in Vocational Education.
tlashington, D.D.: Division of Voca.ional and Technical
Education, U.S. Office of Education: November 1971. -
(ED-060-189) - ' _

Oregon State University. Bibljography of CORE {Careers
Oriented Relevant Education): Related Projects and

Materials. 1970. (ED-057-254/VT-012-824)

Ohio's Career Continuum Program; Morld of Work Program}
Grades K-6; Curriculum Guide. Columbus, Ohio: Division
of Vocational Education, State Department of Education;
1972. (EB-062-565) R ~

Ohio'~ Career Continuum Program: Cereecr Orientation Progr
Grac:s 7-8 Curriculum Guide. Columhus; Ohio: Division o
Vocational Education, State Department of Education; 1972.
(ED-064-515) : o o

BottimS,VGene and George L. 0'Kelley. "Vocationa1 Edycéti(
as a Developmental Process." American Vocational Journal,
March 1971, Volume 46 Number 3, PP. 21-24. _ R

Burkett, Lowell A. “AVA Formulates Posi“ion on Career
Education.” American Vocatijonal Journal, Yanuary 1972,
Volume 47, Number T, pp. 9-14.

Kerla n, Julius H. and Charles Y. Ryan. "New Interpretatic
of Guidance Role." /merican Vocational Journal, February 1
Volume 47, Number 2, pp., 77-80. ‘
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20. American Vocational Association. :Career Education: A
Realistic Appriasal of This Promising Concept; Examples
of ongoing Programs.” American Vocational Journal, March
1972, Volume 47, Nember 3 , ,

21. McCaleb, Omer. Annual Interim Report from Exemplary Prolect
in Career Education Sponsored- Under Part D of:the Vocational”
Education Amendments of 1968. Project No. 0-367-0055.
Portland, Oregon: David Douglas Public Schools; - July l97l
(ED 058-4l8) ‘ .

22. Caldwell, H.L. Annual Interim Report from Exemplary Project
in Career Education Sponsored Under .Part D of the - -
Vocational Education Amendments of T968.. Project No. 0 36l-,;
0168. - Seattle, Hashington:- SeattTe. Public Schools, Dec--twf

ember 197l (ED-06l-42l)

23. Peters Paul N. The: Development and Demonstration of a
Functional Model System of Occupational ‘Education in ‘
Wyoming PubTic Education: K=14. Quarterly Report Trom
Vocational Exemplzry Project No. 0-361-0023. Warch l97l.-
(ED~060 223/VT-012-949) : o

24, Uyoming State Department of Education. Elementrart'Public
School Teacher Guide For Career and Attitude Development :
Grade Klt K=6. (ED-0620553/VT 013 903) ; :

25. ERIC Clearinghouse on Counseling and Personnel Services,
"Orientation Approaches to Increase Student -Awareness of
Occupational Options." November l969 (ED -033-255)

26. MYeissman, Sheldon. Pre- Vocation Program Pre—vocational S
-program for junior high students, empha51z1ng a career
development theme. and work experience September l970
{ED-062- 579/VT-0l2 l63)

27. UtahvState Un1vers1ty.' Proposal For a Mobile Assisted
Career Exploration Unit. 1968. (ED 042- l79)

28. Vestal Theodore M. and others An Analysis of Fifteen
Occupational Clusters Identified By the U.S. Office of
Education. June 1972. (Available. from DORD, Texas '

ducation Agency, 201 East Mth Street, Austin, Texas 7870l )

29. Perkins, Edward A. Clusters of Tasks Associated With Per-""ﬂ]
formance of Major Types of Office Work. January 1968. B
(ED~018 665 and ED- 010-656) - P CoL e
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30. 4SJorgren, Douglas. The Identification of Common Behiavioral
Factors as Bases For Pra-Entry Preparation of Workers for
Gainful Employment. Identification of clusters in metal-
working occupaticns and agricultural occupations. September
1967. (ED-019-471)

31. A Guide for Cooperative Vocational Education. September
1969. (ED-037-564) ;

32. ERIC Clearinghouse on Vocational and Technical Education,.
"Work Experience for Broadening Occupational Offerings:
A Selected Bibliography for Use in Program Development. n
November 1969. (ED-034-062)

33. Campbell R.E. and Louise Vetter. Career Guidance: An
Overview of Alternative Approaches. Ceclumbus, Ohio:
Center for Vocational and Technical Education, Ohio State
University; August 1971. (ED-057-183) :

34. ERIC Clearinghouse on Counseling and Personnel Services,
“Matching Students and Careers: A Bibliography." June
1¢70. (ED-039-375) :

35. 0'Hara, R.P. A Theoretical Foundation for the Use of Occu-
pational Information in Guidance (ISVP). December 1966.
(ED-062-654) ~ o

36. Whitfield, Edwin A. and Richard Hoover. Regional Center
For Collection, Syntheses, a?d D;ssan1nation 'of Career
Information For Use By Schools of San: Di ego ountx

. VIEN System ~June 1967. ‘:ED-015 513)

37. Rittenhouse, Car1 H. Paraprofess1ona1 A1des in Educat1on
PREP Report No. 12. Washington, D.C.: National Center
- for Educational Communication, U S. Office of Educat1ons
1972 (ED-034 906 ,

38. L1tt1e, J D. Review and Synthes1s of Research on the Place- =
ment - and Follow-Up of Vocational Education Students. Columbus
Ohio: Center for Vocational and Technical Education, Ohio =
State University; February 1970. (ED-037-543)
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B. GOALS AND OBJECTIVES

In order to redirect the movement of the educational processes
and programs in Bingham County schools toward solution of the
problems defined above the following general goals were established:

To help students become aware of their personal interests,
abilities and attitudes; and to deve]op a positive feeling
about themselves.

To help students become aware of the various carecr obportunities
available to them, and to develop meaningful positive
attitudes toward work.

To have students make rational career decisions based on under-
standing of self and knowledge of occupations and life styles..’

To help students develop a career plan and to he]p them carry
out that plan by providing appropriate career educational and
preparational opportunttjes. : o

To assure that every student, at the time of exiting school,
will receive assistance in beaing placed according to his/her
career plan in a job, vocational training program, baccalaureate
program or other viable alternatives.

These five goals lead naturally to the following major project
objectives. (Objectives I,II III, and IV appear as ammended to
the original proposal). '

Objective I. “Sixty percent (60%) of students in grades K-3
will have become aware of self and others, and aware of the
world of work. This will include having esteem for self and
others, and being able to distinguish between careers in. the
"Goods and Services".clusters. ‘

Objective II. Sixty percent (60%) of students in grades 4-6

will have developed self awareness and esteem for self and

others, awareness of the world of work, and ability to distingu1sh
and describe career interests, career apt1tudes and work values.

Objective.III. Sixtu percent (60%) of Junior high school students
will explore careers, explore self, make some tentative ,
decisions about self and careers, and participate in fuither
exploration of careers or career clusters.

Objective IV. Sixty percent {60%) of senior high:schoo] students -
will explore careers, declare their career intention, develop
a tentative plan.for achieving the career, and participate .
in further career exploration or enroll in a vocat1ona1 program.
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C. PROCEDURES FOLLOWED

In seeking to meet the objectives outlined above, the five school
districts in Bingham County agreed that a mult-district combination

of resources would be the most economical and efficient approach

to problem solving. A governing body consisting of the Super-
intendent and one designated Trustee from the Aberdeen, Blackfoot,
Firth, Shelley and Snake River School Districts took raspansibiligy
for administration of the Project Th  "aject Dipector and ‘other
Project personnel were responsible to tnis body, designated the™
Bingham County Board of Cooperative Services. Each Superintendent . .
gave direction to the Project implementation within his district

under the general policy established by the Board, and as such,
maintained all records and reports required for fiscal operation ‘
of the Project as stipulated by State Department and u.S. Office -~
of Education policies. = = 0 oo o

In addition, as described by the following chart (Figure 1), -~
a representative Advisory Committee was formed to assist. the Board. .. .

in maintaining contact with the communities which comprise the

five districts. The Bingham County Advisory Committee for Career
Education consisted of two members from each of .the five districts

and met with the project Director and Board on a scheduled basis.
to provide input from a variety of community and sources regarding
the patrons' perceptions and desires as these effected the Caréer g
Education program activities and implementation. a R

The staff employed under the Project were:

Project'Directdf,-reSponsiB1é,to;thé BQ@rd;bfﬁCobperative
Services, having experience in Vocational Education-and-
industry with additional experience in guidance and as:an

educational leader. - . o
Career Guidaneé{COOfdihatotQJreﬁéﬁsiblég£6}the?pjféctoﬁ;
having -experience in guidance at’ bOth e'l’e'me’ntar'){ -and secon=
dary levels, and an understanding .of .the world of work and

the processes of career development.

Model Office Teacher, responsible to the Director, having
experience in office occupations, supervision, and manage- N
ment and teaching experience in Office Occupations Education. =

" PACE Center Aide, responsible to the Director, having work
experience outside education as a teacher aide or one year

of training beyond the secondary level.

Project secretary, responsible to the Director and possessing ¥
experience necessary to the nature of the job'svresponsibj1ities.7f

L2
L
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FIGURE I

ADMINISTRATIVE ORGAN® “A*{QN

Bingham County Board of Cooperative Services

-

Superintendent and -
Trustee from Each -
School District

/ ' ,
Advisory Committee ' "Fiscal Agent

Snake River School
District #52 ‘

Project Director

Project Participants
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to job description: r each of ihe project staff can be
in the Appendix, E: A,

the above uescription of the Project administration and staffing
responsibilities is indicative of the multi-district operational
procedure enabled the development of an efficient and effective .
approach to meet the objective. Because of the expanded local
recources available through cooperative efforts, the Project was
able to work closely with other multi-district programs such as
Adult Basic Education Specijal Education, Migrant Education and
Vocational Rehabilitation. Resource person from the-Bingham
County office of the Idaho Department of Employment also assisted
in achieving project objectives. In addition to their direct help
a DOE staff member served on the general advisory committee for
the project and also with several occupational advisory committees
_established for vocat1ona] _program development

Figure II (preceed1ng) jdentifies the student popilation within
each of the participating school districts. The Project Proposal
directed that 20% of their population be reached during the first
operational year and an additional 20% each subsequent year.

In order to meet the needs of this student population as related
to the Project goals and objectives, the Career Education program
necessarily contained many integral compnets representing a scope,
and sequence of action. Briefly these were as follows:

1. An intensive and extensive in-service tra1n1ng program
for teachers, counselors, and school administrators des1gned
to acquiant participants with the general philosophy, '
goals and objectives of career education and to allow
participants to plan and develop units and activites. for
1ncorporat1on into the1r regular curriculum subject areas

2. Utilization of teacher-developed curriculum units and le
learning activities integrated at all grade levels, K-12,
within traditional subject matter and designed: to show
students the career implications of that subject matter '
as validated in the world of work.

3. Establishment of a developmental career guidance program
at all grade levels designed to assist students in es-
‘tablishing a positive self-concept; evaluating interests,
aptitudes, abilities and goals.related to career decision-
making; and assuring proper placement for all existing stu-
dents.
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FIGURE II

SCHOOL DISTRICT ENROLLMENT

Grades | Grades | Grades | Total
SCHOOL OR DISTRICT -l B vl B A .

Aberdeen School District #58 | 458 | 172 | 326 956
Blackfoot School District #55/2,041 |. 690 |1,251 3,982
Firth School District #59 | 465 | 154 | 314 | 933
Shelley School District #60- | 848 303|608 |1,759
Snake River School 1 o3 281 | 552 |1.764
District #52
Total Public Schools |a,743 |1,600 |3,051 |9,394
St. Margaret's School ' “ 80 _ | 80‘
TOTAL 4,823 [1,600 |3,051 |9,474
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4. Utilization of two mobiles "resource" laboratories to
provide students with intensive short-term career-related
experiences. These units provided two experiences designed
mostly for use at the secondary school level:

a. A model office-simulation experience orgainized to
allow Office Occupations Education students the
opportunity to explore a wide variety of potential
occupations as well as prepare for actual employment
by becoming familiar with many of the most modern
machines and procedures now in use in the business-labor-
industry community in which they may eventually seek
work.

b. "A’Career Exploration and Information Center equipped

for use by students individually or in small groups.
Two programs are housed within this unit - a Work

- Samples Laboratory, -offering hands-on activites of
simulated work tasks to assist students in becoming
acquainted with skills required for jobs and a Career

- Information Center containing the most recent career
information-available in a variety of media formats.

5. Expansion of vocational training courses to more realisti-
cally reflect the needs of our society and economy and to
provide saleable skills for exiting students. Within the
five districts there are vocational training programs in
Industrial Mechanics, Office Occupations, Home Economics,
Agriculture, and Multi-Occupations Education.

6. Cooperative efforts involving Career Education programs and
- special services under the direction of the Bingham County °
Program for Exceptional Children to assure proper assessment
techniques, and to provide pre-vocational and vocational . .
skill training for learning-disabled and handicapped students.

The total program was designated as an effort which would -bring -about
change in the curriculum emphasis in each of the five participating ’
school districts and the one parochial school by making all instru-
ction more relevant to the world in which students live. Because '
~most students will spend 40 to 50 years in the world of work if is
important that. the school curriculum be related to individual needs
in order that one may_more effectively function productively in a
society was is rapidly changing. The academic program was not
neglected because of a career education approach, but became more
meaningful because students could better see the need for the '
instruction they recieved. Each of the six major program componets
outlined above is described in detail as are the activities for. each
of the seven Project Objectives. o
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Major responsibility for achievement of the program objective was
given to the regular classroom teachers who achieved the objectives
largely through integrating career education concepts and activities
with the every day instructional program. The procedures used in
the project and expected products resulting from the procedures are
as listed below.

The staff of the Career Education Project, and teachers, counselors
and administrators in the schools used the procedures described .
here .in:

Grades K-3 Procedures - Products (Obj. 1)

A. Career Awareness Yorkshop

Each summer teachers, counselors and administrators, attended

a one-four weeks career workshop. They developed career .
instructional units and activities a plan.for integrating.. . ...
career education into the curriculum, a school career education
plan which consisted of: ‘

(1) Program outcomes applicable to students in the school.

(2) A scope and sequence of career activities, experience,
or information for meeting the program outcomes. Attached
to this section will be the career instructional plans
that the teachers developed during the workshop. and
‘the plans of teachers who previously attended a summer
career education workshop.

During the workshop the school administrator and the o
building career coordinator, with assistance of teachers,
may develop a mini-grant proposal to assist in the '
achievement of the above stated objective and the
procedure-products. At the close of the workshop, e
grades K-3 teachers will demcnstrate a positive attitude.
toward career education concepts.

B. Inservice

During the school year each school provided from three to
seven career education inservice sessions for teachers--
counselors and administrators.

C. Presentation of Self Awareness and Career fwareness Activities
or Units

Students in grades K-3 will have participated in the following l
during the school year: ' :

f
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(1) at least three self-awareness, self-esteem activities in
the c1assroom;

(2) at least six (6) career awareness activities that provide
students with information about the world of werk and
careers in the "Goods and Services" areas;

(3) at least two (2) classroom career ‘awareness activities
where persons from the home, or community (business,
industry, or government) have presented career 1nforma~
tion, and

(4) at Teast one (1) career field trip to observe workers in
_occupations

Career Awareness Post—testi_g

 rvandomly selected third grade exper1menta1 (three years

significantly higher career awareness.scores. . ..

Self and career awareness tests will_be administered to

of career awareness) and control students to determine
differences that exist. Experimental students will" have

Grades 4-6 Procedures - Products {0bj. II)
A.

Career Awareness Norkshop

Each summer teachers counselors, and administrators attended
a one-four weeks career workshop. They developed. career -
instructional. units and activities, a plan for: integrating
career education into the curricu]um, a schoo]_career Education
p1an which consisted of: : . - X

(1) Program outcomes appiicable to students 1n the schoo]

(2) A scope and. sequence of career activitie
or information for meeting the. program,outc
to this section will be the career instr a
the teachers vho orev1ous1y attended a summer,ca
workshop -~

may deve]op a mini-grant proposa1 to assist: in the
ment of the above stated ObJeCt1Ve and ‘the procedur

‘At the close of the workshOp,tgrade 4-6 teachers
strate a p051t1ve attitude. toward career educati
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B. Inservice

During the school year cach school nrovided from three to seven
career education inservice session for teachers counselors and
administrators.

C. Presentation of Self Awareness and Career Awareness Activities
or Units. ‘

Students in grades 4-6 will have participated in the following
during the schonl year.

(1) at least three (3) self awareness-self esteem activities
in the classroom. This would include among other activities,
activities that would :-ssist students in identifying '
their interests and aptitudes, and in develvping and clari-
fying their work values.

(2) at least six (6) career awareness activities that would
provide students with information about the world of
work. Where appropriate, the information would be structured
in the "DATA-People Things Clusters" or the "15 USQE Clusters". -

(3) at least two (2) classroom career awareness activities
where persons from the home, or community (business
industry, government) have p-.:ented rareer information;
and ‘

(4) at least one (1) career field trip to observe workers in
their occupations.

D. Career Awareness Post-Testing

e -S€1f and. career._awareness. tests-will-be- administered- to - e
randomly selected sixth grade experimental (three years of
career awareness) and control students to determine differences that
exist. Experimental students will have significantly higher career
awareness scores.

Junior High Procedures - Products (Obj. III)

A. Career Exploration Morkshop

Each summer teachers, counselors, and administrators, attended
one-four weeks career workshop. They developed career instruztional
units and activities a plan for integrating career ecucation into
the curriculum, a school career educatioi: plan which co-sisted of:

(1) program outcomes applicable to students in the school.
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(2) A scope and sequence of career activities, experience
or information for meeting the program outcomes. Attached
to their section will be the career instructional plans
that the teachers developed during the workshop, and the
plans of teachers who previously attended a summer career
education workshop.

The school plan will provide for student participation in
each of the following:

a. self-awareness activities designed to assist
students in self assessment,

b. 1in-depth exploration of a self-selected career
or career cluster,

c. hands-on exnploration experience,

d. involvement with community (business-industry-
government .or labor):in learning about various careers,

e. career exploration information and activities
provided by the teacher in the classroom setting. .

School guidance personnel will assist teachers in the devejopment .
of the activities for self-assessment.and se1ect1on of a career or .
career c1uster for in-depth exp]orat10n : -

Dur1ng the workshop the sch001 administrator and the building _
career coordinator with assistance of teachers may develop a mini- o
grant proposal to assist in the achievement of the above stated ob-
Jective and the procedure-products. _

At the c]ose of the workshop junior h1gh teachers will demon-
strate apositive att1tude toward career educat1on concepts

B. Inservice

During the school year school nrovided from three to seven
career education inservice session for teachers counse]ors
and administrators.

C. Presentation: of‘aelf Awareness and Career Explorat1on Activit1es Ig?
and Units - o

dunior high students w111 have part1c1pated in the f0110w1ng dur1ng '
the school year: ; :

28 .
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(1) at least three (3) self-awareness activites designed for
self-assessment, and in decision-making for ninth grade
students. '

(2) at least one (1) in-depth exploration of a self-selected
career or career clusters.

(3) at least three (3) hands-on career exploration experiences.

(4) at least two (2) activities involving the community (business,
industry, government or labor). This could be through people .
in the world of work coming to the classrocm or students
going on a field trip.

(5) at least three (3) classroom career information-exploration
activities or units related to classroom subject areas.

Grade nine students will have made a tentative career choice
and explored that career through personal discussion with a per-
son in that career or career cluster.

D. _Career Educatiocn Post-Testing

Career exploration and development tests will be administered
to randomly selected ninth grade experimental students (three years
of career exploration) and control students to determine differences
that exist. Experimental students will have significantly higher
scores. .

Senior High School Procedures - Products (0Obj. IV)

A. Career Exploration - Preparation Horkshop

Each summer teachers, counselors, and administrators attended

. ...a _one-four_weeks _career_workshop...._They.developed career
instructional units and activities, a plan for inte-rating career
education "into the curriculum, a school career Education plan
‘which consisted of: '

(1) program outcomes applicable to students in the school.

(2) A scope and sequence of career activities, experience,
or information for meeting the program outcomes. Attached
to this section will be the career. instructional plans
that the teachers developed during the workshop, and the
plans of teachers who previously attended a summer career

education workshop.

The school plan-wiiT provideffor students participatioh in:

(1) teacher provided career information and activities
designed--for-caraer—exploration,
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(2) wvalue clarification and/or a self awareness experience
(3) hands-on career exploration experiences

v

(4) research of printed and audio-visual materials related
to students intended carecer or career cluster,

(5) one-to-one sfudent—worker interviews and Jjob observations,
(6) decision-making for selecting a career goal,

~(7) developing a career plan for achieving the career- goal:
(8) some affirmative action for carrying out the career‘plan,

School guidance nersonnel and career project personnel will assist
teachers in providing students these activities and experiences.

During the workshop the school. administrator and the building career
coordinator with assitance of teachers may develop a mini-grant
proposal to assist in the achievement of the above state objective,
and the procedure-products.

At the close of the workshop senior high school teachers will demon-
strate a positive attitude toward career education concepts. '

- B. Inservice

During the school year each schcol provided from three to seven
career education inservice sessions for teachers counselors and
administrators. : ‘

C. Presentation of Career Expibrationfﬂctiﬁities

hm,wmmnwwwW(l)“;ﬁnademIenwstudents_QjJJ;havewpdttibipatedwinmthe-foJJOWingwm~~w-ﬁ

during the school year:5

(a) completing and analyzing an interest inventory.
(b) complete at least three (3) hours of individual
: career exploration activities (PACE Center),
(c). at-least three(3) teacher presented career exploration
units or activities, R ,
(d) making a tentative or realistic career decision and
~ declared a career goal, ‘ _
(e) writinc a career plan for achieving the career goal.

during: the: school ‘year: -

30

- ~s-(2)‘:Gradefe1eVEn;Sthént$-wil] have participated in the.f011owingj'
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(a) at least three(3) teachers presented career exploration
or presentation units or activities,

(b) taken some action for achieving the career goa1

(3) Grade twdlve students will have oart1c1pated in the
following during the school year:

(a) at least three (3) teacher presented career explorat1on a
or presentation units or act1v1t1es,

(b) prepariny a personal resume,

(c) (See Objective V, pages 39-45 of project proposal
for additional procedures-products).

(4) A1 high school students will have participated in at S
least three (3) of the following during the year: =

(a) "Hands-on" career exploration

(b) Career planning with the counselor :

(c) Decision-making and career planning with parents

(d) Career field trips to observe and talk to workers in
their work setting. :

(e) classroom activity with community (business industry,
government, labor, professional) people discussing
the;r career and occupational infonnat1on (at least
two).

) career mini-course or pre-vocational course
) work experience, work release, on-the-job tra1n1ng or
cooperative work program. -
) aptitude testing :
i) meeting with post secondary, college or apprent1ce
personnel to gain 1nfonnat1on or career planning or
s e e s e e e it o e 'rep'l ann1nf‘ et
(J) one-to-one student-worker interview g
(k) career guidance activity designed for work value
clarification, self assessment orother appropriate
experience.
(1) completed again, one or more of the activities listed
above for grade ten (#1) or eleven (#2).
(m) enroll in a vocat1ona1 program: .

AA P
- @ ~h

D. Gareer Exploration Post-Test1ng

lmareer exploratIOn and developnent tests W111 be aﬂm1n1stereﬁ
t# mandomly selected grade.twelve experimental (three yeats of =
career exploration) ‘and -control. students to determine: differences
that exist. Exper1menta1 students will have. s1gn1f1cantﬂy:h1gher
scores. ..




Vocational Education Procedures - Product ( Grades 11-12) (Obj. V)

A. Study to Determine Feasibility of High School Occupational
Center

a. By April 29, 1974 a study will have been conducted to
determine the feasibility of building, renting, or leasing
a central occupational facility which would accommodate
students from Aberdeen High School, Blackfoot High School,
Firth High School, Shelley High School, and Snake River High

--+~School on a part-time basis. To achieve this the following

4+

procedures will be followed.

(1) By April 25, 1973 all five school districts of Bingham
County will have appointed members to serve as a
Steering Committee to conduct the feasibility study.

(2) By May 27, 1973 committees and subcommittees will have
been assigned to participate in the study.

(3) By September 30, 1973 all Administrators and Supervisors
of the State Department of Vocational Education will
have participated in an eva]uat1on ‘of the Vocational
Programs presently operative and will determine what !
additional vocational programs they would recommend.

(4) By December. 15,.1973 all assigned COmmittees; 1hc1ud1ng
student, patron, labor and industry will make a report
__to the Steering Committee.

(5) Be February 15, 1974 a meeting with all Super1ntendents
and Trustees, and State Vocatdmmal Education perscinel
will be held tec study the resmilts and make final
determination as to the feasiBility of an occupat1ona1 N
center. L

B. Student Options For Vocational Proqremes

By April 30, 1974 all high school stmiemts will have the .
following opt1ons

,(]), Part1c1pation in a Vocat1ona1 Fimzation Pr09ram to gain L
emo]oyable skill e

(2) Prepare to attend a post-High School ‘Vocational-Technical
School
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(3)

(&)

(5)

‘Use

Preparation to attend a University leading to a
Baccaluareate Degree .

Attend High School Part time and participate in a Coop-
erative Program;on a Part-Day Basis

Graduate at the end of the first semester of the senior y
year and be placed in emplyment for the second semester of
the senior year.

of Mobijle Vans For Additiona] VYocational Offerings

Two Mobile Vans will be purchased and made operable. These
mobile vans will be the size and demension that they can
serve as a mobile classroom and will have the ability to
be transported from school to school. For the year 1973-
7¢ these vans will serve the five high schools in the county.
For the first year of operation these vans will provide for
further instruction and equipment in the areas of: '

1. A Model Office Program

2. Career Guidnace Resource Lab

After the first year of operation, an evaluation of the Mobile"
Van program will determine what other Vocational Programs
should be taught in the vans or if the same programs should

be continued.

Leas’ng of Facilities For Vocational Programs

a.

_ations of am external evaluation team relakice to the need

By November 15, 1974 members of the Executive Board and
Project Birector will have reviewed the recommendations of
the State Vocational Education personnel amd the recommend-
for more vamational education offerings. Those programs ..
having highest priority wiTl be given first comsideration.
As many Vocaitional Education Courses as possibi¥m will be
implemented.

By January 15, 1974 pending the ‘recommendatioms listed in

the above paragraph, the Project Director wilT determine

the availab¥lity of leasing facilities to accommodate
additional wocational progrmams. Students frmm each part-
icipatiné high schocl will tave equal oppordmnity to part-
icipate in ithe vocational programs.

Whenever additional Vocatimnal Education Premrams are imple- . :
mented, the standards established by the Idzme State Depart- .~
ment of Vocational Educatimm Reimbursement amd Certification.
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E,

Retraining of Counselors To .issist Students To Develop Career-

Decision Skills

a. By August 25, 1973 A1l Junior High and Senior High Counselors
in tha five participating destricts of Bingham County will
have participated in a four week workshop. The objective of
this workshop will be to retrain counselors to assist students
to develop skills in making wise career decisions.

b. At the completion of the workshop each counselor should be
aware of the Development Approach to Career Guidance and
should possess the competency to assist students realistic
career decisions.

Coordination of Programs With Hanpower l\gencies and Yith Trade

Technical Schools

a. By HMarch 15, 1974 a memoradum of understanding will mave been
developed with the Vocational-Technical School located at
Idaho State University, and the Eastern Idaho vocational S
School located in Idahe Falls. The memorandum of understend1ng
will 1ist all of the vacational education offerings in the
five participating districts and will 1ist the :performance
skills high school students, will acquire which'will be part
of the Vocational-Technical performance skill required for
graduation. (See appenﬁix)

b. By March 15, 1974 a11 activities of the project will be
coordinated with all Manpower Agencies. Members of the
State Employment Agency, the employing agent for the logal
mawpower programs, will serve as members of a commitiees de-
signed to coordinate all activities between the public schools -
#nd manpower agencies, and & provide the schools with
wrormation regarding’ manpanar Hrograms

3 e S 1Y g e e S o

. ‘Rawtem uf H1gh School D1ploma5

a. By the end of the f1rst operational year, an in-depth
study of the types of graduation diplomas presented :to
oraduates will have been conducted. A study commitiee
will be organized to develop -a ‘graduate certificate presented
0 students on the basis of performance skill acquimed.
Students will be eligible to reseive a certificate of
performance whenever they have attained a specified level
wf performance.
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H. Emphasis Of Cooperative Programs

a. This proposed project has the goal of making education as
relevant as possible. Every attempt will be made to expand
the existing cooperative program (Office Occupations, Multi-
Occupations Agri-Business, etc.) to assure as many students
as possible of qaininz directed work experience. By the end
of the first operational year a co-related program of coop-
.erative services on a multi-district basis will have been
developed.

b. A1l adult education programs shall be coordinated with this
project. Educatiomal Facilities shall be made available ‘
‘for adult education programs. Part F funds for dizadvantaged
programs will be.utilized.

Handicapped Students = Procedures (0Obj. VI

The services of this_project and the Bingham County Multi-
District Project for Handicapped. Children will be coordinated.
Special emphasis will be placed on handicapped. students receiving
pre-vocational Education in order to assess abilities and place
students where they will obtain adequate training and ‘experience
to be considered employable.

>

-

The Vocational Rehabiliatien CounSeT@r 5ﬁdﬁthe.nirector of the -
Mutti-District Project for Hamdticapped children shall serve:as
chwmittee members of the Advisory Committee for Handicapped children.

When the students handicap is of such a nature that.he/she is
unable to profit from on the job traiming experience in-a.work.
axmerience situation they vwill ‘Rave opportunity to =main work
experience in a sheltered workshmop expertence.

B ‘ Pracement~Procedures (0Obj. VILY ... . .. . e

a. A career placement file will be develope: for all high
school students (10-12). The career pla=mment file will
contain at least the following information:

a. Tentative career abjective of the: student
b. Summary record of-career experiences
¢. Record of career counseling sessions, and
d. Information or placement of student

b. A job placement center will be ma¥ntarimest in each high
school for all students. e cemEer #m-copperation withi
conmunity agencizs will provide emplayment services for
stadents nesding and desiring employmend.

w
—
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Students will be provided adequate information and carear
guidance regarding further cducation in either a posi-
secondary occupational training program or degree- graating
Jrogram,

1 Career Placament Coarnittee consisting of the Project
Diractor and/or Carecer Guidance Coordinator high sclhiool
counselor, principal, Department o7 Employment personnel
and other assigned members will review the placemant of
exiting studant by May 15 to insure achievement of the
ohjective. .

A foliow-up study of all exiting students will be conducted
ach year,




D. RESULTS & ACCO:PLISHMENTS

OBJECTIVE I:

Sixty percent of students in grades K-3 will have become
aware of self and others and aware of the world of werk. This
will include having estecm for self and others and baing able to
distinguish betwean carecrs in the goods and service clusters.

%

About 90% of the students arades K-3 were involvad in activities
for developing awareness of s21f and others, and an awaraness cf
the world of work. The student growth in self-concept was not
statistically significantly, but each year students did show-growth.
Teachers reported positive changa through their use of the DUSO I
and DUSO II Kits.

Students were provid:d a variety of career awarenass axperiance
including increased carcor fizld trips, and rescurce sneakﬂrs from
the community. This resulted in positive gains in kncwiedge con-
cerning the world of work though gains were not cstatistically
significant. Students were ablz to distinguish at a high level
careers related to "goods produced” znd carecrs veiated o "sevrvice'.

Objective I was s1gn1f1cang1y achieved as applies to numbe 3
of students involved in self an! carcer awareness. (Sec Tivi d "ivl,
Evaluation in section V pases 12-20),

 OBJECTIVE II:

Sixty percent of students in grcdes 4-6 will havy Azveloned
self awareness and esteem for s21f and othars, awareness of the
world of work, and ability to distinauish and dcscribe career (ntcriris
career apt1tudes, and work va]ues

RApproximatly 85% of students grades 4-6 part1r1putcc in career
awareness activities which included tecachor presented activities,
field trip, talking with community resource people about their
work, and self awarness activities including DUSC II at TAC Kits.

The students made positive gains in self concept. They also made
gains in their knowledge of the world of work, though these gains
were not significantly different compared to controi students. The
students could not only distinguish and describe "1*eresLs, antitudes; .
and values, but could demonstrate an uwderstand1ng of the difrference
between interest and aptitudes, and showed they had developed positive
work values. (See third party evauiation report pages 21-27 for :
details).
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OBJECTIVE III:

Sixty parcent (60%) of junior high schcol students will explore
careers, axplore self, make some tentative decisions about self and
careers, and participate in further exploration of carcers or career
clusters.

Students in the junior high, according to pre and past testing
with the Assessment of Carcer Development, made significant gains
in their ability to make realistic career decisions. The assumption
is therefore made that they did explore careers and self in order
to maka signficant gains.

fore than 60% percent of the students werc involved in making
tentative career decision during the first two years. During the
third year one large junior high group, due to staff changes, did
not achiave this objective.

hen viewed over a three year period the objective was achieved.
(See third party evaluation in section V pages 23-37).

OBJECTIVE 1IV:

Sixty percent (60%) of senicr high schcol students will explore
careers, declare their career intention, develop a tentative plan
for achieving the career, and participate. in further career explor-
ation or enroll in a vocational program.

The rasul’s of evaluation indicate a strong achievement of this
objective. There is no doubt that students at the high school
Tevel did increase active involvement in the career decision-
making process; ability to identify, locate, and use sources of in-
tormation to solve career decision-making problems; and become aware
of steps to be taken and factors to be considered in career planning.
A11 empirical indicators point to this conclusion. (See third party
_evaluation report in section_V_pages 38=51 and Summary Report.in___ .

appendix pages 10-15).
OBJECTIVE V:

There will ba at Teast 10% more students in grades 11-12
participating in vocational education programs designed for career
preparation,

A. Feasibility Study
During the first year a tcam of educatar-and lay citizen
completed a feasibility study for establishing a county-wide voca-
tional program. The study indicated that a central vocational facility
was a feasible approach to expanding vocational education opportunities
for students.
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3. Student Options

By April 30, 1974 all high school had alterad their instructional
program so as to provide student the following five options.

(1) Participation in a Vocational Education Program to gain an
employable skill

(2) Prepare to attend a post-High Scheol Vecational-Technical
School

(3) Preparation to attend a University leading to a Baccalaureate
Degrae

(4) Attend High School Part time and participate in a Cooperative
Program on a Part-Day Basis

(5) Graduate at the and of the first semaster of the senior year
and be placed in employment for the second semester of the
senior year. :

€. Hobile Van

The project purchases two mobile vans to provide additional .
- career information to ninth and tenth grade students and to operate
an advanced program in office occupations for 11th or 12th graders.

The first van was a career guidance resource 1ab called PACE
(Programmed Activities for Carear Exploration). The center served
this function for the first two years. During the third year, the
van was remodeled and a work sampler (hands on experience in six
different career areas) program installed. All tenth grade students
from five school districts received services of the lab for the
first two years and all (861) ninth graders participated in the work
sampler program the third year.

The second van was called B.0.P. Inc. which was an office
occupations simulation program. The Center operated as:a Mortgage
and Loan Company with seven positions -available. Enrollment the
first year started a zero and ranged to 89 the second year there:
were 160, and the third 97. The third year one school did not
participate in B.0.P. Inc. because of internal problems.

Surveys from students indicated the services of the vans were
very viorthwhile in carecer expnloration activities. The operation
of the mobile units will be funded by the five school districts
next year. The B.).P. program received aspecially high praise for
its contribution to student opportunities for advanced reality
oriented office occupations experiences.

[
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D. Leasing of Facilities

During the first year one building was leased for an auto

macnanics program for students from Shelley and Firth. During the

sacond year ancther building was leased for Blackfoot and Snake
River students. This building houses an Inddstrial Hechanics
?rogram for grades 11-12, and also a General Mechanics Program
for handicapped students. There are two instructors for these
w0 programs.

The three programs will continue on the same basis and in the

same leased facility for next year. A proposal to raise funds via
7increased property taxes in the three schcol districts to expand
nrogram and construct facilities was defeated in an election HMay

18, 1976.
E. Retraining of Counselors

Considerable time and money was expended in the retraining of
counselors so they would be more effective in developing career
related programs and activities. It is the opinion of the Project
Director that chere was less change in some areas of counselor
behavior than hoped for. However, it appears that students were
helped in their ability to make realistic career decisions.

F. Coordination with Other Agencies

The Career Education program staff increased the cooperation
and coordination of activities with those of other public agencies
within the Bingham County areca over the three year period. There
were at least mwine agencies involved of which the Idaho Department
of Employment and the Bingham County Program for Exceptional Children
had the greatesit amcunt of coordination. Other agencies with lesser
coordination were: Community Education/Adult Basic Education,

_Higrant Educat#on, Cooperative Hork Programs, Multi-Occupations,

Eastern Idaho Vocational-Technical School, Idaho State Vocation-
Technical School, and Manpower Development. Agreements were reached
with the two vocational-technical school that students completing
the Bingham County Vocaticnal Program could receive credit for
acquired compentencies.

G. Performance Certificate

Al11 high schools in the county agreed with the concept of a per-,,ri?

formance certificate and three types were developed. However, at
this time no schoo! has issuad a performance certificate to a student
Thus far, this port1on of Objective V has not been realized.

(An analyS1s of ‘the impact the program had relative to 0bJect1ve v

is found in the third pzrty rencrt pages 51-56)
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There will be an increase of at least 15% of all handicapped
students who will be placed in an employment position by the time
they are twenty-one years of age.

Objective VI proposed to increase employment of the exiting *
handicapped student by 15% in actual employment or in sheltered
workshops. : .

This phase of the project was operated by the staff of the Bin
ham County Program for Exceptional Children. The Career Education
Pregram and that for Exceptional Children were administered by a
common 3oard called the Bingham County Board for Cooperative Servi

The administrators and staff of the two agencies cooperated in
program direction; however, the program for exceptional children
was in existence prior to that of career education and activities
were essentially conducted and funded by other than the Career Edu
cation Project. (See third party evaulation report, in section V
pages 57-59). o

OBJECTIVE VII:

100% of all exiting students will be placed in one of the
following: : .

1. employment, including

a. military service

b. homemaking -

C. volunteer service or mission
2. post-secondary cccupational training program
3. Degree seeking program

During the first year the objective was not achicved to a high
degrea. However, the 2nd and 3rd years the placement was 96.5% anc
94.7% vespectively.

Other sub-objectives were listed to assist in achieving the ove
ail objective of 100% placement. The following is a brief discussi
on the degree of success in these areas.

1. Career placement files were started the first year and were
Taund t¢ exist i all five nigh scholls during the last year.
The quality and use varied from school to school.

2. Job placement centers and each high school were called for

by the project proposal. Hone of the schools have job place-

ment centers per se nor was this intended accor-ing to.the

project director. Rather, they were functioning as "referral
N SR T R R
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placement centers." The school counselors cooperated with
other agencies by referring students to these agencies for-
counseling adn/or placement. Also, local businesses, .including
the farming enterprise, contacted the school counselor for
assistance in locating students interested in a particular
type of employment. The program was reasonably successful in
the latter functi;n but did not provide for a job placement
center in the five high schools. A1l schools established car-
eer guidance for post secondary oppcrtunities but few have
"open information files."

Career Placement Committee has been organized by the project
staff with representatives from the schools, State Employment
Agency and others as required. The focus was to review the pl
placemen’ of exiting students. The Committee schieved only p
partial success, ~

Finally, the follow-up study to determine post secondary
placement of exiting students was not conducted the first .. =
year. :

~ Studies were conducted relative to placement of exiting

students of the previous years, 1974 and 1975. The findings
for 1975 (study conducted in 1976) reveal 47.67% enrolled in
college; 15.7% enrolled in vocational-technical programs;
23.7% employed and the remaining 9.5% students in homemaking,
military, etc. 3.5% were undecided and/or not placed.

Table I shows the exiting plans of the 1976 graduates.
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TABLE T

, EXITING PLANS - CLASS OF 1976
Bingham County High Schools

Hn

Total  Coll.' W/T2.  york kg Milt.  Miss.-
fibardeen 68 26 12 20 4 6 '
BTackfoot | 266 88 40 1063' T TG

Firth , | 72 _ ‘  ;38;4 LA _;15 . :,qu.,‘,, ]fT ) I5‘ f,;w;
SheTley 11349 A AN I
SRAS ) I— 37 . ~75 ,‘ 7 — ,
—TotaTs I T

% of Totals 1003  40.8  17.0 '_29;1"V14;4-‘ 30 .6 5]

1. Includes community co]1eges!énd 4‘yéaf,institutidns,,i
2. . Includes Vo-Tech, Business, Barber and Beauty §Chools

3. Missionaries of the Church of Jesus Christ of Latter Day Saints
4

Includes those at time of survey who d1d not respond to any
cateqgory above. .
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Table II shows a summary of exiting pians for 1974, 1975 and
also 1976 graduates.

TABLE II

Summary of Exiting Plans 1974-76
Bingham County Schools

Unknown

Plans College Vo-Tech  Work Undecided Total
A. Spring 1974 54.32  15.6%  27.7%  2.4%  100%
B. Spring 1975 7.6% 15.7% 33.2% 3.5% 1007
C. Spring 1976 50.8% 17.9% 37.1% 5.1% 1007

Observations

1. There is a decline in the number of students who p1an‘to;enter
both community and 4 —year colleges.

2. There is little variation in the number of studenté'Wholp1an
to enter post-secondary vocational-technical, businesa9 or
propr1etary schoo1s .

‘3. There is a continuing increase in the numbers of students who
plan to go directly to work fo]1owing high. schoo1

4. There is a small but continuing increase in the number of
students who are reported as "undecided" about their plans ‘
fo11owing high schoo1

(See additional information in the next sect1on "Eva1uation"
pages 60=63).
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Additional Accomplishments

Dissemination:

. With respect.to.the curricu]um@uhitsnitwismheréffhatﬂihe;largeﬁtﬁﬁf
concentration of efforts in dissemination activities has occured. -
A11 units developed during the summer workshops were duplicated -

" and disseminated throughout the state of Idaho. Additional dissem~

ination consisted, for the most part, in.public relations activities -:
carried on by the $taff, and particulularly the Director. These ' -
inc]udedwexplanationSWOfwtheMProject,goalsgandwactiyigigswpeﬁgrg;;;m“Q
P.T.A. .and various community service organizations inthe County,

and:-groups of educators throughout  Southern-Idaho,  Visitations, L
by the public and by interested educators, were encouraged although: -
these were quite frequently confined to-the most visable and visitabie
Project. componet, the mobile units. Records indicate that more ‘than .
325 guests visited the Project during the three years. : R

Orgénization

~In the late spring of 1976 a change was made where in the ;
Director of Career Education was appointed Director of Cooperative . -
Services. for Bingham County,. This will give strength to the v
continued efforts in career and vocational education. At the same
time the Bingham County Board receive a State Grant for placement
service in the county. . Following is a Table showing the organ-
jzation for the Bingham County Cooperative Services. '
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F. CONCLUSIONS ANO RECOMMENDATIONS
Conclusions

It was concluded that the project was successful; that
education is the schools in Bingham County has changed and that
it will never-be again as it -was: -Teachers are providing con-
sederably more self-awareness,career awareness, career guidance,
and career exploration than before the project began. Career
preparation opportunities have been expanded and those that
were in operation before the project started have been improved.

Generally teachers, counselors, and administrators have positive
feelings toward career education and will keep it going. Career
instructional units and activities have become a part of most
teachers course of study. This insures career education has found
a firm habitat. : -

 Community attitude toward career education is generally poSitive'
though ‘there remains those that see it as a threat to a "good
academic program." -

The key to the success of the project is-the indepth workshops
provided to administrators, counselors, and teachers. In the work-
shops-they became converted to the career cancept, ther developed
“their own" career program,. C ’ ‘

- It was hoped that there would be a meiti-district vocational
center constructed so that students couli:ime provided expaned v~ca-
tion training opportunities. However, the'mill levy was défeated

and no decesion has been reached on the setting of another election. _'i}

Other than this failure the project was successful in accomplishing
thenquectiVe described in the project proposal-grant. ’ '

Recommendation .

v

1. It is recommended ‘that those who undertaké}theucha11enge of'
bringing change in a school setting begin by getting building

level administrators involved. First educate these people SO ,v”g ﬁ
they see the need for change, then concert.-them to the concept, . .

~and ‘then get them involved in being a change agent in the
building. . P ' : T '

| Concurrent with, or just following tie wedinection 6?'the'
administrators initiate the same process with other ‘appropriate.
school staff, and involve all in a well planned and total effort

of educating and getting the community involved in the career
movement. - o ' 1
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OUTSTANDING<CONTRHBBIIONS TO
VOCATIOHAL EDUCRTION

In determining the outstanding contributions the project has
made to the cause of vocational education it seems important that
the following criteria be considered. .

1. Hhat makes it an outstanding componet:

2. 1Is the contribution transpartable and cost feasible?

3. Is the contrinbution immorature and exemplary or is it
widely used by others?

In considering the most successful and outstanding componets
of the project; several appear to be of significant con®#bytion to
v~cational education. Among these are: (a) Horkshop training of
school district personel and inservice training. (b) - mini- grants
to schaal (c) career building planzand {d) mobilesPACE.Center
and mokE@z B.0.P. Imc. In detemmining whiich of thesemmeet each of
the theee.criterica Tisted abome, alZ seem to meet criiterion one and
two batouly motT¥e PACE Center and Zlobike B.0.P. Inccmeet the
- criter@én for innowatine and exemplamy. Both PACE andéB.0.P. were
ideas=wiat were developed localily and:dupFications of-these are
not hiwfily visible.

PACE Center

The Programmed Activities for Career Explorazion {PACE) Center
is a major innovative componet of the Bingham County Developmental
Career tducation Project funded by the U.S. 0ffice of Education under
Part D of the Vocational Education Amendments of 1968. Its purpose
is to provide occupational, educational, and career information to
assist the individual in selecting a career field which is most com-
patible with the person's interest, aptitudes, abilities, and goals.,

To meet this objective the PACE CE:TER is housed in a 12' x 44'
mobile unit supplied with the most recent career, occupational, and
educational information. {aintaining a variety of media formats,
including sound filmstrips, taped interviews, migrofilm, books and
pamphlets files, makes the Center usable by students with a wide
range of academic capabilities. tlodern audio-visual equipment, in
separad® learning stations, enables students to ‘individualize r
explorafion activities and utilize the materials to greatest advantage.

The PACE CENTER provides two programs to students. These are
PACE I and PACE II.
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PACE I 1s a "work Samples" program for 9th grade students where
they explore various types of tasks similar to tasks performed by
workers in Bingham County. Each 9th grade student spends one day in
PACE and performs tasks at six differnet stations. Three of ‘the
stations deal with data and three deal with things. Students
recefve instructions via a filmstrip/cassette tape at each station. ,
The instructions provide not only a description of jobs in the community -
similar to the tasks at the particular station, but also explain and '
show the students each step to faTlow in performing the work sample.

An mide assists students in performing the "work" and helps
students. generalize from their experience. The aide also assists
students in seeing the relationship between what they are doing in
PACE, thestudents aptitude, and their interests. Students arve
asked tamake a decision regarding the kinds of tasks they can or :
cannot darvell, and which they enjoy most and which they enjoy least.

PACE. 11 1is a career exploration program of research, decision-making
and .care=r planning. Student activities are designed to meet
individeml :needs and goals. In order to provide for meeting the 0
participants outcomes the program-imcludes identification of interests, .. :
self-appraisal, career exploration, goal-setting and. planning activities,
The soplemore (grade 10) is: the.target grade for career exploration =~
activities on a small group basis. While the mobfle unit is at each. =~
high school, all sophomore students have the opportunity to participate
in the activities. Groups are limited to twelve in order to allow
all students access to the materials they desire to explore. Once
all sophomore students in a school have been given the opportunity
to utilize the CENTER, older students who: are interested in a return
visit are scheduled in again. A comprehensive description of the
PACE II program is included in the Appendix Exhibit:B.
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B.0.P. INC.
Bingham County Office Program

BOP INC. is a mobile simulated mortage and lean office program
serving students ‘in the high school. of Bingham County, ldaho.. The
Rogran - ishoused:in a 12' x 44" mobiie; office designed for simulation
The program 15 desi ﬁed”to ~assist student: n-learnin hON”t07W0rk -
in a business office. " Through: -actual office work: NCce S ]
'determine whether:they want to- work in"an fficeeenviro e
ind_they.cenjoy office viork they. will, through experie
.determine the kinds of positions and’ task
with their“particu]ar interests and. ski
mot enjoy«working in an office environment.

, The sdmulated program i¢ designed for studen
ssome office skills:  In Idahu these are studentsz
weocational-office’ occupation: courses. - A modifi
mture is designed for other business educati

“The: BEP INC. Simulated Program consists of short (two to. .
Four -hour): business .and ‘office’ occupations“ex'l ‘atory,experionces, o
vihere students get some feel for the typ i on in:an .
office, office physical environment, an ‘
of :the tasks in an.o . Prior:to-w
occupations: students are infOrmed of-the: po: \ i
Students_ then{decide which position: they: would like. comple an
application, are interviewed ‘by.an executive or admi" Ator,“'
"hired" for a_position.. They bed v workin “the pes 8
are "hired for ‘later from-one pasitlen ta another until the
have had: the of nibyfﬂhd*experience ‘ofworking in: each of the ‘
following positions: Admwinistrative Assiskant:. Vice President,
Executive Secretary,. Receptionist, Cashiere Insurance Clerk and
Posting and Tax Clerk. . e

The purpose in s’mulating an. office is;to give potential office
workers an opportunity. to work. in an office and become -a- part of
a real’ offics organization, The only . time the students. in- BOP INC
do anything other: than:office work 1s when . they become the o
Admintstrative Assistant ~they: *hen act as: the-outside: world i
this position they may. simulate a telephone operator, a custbmer,,f
ora’ banker doun the street. o , 3

BOP INC then, antions as a mortage ‘and: loan office by
simulating ‘the- processes ‘and. procedures ‘that occur ina typical
mortage-1oan-company; As students: ‘assume the position, play: the: role
and. do: the work- as an office- employee, ‘they learn: to participate as:
a part of a:team member in an- office. Their contribution is’ importan
in providing an effective and satisfying office atmosphere. o

oA comprehensive description of BOP INC. is included in
Appendix Exhibit B. _
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Yhat HakesAPACE;and~BOP‘0utstandjnﬂ?

Evaluatiom have shown that stuaemts have had nearly total
positive feelings toward their experzence in PACE and 30P. PACE
serves about 160D students per year. BOP serves about 100
students per year with the average s&udent working in BOP for
about three or four weeks. The mob#¥ity of the units is such that
they are easily ‘transported by educakwmrs from one school to
another. This mobility provides cameer experience to student
in five school districts at a very T cost.

Are PACE and BOP Cost Feasiable and is the Idea Transporfable?

PACE CELJTER
Initial Costs
Cost of 12' x 44' mobile unit 7,500
Remodeling = improvements 1,000
Equipment 1,200
Instructional materials 4,000
Total : 13,700
Operating Cost Per Year
Instructional Aide 5,000
Test Booklets 600
Periodicals 100
Paper and ilisc. Supplies 300
Repairs and cost for transporting 100
Insurance 200
Total 6,320
BOP INC.
Initial Costs
Cost of 12' x 44' [lobile Unit ~ 7,500
Equipment 7,000
Instructional Haterials 500
Total 15,000
Operating Cost Per Year
Teacher (certified) ' 10,000
Instruction material 300
Paper and Misc. Supplies 500
Equipment Rental 2,000
Insurance 200
Total 13,000

BOP serves about 100 students per year for'théee to four weeks
at a cost of about $130 per student. ‘

PACE serves about 1600 students per year for about one day per
studen at a cost of about $10 per student.
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These costs per student plus the initial costs make the mabile
approach feasible and attractive. The programs are well developed
and easily transparable. :

The five school districts have elected to finance the costs
continuing the operation of PACE and BOP,

The above is the final report of the three years of the Bingham
County Developmental Career Education Project.

T3 i Wi Y Jp

(Project DirectoF) '

June 30, 1976
(Date) '
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APPENDIX
Exhibit A

Role Discriptions for Project
Personnel
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ROLE DESCRIPTION OF DIRECTOR OF CAREER EDUCATION

The Director of Career Education working under the direction of
Bingham County Board of Cooperative Services, functions in program
development and the providing of services to schools in Bingham County '
in their establishment of career education programs. : e

The person is directly responsible to the Board and indirectly
to State or Federal agencies that finance all or portions of the pro-.--
gram.

MINIMUM REQUIREMENTS o .

The Director must have had experience in Vocational Education and
Industry. The person must also nave education and experience in career
guidance and must possess the administrative qualities necessary to
direct and serve as an educational leader in the model program. A
minimum of a Master's Degree is required.

1.0 CURRICULUM DEVELOPHENT AND INSTRUCTIONAL IMPROVEWENT

By working with superintendents, principals, and teachers of

the Tocal educationalagencies—the-Director will:

1.1 Establish and direct in the schools a Developmental Career
Education Instructional program emphasizing Career Aware-
ness at Grades K-6, Career Orientation at Grades 7-8, Career
Exploration at Grades 9-10, Career Preparation at Grades 11-12.

1.2 Provide Vocational Education programs designed for occupational
. skill training to prepare students for employability as they
leave high school.

1.3 Establish and direct a Career Guidance Program designed to

' develop in each student positive attitudes about themselves
and the world of work, and assist the student in developing
career decision-making skills.

1.4 Provide a placement program for all exiting students in a
(a) job, (b) post-secondary occupational program, or (c)
baccalaureate program.

1.5 Provide in-service experience for personnel involved in the

Project that will increase their knowledge and motivation
for Career Education.
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2.0 STAFF PERSONNEL

3.0

4.0

The Director will:

2.1 Be résponsib]e for recruitment, assignment, supervision,
evaluation, transfer, and discharge of all Project personnel.

2.2 Actively work with Project staff personnel in a resource-
support role in an effort to facilitate improved professional
competence.

PUPIL PERSONNEL

By working with Project staff, administrators, counselors
and teachers in the school the Director will:

3.1 Provide leadership for the establishment and evaluation of
educational programs in relation to the student needs which
are consistent with Career Education philosophy and objectives.

3.2 Provide leaders for establishing a career guidance program
"~ consistent with Career Education philosophy and objectives.

FINANCIAL AND BUSINESS MANAGEMENT

5.0

By working with the projéct'fiscaI agent and the United
States Office of Education the Director will:

4.1  Develop a budget.
4.2 Administer the budget.
SCHOOL BUILDINGS, EQUIPMENT AND INSTRUCTIONAL MATERIALS

5.1 Assist in planning preparing, or abtaining facilities that
are conducive to the achievement of the Career Education
objectives. o

5,2 Acquire equipment needed to accomplish the planned instruction/ -
skill training program. o o

5.3 Acquire or prepare those materials and supplies needed to
foster the career program.

5.4 Provide an inventory and accounting system for all non-consum-'
able materials and equipment.
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6.0

7.0

8.0

9.0

SCHOOL -COIMUNITY RELATIONS
Through assistance from an Advisory Board the Director will:

6.1 Use available means and media to inform school trustees,
administrators, teachers, students and patrons of the school
districts of the goals, objectives and progress of the Career
Education program.

6.2 Provide procedures whereby the patrons of the districts can
have input into Career Education as it relates to the total
educational program.

6.3 Initiate programs and procedures to mobilize community

resources which improve educational opportunities for students.

6.4 Conduct studies to provide information regarding community
desires regarding various components of the career program.

PROFESSIONAL GROWTH
Through self-study and leadership the Director will:

7.1 Promote professional growth of staff by maintaining his own.
program of professional growth.

7.2 Participate ih professional growth activities for improvement
of knowledge and skill through study, travel, conferences,
professional meetings, seit-appraisal, etc.

7.3 Keep informed about current administrative, instructional,
-and organizational trends in the areas of responsibility.

SUPPORTIVE SERVICES ]
Through coordination and leadership the Director will:

8.1 Coordinate the career program with related programs and
agencies.

8.2 Provide supportive services in the area of Career Education to
all related phases of the school curriculum.

- 8.3 Determine the~need for supportive services and assist in

organizaing and administering an effective delivery system.
ORGANIZATION AND ADMINISTRATION '

The Director will:
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9.1 Hork with administrators in the local sricol districts
1n assisting teacher and counselor in promoting Career
Education objectives.

9.2 Be responsible to the Board of Directors of the Bingham County
Board of Cooperative Services.

9.3 Assist in the formulation and adoption of new or revised school
policies affecting Career Education.

9.4 Administre the Career Education program in accordance with the
goals and objectives established, and provide creative leader-
ship in modifying procedures for enhancing the career program.

TERMS OF EMPLOYMEWT:

Ten, eleven, or twelve month year. Salary and work year to be
estab]ishe¢ by the Board. ’

EVALUATION:

| 4

Performance of this job will be evaluated annually in accordance
with provisions of the Board's policy on Evaluation of Administra-
tive Personnel. : _

Approved by ' | Date

Reviewed and agreed to by . - Date
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ROLE DESCRIPTION OF CAREER GUIDANCE COORDINATOR

MINIMUM REQUIREMENTS

A. The Career Guidance Coordinator must understand the developmental
concept of Career Education, the process of career choice, and
have experience in career development activities at both elementary
and secondary levels. The person should have actual work experience
outside the field uf education; hold a Master's Degree in Counseling
and Guidance, with emphasis and orientation toward vocational
counseling.

B. Be aﬁproved by the State Department of Vocational Education as &
vocational counselor.

C. Such additional or alternative qualifications as the Board may find
appropriate and accoptable.

REPORTS TO
Director of Career Education
- JOB GOAL

Through an organized program of consultant services to principais,
counselors and teachers, provide leadership and assistance in promoting,
establishing, and implementing appropriate career guidance systems within
the school program and curricula.

1.0 CURRICULUM DEVELOPHMENT AND INSTRUCTIONAL IMPROVEMENT

1.1 Establish and direct a Career Guidance Program designed to
develop in each student positive attitudes about themselves
and the world of work, and assist the student in developing
career decision-making skills.

1.2 Provide a placement program for all exiting students in a
(a) job. (b) post-secondary occupational training program,
or (c) baccalaureate program.

1.3 Assist in developing and providing curricula and program

planning, evaluation, and in-service training for school
personnel involved in the Career Education project.
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2.0

3.0

4.0

5.0

6.0

1.4 Review, study and development of performance based certifi-
cate or diploma.

STAFF PERSONMEL

2.1 Actively work with school personnel in a consultant role in
an effort to facilitate improved professional competence in
understanding and implementing the concepts, goals and
objectives of the Career Education project

PUPIL PERSONNEL SERVICES

3.1 Actively work with school guidance personnel to assist in
the development of adequate resource materials and delivery
systems for guidance information necessary to accomplish the
objectives of the Career Education. project.

3.2 Serve as a member of the Exiting Committee in evaluating
terminal student placeme:.t. ‘

3.3 Cooperate with school personnel to provide individual or
group counseling and guidance activities related to the
objectives of Career Education.

3.4 Direct and coordinate utilization of P.A.C.E. Center at
the secondary level within all participating districts.

FINANCIAL AND BUSINESS MANAGTIENT

4.7 Assist in the completion and submission of forms and reports
to appropriate agencies.

SCHOOL BUILDINGS, EQUIPMENT AND INSTRUCTIOMAL HMATERIALS

5.1 Assist in the inventory of facilities, equipment, and
materials in Career Education programs purchased with Project
funds. _

5.2 Control and inventory equipment and materials assigned to
P.A.C.E. Center.

5.3 Assist in the selection and evaluation of materials and
equipment for use in the “areer Education program.

SCHOOL~COMMUNITY RELATIONS

6.1 Provide information to the Director of Career Education,
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6.2 Provide information to school personnel, community agencii
post-secondary educationalltraining institutions and em-
ployers concerning the goals and objectives of tha PACE
Center and the placement component of the career guidance
progranm. .

6.3 Provide information to teachers, parents, and students of
the goals and objectives cf the PACE Center.

7.0 PROFESSIONAL GROWTH

7.1 Assumes responsibility for own professional growth and
davelopment; for keeping current with literature, new
research findings, and improved techniques; and for:

“current administrative instructional and organizationai
trends. _

7.2 Participate in orofe551ona1 arowth activities for 1mprove
ment of knowledge and skills through study, traval, con-
ferences, workshOps, profes51ona1 organizations and meetii
and self appraisal.

8.0 <. SUPPORTIVE SERVICES

8.1 Provide for coordinating career education programs with
related programs of other: school agencies.

8.2 Assist in the ostablishment of cooperative working rela-
tionships between scheol personnel and community agencies,
‘referral services, potent1a1 employers, and post-sccondarg
educational/training institutions.
9.0 ) ORGANIZATION AND ADMIMISTRATION

9.1 Be responsible to the Director of Career Bducation of the
Bingham County Board of Cooperative Services.

9.2 Participate with school administrators in decision making
' where it relates to career education programs.

9.3 Assist in the formulation and adoption of new or revised
school pclicies affccting career aducation programs. ‘

9.4 Carry out such additional duties as may be determined by
the Director of Carcer Education.

TERMS OF EMPLOYMENT

Ten, eleven, or twelve month year. Salary and work Yyear. to he
estabiished by negotiation w1th the Board. .




EVALUATIOR

Performance of this job will be evaluated in accordance with provisions
of the Board's policy on Evaluaticn of Administrative Personnel.

Approved by: Date

Reviewed ancd Agreed to by Date
{Incumbent)
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ROLE DESCRIPTION OF SIMULATED OFFICE TEACHER OF B.0.P. IIC.

MINIMUM REQUIREMENTS

The ifodel Office teacher should hold a B.A. in Business Education and
must have worked as an Executive Secretary in addition to various
other business aspects.

Must be anproved by the State Board of Vocational Education #s a
vocational teacher.

Such additional or :”tornatives to the above qualifications as the
Board may find appropriate and acceptable.

REPORTS TO: The Director of Career Educc.:ion
JOB GOAL:

Through simulation, students will actually come in contact with conditions
and experiences of a reguiar office environment.

1.0  CURR:iCULUM DEVELOPMEMT AMD INSTRUCTIONAL IFPROVE "INT

1 1.1 Develop and provide'curricu1a for BOP.

1.2 Assist the Business teachers in working with the students
in this program.

1.3 Develops and maintains an office environment ccnducive to
effective learning within the limits of thz rasources pro-
vided in the van.

1.4 Employs a variety of instructional techniques and instruc-
tional media, consistent witn the physical limitations of
location provided and the needs and capabilities of the
individuals or student groups involved.

2.0 STAFF_PERSOHHEL

2.1 Actively work with the Business Teachers and school personnafi
in a consultant role in an affort to facilitate improved '
professional competence in understanding and implementing
the concepts, joals, and objectives of the career education
project.

2.2 Establishes and maintains cooperative relations with others,
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3.0 PUPIL PERSOMNEL SERVICES

By working with the projact staff, administrators, counselors
and teachers in the school districts the instructor will:

3.1 Provide leadership for the establishment .and evaluation of
aducational programs in rélation- to the student needs which
arc consistent w1th career education philosophy and objec-
tives.

3.2 Serve as a member of the Exiting Committee in evaluating
terminal student placement.

3.3 Encour:2e students to set and maintain standards of office
behav1or.

4.0 FINANCIAL AND BUSINESS MAMAGEMENT

A1 Assist the Director of Career Education in the completion
and submission of forms and reports to appropriate agencies.

5.0 SCHOOL BUILDINGS, EQUIPMENT, AND INSTRUCTIONAL MATERIALS

5.1 Provide an inventory and control for equipment and materials
in BOP, Inc.

5.2 Assist in the selction of equipment, and other instruct1ona1
materials.

6.0 SCHOOL COMMUNITY RELATIOHWS

6.1 Provide information to the Director of Career Education,
School Personnel, businessmen, students, patrons and all
other interested parties of the goals, objectives, and
progress of the Career Education Program, and in particular,
the BOP, Inc. program.

6.2 Make provisions for being available to students and parents
for educational related purposes outside the instructional
day when required or requested to do so under reasonable
terms,

6.3 Works to establish and maintain open lines of communication

with students and their parents concerning both the broad
academic and behavioural progress of all assigned students.
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7.0 PROFESSIOMAL GROWTH

7.1 dssumas rcsponsibility for own professional growth and
deve]opment, for keeping current 11thraturc, new woeooich
findings, and improved techniques; and for current adminis-
trative instructional and crganizational trends.

7.2 Participate in nrofessional growth activities for tmprc:--
ment of knowiadge and skills through study, travel, confer-
ences, workshops, professional organizations and meetings
and self appraisal.

8.0 SUPPORTIVE SERVICES
8.1 Assist in coordinating carcer education programs with °
relatad programs of the other school agencies.

8.2 Assist the Director of Career Education in establishing
cooperative working relationships between school perscanel
and ccmaunity agencies, referi2i services, potential
emnloyers, and nost~secondary educationai tiraining institu-
tions.

8.3 Participate as a faculty merher at the schocl when BOP is
at the scheol.

9.0 ORGANIZATIOH AND ADMIMISTRATICH

Cducation for the
ices,

9.7 Be responsible to the Director of

Car
Bingham County Board of Ccoperative

gar
Sarvi
9.2 Participate w?zh school administrators in decision making
whera it relates tc carecer cducation programs such as BOP.

9.3  fMssist in the formulaticn and adoption of neaw or revised
school policies aifecting career education programs.

9.4 Carry out such additional auties as nay be determined by
tha Director of Carecr Education.

_ TERMS OF EMPLOYMENT !

Nine, ten or elaven months 2 year. Salaries and work year to
be established by nagotiation with the Board.

EVALUATION:
Perforimance of this jeb will be evaluated in accordance vwith
provisions of the Bcards policy on Evaluation of Administrative
Personnel. .

Approved by’ Date:

Reviewed and Agreed to by Date:




ROLE DESCRIPTION OF P.A.C.E. CENTER AIDE

Minimum Requircments;

A,

The P.A.C.E. Center Aide should be mature, pleasant and perscnable,
possessing the ability to work equally well with school faculty and
young adults. The person must be willing to develop an understanding
of the concept and purpose of Carcer Education, the process of career
davelopment and the role of the carear information services and work
samples activities as proveded thrcuch P.A.C.E. Center.

The persen should have actual work experience outside education as
weli as prior expcriences as a teacher aide or at least one year
of education or trainin2 bevond the secondary level,

The person may havc such additional or alternative qualifications
as the Board may find appropriate and acceptable.

REPORTS TO: Director of Career Education

JoB

1.0

2.0

GOAL: Through an organizad program of activities, provide hands-on
exploration and career guidance information to schcol faculty,
students and cther interested persons.

DUTIES AND RESPONSIBILITIES

1.1 Become thoroughly acquinted with all work smaples, career
and guidance information, materials and equipment assigned
to PACE Center.

1.2 Present the Programmed Activities for Career Exploration
to students and other interested persons who visit PACE
Center.

1.3 Assist students and other intarested persons in utilizing
the equipment and information provided by PACE Center.

1.4 Become acquéiated with resource and referral agents and
personnel in the school and community who may provide add-
jtional carcer or guidance information and services to
students.

1.5 Become acquainted with a wide variety of information
concerning caresrs and student options for compieting the
transition from aducation to the world of work.

STAFF PERSORNEL

2.1 Actively work with schcol personnel in an effert to provide
career guidance information to all who may need tha service.
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3.0 PUPIL PERSONNEL SERVICES

3.1 Actively work with school guidance personnel to ~ssist in
the provision of career guidance information %o students,
staff and all other interested persons.

3.2 Refer students and others who may dasire additional assise~
tance and information on careers or placement options to
school guidance personnel or other appropriate personnel
and/or agencies.

4.9 MANAGEMENT AND EVALUATION

4.1 Maintain accurate records of students and other interestad
persons who visit or utilize PACE Center.

4.2 Assist in the completion of forms and reports to be submitted
to the Director.

5.0 FACILITIES, EQUIPMENT AND INSTRUCTIONAL MATERIALS

5.1 Haintain the inventory of facilities, equipmen® and mat-
f~111s -assigned to PACE Center.

‘ 5.2 Maintain an accurate record of all materials or equipment
Toaned from PACE Center. '

5.3 Be responsible for the day~-to-day maintenance of PACE
Center facilities, equipment and materials.

6.0 SCHOOL ~ COMiUNITY RELATIONS

6.1 Provide information to the Director of Carcer Education,
school personnal, students, patrons and all other interested
parties of the goals, objectives and progress of the career
education program,

6.2 Provide information to teachers, parents, students and other
interested persons of the goals and objectives of the PACE
Center,

7.0 PROFESSIONAL GROWTH

7.1 Nssumes responsibility for own professional arowth and
development: for keeping current with information and
materials assigned to PACE Center and with sources and
resources for student and faculty use.

7.2 Participate in growth activities for improvement of know-

ledge and skills through study, travel, conferences, workshops
professional organizations and self-appraisal.
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8.0 - SUPPORTIVE SERVICES

8.1 Assist in thc maintenance of cooperative working relation-
ships betweecn school personnal and the community.

9.0 ORGANIZATION AND ADMINISTRATION

9.1 Be responsible to the Director of Career Education of the
Bingham County Board for Cooperative Services.

9.2 Carry out such additicnal duties as may be determined by
the Director. ,

TERMS OF EMPLOYMENT

jiline, ten, eleven or twalve month year. Salary and work'year
to be established by the Board. ~

EVALUATION
Performance of this job will be evaluated in accordance with
provisions of the Board's policy on Evaluation of Instructioncl
Personnel.

Approved by » : Date

Reviewed and Agreed to by _ Date
- (Incumbent)
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APPEMDIX

Exhibit B

UNITS & ACTIVITIES FOR CAREER EDUCATION
K-12

"Guid for Implementing Carcer Education in Bingham County"

"B.0.P. Inc., Simulated Office Progran”
A curriculum and teachers gquide for a i2' x 45" mobile office

"P,A.C.E. Center - Programmed Activities for Carecr Exploration"

An activity and resources guide for providing a career information
center in a 12' x 45" mobile unit
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ACTIVITY ORIENTED CAREER EDUCATION UNITS

These materials are units of caryirng lengths (a single activity to
a 9-week unit) designed for integrating career education into Iocal

classroom curriculum.
methods and resources.

These units contain behaciorial objectives, -
Bacause of the bulk involved, copies of the

units are not included in this appendix.

Grades X-3 Career Awareness
Goods and Services
Self Awareness

The Dairy Farm

HeaTzh Services

Pecple lho Protect Us

People Who Provide Us
Transportation

People ttho Provide Us Shelter

People Who Provide Comm.

People Who Feed Us

People "ho Work With Tools
and Machines

People Who Hork with Aaimals-

Workers in the School

Horkers in the Community

Community Government

Clothing

Understanding Myself

Responsibilities of the
Child

Me

Seeds

Community Helpers

Grades 7-9 Exploration

tho Am |

Cluster Groups

Self Awareness
Agriculture, Gr.
Government Related Careers
Recreaticn & Entertainment
Home Living--Desserts

Home Living--Homecrafts
Career Orientation
Construction

Education

Careers-Health & Welfare
Plate Techtonics
Occupations in Scicnce

Grades 4-6 Career Awareness and
Self Avareness
(Clusters)

Hining in Idaho

Agriculture in Idaho
Lumbering in Idaho

Career Awareness in the Arts
Career in Arts--Music & Dance
Language Arts, Speech & Drama
Careers in Communication
Banking .
Dairying
Commerce--Transportation
Industry--Agriculture--Landowner
Careers Relaied to Trade & Finance
Electricity

Health

Inventions--Causes of Change

Law Enforcement

Work Values

Interest & Aptitudes

Work Interest & Abilities

HYork Values

Genetics and ian

Horsemanship

tllhere Do People Work

Drugs in Todays Yorld

Home Ec. I Fcod Unit--Restaruant
Food Service

Careers in Heather

Products of the Lithosphere & Ralated
Careers '

Exploring Careers Thru Environ

Space Oriented Careers

General Parsonality Traits

Selecting Broad Fields

Search for Real Self
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Grades 9-12 Exploration & Preparation

Journalism Related Careers - Careers in Aerospace Age
English & lang. Related City Parks & Recreation

Careers - Career ldentity
English & Lang. Related Electricity

Subjects Chemistry Related Carecps
Mass Media Related Careers/ Carpentry '

Emphasis in Bfoadcastina Math Related Careers
Marketing & Finance Math Related Careers
Meat : Structural Carpentry
Comercial Art as.a Career Industriai Plastics
Food Production & Preserve Structural Carpentry Careers -
Bakery Products - How to Learn a Job ~- Preparing a
Postal Work _ Manual -
Attitudes & Appreciation ‘Selecting & Applying for a Job
Non-Verbal Communication: Personality & Job Success
Verbal Communication Mass Mediau-Advert1s1ng Man's
Yritten Cormunication N;eds

Employability Skills

INTEGRATED ACTIVITIES FOR CAREER EDUCATION

These 2re short career activities for use in. 1ntegrat1ng career
-education into the classroom curriculum,

K-3 Awarmmess

Cosmetology-~Beautician &  I'm Glad I'm Me
Barber Tools of ther Trade

Doctor-& Nurse ‘ Career-Password Game

I Am Glad That I am Me Career Hats

Policeman - : Feelings

Cosmetaligist (Beautician People, Paople, Everywhere
& Barber) Family Jobs

A Fireman's Equipment Services and Goods

Take a Tool - Goods and Services

Traffic Policeman Five Senses

My Needs

Student of the Heek
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K-3 Awareness (Con't)

Dipping Chocolates

mothers “ork

Tools HMake Hork Easier

Schoo! He]vers

pParents! Career

Workers Use Tools

Self Awareness

Wwho Am I?

Careers in the News

Hands of Workers

A1l About Me

The Telephone (Commun1cat1ons)

Post Office

Game ‘larden

What I Hould Do If I Ran
the School

Careers

Who is Involved with
Potato Chips

Where Did Your Mame Come
From

Career Realted Word
Endings '

- What My YYorkers Do

My Worker

Horkers at School

Tic-Tac-Toe Occupational
Spelling

-Workers at-Fastern-I¢aho-
State Fajr

Occupation Day

Communication (TV Weather-
man)

Knowing Me

Game Warden

e

Newspaper Unit

Post Office Unit
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Tne Grocery Unit
Self-Awareness Activity
Seeds for Your Garden
Anagrams

Jobs

Exploring Taxes
Depending on Each Other
Career for a leek

tlhat 1 do Best
Attitudes Toward Work
Piano Tuner

Student of the Day :
Taxes & What They do for Us
The Wide World of Sports
Post Office & Its Employees
Tools & Workers

Spotlight on You

Tools & Workers Game

Pupper Dramas

How Many Job Do I Know?
Workers in our School
Newspaper

My Choice: Me '

A Language Barrier

Distant Places

Professional Workers

Good Feelings

Community Citizensnip

I See Me; Gr. K-¢ - -



Gradas 4-6 Awareness

Creative Writing Jobs Can Be Creatad
Carear Visit Career Bingo
Occupation Auction Alphabetizing Careers in Servize
Parsonality & York Production of Fruits & Vegetables
Career Day Feelings of Prejudice
Career Art Alphabet1zing Careers in Service
Clustering Activity Jobs in our Community
iatching Tools to Career Forest Rainger
Self Development: Hobby Dental realth
Analysis Getting %o Know You :
Attitude P]acement Cereal Industry Horkers
Ranching . .~ Carpentry
Search1nq Me Bricklaying
Veterinarian I Yant To Be...
Job Interviews Classroom Post O0ffice .
Self Awai-zness Cattle Industry
Letters of Application Character Development
A Class Safety Engineer Careers Today & Yesterday
Hork of Appraisors - NMursing Career
School Custodian Conservation/Nat. Resources/Workers
Forms of Government Cement Working
. Influence Work ;. Carpentry in Bu11d1ng Our
Carpentry Community -
That's For Mc - Farming as a Career-.
e Compgtition Creative Writing
My ‘Autobiography Carcer Person of the Yeek
Doing the Job Better Television
Clustering Careers Telephones
- Field-Trip to-School Kitchen ' ~Pottery Making
Hybridizing For Pleasurakble Law Enforcement
Environ. Interviews--Role Playing
Radic Program. - Television
Job Interview (Eng. Class) Career Quiz Game
Career Survey : “iass Procuct1on of Puppets &
Recreation torkers Role Play
Newspaper Y“orkers Local Mock Government
How Do I Rate? * ° Construction Cluster.
Language Arts Identity fusction
Art--Flower Arrangement - Horking in Taurism
Language firts-Voice Fine Arts as a Career
Training Gov. Jdcbs in U.S. & Canada -
Air Line Employ-as Fish & Game
Getting to Know You My Personal /\ppearance
Self Awareness , Job Application
Birds of Prey & Falconry Careers in Fashion

Cattle Feeding
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Grade 7-12 Exploration & Preparation

Job Types are Affected by
Community
Overpopulation & Problems
Exploring Pollution in
Comunity
Fing:ng Our Hay
Careers in Electronics
Technology
Cartography
Carzers in Architecture
Orientation of School
Ylhat Does a Librarian Do?
Horking with-Basic Elec.
Your Friends and You
Givingl& Receiving Direc.
‘'re & Post Test
Learning to Read Fractions
‘ of Inch
Poetry Writing
Softball
Horking in World of Metal
Working with Power Engines
Horking with Graphic Art
Introduction to Knitting
Using the Claw Hammer
Casting with Urethane P
. .Plastic
Types of Nails Used by
- - oodworkers--
‘Using "Co-Ed" 1n Job
Aware
What Tyne of" Wath for Ye?
Cashier .
Spending
Self Evaluation
Looking at Self
Hobbies
Career Exploration
Home Furnishings
Child Care
Photography Field Trip
Golfing
Character Qualities -
The American Road
Food or Famine
Unseen Enemies
Library Assistant

How Much Math?

A Math Program for Me
The Yorld of Hork
Math and Me

Is Understanding of Basic Math

Necessary?

Home Crafts

Basketball

Snowmobiling Safety

Party Planners

What Does Florist Do?

My Spec. Abilities in Rel.
Careers

City Government

Photography

Yhat's My line?

Connotative Meanings
Safety in A1l Things
Food and You

Hospital He]pers

Jobs for Health's Sake
Letter Writing
Classified Advertising
Careers for Good Hriters
How to Use a Sociogram

.Government Jobs
Iachinist

Comparative Paper

--Informative-Essay*’- R
Etiquette & Table Setting

Becoming and Adult
Cooking -for'a Crowd

Improving Personal Appearance

Work & Success -

Manuscript Typino--Choosc Vocation

Type.-Letter of Application
Buying a Car

Figuring Income Taxes
Knowing Yourself

Occ. Improvization--Theatre Games

Pantom1ne
Debate on Career Education

Student's attitude fibout tork

"*qotation & Connotation
Knowing Myself

Art & Advertising

Art as Your Career

Lib. Student Service Reservation &1Your Career Needs
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Grade 7-12 Exploration & Preparation

Dressing Yourself & Direction
Others Cultural Exchanges & Prejudices
Carecer Pantomines Value Clarification
Speech to Inform Job Explordtion
Literature: Character Analysis Uritten Communication
Long Term Writing Unit Researching a Career
We all Have to Budget Lang, ‘Skills on the Job
Seeing How Algebra is Used in Bus,” Expl. Personal Values thre N
Mechanics Novels
Agricultural Supplies HWork with Mental I1lness
Agriculture . Sicial Services
Governmental Services Time and Change
Jobs That Use Math Today Our community and Its Work
Understand Use of ‘Algehra - Who Am I? What You Th1nk of Me?
Interview--Source of - - Fore1gn Relations:
Information State Courts .
. Shopping in French Interaction of Han wwth Man
Cooking Crepes Character Examination
Gov. Careers in Span1sh Do R
Puppetry

Assignment: Tourist -
Jdobs U: ng Spanish -
Spanish in Farming
Aviare of Otheyr Cultures
Demonstration Speech
on Hobby

Special Achievement
~ Hath, natics
Job Awareness

Job Clusters
Letters of Applicatjon
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FINAL EVALUATION REPORT
BINGHAM COUNTY CAREER EDUCATION
PROJECT

1975-76
GRANT #0EG-0-73-5300

Final Repart Through
June 20, 1976

Report Submitted by the Third

Party Evaluation Team

“Dr. Laverne Marcum, Chairman
Dr. Hilliam Baller

- dr. Richard L. Willey
Or. John Zaugre
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SECTION I
INTRGDUCTION

This report represents the final assessment for the {975—76 school year.
of the Bingham County Career Education Project (BCCEP) in Bingham County, Idaho.
Broadly speaking, it represent: an evaluation of career education procedures,
practiées, processes, and outcomes in the five (5) school districts participating
in the project. These school dfstricts include: Blackfoot School District
#55, Aberdeen School District #58, Snake River School District #52, Firth School
District #59, and Shellay School District #60. Each school district has par-
ticipated in the project for a period of three years with the 1975~76 school year
representing the third and last of a three year federally funded project. Grades
K-12 in all project schools generally were involved with awareness, exploration,
preparation, and placement activities and programs. More specifically, this
report is an assessment of the seven (7) career education objectivés concerned
with the project.

Also, selected career education processes were evaluated. Among the
numerous processes evaluated were the following: - inservice training programs
for both teachers and counselors, coordination of school career educétion
activities with local state employment agencies.and federal manpower agencies,
vocational education programs, and various cooperative education programs.

The objectives and processes were evaluated from August, 1975 through
May, 1976, with all assessment data coilected by May 15th. The final written
feport for the BCCEP was drafted in late May. It was accepted for approval on
June 10, 1976 and submitted to the director of the BCCEP for acceptance on that

same date.




For ease in preparing and writing this report, it has been divided into

the following major sections:

1.

2
3.
4

An overview of the Bingham County Career Education Project;
Evaluation Design, Methodology, Statistical Treatment;
Findings for each of the seven objectives;

Summary and Outstanding Contributions of the Project.

A presentation and discussion of each major section follows.

80




The five school districts in Bingham County, Idaho, have been involved
in an exemplary career education projéct. The project was funded through the
U.S. Gffice of Education, under Part D of the Vocational Amendments of 1968.
The general goal of the project was to promulgate career awareness, exploratiocn,
and preparation activities in grades K-12 throughout selected échoo] districts.

In order to accomplish this generic goal, one hundred fifty teachers,
counselors, and administrators constituted personnel used to implement the five
major program’componenté of the project. These components were:

o A. The ﬁti]ization of curriculum units and learning activities to be
integrated at all grade levels (K-]Z) within the traditional subject
matter. fhe major thrust of this component wa. to:identify for |
students the relationship between subject matter and the world of work.

B. The establishment of a developmental career gufdance program for all
grade levels which was designed to assist students in developing
Positive self—concepté, self-enhancing work values, interests, ap-
titudes, abilities, and goals as they are related to career develop-
ment, decision-making, and vocational p]écement.

C. The use of two mobile "resource" laboratories to assist high school
students with in-depth, short term career education experiences:

1. A model office-simulation experience organized to allow Office
Occupations Education students the opportunity to explore a wide
variepy of potential occupations as well as prepare for actual
employment by becoming familiar with many of the most modern ,
machines‘and procedures now: in use in the business-]abcr-industry

community in which they might eventually seek work.
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2. The Programmed Activities for Career Exploration (PACE) was
changed from the function of a carwr information center to a
hands-on work sampler lab for the 1975-7€ school year. The
lab was mobile and was scheduled for Gth grade'students at
each of the five county junior high schcols. Students par-
ticipating completed six different work samples illustrating
basic principles which jobs have in common. The pdrpOSe waé
to provide students an opportunity to explore careers through
hands-on experience in a variety of simple job tasks.

D. The expansion at the high school level of vocational skill training
courses to assist students in implementing their career choices
and in obtaining marketable life-time skills.

E. The Bingﬁam County Program for Exceptional Children cooperated
closely with existing career educatioh programs to provide pre-
vocational counseling and vocational skill training needed for
learning-disabled and handicapped students. |

F. Career plans and mini-grants at the building level were implemented
in the 1975-76 school year. These were a Strategy to encourage4
greater support from administration and provide incentives for

implementation of career education concepts at the buiiding level.

The preceding represents the five major components of the Bingham
County Career Education Program used to implement its objectives.

The project involves five staff members responsible for developing and

implementing the project throughout five school districts. The staff members
include: a director, a guidance coordinator, an office simulation instructor, a

‘career information aide, and a secretary.
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These staff members work closely with building coordinators of each school
involved with the implementation of the project's goals. Building coordinators
are specifically responsbife for disseminating career information to school
personnel énd for writing a monthly career edﬁcation report about the schools'
career education priogram. They alsc served as the building contact person

for the Evaluation Team.
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SECTION II

Descriptior: of the Evaluation Desidn and Procedures

Experimental subjects for all grades considered were drawn from the Snak.
River School District. This was done simply due to the fact that it was deter-
mined that of all schools participating in the'Career Education Program, Snake
River schools were most accessible in terms of propinquity. Students in Snake
River High School, Snake River Junior High and Riverside and Moreland Elementary
Schools were drawn as intact groups by class levels for the purpose of examination.
Intact classes by grade level were drawn from these schoois for service as the

frame of reference for third year program impact.

Statistical Methods Used

For all tests employed and all data generated, experimental and control,
initial base-line data were gathered for the écademic year extant. Subsequent
to initial data grocurement, t-tests were utilized to contrast terminal gains
with initial disposition of subjects, taken nomothetically, testing the proposition
that if career education had an impact sensitive to measurement by the devices
employed, terminal considerations should differ significantly from initial meas-
ures in a manner suggesting gains which could not have been expected by chance.
In instances where terminal! group means suggested better pefformance théﬁ gﬁitia]
experimental group means, analysis was - vminatedforthwith. In caées where ter-
minai means excelled initial (ﬁre—teét) reans, even marginally, the t-test was
completed and resu]tsvhave been reported with the probability level at which

the difféfence was significant..

Testing Instruments !sed

v

A general description of each standardized testing instrument used in the

: éva?uation of . the BCCEP follows:



1. Self QObservation Scaies*:

The Self Obsgrvation Scales (SOS) is a self-report, group administered
instrument used to ascertain the degree to which students perceive them-
selves in relationship to peers, teachers, and school. It is an instrument
used to examine the affective development of chi]dren in_the primary grades.

The primary level of the SOS for grades K-3 was the specific form of
the instrument used for the evaluation procedures. This instrument assesses
five dimensions of a child's se]f—concept.< These dimensions and brief
descriptions of them_fo]]ow:

a. Scale I - Self Acceptance

Children scoring high on this dimension view themselves as happy, 16-
‘portant and competent, Low scorers on Scale I identify children who
are unhappy, undesirable, and non-important. An examp]e of a statement
which measures this dimension of the SO0S was: Do you feel goud about
yourself most of the time?

b. Scale Il - Social Maturity

Children scoring high on this scale view their,re1étionships with other
people as being positive. High scorers are independent, persistent, and
sensitive to the needs of others. Low scorers view themselves as quitters
and loners. An example of a statement from the SOS assessing this
dimension was: Do other children do things better thaﬁ ygu? “

¢. Scale III - School Affiliation

_ Chi]dren scoring high onmthisAscale.viewnschoolwas_havingma positive
Jdnfluence upon them. Low scoreré perceive schbo] as being an unhappy
place. Low scorers é]so percéive that school s not an important place
to be. An examéle ofLa statement from fhe S0S assessing this dim@néion

~was: Is school a happy place?
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d. Scale IV - Self Security

Children scoring high on this scale are confident in themselves and in
the people with whom they come in contact. High scorers are confident
with what they are trying to achieve or to accomplish. Low scorers are
insecure, anxious, and depressed. New experiences are frustrating since
there is a great dea] of uncertainty about them. An example of a state-
ment from the SOS assessing this dimension was: Do you get narvous at
school?

e. Scale V - Achievement Motivation

Children scoring high on this scaie are those who prbbab]y achieve well
in school and low scorers are children who probably do not achieve well .
in school. This scala2 is presently undergoing validation and should be

viewed as experimental.

Career Education Questicnnaire, Form A, Grades K-3:

The Career Education Questionnaire (CEQ) is a direct, self-scoring,
picture inventory of the world of work. CEQ attempts to ascertain the
degree to which students can demonstrate their knowledge of the training
requirements, job skills, duties, and rewsirds of occupations classified as
goods-prcducihg and service-producing industries. The format of the
inventory requires students to identify from a grouping three pictures for
each of thirty different questions appropriate responses. An axample of

a statement and/or quegfion from the CEQ was: Idestify the picture of a

_.worker who enforce: “he.law...The test yields .one, overall SCor@. - o me

Career Education Questionnaire, Form A, 3rades 4-6:

The Career Education Questionnaire (CEQ) is a direct, self-scoring,

muitiple choice and matching inventory desidned to assess a student's

‘know1edge about the world of work. Job skills, job requirements, work

tasks, and rewards are.areas in which the CEQ assesses stqdentS"know1edge
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of work. The CEQ format requires a student to select from one of four
possible answers to multiple choice quizzes or to'identify matched state-
ments. There are a total of 56 questions for the CEQ, Grades 4-6 Inventory.
The test yields one, overall score.

Career Development Inventory:

The Career Development Inventory /CUI) is a selfedirected inventory
measuring the general concept of v. . 1 maturity. The DI has been
designed for use by students in gradas * thru 12. It yields threekscores,
two of which are attitudinal and one of which is cognitive. The three
scaled scores aré: (A) planning orientation, (B) resources for exploration,

and (C) information and decision making. The questions have been purposely

designad for both boys and girls.

Career Education Concept Relationship Questionnaire

A Tocally constructed survey form designed to determine if students can
demonstrate in writing the degree tc which they could identify refationships
among interests, and values, and the world of work. The instrumer: consists
of two open-ended questions. ‘

A two-part questionnaire was constructed to assess the relationship among

interests, va]ueS,‘and the world of work. See Appendix A,

Career Development Inventory

An objective, multifactorai, self-administrating, paper-and-pencil

_ihVéﬁfﬁry measuring the vocationai maturity of adolescent boys and girls.

It yields three scale scores, two of them attitudinal and one of them .

cognitive. It also yields a total score. The names of the scales are:
(A) Planning Orientation (attitudinal); (B) Resources fur Exploration

(attitudinal); (C) Information and Decision Making (cognitive). .
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7. Assessment of Career Development (ACD)

The ACD focuses on core aspects of career development that can be
economically and objectively measured through use of standardized group
assessment procedures. Scales in the ACD are structured around the fol-
Towing components of career development: (A) Occupational Awareness (in-
cludes occupational knowledge and exploratory occupational experiences);

(B) Self-Awareness (includes job values and preferences, career plans,
self-evaiuation of career planning, and perczived needs for help with career
planning);(C) Career Planning and Decision Making (includes career planning
knowledge and involvement in career planning experiences). In addition,

student reactions to their career guidance experiences are obtained.

Testing Procedures Followed:

A1l standardized tests used in the evaluation of the BCCEP were admin-
istered according to the instructions outlined by the authors of the various
test manuals.

Individuals administering the inventories consisted of one assistant and
one associate professcy «f education who have had extensive background in
testing, measurement, statistics, evaluation, and test construction.

Both test‘adminisﬁrators attempted to be consistent with the manner in
which they administeivsd ine standardized tests in both thé‘pre~test and the

post-test conditions.

- Management Plan: .

The Evaluation Team developed 2 piin for managing the many activities

provided for in the project.

Treatment Group Area'Matrix:

This matrix will be found in Appendix B anrd provides a visual picture

'LTV} 4“ '8i;" B
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of the activity (or treatment) for each objective and the grades, groups or

individuals participating.
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SECTION III

Objective I
Sixty percent of students in grades K-3 will have becc:iie aware of
self and others and aware of the world of work. This will include
having esteem for self and others and being able to distinguish be-

tween careers in the "Goods and Services" clusters,

FINDINGS:

To adequately address this objective, it required of the third
part evaluation team to asses the (1) specific component aspects of it and
tc assess (2) those concepts alluded to in the objective; and then to draw
inferences which suggest the degree to which the objective has been met.
Variables undergoing evaluation include:

1. Sixty percent of K-3 grade level students will bé<presented

career education instructional units.

FINDINGS: Matrix A identifies and numerates the schools,
teachers, students, and‘learning processes
and practices linked to the instructional
units for grade level K-3.

Ten different elementary scﬁco]s actively participated ih this as~ -~
pect of the Career Education Project. These schools included: Aberdeen
Elementary, Elmwood E]eméntary, Fort Hall Elementary, Groveland Elementary,
Johnson Elementary, Moreland Eiementary, Stalker Elementary, and I.T.
Stoddard Elementary schools.

More than sixty different elementary school teachers developed more

" than 140 units of instruction. These units consisted of self-awareness,

career-awareness, resource-people, and field trip activities. The majority
of these activities centered or the cuiicept of career awar«ness for children.
Teachers from Groveland Elementary, Pingree-Rockford Elementary, Shelley

Elementary, Stalker Elementary, and I.7 Stoddard Elementary schcols have

 written the majority of instructional nits. It should by noted that few 9
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Matrix A: Instructienal Units K-3

School . No. Teachers Activities No. Students
SA-CA-RP-FT
1. Aberdeen Elementary 6 6-9-2-2 327
2. Elmwood Elementary 6 2-6-1-0 109
3. Fort Hall Elementary 3 . 2-3-1-0 117
4. Groveland Elementary 8 7-17-8-2 450
: \
5. Johnson Elementary 4 6-7-1-2 - 204
6. Moreland Elementary 4 4-4-0-3 640
7.  Pingree-Rockfard 8 4-3-3-1 470 .
-Elementary )
8. Shelley Elementary 10 | 7-15-3-2 850
9. Stalker Elementary 9 all activities: 800
SA/CA
10. I.T. Stoddard Elementary 8 10-15-2-0 , 500
TOTALS 64 . 48-79-21-12 4100+

SA=self awareness, CA=career awareness, RP=i-esource person, FT=field trip

o1
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instructional units emphasized "hands on" activities or "doing" activities.
Most activities emphasized career education concepts throuch abstract learning
via films, film slides, and DUSO I and II Kits. It only seems reasonatie to
expect teachers to do career viucation thru "hands on" activities since a
major premise of career education is learning thru doing.

Many students in K-g grades participated both directly and indirectly in
the instructional-units. Teachers in grades K-3 more than met the percentage
of students identified in Objective I who participated in the instruction
units. The percentage of students in grades K~3 involved with career ed-
ucation concepts was approximateiy 80 percent.

It should be noted that on site visitations revealed that teachers were
sti11 doing career education as an adjunct to the regular curriculum. Teachers
were still taking "time out" from the regular cufricu]um to do career education.

Teachers should know that one goal of career education is to integratz its con-

cepts into the regular subject matter content of a course. Once this occurs,

career cducation becomes the vehicle for increasing motivation and learning

in students. Perhaps, one recommendation here is for teachers to be recycled

thru career education concepts to refresh their memories on some of the basic
tenets of career education.

The overall imp?EZ”“”
I was that teachers were actively striving to do career education and seemed
to have a genuine interest in it.

2. QGrade three level students will increase their knowledge.about

occgpatfons‘and careers. .

FINDINGS: The Career Education Questionnaire (CEQ) for Primary
 Grade students was adm{nistered on a pre and post

test basis to third grade <:iudents at Moreland Ele-

mentary School. Subjects were se]ected on a random

basis. Results of these test administrations may be



viewed in Table I. A discussion of data follows:

TABLE I: CEQ, Third Grade Students

X No. Cases
CEQ Pre Test 14.41 36
CEQ ' Post Test 14.52 36
Difference 11

Thirty-six third graders were administered pre and post CEQ tests.
Results indicated a pre-test gr0u§ X score of 14.11 and a post-test group i :
score of 14.52 with a difference of .11 points favoring a slight Qrowth in
career information and job related knowledge. There were no significant
differences in ? scores. It seems reasonable to suggest that some growth
has occured, but that the impact of career education concepts and jud re-
lated facts have had little or n~ effect on student cognitive growth or be-
havior change. Students have not for all practical purposes ingreased their
knowledge concerning the differences between paid and unpaid work, knowing
the duties of different occ d.onﬁ, and knowing what some of the major re-
sponsibilities of various occupational groups might be.

3. Grade three: level studeﬁﬁé will develop positive self-concepts

in relation to life style careers.

FINDINGS: The Self Observation Scales (S0S) for Primary Grade
Students was admi.istered on a pre and postﬁtest basis
“¢o third grade students at Moreland Elementary School.
,Subjetts were selected on a random basis. Thévsbs
k%%asures such cancepts as self-acceptance, social

maturity, school affiliation, and self-security.
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Results of these test administrations may be viewed
in the following Table . A discussion of data follows:

A. Self-Acceptance

TABLE II: SO0S, Self-Acceptance, Third Grade Students

PRE POST DIFF.

No. Cases 35 35
X 47.71 49.92 +2.21
SD 5.22 5.60 .38
Ave. % Score 41.83 43.75 7.92

Thirty-five third gradeAstudents were administered pre and post SOS tests.
Results indicated a pre-test group X score of 47.71 and a post-test group X
score of 49.92 with a difference of 2.21 mean score points favoring a slight
growth or change in self-concept development as it relates to self-acceptance.
This scale suggests that individuals or groups of individuals with high scdres
(t score of 75+) view themselves in a positive mannar and attribute to them-
selves the qualities of happiness, importance, and competence. They see
themselves as being held in importance by teachers, family, and psers. Stu-
dents or groups of students obtaining a low score (t score of -25) tend to
view themselves as being unhappy, lacking of self-confidence, and having few
competencies. A post mean score of 49.92 for the subjects seems to suggest
that the students tend to fall somewhere between the two extremes mentioned
prévious1y. They percéiVe themselves as being both happy and unhappy, im-
portant and“%unimbortant, and competent and incowpetent. Perhaps, this
ambivolence reflects in part the circumstances and conditions of the moment
the test was administered. However, it also seems reasonable to suggest that

as students are developing in schools their personality is always in a state
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of flux, and as a cohééquence their self-concepts are a measure and reflection
of this uncertainty. Perhaps this is one r  >n that might to used tn exnlain
a small change in behavior as measured by the self-acceptance scaie of the

SOS Inventory.

B. Social Maturity

TABLE IIl: SOS, Social Maturity, Third Grade Students

PRE POST DIFF.

No. Cases 35 ' 35
X .~ 51.06 : 48.19 -2.87
SD 5.13 4.24 - .89
Ave. % Score 43.26 32.17 -11.09

Thirty-five third grade students were administered pre and post SOS
tests. Results indicated a decrease of the level of the groups social matu-
~*ty. This scale suggests that students who score high know how they should
act in school and know the importance of suchnotions as "fair play", "sharing",
and "helpfulness". Low scorers have not learned these concepts, and, as a
result, tend to be immature, selfish, and inconsi-icrate.

Data for the SQS, Social Maturity Scale, reveal fhat students didbnot
increase their level of maturity as identified by a difference between the pre-
bost test. | |

C. 5chool Affiliation

TABLE IV: S0S, School Affiljation, Third Grade Students

PRE “POST DIFF.
No. Cases | 35 35
X 51.14 49.31 . -1.83
SD 3.31 - 2.91 A o
Ave. & e 54.37 7.33 -7154
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Thirty-five third grade students were administered pre and post SO0S
tests. Results again suggest a decreace in the level of school affiliation
of the target group. This scale implies that groups cf individuals scoring
high view school as having a positive effect on their lives. Low scorers
view school as an unhappy place to be and do not enjoy most school activities
or leuarning procedures.

Data for the S0S, School Affiliation Scale, reveal that students did
not increase their level of school affiliation as identified by a difference
between the pre-pest test.

D. Self-Security

TABLE V: S0S, Self Security, Third Grade Students

PRE FOST DIFF.
No. Cases 35 35
X> 48.49 49.31 +.82
s - 3.81 2.91
Ave., % Score 44.17 47.33 +2.86

Thirty-7ive lhird grade students were administered pre-post SOS tests.
Results suggest a slight gain in that vari%b]e of self security within the
personalities of the students. 7The gain was only +.82 points, suggesting
lihited growth and change. The self security scale suggests that individuals
who score high perceive themselves as being confident in what they can do.

- Low scorers lack self confidence and feel insecure.

Data for the S0S, Self Security Scale, reveal that students demonstrated

a slight increase in their 1e9e1 of confidence as identified bx a differerice

between the pre-post test.
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Overview of self-concept:

Perhaps, i1t is appropriate at this time to raise a question and that is:
"Did career education have a significant impact on the self concepts of selected
students?" For this portion of the evaluation, data suggests little or slight
impact on self concept. One reason explaining this limited growth might be
that the classroom teacher was not adequately trained to work with the affective
behaviors of students, specifically self concept. If this is valid, then it
might be wise to provide in-service training to assist teachers in such an
area. However, data also suggests that on the self acceptance and self security
scales of the SOS some positive changes were beginning to occur. Here, teachers
might need more time and systematic intervention to become more effective. It
should be remembered that self concepts generally cannot be changed over night,
ahd that 1imited measured chang2 might in reality represent substantial change.

4. K-3 teachers have participated in at least 3 inservice training

sessions focusing on career education.

The audit of monthly career education reports suggest that teachers
have participated in inservice career education training sessions. Most
training sessions centered on learning how to do career education through
career awareness activities. Building coordinators and principals directed
the training sessions. Other specific training sessions included: (1) how
to prepare for career education field trips, (2) group discussions on what
“"I'm doing in the classroom,”" (3) how to use bulletin board effectively for
career education, (4) visit Vocational Education Center in Idaho Falls, and
(5) how to use a 35mm camera on field trips. It should be noted that the
Shelley Elementary School seems to be doing an "outstanding job" in pre-
paring teachers to do career education. Monthly reports and descriptions of

inservice programs seem well organized and could possibly serve as models for
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other school districts. A1l school districts conducted inservice training
for teachers with mdst of the inservice coming early in the year. Schools
reporting inservice tréining for teachers during the months of March, April,
and May included: (1) Shelley Elementary School, (2) Aberdeen Elementary
School, (3) Groveland Elementary School, (4) Johnson Elementary School, (5)
Moreland Elementary School, anu (6) Riverside Elementary School. It was
known by various members of the evaluation team that other elementary schools
had developed and implemented career centered inservice training for teachers,
but had failed to report it on their monthly reports. It was the impression
of the evaluation team that this portion of the objective was adeqﬁate]y ful-
filled.

5. K-3 grade teachers and administrators will have developed an

all school career educationfp]an and will implement it.

Visitations to schools and discussions with principals and building
coordinators suggest that schools have developed and implemented their
building plans on career education. Seed monies from mini-grants aided in
the implementation process. Mini-grant funds were used to purchase career
education materials for the entire school, and in turn allowed for the im-
plementation of building plans. A1l schools had building plans. These
schools included: Stoddard, Stalker, Shelley, Moreland, Riverside, Johnson,
Groveland, Fort Hall, Elmwood, and Aberdeen. Pingree-Rockford had some
difficulties in getting their career education program off the ground, and
never produced the quality of work that other eiementary schools had done.

Thg third party evaluation team feels that this portion of the objective

has been met.
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OBJECTIVE II:
Sixty percent of students in grades 4-6 will have developed self-awareness
and esteem for self and others, awareness of the world of work, and
ability to distinguish and describe career interests, career aptitudes

and work values.

To assess the objective, it required of the third party evaluation team to
examine the (1) specific component aspects of it and (2) those concepts alluded
to in the objective, and then, to draw inferences which suggest fhe degree to
which the objective has been met. Variables evaluated included:

1. SIXTY PERCENT OF 4-6 GRADE STUDENTS WILL HAVE INCREASED THEIR KNOWLEDGE
ABOUT THE WORLD OF WORK.

FINDINGS:

Table VI identifies the X scores, along with other descriptive variables,
and the number of sixth grade students at Riverside Elementary School who
were administered the Career Education Questionnaire (CEQ) to aid in the
identification of the impact of career education on student acquisition of

career knowledge. A discussion of the results follows:

TABLE VI , CEQ, Career Knowledge, Sixth Grade Students

Pre-CEQ Post~CEQ

No. Cases 42 ' 42
X 28.73 28.19

SD 2.86 2.79
High Score 45 39
Low Score 17 12
Range - 38 27
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Forty-two sixth grade students were administered the CEQ on a pre and post
basis. Thev obtained a pre-test mean of 28.73 and a post-test mean of 28.19
with SD's of 2.86 and 2.79 respectively. Even though X scores did not change
significantly, a slightly smaller SD on the post-test implies lesser variance
of performance than in the pre-test. This is substantiated somewhat when one’
examines the range of scores in the pre and post test. This suggests that
student performance was not as erratic or inconsistant as in the pre-test.

The general impression that one perceives when examining the CEQ data was
that there was not a significant increase in student job knowledge acquisitipn.
- Students didn't increase their know]édge about paid and unpaid work, about
those factors influencing job success and satisfaction, and about different

types of work. As a result, objective number one (in part) has not been met.

GRADE 4-6 LEVEL STUDENTS WILL DEMONSTRATE IN WRITING (A) WHAT IS AN INTEREST
AND (B) HOW INTERESTS ARE RELATED TO THE WORLD OF WORK.

FINDINGS :

A. What is an interest?

Forty-two students were administered a questionnaire which asked
them to define the concept of an interest as it relates to career
awareness. Results suggested that forty of forty-two students were able
to define in writing what an interest is. Typfca] replies to the queétion
included (1) something you Tike, (2) you like to do somethinrg, (3) some-~
thing I Tike doing vs. a dislike of sométhing, and (4) something is ex~
citing to do. Perhaps, these definitions of an "interest" are not valid
in the truest sense of fhe word, but the definitions do suggest to us
how students have conceptualized the term interest. Students do have an
understanding of the term, and can manipuiate the concept in writing.

Therefore, members of the third party evaluation team believe that this
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aspect of the second object has been achieved.

B. What is the relationship between interests and the world of work?

Forty-two students were administered a questionnaire which asked them
to demonstrate in writing the relationship between interests and the world
of work. What the evaluators were searching for was how students were
able "to link together" these concepts. Only thirty of forty-two students
answered the question adequately. Acceptable answers included (1) you
work at what you like to do, (2) interests help you to decide your future,
(3) you can have interests that relate to many jobs, and (4) if you dis-
like ydur work you do your job poerly. Non-acceptable answers included
(1) you achieve your interests, (2} making money is an interest, (3) in-
terests are your good personality, and (4) I don't know. Twenty-nine.
percent of the sixth grade students sampled were unab]evto respond correctly
to this portion of the questionnaire. However, since seventy-one per-
cent of the samp1ed students answered the question correctly, the third
party evaluation team believed that this portion of the second objective

was met adequately.

3. GRADE 4-5 LEVEL STUDENTS WILL DEMONSTRATE IN WRITING (A) WHAT IS A VALUE AN
(B) HOW VALUES ARE RELATED TO THE WORLD OF WORK.

FINDINGS :

A. What is a value?

Forty-two sixth griude students were administered a questionnaire which
attempted to assess this question. Thirty-five students answered it correctly
Typical acceptable replies were (1) something very important, (2) you
1ike something, (3) it's worth something, and (4) something you treasure.

Even though these descriptions were broad dnes, it was felt by the third

party evaluation team that they were acceptable. Non-acceptable answers
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included (1) you 1ike it, (2) you do it, (3) money, and (4) don't know.
A fine Tine existed between acceptable and non-acceptable answers, and

the evaluators attempted to look at the total context of a student's
reply to the question before acceptiné or rejecting it. Sometimes it
was very difficult to place a reply in one category or another. In
such cases, the evaluators waited one or two days before making a decision.
It was hoped that by following this technique time was made possible for the
evaluators to reflect accurately on a given reply. We hoped that this
would eliminate any impulse decision-making on our part;

.‘Since eighty-five percent of the sample answered this question-cor-
rectly, the third party evaluation team felt that this portion of the ob-
jective was met.

B. What is the relationship between values and the world of work?

Forty-two students answered a question concerned with that concept.
Thirty-two students were able to demonstrate an acceptable relationship
between values and the world of work. Acceptable replies to our question
included (1) you work to help others, (2) if you work you tend to take an
interest 1in the world, (3) values help you at work, (4) you work to get
money, (5) you can be happy wfth your work, and (6) work benefits every-
one. Students produced a wide variety of acceptable answers. Non-accept-
able answers included (1) work is only for some people, (2) we don't have
to work, (3) I don't know, and (4) you work because you have a good
personality. Again, the evaluators encountered some difficulty with am-
biguous responses in terms of either accepting or rejecting accurate-re-
plies to the question. And, again, time and reflection proved to be an
asset. It was believed by the-evaluation team that responses were ac-.
curately classified.

The evaluation team felt that this part of the second objective was
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- -

met since seventy-six percent of the students sampled answered it correctly.

4. GRADE 4-6 LEVEL STUDENTS WILL PARTICIPATE IN A WIDE VARIETY OF CAREER EDUCATION
ACTIVITIES INCLUDING (1) AWARENESS AND SELF-ESTEEM, (2) COMMUNITY CAREER
RESOURCE PERSONS, (3) FIELD TRIPS, AND (4) SELF AND JOB EXPLORATION.

FINDINGS:
Matrix B identifies and enumerates the schools, teachers, students and

learning processes and practices 1inked to the instructional units for grades

4-6.
MATRIX B: INSTRUCTIONAL UNITS - 4+6
School No. Teachers Activities No. Students
SA-CA-RP-F¥

1. Aberdeen 3 3= 4~ 2- 2 150
2. Elmwood 3 1-3-1-0 50
3. Fort Hall 3 3- 4~ 4-0 80
4. Groveland 5 4« 9« 4~ ] 250
5. Johnson 5 12-14-23- 0 120
6. Riverside No monthly reports received.
7. Shelley , 5 8~ 8~ 1~ 2 } 425
8. Stoddard 4 5- 9~ 1-0 325
9. Stalker 8 Not Labeled 400
10; Wapallo 3 13-13- 3- 0 100

Totals : 39 49-64-39-~ 5 1900

SA=Self Awareness, CA=Career Awareness, RP=Resource Person, F+=Field Trip
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Data for Matrix B was obtained from monthly career education reports
tUrﬁéd into the evaluation team. It should be noted that there existed some
inconsistency on the part of several school districts to complete the re-
ports. Therefore, a possibility exists that this matrix is not an accurate
reflection of what kinds of career education activities and how many teachers
and students actually participated in this aspect of the project. If any-
thing, it is an underestimation of what actually occurred. Reasons that
some building coordinator stated for not completing the monthly reports were:
(1) teachers didn't keep an accurate report of what they had done'in career
education, (2) it was a bore to maintain such records, and (3) recorq keeping
was time consuming. |

As ‘such, what follows is only a 1imited reflection of what actually occurred
in some aspects of the career education project in the upper primary gradés
(4-6 grade levels).

Matrix B sums up some of the schools that were attempting to maintain
career education learning-activity records. Schools submitting monthly
reports included: Aberdeen, Elmwood, Fort Hall, Groveland, Johnson, River-
side, Shelley, Stoddard, Stalker, and Wapallo. Approximately forty upper
primary grade school teachers designed more than 150 career education learning
experiences. These activities were desigrated for use by more than 1900
upper primary grade students. The majority of learning experienced centered
on career awareness, self awareness, and resource people activities. There
were few field trip activities planned for students. For the latter activity,
field trips were resfricted because of high costs for transportatfon.

On site visitations suggested that upper primary grade Tlevel teachers
were sincerely interested in career education concepts and were attempting to
do career education by integrating it into the entire curriculum. This was

especially true of staff members at Moreland Elementary School.
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Based on the preceding data, it only seems reasonable for the third party
evaluation team to believe that this portion of the objective was met.
Students participated in a wide variety of career awareness and self-aware-
ness activities and heard a wide variety of career speakers. But, they

experienced few field trips.
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- Objective III. Sixty percent (60%) of junior high schaol students
4 will explore career, explore self. make some tentative
decisions about self and careers and participate in

further exploration of careers or career clusters.

28

1. 60% of junior high school students will explore self and career fields.

a. Have students increased their ability to develop
career plans about themselves in relation to the
world of work?

b. Have students increased their knowledge about the
world of work?

FINDINGS:

Pre and post administration of the Assement of Career Development

was undertaken on a sample consisting of forty-six (46) ninth graders at
Snake Rive Junior High School. i

At the crux of the assertion that junior high younagsters would, through
exposure to the career education program, gain knowledge pertaining to them-
selves and to the world of work, lies the anticipation that the program would

have a measurable impact on these yaung people in terms eof capacity to make

judicious decisions for themselves relating to future. occupational disposition.

In sum, the career student should, as a result of the program, have increased
the capability to plan wisely in terms of future job prospects; not just for
himse]f,‘but for situations of others as they are cast upon him. Data pro-
cessad for results of khe A.C.D. yielded gains for the sample in job know-
ledge eventuating in a t equal ta 5.159. Additionally, a t of 2.809 was ob-
tained for .career planning knowledge. Both these results cauld have been
obtained by chance fewer than one in one thausand times.

The question, of course, remains, as to whether a comparable group with-
out exposure to a career education program could have experienced 1ike in-

creases. Every study of which this writer is aware after ten years in the
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business of statistical inference suggests an answer of, "no." Had the re-
sults of the study yielded a probability that such gains could have occured
twenty, ten, even five times in one hundred by chance, this evaluator would
be inclined to greater consiousness. But when the possibilities for chance
to operate climb into the thousands against being operative, a rather firm
conclusion evolves that the results were caused, and caused by the program's
impact.

2. 60% of junior high students will make tentative career decisions.
FINDINGS: |

One hundred percent (100%).of the students at Snake River Junior
High have made tentative career choices. Likewise, one hundred percent (100%)
have a career choice provisionally identified at Sheliey Junior High. A1l
eighth graders at Firth have made this decisian, but very few seventh graders
have determined a choice (5%). Blackfoot Junior High has not been involved
in this arena. Overall, there was fifty percent (50%) success in bringing all
junior high students to tentative career choices.

3 a,b: Building. Plans
FINDINGS:

Buildings plans were collected and over the course of the year,
activities regarding plans were monitored.

Blackfoot, Shelley, Snake River and Firth Junior High Schools have
constructed and implemented career education building plans. Outcomes of
implementationr specifically dealing with studeats' activities are treated in
part five (5) of this section.

3c: Guidance Personnel Will Assist Teachers

School guidance personnel will assist teachers. in the develaopment of
the activities for se]frasséssment and selection of a career ar career cluster

for in-depth exploration.
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FINDINGS:

The intent of the evaluation team was to audit teachers to determine the
degree to which school counselors helped them to career education activities.

A representative of the evaluation team held conferences with three of the
junior high counselors to determine how they. had. helped or assisted the teachers
in their buildings. These responses were combined with the senior high coun-
selors' responses anc developed into a questionnaire which was sent to junior
high teachers who were involved in the career education project. These teachers
were asked to rank each area on a 5-point sc&]e with 5 being high or to mark
“Doesn't Apply."

The results of the questior.aire were tabulated and Tabhle VII reflects
the results. The mean score from each school is presented.

The results of the questicnnaire in Table VII reveals that junior high
counselors are not meeting average ratings. The tahle shows the majority of
ratings are below average of three. Teachers at Blackfoot indicate their
counselor has not attended any career workshops as he is new this year. Coun-
selors at Shelley and Firth received high ratings and they are also building
coordinators. One aspect of these data may be inaccurate in its implication.
Where the counselor is not the building coordinator, teachers are, to a degree,
unaware of the counselor's role in the project. It is the impression of the
evaluation team, based on varicus interactions with these counselors, that
much was done by them while it was low in visibility for teachers.

3d: Mini-grants.

FINDINGS:

Firth Junior High stressed acquisition. and use of equipment in their
grant. Audio-visual equipment and materials were. procured, as were a number
of kits dealing with job experience and self-awareness. These were utilized
to the criteria stipulated in the grant. Likewise, Blackfoot and Snake River
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TABLE VII

DEGREE. TO WHICH THE JUNIOR HIGH,CGUNSELOR
ASSISTED TEACHERS IN CAREER ACTIVITIES

107

Snake Riverr Blackfoot Firth  Shelley

1. Provides career materials 2.8 1.5 4.5 3.0
2. Acts as career education

consultant 1.3 2.0 4.0 2.3
3. Provides career resource.center 2.9 1.5 A5.O 4.0

4, Resource person in. areas of

counselor training 3.0 1.8 4.7 4.0
5. Provides in-service training

on career education program 1.3 1.5 _ 3.7 4.3
6. Organizes a community resource '

pool ’ 1.3 1.0 4.0 2.0
7. Consults with teachers on

student needs 1.8 2.6 4.3 4.3
8. Gives and interprets :

vocational tests 2.9 1.5 4.0 4.0
9. Instructs teachers how to

use tests 1.5 1.2 3.0 4.0
10. Arranges and assists in career -

days or fairs 1.3 - 1.0 4.0 3.0
11. Establishes hands-on experiences 1.1 - 3.0 2.0
12. Assists in hands-on experiences 1.3 1.0 4.3 2.5
13. Makes surveys and follow-up

studies available 1.9 1.0 3.0 2.5

Number of teachers responding 8 ) 3 3
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tion process to the criteria stipulated. Whereas Shelley Junior High purchased
films and camera equipment and used .them four times, a fire in the building
ruined all this equipment and no use will be farthcoming. until replacement can
take place.

3e: Positive Attitude After Workshop

A questionnaire was disseminated to all workshop participants. Their
responses to this inquiry constitute the source of data that follows.

Of those attending workshops held August 4 through 15, 1975, forty-four
(44) were teachers, fourteen (14) were administrators and three (3) identified
themselves as building coordinators. No counselors were recorded as being in
attendance. Of these sixty-one (61) people, seventeen (17) attended sessions
August 4, eighteen (18) on August 5, thirty (30) on August 7., thirty-one (31)
on August 8, thirty-five (35) on August 12, with sixteen (16) attending all
sessions. Eighteen received academic credit while forty-two elected not to
take the credit option, leaving our respondant not reporting his option.

| Respondants to the questionnaire were asked to what extent workshop

activities fulfilled their expectations. Seven (7) reported that activities
should be ranked "five" on a five-point scale as exceeding their expectations.
Seventeen (17) ranked the activities "“four", twenty-seven (27) ranked activi-
ties "three" (neutral), seven ranked activities “two" (not coming up to their
expectations, and four (4) ranked activities "one," as low as they could be
ranked. Reasons proferred for determinations on the positive end of the con-
tinuum included helping in classroom planning, developing workable building
plans, acquisition of new activities, and being motivated to implement career
educétion concepts. Negative comments suggested that speakers were not as
effective as in years past, pointed to poor organization, and in at least one
instance, ho speékef'arriving for the scheduled session, at a]]! Everything

considered, comments seemed to distribute themselves rather normally between
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positive and negative extremes and attitudes seemed to coincide with expecta-
tions. In all instances, respondants split essentially half-and-half on the
subjects of whether or not workshops offered new insights, spoke to important
issues, were C]ear and understandable, and used interesting materials of a
pragmatic nture which maintained interest. Respondants did appear to under-
write their expectations as hav’ wdiate applicability; and, additionally,
felt that what was presented ct =n ther well.

4. Teacher Participation in Career Education in-service
FINDINGS:

Snake River Junior High, Firth Junior High and Shelley Junior High have
had all teachers participate in three in-service career education sessions.
Blackfoot Junior High has had no sessions.

5. By May 30, 1976, 60% of junior high students will have

participated in the following during the schooi year:

a. at 1ea§t three (3) self-awareness activities designed
for self-assessment, and in decision-making for
ninth grade students.

b. at least one (1) in-depth exploration of a self-
selected career or career cluster.

c. at least three (3) hands-on career exploration
experiences.

d. at least two (2) activities involving the community
(business, industry, government or labor). This
could be through people in the world of work coming
to the classroom or students going on a field trip.

e. at least three (3) classroom career information-

exploration activities or units related to class-
‘room Ssubject areas.
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FINDINGS :

Dua to different data collection procedures, first findings related to
jtems a, b, d, and e will discussed. Then, finally, the business of-hands-

on experiences will be treated.

a. Snake River Junior High reported tworthirds (66%) of all students
had experienced at '~ ' 'Y (3) self-awareness acti.ties during the year.
Firth, in turn, repurted five (5) such activities at the eighth grade level and
seven (7) at the éeventh grade level. Overall, records indicated that ninty-
five percent (95%) of students at the junior high level at Firth had easily
met the objective's minimum. Shelley Junior High reported forty percent (40%)
of all students had met the minimum criterion, with Blackfoot reporting great-
est success having one hundred percent (100%)'of students meeting the criter-

ion.

b. As above, Snake River reported two-thirds bf all students had
experienced at least one (1) in-depth explokation»activity pébtaining tc self-
selected careers or career clusters. Firth, however, reported only the eighth
grade had any such activities (the seventh grade having none); the effort at
the eighth grade level affected sixty percent (60%) of these- students. Shelley
Junior High identified seventh graders (all of them) as having had an in-
depth activity, however none of the other grades engaged in this activity.

This results in thirty-three percent (33%) success for Shelley in meeting the
minimum criterion. As for the first category above, Blackfoot experienced

one hundred percent (100%) participation in the in-depth exploration activities.

d. Pertaining to success with community involvement, Snake River
documents the fact that all ninth graders had two involvements, with other
grades remaining uninvolved. This yields a thirty-three (33%) success rate.

Firth reported ninty-five percent (95%) participation at the eighth grade
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Tevel, and no participation at the seventh grade Tevel. This yields an over- .,

all percentage rate for participation to criterion of fifty (50). Shelley's
report is difficult to translate to a referent appropriate to: the criterion.
They reported one hundred percent (100%) participation in one activity, but
thirty-tﬁree percent (33%) participation in a second activity. Based on com-
bined broportions, this results in a sixty-six percent (66%) success rate re
criterion. Blackfoot documents one hundred percent (100%) participation for

all grades in at least three (3) community activities.

e. In the arena of career informaiton-exploration activities, Snake
River reports one hundred percent (100%) participation <im-three such experiences
at the ninth grade 1eQe1 with. ten percent (10%) participation in at least three
activities at the other grades. This, on the basis of combined- proportions,
indicates a fifty-five percent (55%) success rate against-a sixty percent (60%)
criterion. Firth reports a fifty percent overall success rate, with a rep-
lication of the above situation where one hundred percent (100%) at the
seventh grade level met criterion; and none: met: criterion, nor were even ex-
posed to one such experience at the eighth grade level. Shelley reports all
seventh and eighth graders met criterion yielding a sixty-six percent (66%)
success rate against the three experience criterion. Blackfoot enjoyed a

seventy-five percent (75%) involvement rate versus the sixty (60) percent.

c. . Hands-on exploration - PACE -

The PACE Center was remodeled to serve as a "work samp]gs 1ab",f9r“
1975-76. The lab provided six (6) work samples i.e. 3 in things and 3 in data.
There are twelve work stations in the Mobile Unit and accomodates a corresponding

number of students for a one day experience.
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In working with THINGS students -

1) handled and packed household: items

2) manipulated tools

3) used instruments in preeision measurements for
drawing a ‘template of a duct

In working with DATA students -

1) sorted mail according to ZIP Code

2) computed change, filled out forms and computed
rental charges .

3) invented a solution by deciding which of 8 applicants
for a job would be the best one to hire

The work samples prd&ided an introduction to many occupations by
illustrating basic pf%ncip]es which jobs have in common. These simulated
job tasks provided students an opportunity to compare- tasks- required by
different jobs and to ascertain which taské they enjoy and can do well.

The Center was stationed at each of the five school districts and all
9th grade students were given the opportunity to participate. The following
are the numbers of 9th grade students who participated from each of the five

school districts:

- Aberdeen 92
Blackfoot 365
Firth 82
Shelley 166

. Snake River _156
TOTAL 861
Observations and review of student evaluation forms seems to support the
completion of the following objectives of the PACE~Cénter:
1)  Ninth grade students did participate in six hands-en éxueriences
through the work samples. These six experiences included three

in working with things and three with data.

2)  Students sampled work performed by actual workers in paid
employment. ‘
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Most students observed were able to compare one job task
with another. Survey reports showed the jobs they enjoyed

the least, which was easiest to perform and hardest to
perform.

The work examples in many cases were formed in tasks
performed by local workers.

*0,.
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OBJECTIVE IV:
1. The Career Development Inventory (CDI) was administered to selected high
school students of Snake River High School who were participating in the Bingham
County Career Education Prdjecf. A total of thirty-six male and female students
were administered the CDI. Results of the tests were categorized into one of
three areas: (a) planning orientation, (b) resources for exploration and

(c) information and decision making. A discussion of the findings follows:

FINDINGS:

(a) Results of Subtest: Planning Orientation

Matrix A provides the reader with an overview of the manner in which
senior students answered a wicde range of questions concerned with planning for
the future. The matrix provides the reader with the number of students in our
sample and the percentage of them responding in one of five ways to each question.
This information is found in matrix cells fof each of thirty-six questions
concerned with planning for the future.

To.assist in the ease of the interpretation of this data, it is also
presented for the reader in terms of a graph (CDI graph). An interpretation

of it follows.
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CDI, MATRIX A
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sponse (R) | "Not given "Some thought | "Sow. .ians "Definits nlans Lfinite
any thought" | but no plans” | but not sure" | don't know how plans and
to carry them know what
out" to do"
estion # No. R % No. R % No. R % No. R % No. R %
2 5% 3 8% 11 30% 5  13% 15 . 41%
1 2% 8  22% '3 8% 7 19% 16  44%
6  16% 6 16% 3 8% 21 58%
1 2% 5  13% 4 1% 7 19% 19  53%
2 5% 5  13% 9 25% 2 5% 19  53%
2 5% 6  16% 9 25% 5  13% 14 38%
3 8% 7 19% 6 16% 5  13% 15 41%
3 8% 6  16% 7 19% 6 16% 14 38%
2 5% 1 2% 8 22% 7 19% 18 50%
8 22% 5  13% 10 27% 3 8% 10 27%
2 5% 4  11% 11 30% 10 27% 10 27%
2 5% 6  16% 10 27% 7 19% 13 36%
1 2% 6 16% 11 30% 18 50%
3 8% 2 5% 15 41% 8  22% 8 22%
13 36% 16 44% 7 19%
) 1 2% 13 36% 17 47% 5 13%
) 1 2% 1E 41% 14 38% 6 16%
1 2% 25% 18 50% 8 22%
3 8% 1 2% 7 19% 16 44% 9 25%
: 4 1% 22% 13 36% 11 30%
1 2% 4 1% 16% 22 61% 3 8%
1 2% 2 5% 16% 13 36% 14 38%
2 5% 4 1% 12 33% 15 41% 3 8¢
3 8% 8 22% 18 36% 9 25% 3 8%
1 2% 5  13% 25% 15 41% 6 16%
2 5% 6  16% 16% 14 38% 8 22%
2 5 5  13% 19% 13 36% 9 25%
2 51 3 8% 7 19% 13 36% 11 30%
1 2 4 1% B 13% 13 36% 12 33%
2 5 7 19% 9  25% 12 33% 6 16%
3 8 8  22% 1§ 33% 9  .25% 4 1%
6  16% 11 30% 25% 6  16% 4 1%
3 8% 6  16% 11 30% 10 27% 6 16%
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ho. Responses | "not given “Some thought| "Some plans "definite plans, "definit
(Rs) any thought" | but no plans”"| but not sure" | don't know how plans an
to follow through"| know wha
to do"
350
e / | / s
ébo iffffffzj i;i:::::::j ’:EEEE
/////,// ////,ﬂ
150 % | / " ;
100 /4 / , e
//f:j weare . ////i
50 —_ AN~ Al
%///./ //% 7 ///‘/ A // //
63 Rs=5.3% 146 "Rs=12.2% 292 Rs=24.5% 342 Rs=28.7% 345-;31
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1} Of our sample population of high school senior students, only a small
percentage of them (5.3%) have not given any substantive thought to what
they will do in the future. This suggests that better than 90% of our sample
have devoted some of their efforts to thinking about the future.
2) Of our sample population, 12.2% of senior students have given some
thought to the future but have not developed any plans. Perhaps, one
problem here is that these students have not been assistéd in learning
how to make career plans or plan for the future. This suggests in part
that senior high school counselors have not been effective in career develop-
ment pracfices with these students. And, a question that should be
raised is: Why didn't high school counselors do career guidance and coun-
seling in Bingham County High School when one major thrust'of the BCCEP
was job placement and career development?
3) Of our sample population of high school senior students, 24.5% of them
have made some plans for the future but were not "sure of them." This sug-
gests, of course, that in part, high school counselors didn't aid students
in developing, clarifying and implementing career plans. Such a practice
most certainly must be a responsibility of school counselors since.educational
and career planning are majOf responsibilities of their job roles. To have
nearly a fourth of our sample "not sure of their future plans" is indicative
df‘What counselors have not been doing with senior high school students.
4) Of our sample population of high school senior students, 28.7% of them
had definite career plans but didn't know how to follow through on them.
It is not only important that students know how to make career plans but
also that they know how to implement them.‘ This should have been .a major
responsibility of school counselors. Why did they fail . to do their job?

It should be noted that up to this point in our interpretation of data

from our sample population, approximately 70% of senior high schools have.
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given some thought to their future but do not know how to adequafe]y‘
develop career plans or implement them. The eva]uafion team can only
speculate as to the reasons why school counselors have failed in this area.
Naturally, we make the assumption that career planning and implementation
with students is a major function of the senior high school counselor.

5) Of our sample population of high school senior students, 29% of them
had made definite career plans and knew how to implement them. This is a
pius for the BCCEP. Hopefully, school counselors had a direct effect or

impact in this area.

(b) Results of Subtest: Resources for Exploration

Table VIII provides the reader with data concerned with pre and post test
information from our sampled group of senior high school students relative to

growth in knowledge concerning the use of information in career development

and planning.

TABLE VIII
CDI, RESOURCES FOR EXPLORATION

X No. Students
CDI Pre 277 . 36
CDI Post 268 36
Gain -9 “

Data suggest that no gains were made by our sampled students. It doesn't
seem possible for students to know more about a process before.going through a
( specific program than after. But, this is what our data seems to suggest. Sampled
senior students did not demonstrate any.career knowledge gains as a result of the

BCCEP. 120
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(c) Results of Subtest: Information and Decision Making

Table IX provides the reader with data concerned with pre and post test
information from our sampled group of senior high school students relative to

growth in the use of information in decision making.

TABLE IX
CDI, INFORMATION AND_DECISION MAKING

X _No. Students
CDI Pre 16.9 36
CDI Post 19.1 ' 36
Gain +3

Data suggest that sampled senior high students made some gains, although
limited ones, as a result of the BCCEP. The gains were not significant. This is
another asset for the BCCEP. Students have demonstrated an increase in their

ability to use information in career decision making processes.

Conclusion:

Data suggested that approximately 70% of the sampled group of senior high
students paye not made firm career plans for the future. Therefore, the evaluation
team shggests that this portion of the fourth objective has not been adequately

achieved.
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2. Development and implementation of building plans for career education.
FINDINGS: |

Building Plans.

Four of the five high schools formulated building plans. They are
Blackfoot, Firth, Shelley and Snake River. In previous quarterly reports
(i.e., March 20, 1976, page 39) there was the indication that three of the
four were proceeding nicely to achieve the objectives of the building plan
(Blackfoot, Firth and Snake River). The other school (Shelley) had formulated
a plan.

A review of the plans of May 1, 1976 indicates that all four schools
have building plans and have satisfactorily met the objectives of said p]ans.ﬁhw
While some plans seem to be more innovative and progressive than others it
can be generalized that the four schools, aforementioned, have met the objectives
of the building plans as formulated and approved.

At Blackfoot the Building Plan focused on a number of objectives for
students in grades 9-12. A number of the objectives were obtained by the pub-
Tication and implementation of "Career Education for the BHS Student Body"
which is a sheet on which all students will plan their schedules with a self-
awareness of the importance of career szlection. The building plan also in-
corporated many of the objectives of the BCCEP and are evaluated elsewhere n
the general objectives. ‘

At Firth there was a combined Junior/Senior High School Building Plan.
This plan gave objectives, the responsibility to be assumed for the ach%evemeht
of these objectives and the formulated activities to accomplish the goals. A$
elsewhere noted the building plans seemed to progress nicely although many of
the objectives were also a part of the overall BCCEP and evaluated elsewhere in
the project.

Shelley was late (February 25) in fdrmu]ating a Building Plan. It follows,
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however, the basic concept of the proposal. In conversation with the building
coordinator and the counselor the objectives as listed are those "common sense"
objectives to be desired and hopefully achieved in most any school interested
in the welfare of the student.

Snake River High School made a committed effort to acheive the objectives
of their building plan. Their building plan contained in-service activities
for teachers, which they reached, the follow-up of graduates to see if there
could be curriculum improvement, (this is an on-going process and will improve

with experience) as well as other stated objectives.

3. School guidance personnel and career project personnel will assist teachers
in providing students these activities and experiences.

career information and activities designed for career exploration,

a.

b. value clarification and/or a self awareness experience,

c. hand-on career exploration experiences,

d. research of printed and audio-visual materials relat. to students'
intended career or career cluster

e. one-to-one student-worker interviews and job observations

f. decision-making for selecting a career goal,

g. developing a career plan for achieving the career goal,

h. some affirmative action for carrying out the career plan.

FINDINGS:

As the intention of the evaluation team was to audit guidance personnel,
a representative of the team held conferences with a counselor from each high
school to determine how they hé]ped or assisted teachers in providing students
with activities and experiences in the above listed eight areas. From these
responses a questionnaire was developed encompassing the counse]ofs' responses.
These gquestionnaires were sent to teachers in each high school < determine to

what degree the counselor was effective in that school. Each area was ranked

on—a~five potnt~scale with one betng lTow to five being high or"doesn*tTapply- "
Upon completion of the questionnaire, the results were tabulated and

Table X reflects the results. The mean score from each school is presented;
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4. Develop and administer mini~grants.
FINDINGS:

Three of the five high schools formulated mini-grant plans. They are
Blackfoot, Firth, and Snake River. Shelley did not see the need for a mini-
grant'and Aberdeen, through a number of personnel changes, simply did not get.
the brogram undefWay in time for the formulation of a mini-grant. -In the
three high schools which have the mini-grants, Blackfoot, Firth, and Snake River,
the objectives of the mini-grants have been met. The objectives were as
follows:

In Blackfoot, the focus was on the teachers of Blackfoot High School to
acquaint the teachers with post—éecondary educational institutions in the area
as well as possible careers for young people in the immediate g2ographic area.
‘Workshops and visits were conducted by Mrs. Lish, the building coordinator.

At Firth, the focus was on the purchasing of career oriented materials
and the use of these materials by students. These materials were purchased
and used as the proposal called for.

~ At Snake River, the main focus was to enroll approximately 75 students
in four-nine week mini-courses in career education. This was done with the

appropriate objectives as the focus for the course.
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5. Presentation of Career Exploration Activities-A, B, C. By May 30, 1976,
60% of grade ten students will have participated in five activities; grade
11 in two activities and grade 12 in two activities as shown in Table XI.
(Total of nine activities).

FINDINGS:

Blackfoot High School met or exceeded seven (7) out ﬁf the nine (9)
objectives under Objective IV, A, B, and C. On the two objectives not met
there was activity by Blackfoot High School on the two and their activity was
sufficient to meet thefbﬁﬂective but it was applied at a different grade level
than that stated. Overall there seemed to be both an interest and committment
to the project from Blackfoot High School as related to these specific éb—
Jectives.

Firth High School met or exceeded seven (7) out of the nine (9) ob-
jectives under Objective_IV, A, B, and C. On the two objectives not met
there was activity and as in the case at Blackfoot the activity was at the
11th.and 12th grade levels instead of the 10th. Over<all there seemed to

~be both -an-interest -and committment to the project from-the-Firth District: — -+~

Shake River High School met or exceeded eight.(8) of the nine (9)
objectives under Objective IV, A, B, and C. On the one they did not meet they
had 50% of the students preparing a personal resume” at the 12th grade instead
of the stated 60%. However, they were approaching the achievement of this
objective and most 1ikely met it since eva]hation was done approximately one
month prior to the close of the school year. Again, Snake River High School
exhibited-strong interest and committmeht to the, project as for Objective IV,

A, B, and C.

Aberdeen High School met four (4) out of the nine (9) objectives.under.
Objective IV, A, B, and C. Aberdeen High School had a change in personnel

and the project did not have a chance as with the other schools. There were
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new personnel at the start of the year and the personnel changed again at the
end of the year.

Shelley High School achiéved five (5) out of the nine (9) objectives
under Objective IV, A, B, and C. One other objective was almost achieved
by Shelley High School.

In the five high schools on Objective IV, A, B, and C, 31 out of a
possible 45 (total count) objectives were met. In addition, several (approxi-
mately three additional) were nearly met. Overall, the group of schools as
a whole averaged (mean score) six + out of nine objectives reached on this
particular set of objectives.

One school, Snake River, for all intent and purpose, achieved all of
the objectives. The high school achieving the smallest number of objectives,
Aberdeen, had drastic change in personnel and problems as a reason for not
achieving more in this area.

Activity-was noted in all but a few of the objectives (out of a
possible 45 there was activity noted on 42 of the possible 45 items in the five
-schools). This points out activity in the overwhelming majority of activities
as per objective. The three areas in which there was no activity were at
Aberdeen High School.
5D.

In addition 60% of all high school students will have participated in
at least three (3) of the following during the year.

The analysis of response to this objective is on display in the large
chart for this activity.

The display will indicate that the objectives were met in four of the five

high schools (Blackfoot, Firth, Shelley, and Snake River) and two of the three
or more activities were met in the Aberdeen High School. However, when the total

County Wide vi. v is taken this objective (IV, 6D, 1-13) was met overall county wide.
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TABLE X

DEGREE TO WHICH THE SCHOCL COUNSELOR ASSISTED THE TEACHER IN CAREER ACTIVITIES
ON A 5-POINT SCALE WITH 5 BEING HIGH
1975-76

ABERDEEN  BLACKFOOT  SNAKE FIRTH  SHELLEY TOTA

RIVER

Provides career materials 4.8 2.0 3.2 3.3 2.5 3.2
Acts as career ed consultant 4.2 1.9 3.5 3.7 1.0 2.9
Provides career resource center 5.0 3.0 4.5 4.3 3.5 4.1
Resource person in areas of
counselor training 5.0 3.1 4.5 4.7 4.0 4.3
Provides in-service training
on career education programs 4.4 2.6 3.8 4.0 1.7 3.3
Organizes a community resource '
pool 3.7 2.4 3.8 4.0 1.7 3.1
Consults with teachers on.
student needs 5.0 3.4 4.0 4.3 2.0 3.7
Gives and interprets vocational _
tests 5.0 4.2 4.5 4.7 3.7 4.4
Instructs teachers how to use
tests - 4.4 2.4 3.7 3.7 2.0 3.2
Assists in 3-year schedule fcr }_ o
10th graders 4.4 1.8 . 4.3 4.0 2.0 3.3
Arranges and assists in career
days or fairs 4.0 2.0 4.7 4.7 2.0 3.t
Establishes hands-on experi=mras 3.8 2.3 4.0 3.0 3.0 3.2
Sets up work study program 4.3 2.0 3.7 --- 3.7 3.4
Assists in hands-on ‘experiesnces 4.6 2.2 3.8 3.7 3.3 3.t
Makes surveys and follow-up studies

—avaitable for-use in—developimygcurric=
ulum based on students career needs. 4.8 1.9 3.8 3.3 2.0 3.2

Random sampling from each school
Number responding from each school 5 9 6 3 3 26
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CHART A
PARTICIPATION IN CAREER EXPLORATION ACTIVITIES - GRADES 10, 11, 12 R
1v Shelley High School - 4 of 7 reporting Snake|River High - 8 of 9 - Aberdeen
May 30, 1976, 60% % 10th or Reporting
19th grade students | do. I\J No.IV{Exceeds or
1 A,1 & of 10th graders Other Comments A,1 {lLacking Other
v, A1 —
ing and achieving 1) 0| Lackin No indication this yet done{A11 }Exceeds | 89 for entire sch.
rest inventors Tacking y % year ind{- [¥50 Tor Exceeds for yre | end qtr.-7 of 30+20% and.
TR cated]all grades inadecuate.
30 .
99 | Approaching 55% Ent- |Exceeds Exceeds for yr. | 90% in 3rd quarter meets
Objective 1r: 100% 60% achieved for year.
sch.
v, A-2
ing at least 3 (1)40 |25% and adequate [For first reporting period [(1)76{Adequate or [Approx. 150 in No record kept on this for
individual career for Ist report 125% woald seem adequate. Exceeds ta) 10th grade. | fall. -
tion activities. 1¢) U [No additional 25% 1s now inadequate (2183 T
159 |Exceeds for yr. since about
Y OIT 150-160 in 10th grade
3)6 .
108 | Achelved 60% . (3) oo for year - excceds obj. 70 of 10th grades and henc
objective exceeds objective of §0%
IV. A'3
t 3 teachers pre- (1)23 |Exceeds 23 units and no. indicated |(1)13|Possibly From information
career exploration dicate lacking given one cannot | No record kept on this for
r activities {2)35 objective. (2) § be sure 1f these } fall.
BB | Exceeds 58 units explored T8 |avg. of were for 12th or _
3 grades 10th grade. Sus~
Jmost for 12th.
(3)30
88 |Exceeds 85 units explored (3) 3|21 units and this exceeds 18 units for year achleves
objective for year. objective for year.
IV, A-4 =
a tentaive or 51; 2 {Lacking obj. On'ly 2 students, hence (1)33 |Possibly 3°teachers parti-| None at 10th grade level.
ic career decision 2) 3 lacking (2)51 |Adequate cipated in:this
Jared a career lag
5 [lacking Only 5 at 10th gr. level. 84 |represents about.50% of 10th
gr.-more than adequate at this
print.
3)30 |Lacking 20% achieved (3)16
100 which exceeds|60% None at 10th grade level a
does not meet ob.jective.
- IV, A-5
| a career plan for | (1) O {Lacking obj. No plans written and hence [1)13{Lacking Only 1 teacher None {indicated.
ng the career goal lacks objective. reporting indi~
ca S
{2) 0 [Lacking obJ. _ [No additional (2)35
48 Hacking but approaching i
(3) 8 ~
¥ |Lacking 5% of goal . (3)16
& lAchieves 603 for year vmeme at 10th grade level a
nmmes not meet objective..
IV, B .
30, 60% of 1ith gr. }(1)23 ate Including all qr. levels 1)16 |Adequate Not clear how W record kept-fall,
. by teachers or (2)32 2)15 |
des Adeguate Includes (1st 32) only 11th ] 3¥|for grades 10, 11 and 12 '
(3) Achleved :goal for year (3) 9 18 activities from Abdrdee
38 |for 10-12--meets objectives jumd ‘meets objectives.
ome action for 1.0 W to this. K1) ollacking INo vrespon ihdane sndicated
ng the career Q v responded for 11&12. : aboyt 40% approaching adequacy:if
3)30 1 A
30 }01d not-achieve the objective-17% ' 60[Meets minimum objective of 60X H*Mm.activities posted and d
#honotomest: objective.
CIV, € I
30, 60% of 12th gr. 6 iAdequate Not clear how  /§ifio “rerord:ikept.
it 3 presented 2)15 v
exploration units : responded on this 1tem 1|for all gradessmost 11th ade.
vities (3) Achiewed objective (317
' __38|for_al)_three grades and | 18.units for entire-all 3
objective most 1ikely met grades not'meeting obj.
ng a personal (1133 obj. (1) 0 Ino response A few.business students st
‘(’Z)_ 5 Extimating 100 seniors, (2)23 [Repr. about adequate inadequate
) 7 23 butj.gmg_g_cﬁvnv
(3) 0 i 3)25 10:for 3rd gtr. but does n
2_'8' Achiaved-objective with 75% Repr. about 50% approaching meet-objective
but does not quite meet.

Q
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CHART A

PARTICIPATION IN CAREER EXPLORATION ACTIVITIES - GRADES 10, 11, 12

49b

v
fay 30, 1976, 60% of
1 grade students will

No.IV % 10th Graders or
A.2

Exceeds Objectivay

1 -BYackfoot High School ~ 25 of 26 Reporting

Other Comments

Firth High School - 1

No.IV % 10th Graders
A.l or Exceeds Obj.

of 7 Reporting

Other Comments

TV, A-1
ing and analyzing an
t inventory.

i

1)68 Lacking Obd. !

(2)52
120 Possibly about
40% more act.

Only 4 of 25 reporting indica~

ted this activity with 2 of 4
indicating activities at other
than 10th grade.

310* Exceeds

Firth reported all high
schogl on this item.

This obj. reached fo

r year.

(3}41 or 160 approx.
60% meets obj.
for year.

Firth exceeded this ob/w.’

Meets for year with 10U

Tve:at end of Tirst quarter.
» acquisition.

IV, A-2
Ing at least 3 hrs.

(1)55 possibly lacking

10 of 25 teachers reported

£33

(1)80 Lacking

Firth indicated these were all

vidual career explor- obj. these activities but most 9th grade or before.
stivities. at grades other than 10th
(2)87 48% more activityl (i.e., 9, 11, 12) (2)170
142 250 out of 300 for interest so should be more than
adequate for yr. and each grade.
(3)216 or 358 which
far exceeds Firth achieved this objective at end of second quarter.
60% for year
TV, A3 Rl

t 3 teachers pre-
sareer exploration
r activities

(1)34 Possibly adequate
at this point.

(2)13

107 Difficult to as-
a lotsess by reporits.
of act.

seens adequate.

12 of 25 teachers indicated
activity estimated only about
half of 12 or 6 were at 10th
grade level.

(1)10 Exceeds

Firth indicated 10 presentations
for all students.

(en7
27 for all grades (1

0, 11, 12)

Objective achieved for
year at Blackfoot.

Firth achieved its obje

ctive for year.

IV, A4

a tentative or real-
areer decision and

i a career goal.

(1) 3 Lacking obj.

(2)27 .
30 still lacking
10th grede.

Out of 25 teachers only 7
indicated activity in this
area and only 1 at 10th
gr. level.

(1)310 Exceeds

Firth reported all high school
_students.

0id not achieve for
10th grade-achieved
for other grade levels.

(2)
3_5 Exceeds for year.

Exceeds objective at en

d ofwé;a'iharter.

IV, A5
a career plan for

ng the career goal.

(1)..6 Lackinc Obj.

(2) 4

Out of 25 teachers only 3
indicated act1v1ty and on]y

(1) 0 Lacking

No response

~- 10Lack-mest-act. at] 2-at-10th_grade.- =
11th ard 12th gr (2) 0 Lacking No response
Lacking at 10th grade
lavel byt achieved
at 11th and 12th. (3)10 Lacking Some activity but norzenougiy
to meet objective at lifdk-lmwel,
IV, B
30, 60% of 11th gr. ) D oz all activities were (1) 0 Lacking Only 1 of 7 reporting 2md-this one
by teachers or act. (2330 Most 1ikely mt. cimarly identified for 11th no:activities.
130 maybe no. of oV E2th, for all grades 2, 7 have been reported-
S this would average 9 per grade.
173)120Far exceed obj.
Total of 250 and Meets objective for.all four grades including:13th.
far exceeds obj.
ome action-for | {11200] [ At this point of year a very "0 Lacking
ng the career goal. 2) 5(+) for 2nd 9% (+) for objective 2) 4 Lacking withimmly (12) for entire schecn.
(3)70 or better than (3) 16 or total of Z0 11th graders.
80% mtng. obj.
iv, C
30, 60% of 12th gr. | Not a1l activities were (1)10 Exceeas 10 activities by one m=acher
t 3 teachers pre- (2)127 clearly identified for 11th
career exploration T67Exceeds for year. ] or 12th grades. (2) 5
r-activities———————f——out: T5-student-activities—presented
of
Far exceed objective for year Far exceeds obj. for yr. (5 -inv. 100) rep. imi3rd qtr.
ng @ personal resume | [1)147M | At this point of year a very (1) 0 Lacking No activities reportes
2) 79 (+) for objective.

Q
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(2) 0 Lacking

No-activities reporist

(3012 Lacking

) . IM&
This objective about:20% ‘inst. 60%




“addition 60% of all
gh:school students widll
ve participated in at
ast three (3) of the
Tlowing during the Yeas:

CHART B

STUDENT PARTICIPATION IN THREE CAREER EXPERIENCES

BLACKFOOT HIGH SCHOOL

FIRTH HIGH SCHOOL

SHELLEY HIGH SCHOOL

SNAKE RIVER HIGH SCHOOL  ABERDEEN HIGH SCHOOL

49¢

Jective IV, 6D 1
dands-on Career exploration

34%-0bj. Not Met

42%-0bj. Not Met

817 activities by
450 students-obj.
met

62%-0bj. Met,

30%-0bj. Net Met

Jective IV, 6D 2
. Career planning with counselor

65% 0bj. ~ Met

32%-0bj. Not Met

24% 0bj.-Not Met

82%-0bj. Met.

50%-0bj. Not Met

Jective 1V, 6D 3
Decision-making and career
planning with parents

30% Obj. - Not Met

25%-0bj. Not Met

14% Obj.-Not Met

33%-0bj. Not Met

20%-0bj. Mot Met ..

Jective IV, 6D 4
Career field trips to
observe and talk to
workers in their work
settings

1% - Obj. Not Met

68%-0bj. Met

60% - Obj. Met

20%-0bj. Not Met

203-0bj. Not Met

Jective IV, 6D 5
Classroom activity with
- community (at least two)

2%-0bj. Not Met

64%-0bj. Met

861 activities by
450 students-obj.
met

95%-0bj. Met

60%-0bj. Met

Jective IV, 6D 6
Career mini-course or
pre-vocational course

No activity repor-
ted

27%-0bj. Not Met

90%+ O0bj. Met

50%-0bj. Not Met

33%-0bj. Not Met =

ective IV, 6D 7

- Work experience, work
release, on-the-job
training or cooperative
work program

15%-0bj. Not Met

22%-0bj. Not Met

10%-0bj. Not Met

15%-0bj. Not Met

7%-0bj. Not Met -

1jective IV, 6D 8
-Aptitude testing

60%-0bj. Net

46:%-0b7. Not Met

90%-0bj. Met

67%-0bj. Met

30%-0bj. Not Meti

Jective IV, 6D 9
Meating with-post
szcomdary, college, o
saapprentice personne:
&a&in information or- career
lanning or re-plamming

Objective Me:

O jec s s Yt

90%-0bj. Met

Orjective Met

20%-0bj.

yjecrive 1V, 6D 10
One-to-one studerwt-
-worker intervie-

1%-0bj. Not Met

15%-0t;. Not Met

5%-0bj. Not Met

37%-0bj. Not Met

15%-0bj .

1jective IV, 6D 11

. areer guidance=zactivity

-umsigned for werk value clar-
Trfication selfzassessment

. ane-other appropriate experiencz:

10%-0bj. Not Met

Shu-inj. Met

588 Activity for
450 Student-obj.
met

98%-0hrj:. Met

1jective IV, 6D 12

“.(Completed agaim, one or

;. more of the activities
“1isted above for grade
‘~ten (#1) or eleven (#2)

Obj. Not Met

Objective Met

Objective Met

Objective Met

Objective Not Me:

yective-tV~60-13~—-—————
fEnrol1l in a vocational

—~——6%-0bj~Not-Met—

~-50%=BtrjNot-Met—

~87%=0bj-Met——

b

47 %=0bj T Not—Met—|—65%=0b7 .- me

ERI
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Objective V: There will be at least 10% more students in grades 11-12

participating in vocational education programs designed for career education

METHOD OF EVALUATION: Registration in vocational classes will serve as

the measurement of this objective.
FINDINGS:
A survey form was developed to obtain the number of students enrolied
during the 1972-73 (base year of the project) and. fer 1975-76, Also, a
personal contact was made with each high school principal and/or guidance
counselor.
Programs being offered in the five high schosls for 11th and
12th graders included:
Home Economics
Office Occupations
Multi-Occupations
Vocational Agriculture
] Auto Mechanics or Induszviai Mechanics
B.0.P. (Business Jccupation - Mobile Van)
Building Construction

The following are the number of students reported enrolled in

vocational programs for the years indicated:

TABLE XI

Erm “Iment in Vocational Classes
In Bingham County
Grades 11 & 12

School 1972-73 1975-76 Goal Achieved

Aberdeen 166 191 Yes

- Blackfoot 32 388 Yes

Firth H2 81 Yes
Shelley 139 163 Yes
Snake River 201 189 No*

RO AL ——-900— e 1-,012 » .

’ ‘ _
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*The major reason for the drop in registration in vecational
education courses was the screening. of students in vocational
agriculture to those interested in farming. (reduction of 32
students) Also the Mul=:-Occupations program changed from
"classroom activities" zo work "centered" activities which
accounted for 10 studenz drop.

In summary, four of the five #igh schoals showed at least a 10% -increase
in 11th and 12th grade students emoliled. in vocational education over the base
year. The fifth high school chanmzed program or enirance requirements which
caused a drop in enrallment; otherwise, the objective would hzve been attained.
Overall, the enrollments for all schools increased 112 which is more than a
10% composite increase. for Bingham Gounty Schaols.

Of special note was the increase in. vacational offerings over the 3 year
period among the Bingham County schools in Inmustriz” Mechanmics, B.0.P., and
Building Construction.

The offering of Incustrial Mechamicz was.a airect outcome of the coop-

eration of three school districts ir Teasing facilities and cmerating a new

program for students. These same tim=e dist~iciz @re currentiy asking for

voter approval to comstruct new faci™#ities amt expand program Dffe=rings.

Advanced offerings in Business Occupztions through the Mobile Uni* was also

directly attributed to the career project.

Objective V - 1: Mobile Vans, B.J.P.

a) The types of educazrmmzl exherﬁ@nc&s prbvided to stademmts.
The Business Occdpations Progmam .B.0.P.) provizes reality or=wted experiences
for students interested in business or related fields. Studerets:apply skills
learned from high school office @ccupations cizsses to operaﬁg,a“mortgage and

Toan company. Additional skillis are taught fnmfgigphone techmigues, super-

vision and management, secretarial, interest amd principle to mention a few.
The program provides exmpermmces on such emmipment as tramscribing mag-

ying and -other affice machines.
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The Company provides for seven positions:

-vice president -administrative assistant
-executive Secretary -cashier
-post and tax. clerk -insuranca clerk

-receptionist

Students may elect to serve in each position during the time of enroll-
ment. Each position has a packet. of information for each. position which in-
cludes a role description and manual. of procedures.

The van is moveable and is scheduled to be located at four of the five
county high schools. Prior to this activity the unit is located at all five
schools for information and. orientation purposes.

There was a total of 89 students participating--in -the activities
sponsored by the career project as. follows:

Shelley High School - 12
Firth High School - 12
Snake River High School - 17
Blackfoot High School -~ 36

Prior to participation, students are interviewed by the staff of the
Regional Office of the Department -of Emp]oyment.

'b) " Effects and value of the learning éXpE%dEhce;'

A survey eliciting the attitudes of students was administered to a]i
exiting students. The survey results were complied-for use by the instructor
for program and p%OCESS'eva]UaiiQna The survey results were reviewed- and ana-
lyzed by the third party -evaluator. The following is & summary representative
of the comments made hy :students from the four high schools: '

-B.0.P. helped me develop gdod work:habits.
-The program taught me -responsibility-in: an-efficesetting.
-1t helped me to undersiand.-my.abilities, my likes and dislikes

(toward office careers) and helped-me know more what- I want to do.
-1 gained-more knowledge and .greater. appreciaiton for each position
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operated by the van.

-1t was hard at-first -but very -enjoyable -experience.
-1 learned by doing.

-1 was kept busy but learned a lot.
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The B.0.P. teacher and high school office occupation teachers in-
dicated reports from businesses where students worked. part-time or full time
after graduation were found to adjust to office routine and responsibility

rather quickly.

Objective V - 2: Leasing Facilities for. Vocational Education

The Career Education Project, in cooperation -with the Bingham County
Multi Project of Exceptional Children, jointly leased a facility to house
programs in industrial education. The facility is 960 x 120 in size, metal
construction with two shop areas, one classroom, office and storage. The
cost of leasing is on a 2/3 - 1/3 arrangement with Career Education assuming
the 2/3 cost.

The program enrolled students from. three:of the first school- districts

in 1975-76.

- FALL SPRING
Snake River 12 11
Blackfoot 27 17
Firth 4 1
- TOTAL 43 29 - -

The instructor is new to the position this year and the entire curri-
cuium has been revised with instruction- included in the following areas:

1. Welding

i1

0. & A, cutting
~ arc, basic

2. Engines: small, auto, diesel

electrical systems

fuels and emissions

power trains and dirves
vehicle control and superwision
tune-up

carburation

hydraulics (next year)

[ AN R R SR B A |
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Objective V - 3: Coordination of Project Programs with Other Agencies.

a) Idaho Department of Employment

tleavy work loads and limited funds prohibit the department from pro-
viding extensive services to educational_agencis. However., they report con-
siderable contacts and cooperation with,students and teachers seeking infor-
mation (or placement) about careers and vocations.

Counselors employed. by the department assisi with testing and counseling
of students. They cooperate with teachers in office occupation with part-
time on the job placement. One high schoel- has- 22. students- in 18 work stations
for half time employment in the community.

One member of the department serves..as. the chairman of the Advisory Board
for Office Occupations. ‘This Board servas two scheel- districts in the county.
Also, assistance was gith‘to a study-for~the~Career‘Educatﬁon Project in
setting the curriculums for the continuation of the Multi-District Industrial
Mechanics Program. The Exiting Committee which developed a report on the
career plans and actual placement of graduates was -assisted by the Department.

Prior to student participation in the B.0.P. Mobile Yan., they were
interviewed by a department emp]oyée.

Business classes in four county high schoels. received instruction on
making applitations, preparing resume€s and personal appearance and grooming
when seeking employment.

Communi ty -Education/Adul-t -Education

The Director of these two programs reported the»Career'EducationﬁProject
had cooperated with his programs by making the vocational facility available

for night courses. Five classes had been held during 1975-76- school year in
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the facility and without charge. He felt the cooperation was excellent.




55

A

3 Bingham County Program for Exceptional Children

{See Objectiws VI for details on -cooperation with this project.)

c) Migrant Educatom

A program for childran of migrant farm workers was conducted during
the summer by Firth amd Smmke River School Diskricts., Ihé-staff of the Career
Education Project prowidec zmssistance in planning programs with career ofien-
tation and visited classes om several occasions.

The curriculum for the students provided fer field trips to study
careers, reading, math and cme group used career education as their central
theme for the summer experience.

Objeczive V - 4: Caomerative Work.Program (oordination

School officialz within the project area will contact business and the
professions for work =tations. The objective is to assess -the extent of co-
operation to reduce duplicate. efforts.

a.) Multi-Occupations: The Directer was associated with Career

Education as a teachmr/counselor prior to assuming responsiblity for the M.O.

Pragram. Coordination was accomplished primarily durding the meetings of the- SRR

Coumty Board for Cocperative Services.

b) Work Programs :

The two majar work programs are located at Blackfoot High- School
in office oqcupationS‘and agriculture. Conferences with both directors in-
dicate there was no cmoperation in contacting buﬁinesses and professions for
work stations to reduce duplication. However, the Career Education Project

was not involved in locaEzing work stations. The project sponsored the pro-

gram haused in the vocat@pna] education facility and the B.0.P. Mobile Van

as thé"major thrust.
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The office occupations placed 21 students this year in % day work

stations and the agriculture department placed 30 in % day work stations.
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Objective VI:  There will be an increase of at least 15 percent of exiting
handicapped students who will be placed in an employment position by the
time they are 21 y=zars of age. TheAemployment.experienceAsﬁa11 be either
sheltered workshop or an actual employment position.

FINDINGS:

1. A common executive board has been established in Bingham County to
develop policy and coordinate the operation .of all multi-district
programs. The Career Education Project and-program for exceptional
children are two of these activities.

2. The Bingham County Program for Exceptional Children was organized
and operating prior to the inception of the Career Education Project.

3. All programs and activities reported under this ebjective have little
or nor support (financial, human or material). from the: Career Education
Project except the cooperative vocational program.

4.  Four of the five school districts in Bingham County operate special
education programs for children of grades K ~ 12. Exiting students
from the four school districts are to be found in Table XII.
TABLE XII

Number of Exiting Handicapped Students
Placed in Employment Positions

School # Exiting Further Placed in‘Occupatioh Consistent with
Students Education Paid Unpaid “ career plans
Aberdeen 4 0 3 1 2
Blackfoot 3 1 2 0 2
Firth 2 1 1 0 1
Snake River 3 2 0 1 2
TOTAL 12 4 6 2 7

Of the 12 exiting students, four plan further education at ISU Vocational~-
Technical Education Center, 6 are working at paid positions and 2 unpaid (house-
wives). Seven (7) of the 12 placements are consistent with the students career T
plans. N

This is more than a 15% increase over 1974-75,

138




58

lThe sheltered workshop program reperted in V13 shows 24 students enrolled,
ages 6-18. This program was not operated prior to the beginning of the Career
Education Project; therefore, any enrollment would excede the 15% increase
stated in the objective. | g’“““\»
VI-1- Cooperation Between BCPEC and the Project !
The Directors of the Bingham County Program for Exceptional Children
(BCPEC) and BCCEP have an agreement whereby they cooperatively lease a
facility for industrial education. (See Objective V-1). The facility isla
large Q-span metal building leased for the purpose of providing .vecatienal
experiences for special education students in one-end and regulaf in the
other. The planning, operation, maintenance and financing the facility is
a cooperative venture, '
There are 23 students in special education programs attending the
classes from 4 school districts. Instruction is provided in:
-small engines
-welding: oxygen, acetylene and arc welding
-automotive maintenance (service station level experience)
A new program was organized during the last semester in woodworking.
The 1earning experiences are'limited at this time but plans are te expand
the program next year especially in construction of small storage buildings,
etc. which would be sold to finance materials for future projects.
The Directors meet periodically to discuss curricu]um; operational and
financing problems.
The Directors attend rgeetings of the County Cooperative Board as
another means of communicating and cooperating. Both offices adjoin in the
same building. .
The Director of the BCPEC assisted the Career Education staff in writing

a proposal to obtain funds for next year to assist students not attending post-

secondary programs to find employment. “The project has been funded ($20,000).
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VI-2  Bingham County Cooperative Board
The five county school districts have established a Board for
Cooperative Services. The Board holds regular meetings and theADirectorS’
of the following programs are members which is another vehicle for fmproving
cooperation:
-Bingham County Career Education Project
-Bingham County Program for Exceptional Children
-Vocational Rehabilitation Counselor
-Director of Multi Occupations
VI-3 Sheltered Workshops
The Bingham County Program for Exceptional Children operates a program
for students who are severely handicapped. The program is housed at the Child
Development Center in Blackfoot. The program was housed in rented facilities
- when it was.first started in 1973-74 school year. It is now housed in new
facilities at the Child Development Center,
The program is designed for student who are trainable and enrolls 22
students from 6-16 years of age and 2 above 16 years of age (16-18) for a
total of 24.
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Objective VII:
100% of all exiting students will be placed iﬁ'bne of the following:
A. Employment, including:
1. military service
2. homemaking
3. volunteer service or mission

B. Post-secondary occupational training program

C. Degree seeking program

FINDINGS:
TABLE XIII
POST-SECONDARY PLANS -- CLAS3 OF 1976
Bingham County High Schools
Total Work College Post-Sec. Home-  Mili- Vol. Undecided
Occu. making tary Service
Train. ' or ‘
_ Mission -
~deen 68 20 26 12 4 6 . 0 0
skfoot - 266 106 88 40 13 3 0 16
th 72 16 38 10 4 1 1 2
ey 113 18 49 24 3 2 3 14
ke River 116 25 58 22 4 7 0 0
ALS 635 185 259 108 .28 19 4 32
ITAL 100% 29% 2% 17% 49 3% 1% 5%

College includes 2-year and 4-year colleges

Mission includes missionaries for Church of Jesus
Christ of Latter Day Saints

As can be seen from the above table, 5% of those students exiting from
Bingham County High Schools were not placed in one of the prescribed categories.
The general objective of 100% was not met as only 95% of the students were

placed. This is 1.5% more students not placed as compared with figures of last year.

141




ctive VII: 61

ific Questions:

Findings:

(1) Every senior high school has a career
placement file with the suggested
material. The files are all the_same..
as far as way set up.

Have career placement files been
developed for all high school
students (10-12) containing the
following:

a. Tentative career objective
of the student,

b. Summary record of career
experiences,

c. Record of career counseling
sessions, and

d. Information or placement of
student?

Has a job placement center been ' (2) None of the schools have a job place-

maintained in each high school ' ment center as such. Either the office

for all students? secretary or the caunselar take calls
from employers seeking m=mpiloyees.

How did the counselor provide (3) The counselor used many ways to get
adeguate informatien =nd career information to the =tudents:
guigance regarding further educa- a. one-to-cne condEmences

tiom in either a posk=secondary
occupational traiminm program or
degree-granting program?

groups
visits classroame—wwith information
on scholarships. mmrmed services,

grants, financial -aids, vo-tech in-
formation

d. organizes career and college days

e. give aptitude and interest tests

f. interpret test

g. has career resource centers

h. provides material to teachers

i. uses weekly bulletin and daily
announcements

j. sets up work study programs or
co-operative programs

k. sets up shadowing-experiences

How many times did the counselor (4) Every senior was se.n at Teast 2 times
meet with seniors to counsel in during the year, mo«t were seen 3

the options available and in post- times, and some more than 3 times.
secondary plans?

Have the counselors conducted a (5) See Table on the following page.

follow-up study of all exiting stu- Every school has done a follow-up
dents of the previous year? study.
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bjective VII:

pecific Questions:

6) Career placement committee
review placement of exiting
students.

62

(6) Contact by a member of the
Evaluation Team on May 28 showed
four of the five districts holding
exiting reviews. Two school dis-
tricts changed figures in Table
XIV obtained on April 28 as a
result of the meetings. (The
Table reflects the new figure).
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TABLE XIV
FOLLOW-UP STUDY FOR 1975 EXITING STUDENTS

63

Plans
Spring
1975

Pursuits
Fall
1975

Change

College Vo-Tech Work Unemployed Undecided

47.6%  15.7% 33.2%  --e--- 3.5%
39.2% 8.5% 44.1% 2.6% - 5.6%-
-3.4% ~7.2% -10.9% -2.6% +2.1%

Total . -

100%
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SECTION IV
SUMMARY AND OUTSTANDING CONTRIBUTIONS OF THE PROJECT

A. SUMMARY
Objective I:.
1. Objective number one called for project schools to develop career education
plans and activities to: (1) aid students in becoming aware of the world of
work, (2) aid students in their development of positive self concepts, and
(3) aid students in becoming more knowledgeable about the world of work.

Through the use of standardized tests, evaluations of monthly reports, di§-
cussions with principals @md building coordinators, the evaluation team |
believes that this objective was adequately met. The project director and his
staff.can document strongly their -efforts in striving to acéomp]ish the goal.

2. Informa] discussions seem‘to suggest that teachers appréved to a greater
degree than-school administrators and in particular school counselors to

be motivated and interested in career education. This might be due to the

fact that classroom teachers were involved directly with career education
activities, whereas school administrators and counselors seemed to play secondary
or passive roles in the projects. However, it must be noted that the role one.
plays in a program is one-that is largely selected because of one's own in-

terests and motivation.

Objective II:

1. Objective number two called for project‘schoo1s to develop ‘career education
plans and activities to: (1) nelp 4-6 grade level students to become. aware of
the world of work and themselves and (2) help 4-6 grade level étudents to
learn how interests and values are related to the world of work.

Through the use of standardized tests, visitations, discussions and as-

sessment of monthly career education reports, the evaluation team believes
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that this objective was met. The project drirector, his staff, =nd the evaluation
can document the efforts of school districts in Bingham County =o successfully
complete project goals.

2. It was the belief of the evaluation team that this project toverall) made

a significant impact on the primary grades in Bingham County. It represents '

a_starting point which will be carried on by the classroom tescher, npﬁ_the

school administrator or guidance counselor!

Objegp1ve III:

1. There is substantial evidence to support the position that the program

did have an impact between September of 1975 and April of 1976 on the students'

(7-9 grade students) capability to make judicious caraer decisigns for them-
selves. "Self" in the comntext of career planning seems to be explored to the
end that subjects, nomuthetically, have improved markedly their ability to

make judgements regarding matching their own skills and aptitudes as these
relate to career planning. Job knowledge and career planning, capacity,

both considered, suggest the objective has been met. _

2. Junior High students fell 10% short (of the 60%..goal) of making tentative
career decisions. _

3. Four of the five junior high schools developed and implemented school
building plans according to ¢onditions and guidelines established by the project.
These plans made a significant impact upon the success of career education

at the bui]ding level.

4, Junior High Teachers perceived assistance from guidance counselors as below
average based on a five point scale. This was especially true where the
counselor was not the career education building coordinator.

5. Funds provided to promote change through the awarding of mini-grants were

expended as stipulated in the proposal.
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4“26; Thé project goal of ninety percent (90%) participation by teachers in at
- least three career education workshops was not met. Seventy-five percent
(75%) of the teachers participated in at least three such sessions. ‘Genera]]yt
it can be asserted that Blackfoot had greatest involvement success in career
activities under III-5. Snake River did perhaps the poorest Qith Shelley and
Firth having about equal success. Overall, the goals of the five sub-

items were not met. Nonetheless, in most categories for most schools, they
were closely approached, met, or exceeded. Individual schools seemed to

have organized their priorities differently:. Where goals were é;éélled, they
were excel ket substantially. Where not met a respectable effort was still
documented. In total impact, it is to be recalled that the school which came
in Towest, Blackfoot, still proffered significant results in terms of career
knowledge acquired. Generally, it appears that whereas, item by item, ob-

jectives were not all satisfied, the impact was globally substantial.

Objective 1V:

1. Objective IV, A. This objective has five sub-parts: A-1, 2, 3, 4, &.5.
A11 five high schools in the county achieved the first three sub-parts with
two high schools achieving A-4 and one high school achieving A-56. Overall,

18 out of a possible 25 objectives under Objective IV, 6, A were met.

2. Objective IV, 6, B. This objective has two sub-parts: B-1 and B-2. All
five high schools in the distr{ct achieved the first of the two sub-parts (B-1),
with three high schools achieving the objectives under B-2. Overall eight (8)
out of a possible ten objectives under Objective IV, 6 B were met.

3. Objective IV, 6, C. This objective has two sub-parts: C-1 and C-2. Four
high schools met the first sub-part, C~1 and two high schools met the second
sub-part, C-2. Overall, six (6) out of a possible ten objectives under Ob-

jective IV, 6, C were met.
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4, Overall, 34 out of a possible 45 objectives were met. Further, there was
near completion of three of the objectives and there was activity on all but
three of the objectives.
5. Objective IV, 6, D. This cbjective has thirteen (13) subparts, D-1-
13. It is written so that the objective is achieved when three of the thirteen
sub-parts are reached on each item. This objective was met over-all by
the project with the schools under study having reached 25 of the objectives
whereas the reaching of 15 would be sufficient to reach the over-all objective.
This means that each high school exceeded this objective with the‘exception
of Aberdeen which did achieve two out of three objectives.

6. The mini-grants for the high schools having mini-grants seemed to serve
the purpose intended,'and the building plans seemed to help focus in on the
objectives of the overall project.

In summary, not all the objectives for all the schools were met. However,
the 6Qé}-whe1ming majority of objectives were met, and in those instances where
the objectives were not clearly met there was activity for the most.part on

these yet to be achieved objectives.

Objective V: |

0vefa11 Achievement of Objective: There was over a 10% increase in '
students enrolled in vocational programs in Bingham County Schools; therefore,
this part of the objective was met.
1. The B.0.P. mobile van.provfded for learning experiences in seven different
positions in a simulated business organization. There was a total of 89
students participating from four high schools. Evaluation reports and in-
terviews revealed students learned from the experience and were assisted in
further career selection.

2. There was one large facility (7200 square feet) leased to house a program
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in industrial mechanics for students from three school districts. Welding
and engine ﬁechanics are the two major programs offered. |

3. The project staff coordinated programs with four agencies in the com-
munity. The aumber of students actually affected could not be determined.
4. Cooperative work program coordination showed very 1ittle participation

from the Career Education project staff with other agencies.

Objective VI:

1. Services of the project were coordinated through a central executive
board called the Bingham County Board for Cooperative Services.
2. Vocational Rehabilitation Counselor and Director of Career Education
were members of this Cooperative Board.
"3. A sheltered workshop for students unable to profit from on the job work
experience had been established. There are 24 studénts enrolled this school
year from the five Bingham County School Districts.
4. Twelve students in programs for the handicapped are shown as exiting
for 1975-76. Four (4) will enroll in further education; six (6) have been
placed in paid occupation and two (2) are housewives. Seven of the twelve
placements are consistent with the students' career plans.

Overall objective accomplishment: There was an increase of over 15%
of exiting students enrolled in programs for the handicapped which were placed

in actual employment positions or attending sheltered workshops.
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Objective VII:

Objective VII called for. 100% placement of all exiting students, with
auxillary considerations pertaining to career placement files, maintenance“ofwa~~u~4%;
job placement center, counsalor provision of information, counselor follow-up,
and review by a career placement committee. Outcomes were as follows:

1. Ninety-five percent (as oﬁposed to the .23% criterion) of exiting students
were placed in one of the three categories stipulated.

2. A1l participating senior highs have career placement files which are current. -
3. At.none:nf the schools did a iob placement center evolve.

A, {ounselors did utilize a multi-faceted approach to providing career.guidancé

and career information.

5. Counse]oré met with all seniors two or more times relative to post-secondary““”5‘
plans. .

6. Every participating school has done & follow-up study of exiting students.

7. Four of the five high schools have conducted a career committee placement

review.
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OUTSTANDING CONTRIBUTIONS OF THE BCCEP

1. Purchase and Use of Career Education Materials

. One of the outstanding contributions of the BCCEP to students was the
purchasing of career education materials for use by students in grades one
through nine. At the elementary school level, DUSO kits and TAD kits were
used by teachers to assist students in career awarehess and.self awareness
practices. General results of the BCCEP suggest that students had increased
the positiveness of their self concepts and their perceptions toward school.
And, at the junior high school level, career information kits and career
exploration kits were instrumental for career planning and investigation.
Such materials were generally used to help integrate career education con-
cepts into the regular school curriculum and provided teachers with the
tools essential for doing career education.

2. Retraining of Teacher§

The retraining of teachers was yet another cutstanding element in the
BCCEP. It only seems reasonable that for the classroom teacher to do career

education by integrating its concepts into the regular curriculum that they

_need retraining. The BCCEP provided for such retraining. The majority of

teachers in grades one through 12 were directly involved with inservice
training programs prior to the beginning of the BCCEP and continuing through
the regular school year for each year of the project. Guest}speakers were
brought in, such as Dr. Kenneth Hoyt, National Director of C;}eer Education,
and innovative learning materials were presented to teachers. It was through

the above processes that teachers were retrained to implement career education.

3. Mini-grants to Promote Career Education Concepts
""Seed monies" was a strong element of the BCCEP. This money was given
directly to schools in the form of "mini~grants." Monies were used in a

variety of ways including: (1) the purchasing of career education materials
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for career education practices; (2) the retraining of teachers through in-
service training activities; (3) field trips for both teachers and students
relative to career awareness and exploration activities, and (4) allowing
schools to have a "say" in how monies should be spent for career education.
This latter point helped to develop positive attitudes of teachers and ad-
ministrators toward career education processes. They had a direct impact

on how career education monies should be allocated toward different activities.
A total of $10,000.0C was used as seed monies. Approximately thirteen dif-
ferent schools received seed monies ranging in value from $200.00 to $800.00.

4, Career Building Plans

P];n; for implementing career education at the building level were
developed by every principal and staff in attendance at a summer workshop.
The proposa1§.p1aced a greater responsibility for career education at the
building level. The career plans, coupled with mini grants, contributed
significantly to the gains made in the implementation and integration of
career concepts into curriculum and instructional methodology within the
schools of the country.

5. PACE Center

Perhaps the single most influential aspect of the program at the junior
high 1eve1 was involvement with PACE. The mobile PACE van led the junior
high students to engage in career planning in a structured set of circum-
stances, resulting in most instances to at least tentative formulation of a
career choice. The augmentation it provided the regular career.gﬁiddnce
activities of the junior highs has been inestimable.

6. Expanded Vocationa1‘Qgportunities

Vocational Education opportunities were expanded for students in the
project area by:

(a) Leasing facilities and initiati.g an industrial mechanics program for
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high school and special education students.
(b) Purchasing of a mobile van and establishing an office occupations
simulation program. (BOP). The simulated Mortgage and and Loan Company
provided reality oriented experience in seven different office positions.
7. Placement
A placement program for exiting students which placed nearly 97% in

employment, post-secondary occupational training or in a "degree seeking"

program.
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APPENDIX A
CAREER EDUCATION CONCEPT RELATIONSHIP QUESTIONNAIRE

What is an interest?

What is the relationship between an interest and the world of work?

What is a valve?

What is the relationship between a value and the world of work?
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APPENDIX B
OUTCOME QUESTION/TREATMENT GROUP MATRIX

Treatmen Legend:
Group 1. objective net achieved
2. objective marginally achieved
Outcome (more ‘than-25% -but less than 75%)
Questions - o~ 3. objective-partially achieved
N o A A (more -than 75% but not fully achieved
¥ =~ s 4, objective fully achieved
Objective I
Increased Career
Knowledge and
Awareness
1. 60% of stu- 3
dents will

have increased
their career
knowledges.

2. 60% of studentﬁ 3
will have be-
come more
aware of them-
selves and
of others.

Processes

3. K-3 grade 4
teachers and
administrators

-Will have de-
veloped an all
school CE plan
and have im-
plemented it.




Objective I

K-3

4-6

7-9
10-12

4, K-3 teachers 4
will have part-
icipated in at
least 3 inservicg
training sessiong.

5. K-3 students will} 4
have participated
in a variety of
career education
activities in-
cluding:

a. self-aware-
ness
- b. world of
work
c. field trip

Objective II

Increased .Caraer
Knowledge about
self/aothers and
world ef work.
1. 60% of 4-6- gride 3
students will
have increased
their. knowledge

about the werld
of work.

2. 60% of 4-6 _ 3
‘grade level stu-
dents will have
increased their
awareness about
self and others.
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Objective II

K-3
4-6
7-9

10-12

3. Selected 6th 3
. grade student -
will demonstrate
the relationship
among interests,
values, and work.

- —m e

Processes

4. 4-6 grade level 4
teachers and
administrators
will have been
developed an
all school CE
plan and will
have implemented
it.

5. 4-6 grade level 4
administrators
will have-imple-

" mented their mini
grant proposals.

6. 4-6 grade level 3
teachers will
have-participated
in at. least 3 in-
service training
sessions.

7. 4-6 grade level 4
students will
have participated
in a variety of
CE activities.
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Objective III

4-6
7-9

10-12

Career Knowledge and
awareness of self,

others, and the world

of work.

1.

60% of junior high
school students will
have explared their
attributes, plus the
world of work.

. 60% of junior high

school students will
have made. tentative
career plans.

Processes

3.

60% of junior high
school teachers and
administrators will
have participated in
CE workshops: and will

_ have developed a CE

plan. for their school.

. Guidance personne] will

have worked closely with
teachers in CE processes.

. Junior high schools will

have implemented mini grant
proposals and plans, if
applicable.

. Junior high teachers

will have developed posi-
tive attitudes tewards CE.

. Junicr high teachers will

have participated in at
least 3 inservice training
pragrams.

. Junior high students will

have participated in a
variety of CE activities
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Objective IV

K-3

46

7-9

10-12

Career Education

Exploration

1.

60% of high school

students will have:

a. explored career
fields,

b. identified career
options

¢. declared career
intention and

d. enrolled in vo-
cational fields.

Processes

2.

60% of HS teachers
and administrators
will have partici-
pated in workshops
and will have de-
veloped a CE plan
for their school.

Guidance personrel
will have worked
closely with 45
teachers.

CE building coordin-
ators will have imp-
lemented their mini
grant proposals.

HS teachers will have
participated in.at
least 3 CE workshops.

HS students will have
participated in a
variety of CE activi-
ties.

-+
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Objective V

4-6

17-9

10-12

Vocational Education

Programs

. There will be an
increase in voca-
tional education
classes over a |
year period of
time.

K-

2. Many students will
be using the mobile
vans.

(to capacity)

3. School facilities
are available for
use to public
agencies.

4. Counselors will
have been retooled
for -career counsel-~
ing procedures.

5. There will be an ex-
amination of the
working relationship
between Bingham
County schools and
other public agencies.

6. As a result of the BCCEP,
: alternative HS diplomas
will be identified.

7. Cooperative education
will have had a posi-
tive effect on students.

8. Adult education will
have had a positive
effect on adult students.

160

7t



Objective VI

K-3

4-6

7-9
10-12

Handicapped Students

1. The BCCEP and the
BC Multi-District
Proqgram for HS will
have coordinated
their efforts for
implementing common
goals. 41 41 41 4

2. Sheltered workshops
will have been identi-
fied and developed for
handicapped students. 41 41 4| 4

Objective VII

Career Movement

1. All exiting students
will have been placed
in one of the following: 3
military,
homemaking,
volunteer service
post-secondary
training program,
and
e. college degree
program.

Qn oo

2. BC schools will have :
developed a variety 3
of career services
for students, including:
a. Student placement

center,

b. Jjob placement center,
and

c. career information
dissimination.
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GUIDE FOR IMPLEMENTING
CAREER EDUCATION

Bingham County Developmental
Career Education

K-12
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FORWARD

Bingham County has a school population of about 9,000. Within the
county are five school districts with the county seat and population
center in Blackfoot. The economy of the county centers around agriculture
and processing of agricultural products.

The Career Education Program functions under a multi-district board,
"The Bingham County Board for Cooperative Services," with the superin-
tendent and one trustee from each of the five school districts as members.

This guide has been developed to assist: (1) teachers in preparing
and using career education units and materials, (2) counselors in pro-
viding a supportive and leadership role in career education, and (3)
administrators in fulfilling their responsibility for providing in their
schcols an organized, relevant curriculum. The guide is designed to
facilitate the integration of career activities into the local on-going
curriculum. It is hoped that the guide will assist local schools in the
construction and impiementation of a comprehensive developmental career
education program within their on-going instructional programs.

This guide is not & blueprint but is rather a tool for the local
school staff to use in planning, develnping, and implementing a develop-
mental career education program. The guide provides suggested concepts
and goals for career education and describes career development.

There are other resources, handbooks, and materials that contain many
useful concepts and objectives which, if used in conjunction with this
guide, will motivate and assist school personnel in providing more relevant
experiences in the classroom.
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INTRODUCTION

Education is subject to much criticism; students today are looking
for relevancy in school and related activities. The school environment
has too often been artificial, having little relevancy to the lives of
students and to the "real world."

Too many students fail to see meaningful relationships between what
they are being asked to learn in school and what they will do when they
leave the educational system. This is true of. both those who remain to
graduate and those who drop out. ~

American education, as currently structured, best meets the educational
needs of that minority of persons who will someday become college graduates.
It has not given equal emphasis to meeting the educational needs of that
vast majority of students who will never be college graduates.

Insufficient attention has been given to learning opportunities
outside of the structure of formal education which exists and is increasingly
needed by both youth and adults in our society.

The answers given to such criticisms must take the form of either
refutation of the criticism or constructive educational changes designed
to alleviate those conditions being criticized. Career Education is one
such constructive change. '
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CAREER DEVELOPMENT

Career Development is a personaI process of growing and maturing which
differs for each individual. It is fostered by experiences and informa-
tion individually acquired and assimilated into one's personal life. It
includes the development of self esteem, esteem for others, and develop-
ment of personalized, beneficial, work values. Career Deve1opment also
includes developing :ility to use information and experience in making
mature, rational decisions; the setting of career goals, the formulation
of career plans, and the acquiring of skil s for the fulfillment of the .
plans and achievement of the goals. Career Development assists in making
work possible, meaningful, and satisfying for each individual.

Career education must be designed to assist this developmental
process.

DEFINING CAREER EDUCATION

Definition: ."Career Education" is the experiences and programs
through which one learns about and prepares to engage in meaningful work,
whether paid or unpaid, and includes:

self awareness, career awareness, career exploration, career

decision-making and planning, career preparation and placement.

Career Education is not teaching different things but teaching
differently. Every teacher in every grade and in every subject relates
school and subject matter to life and one's futiire career.

Career Education should be developmental. It should begin in ‘he

home , cont1nue 1n the schoo1 and 1nvo1ve the bu51ness--1abor—-1ndustny

-“commun1ty

SELF AWARENESS is being aware of one's attitudes, interests, and abilities
with respect to self and others.

It is a process in which an individual internalizes personal percep-
tions of one's characteristics--how others perceive one in the
surrounding environment. This deals with what and how individuals
think about their attitudes, feelings, perceptions and evaluation of
themselves. How the individual views one's self is determined by
one's relationship with environment from which one extracts percep-
tions of attitudes, feelings, and evaluations. This is one goal of
career education. The acceptance and usefulness of this goal depends.
upon the ability and willingness of educators and parents to provide
continuing assistance to students' efforts to know, accept. and affirm
understand1ng of themseives and the world of work. Students will vary
in their ability to structure their self-concept in a positive way.

An awareness of one's sclf is first acquired in the home and develops

as one grows and matures. Through self-assessment and evaluation one"
becomes more sophisticatad in awareness of values and attitudes, .
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talents and abilities, limitations and physical capabilities, and
begins to acquire self-understanding and self-identity which should
be accompanied by self-esteem. Activities which develop awareness of
self.and others are most appropriate in the totail curriculum during
the first three or four years of school. Some self-awareness
activities need to be continued through grade twelve.

Activities should include those which assist students in develoning
positive attitudes toward self and others, towards the world of work,
and in helping students become aware of likes, dislikes, and inter-
ests. These activities should help students become not only aware of
their abilities, but also their limitations and the uanstructive
acceptance of their limitations.

" The Goal in Teaching Self Awareness is Self Understanding.

CAREER AWARENESS is being aware of the wide variety of available careers;
that careers can be studied as clusters, families, or individual
careers; and that there are different life styles, rewards,. and
working cenditions associated with careers. It also includes some
knowledge cof the education and training required; that there are
different requirements for different careers.

Before entering school an individual fias a limited knowledge of
careers. His range of interests is narrow and his attitudes toward
work are not fixed. Through career awareness activities students gain
an introduction to the psychological and monetary rewards of work,
positive and negative aspects of certain jobs, time requirements and
life styles associated with certain occupations. Each student also
becomes aware that orie's career is intricately tied to one's self and
public image. , ’ :

1

Through career awareness activities in the school, students will be
assisted in understanding the broad range of careers which are
available to them and the community at large. Students will:-be aware
that specific education and training are required in certain careers,
and that one's social and economic environment is largely determined
by success in his chosen career. -

Activities which develop career awareness are appropriate in the ele-
mentary grades with the primary grades using the "Goods and Services"
structure and the intermediate grades using the "Career Clusters"

- approach. Career awareness activities, using the cluster approach,
are also appropriate in grades seven and eight as students begin to
move into the exploration phase of career education. ‘

The Goal in teaching Career Awareness is understanding of Careers and
the Wordd of Work.

CAREER EXPLORATION is orientation, investigation, observation and hands-on
experiencing of selected clusters or careers. Exploring a career
involves selecting a cluster, family, or specific career for in-depth
study. Activities for in-depth study would begin with orientation,
1nves§igating and research, and end with observation and hands~on
experiences.

~d
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Career Exploration activities should be provided during the seventh
through the tenth grades with broad cluster exploration at the early
Junior high and more specific single cluster or specific job explora-
tion thiough hands-on experiences at the early high school level.

Exploration activities, orientation, investigation and research,
observation, and hands-on experience) should result in students'
understanding of net only particular job characteristics, but under-
standing of life :.yles, economic factors, psychological rewards, and-
Jjob satisfaction as related to particular types of careers. In
addition the activities should provide a knowledge of needed Entry
Level skills and a knowledge of social skills regarded as basic for
employment. .

Career Exploration should build on the understanding one has of self
and include exploration of self in determining where one is in relation.
to where one wants to be in a career. Career Exploration involves ‘
some detision-making in the selection of careers to explore and

carries on into determination of what one wants to be.

The Goal in Career Exploration is an In-Depth Undérstandigg_gj
Self-Selected Careers.

DECISION MAKING is applying information through the rational process to
make a choice or decision-making is a basic part of career education
and closely related to career exploration. The student should be
provided experience in decision-making, first on a tentative and
flexible level at the junior high school, and later at the high school,
on a realistic and planning level where he comes to make realistic
decisions that become increasingly irreversible, or reversible only at
the expense of time, effort or money. . . .

The planning level of decision-making would include realistic decisions
on a career area, and a plan for obtaining entry level skills, employa- .
bility skills, and work experience. This would include firse, exploring
one's self in relation to where one is and where one wants to be, and
deciding on a plan for getting one's self from where he is to where he
wents to be. The plan would provide for obtiining necessary entry

level skills, and social and communicatior skills necessary for
employment. ' :

Realistic career decisions are based on self-understanding, career
knowledge, and actual work experiences gained in exploring careers.

The_Gog] in Decision-meking is selection of a Career and a plan for
achieving employment in that career area. :

CAREER PREPARAT;ON is the obtaining and reinforcing of proficiency in social,
communicative, computational and specific job skills which are neces-
sary for entry into and success within a specific occupational area.

The Goal in Career Preparation is employability in a chosen career.
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CAREER PLACEMENT AND FOLLOW-UP. Career placement is helping all exiting
students to find an intermediate goal as a meaningful step toward a
career. Intermediate goals may include a first job, vocat1ona1/
technical training, enrollment in college, homemaking, or joining a
military service.

Follow-up is keeping records of all exiting students and their post-
high school career activities.

The goal in Career Placement and Follow-up is the ex1t1ng_of all
students to 0 the next appropriate step in their 11ves and a " record
of what the steps were for all students. :
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MODELS FOR CAREER EDUCATION

Bingham County Model
1 2 3 & 5 6 7 8 9 10 1 12 13 14 15

AWARENESS /'
Self /" EXPLORATION |
Career : , PREPARATION ; _
Decision-Making ' EMPLOYMENT
Career Planning Placement Continuing
o Edugation
s st ’
Idaho Model
PROFESEIONAL CA?BBRS TECHNICAL, SKILLED, SE;(I'SKILLED CAREERS

ADULT-CONTINUING EDUCATION
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BINGHAM COuiTY CAREER EDUCATION GOALS AND -PROGRAM OUTCOMES

GOALS

1. To help students become aware of their personal interests, abilities
and attitudes, and to develop a positive feeling about themselves.

2. Toshelp students become aware of the various career opportunities
available to them, and to develcp meaningful, positive attitudes toward

‘work.

3. To have students make rational career decisions based on under-
standing of self and knowledge of occupations and life styles.

4, 'To help students'deveIOp a career plan and to halp them carry out
that plan by providing appropriate.career educational and preparational
- opportunities.

5. To assure that every student, at the %ime of exiting school, will
receive assistance in being placed according to his/her career plan
in-.a job, vocational training nisgram, baccalaureate program or other
viable alternatives.

« b

PROGRAI* JUZCOMES. . ..

1. Elementary students will participate in at least 3 self-awareness
activities in the classroom during the scnuol year.

2. Elementary students will participate in at least 6 career
awareness activities planned and conducted by the teacher in the
classroom during the school year. ‘

3. Elementary students wi?l participate in at least 3 classroom
career awareness activities during the year where persons from the
home or community (business, industry, lator, government, etc.) have
presented career information.

4. »Elementany students will participate in at least 2 field trips
during the year to bobserve workers in their careers.

5. Elementary students will be involved with their parehts in tie
home in some type of career awareness activity during the year.

6. Junior high students will participate in at least 3 self-awareness
activities in the clasevoom during the school year.

7. Jdunior high students will participate in at least 2 hands-on

career expioration experiences during the schoo!? year.
8. Jdunior high students will participate in at least 4 career

exploration activities planned and conducted by the teacher in the
classroom during the schoul year.
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9. Junior high students will explore at least 1 career during the
year through individual or personal discussion wath a person in that
career or career cluster.

10. Junior high students will participate in at least 1 field tr1p ‘
during the year in which they observed workers and talked to workers
about their careers.

V1. Junior high students will participate in at least 2 classroom
career exploration activities during the year where persons from
the home or community (business, industry, iabor, government, etc.)
have discussed their careers.

12. Grade n1ne students W111 make a tentative career cho1ce and
explore that career as indicated in #9 above.

13. Grade ten students will partiéipate in completing and analyzing :
an interest inventory (Kuder Form I or similar instrument), completed
three hours of career exploration activities, made a tentative or '

-realistic career decision, and started a career plan.,

14. Parents of grade ten students will assist their children in
career decisions and career planning. :

15. Grade eleve;w;tddénts will write a plan for achieving his/her
career goal. .

16. Grade twelve students will prepare 2 personal resume.
17 At least 2 special career education activities will be provided -

for all of the physically and mentally handicapped siudents enrolled
in the senior high school.

18. High school students will participate in at least 3 of the
following types of career exploration activities or career preparation
activities during the year:

TYPES OF CAREER ACTIVITIES

(The student may do the same type of activity more than once as
long as content §s different.)

a. Classroom career exploration activities proVided by the teaches,
b. Hands-on career exploration activity.

€. Resource person from thé community (business, industry, labor,
government, etc.) talking to students in the classroom.

[~%

Career planning with the counselor.

e. Career exploration in PACE Center.
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f. Enrollment in a career or pre-vocational mini course.

g. Enrollment in a vocational course.

h. Field trip to observe and talk to workers about their careers.
i. Work experience, work release, or cooperative work progiam. 4

J. Meet with post-secondary, college or apprentice personnel to
gain information for career planning or replanning.

k. Aptitude testing.

19.  The school system will provide at least 6 different kinds of
vocational education programs for high school students.

20. A1l exiting students wili be assisted in obtaining placement in
one of the follawing:
a. Employment, including
1) Military service
(2; ‘Homemaking
(3) Volunteer services or mission

b. Post-secondary Occupational Training Program
c. Degiee-seeking Program

-21.  Follow-up data is available on 95% of the previous year's exiting
students, and a2t least 75% of those exiting five years previously.

22. Job oriented and vocationally oriented students in grade twelve

have met at least three times during the year with guidance
personnei, ‘ S
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RESPONSIBILITY FOR IMPLEMENTATION -

SUPERINTENDENT - shall be responsible for the total implementation of the

Career Education program of the District and provide active encourage-
ment and support of the program. The following should be provided
by the Superintendent:
1. Allow sufficient time for inservice training of all staff.
2. Provide personnel, space, facilities, and materials necessary
for program delivery.
3. Make provision for constant eva]uat1on and improvement of the
pregram.
4. HMake provision for release time for field trips ana hands-on
experiences.

PRINCIPAL - shall be responsibie for the implementation of the Career
Education program in his building and provide the following:
1. Encouragement and support of Career Education.
2. Building coordinators.
3. Program for inservice training.
4 Constant evaluation and improvement of the program.

COUNSELOR - shall support and encourage admin1strators facu]ty, staff
and students in meeting the objectives of Career Educat1on

The Counselor should work closely with the Building Coerdinator in
implementing Career Education and working as a censultaat and facili~
tator to staff, students and administrators.

BUILDING CQORDINATOR - the coordinator's role is:
1. To coordinate the career instructional program in the school(s).
2. To meet during the school year with staff and principals.
3. To organize and conduct ‘inservice workshops in the schools during
the school year.
4. Complete and mail a monthly activity report to project office.

Coordinating the career program in the school will consist of:

1. Assisting the pr1nC1pa1 and teachers in planning for 1ntegrating
career units with curricueium.

2. MAssist teachers in integrating career activities into their on-
going curriculum,

3. Coordinate career audio visual and other career materials to
provide maximum usage with minimum conflict.

4. Serve as a facilitator and motivator for increasing career
education in the school.

The career coordinator, preferably, should be a teacher, but in some -
schools the person may be the principal, or the counselor.

In schools having a counselor(s), (and the counselor is not the coordi-
nator) the career coordinator will seek and use the services of the
counselor(s) in organizing, and implementing the career inservice
workshops. The career coordinator should seek all available resources
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in providing a stimulating and valuable inservice program for classroom
teachers. They should work closely with and under the d1rect1on of
the principal in filling the coordinator role.

TEACHERS - Must realize that their responsibility 1ies in making each child
aware of the world of work, that work is honorable and desirable.

v;Ieachers should integrate, to the fullest extent possible, the career
concepts: into their instructional activities, not teaching different
things .but teaching differently so as to incorporate Career Education
as an integral part of the curriculum. Teachers should show students
the relationship between school curriculum and the world of work. In
addition to the above, some teachers will be charged with:

1. Providing students with specific vocational competencies at a:
level that will enable students to gain entr/ into the
occupational society.

2. Helping students acquire job-seeking and Job-gett1ng sk1lls.

3. Participating in the job-placement process.

4. Helping studenis acquire decision-making skills.

GENERAL QRIENTATION TO CAREER EDUCATION: Since career education is new to
many staff members it is necessary to hold an orientation program.
This program should include the following goals:

Develop positive attitudes. toward Career Educat1on

Define elements of Career Education and identify the outcomes
sought.

Review program development procedures.

Review procedures used for infusing Career Education goals
into ‘existing school programs.

Clarify roles for staff members.

Clarify program installation procedures.

Review program support systems.

Famiiiarize staff with program evaluation.

“amiliarize staff with available materials and programs
previously developed. .

WWOoO~NOO, W N —2
- . L] . L]

. . . o

It is recommended that all staff members be involved including:

Administrators “(Central office and building level.)

Classroom teachers

Counselors

Support staff (Librarians, subject-matter consultants, various
specialists who assist the professional staff.)

PHWN —
L] L] L] L]

The following workshop procedures could be use&ﬁ

1. Someone shouid be appointed for the planning, organ121ng and
administering of the workshop.
2. Competent outside motivational leaders should be selected.

10
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3. Activities should be planned that involve participants in the
same kinds of experiences they will provide students in
career education.

4. The workshop should also provide instruction on media, resource
material, and how to coordinate these materials in the providing
of career education to the students.

INSERVICE PROGRAM - Following the general program orientation, a staff
development program should be initiated to prepare each staff member
for his specific role(s) in Career Education. —- _

The inservice program is essential during the first year or two of ~
implementing a career education program in a school and should continue
until career education has become a part of every teacher's curriculum.
It may be necessary to.give teachers released time to attend inservice,
or inservice instruction may be keld during regularly scheduled:
inservice sessions. During the first year or two of a career education
program, sufficient inservice sessions ought to be provided to ensure
its implementation (at least seven 45-minute sessions during the first
year) with the building coordinator and administrator jointly ptanning
and organizing the sessions. Where a counselor is in the building, this
person could also assist. They should look for resource people from the
community, professions, business, industry, and education to participate
in the inservice sessions. The main goals of inservice should be:

Motivate school parsonnel to be more active in career education.
Promote better community relations.

Provide ideas, methods and activities for curriculum.

To develop materials for instructional use.

2N
e » e

COMMUNITY INVOLVEMENT - Members of the community should serve as advisory
resources for career planning. They should also be called upon to come
to classrooms and participate in career awareness and exploration .
activities. The community should also be involved in providing career
observation experiences, hands-cn experiences, and on-the-job work
experiences either through cooperative programs or release-time programs.
Industrial and business representatives as well as other community
resource persons provide an excellent opportunity for achieving support
for schools and education, as well as providing invaluable information
and resources to students regarding job information and eventual
employment.

The school has the responsibility for initiating and coordinating the
relationships described above. An individual, perhaps the counselor
or building coordinators could be appointed as school-community liason
person.
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METHODS

_ American education cannot be said to have responded to the demands for
educational reform by simpiy endorsing the career education concept. Only
when action programs have been initiated has a response been made. Career
Education activities are designed for integrating career education into the
regular on-going curricula. The motto is Not Teaching Different Things,
But Teaching Differently.

'HOW TO PROVIDE SELF AWARENESS

Included in the self awareness phase of career education is the building
of self-esteem in each studernt and esteem for others.

Self awareness can be provided students by:

1. The teacher being aware of each student in his/her room as an
individual, and by developing a positive attitude toward each
student, '

2. The teacher helping students to be aware of their personal interests,
abilities and attitudes, and to develop a positive fee]ing about
themselves.

3. The teacher helping the student develop tolerance for self and
others.

4. The teacher providing activities that will help students develop,
c]ar1fy and assimilate personally meaningful sets of work va]ues,
and acquire and utilize good work habits.

(Numbers 2, 3, and 4 above.can partial]y be achieved through the
use of the DUSO Kits.)

5. The teacher dev1s1ng act1v1t1es, or using act1v1t1es a]ready

developed by others, to involve parents and fam111te 1n help1ng
- ‘the student build esteem and being aware of self.

6. The teacher devising act1v1t1es, or us1ng activities developed by
others, to involve students in experiences that-will increase
self-awareness (i.e. some activities already developed are:

"Me," "Me, Myselif and I," and "I'm Glad that I Am Me." These
are activities developed by Bingham County elementany teachers.)

HOW TO PROVIDE CAREER AWARENESS

Included in the career awareness phase of career education is acquain-
ting of students wit!: the wide variety of occupations available in the
world of work.

Career Awareness can be provided by:

1. Teachers arranging for resource persons from the home or business-

labor-industry~government community to visit the classroom and
presant information. These people should put the emphasis on the
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workers and their responsibilities, not on the product prodUCed
(See Appendix for "Information on using resource people in the
classroom.'

2. Teachers arranging field trips to observe worke~: on the job.

(See Appendix for information on planning, conducting and following-
up on career orientdd field trips.)

3. Teachers utilizing career activities and career oriented methods
and materials in the instructional program, where appropriate, as
one means of educational motivation. ?Use activities written by
Bingham County teachers.)

4. Teachers involving parents and family members in activities which
acquaint the students with occupations.

HOW TO PROVIDE CAREER EXPLORATION

Career Exploration can be provided students by:

1. Teachers involving students in self-awareness activities that
develop self-understanding of interests, abilities and work values.

2. Teachers providing career information, activities, and experiences
in classroom that are exploratory in nature. This could include
information of career clusters, job requirement information,
individual research on certain self-selected careers, teaching
exploratory units and activities (see Bingham County units and
activities), role p]aying student-worker carcer exploration
interviews.) :

3. Students enrolling in hands-on career exploration courses. These
1nc1ude industrial arts courses, pre-vocational courses and career -
mini-courses.

‘4. Bringing community resource persons from home, business, labor,
government and industry, into the classroom to talk to students
about their career and work. (See Appendix A, "Using
Community Resource People.")

5. Taking students on classroom field trips to observe workers in

their work setting and talk to workers (See Appendix A, "Using
Community Resource Peopie.") :

6. Individual or small group career exploration fia2ld trips for
obsevrvation and discussion. This is similar to a classroom career
field trip except the teacher does not go with the students. Also,
the student may do most of the leg-wcrk in setting up the trip.

The teacher should insure that there is proper planning, observation,
and follow-up as described in the Appendix.

7. The counselor meeting with students having similar career interests
in small-group career guidance sessions.

8. Students meeting with post-secondary, college, or apprentice personnel .
to gain information.

9. One-to-one student-worker interview on the worker's training, job

- responsibility, feelings toward his/her career.
10. Student enrolling in a career education mini course designed for
self-understanding, career exploration, and decision making.
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HOW TO PKOVIDE CAREER DECISION MAKING AND PLANNING

Career decisfon-making and planning activities can be provided to
students by:

1. Having students gather information about various occupations
of interest.

Providing opportunities and activities in which students can
clarify and identify personal values and goais.

Teaching the skills required for decision-making.

Having students complete and analyze an interest inventory
(Kweder E, GIS or similar instrument).

Hav 1 student select one or two career clusters for career
research and career exploration.

Having students identify an occupational area in a cluster for
further career explioration. :

Having students make a tentati'~» career decision and initiate a
career plan.,

Parents, guidance person, and student meeting together in a
career decision-making and planning session. This should be
set up aud conducted by the school guidance person.

9. Having students select career goals and developing a written
plan for attaining the goal. :

W ~N O g AW N

HOW TQ PROVIDE CAREER PREPARATION

‘The fureer Preparation phase brings into focus the awareness, ex- -
ploratioii, decision-making and planning activities in which students have
participated. Career Preparatjon‘includes providing students:

1. Simulated work experiences to increase the 1ikelihood of a

: successful transition to the world of work. Simulated work
experience may be provided in the school by having students work
with the actual equipment materials and processes for a business
or industry in a classroom.

2. Social competencies necessary for employment, continuation on
the job, and advancement. These include: (1) the ability to work
“harmoniously with others and relate positively to those in
authority, (2) attitudes that allow for flexahility and change and
(3) willingness to foliow directions.

3. Basic skills needed in every job such as the ability to (1) commu-

- cate-effectively-in-speaking-and-writings-(b)-solve-problems; — -

(c) manage money end (d) perform basic math computations.

4. Job-getting skills including application and interviewing
teciiniques. :

5. Skill training thrcugh vocational education courses.

6. Real werk experience. This gives students opportunities to
participate in work release or cooperative work program. (Work-
release programs allow students to work part-days and go to school

-

part-time usually during the junior or senior year.) Students may - -. |

or may not be given credit for work release programs. Cooperative
work programs usually, but not always, invol' =2 work esverience under
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the supervisior of an instructor as part of a skills-training
course. Credit is given students thus employed. Students may be
paid or not paid for cooperative work experience. '

HOW TO PROVIDE CAREER PLACEMENT

Schools will provide help in placement for all exiting students in a
paid occupation, in further education, or in a vocation that is consistent
with their current career goals.

Suggested activities for career pTacement:

Work with Employment Agency.

Organize Exiting Committee to implement piacement of students.
Work with Vocational Advisory Boards.

Provide time and facilities for recruiting of students in job,
education and military opportunities.

Provide services cf placement through the counselors and other
school personnel, by the use of names, addresses and phone
numbers of prospective employers or training programs.

(4] W N
L] L] » L] L]

Advertise jobs and opportunities for training and education
" tthroaghothe use of:

a. Bulletin boards
b. School bulletins
c. Word of mouth

Suggested activities for career follow-up: Previous year data will
be gathered by the following methods:

1. Parent contact

2. Student contact

3. Contacting friends

4, Previous employer contact

Contacts will be made by any practical means.

1890
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APPENDIX A

Using Community Resource People

Community resource people are a valuable tool in career awareness and
career exploration programs. They can serve in three ways: (1) as speakers
in the classroom, (2) as information sources aad guides for field trips to
places of business and industry, (3) as resource persons in a group career
conference, and (4) in a one-to-one student worker interview.

Once the teacher or counse1or has determined the person they want to
use as a resourca person for classroom speaker, field trip, one-to-one
interview, or group conference, the teacher should contact that person
personally requesting ass1stance in the area desired. The teacher should
clearly explain that the focus of the information provided to students
should be about the careers - the jobs - ine workers - the people, rather
than the products of the business or industry. This conversation should
be foilowed by a 1etter containiny the following:

- thanks for their willingness to help inform students about the
world of work

- the time and placei of their appo1ntment

- sample quections (optional)

- primary focus of subject should be the careers - workers - jobs
rather than product. "WHe'vre interested in the people.”

- any other particulars that are important -

This ietter should arrive about 3 to 5 days before the appointment
and serve as a reminder of things discussed during the initial contact.

Teachers, counselors, and administrators are urged to become
acquainted with the Bingham County Job Guide and Community Resources for
Career Education as many valuable resource people are identified in this
volume. .-

ORGANIZING FOR USING COMMUNITY KESOURCE PEOPLE

To prevent over-use of some commun1ty resource pesple and nor-use of
others who are wanting to assist in career education, a cystem needs to be
established. In Targe schools or districts, it may consist of a central
office that arranges for all community peopie, and in smc  districts a
simple record of peop®: :'sed may suffice.

PREPARING STUDENTS

Through the use of community,resource.peapie the students have the
opportunity to interact directiy with persons in various occupations. In
order to facilitate the best use of resource pznple, students need to have
skills in asking appropriate questiens.

The following 1ists of questions may help you, your resource pecple
and your class gzt started with this important tool of communication.

L3
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One set of questions is designed for students who are learning to
interview. It can also be presented to the resource person prior to the
visit.

The second group of questions is designed for conducting a group or
class conference with a resource person in the school or at the resource
site.

The depth and quality of interview will depend, of course, upon the
preparation each interviewer has in the 2ra the talent represents.
Motivation to find out will be an impor* + * “actor. Those who are avidly
curious will pushffﬁe process of inquii - 's appropriate limits.

Certain queéiions will be appropriale 0 some resource peoLie and
not to others. However, there is a cocmmonality to the process of

interviewing and a teacher can guide students to learn many of the general
comunication skills, necessary for effective interviewing.

123
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QUESTICNS FOR COMMUNITY RESOURCE PEOPLE

The following quest1ons might be used by students in interviewing
community resource people in the classroom, field trip, one- to-one
interviews, and group conferencing.

1. that do you do on the job? (Students are interested in how
school-taught skills fit in with real work.)

2. ‘Yhat kind of thinking prompted you to take this job? Did others
agree with your thinking? o

3. What tools do you use? Is there a special way of talking about
- your work? '

4. UWas this your first job choice? How many times did you change
your mind about what you wanted to be before you went to work?
Why?

5. What part of your job do you like best? Why? What part of it
do you wish you didn't have to do? Uhy?

6. Who depends upon your work? Upon whom do you depend for your work?

7. HWhat experiences and training on this jdb might prepare you for
some other kinds of jobs should you ever want to change?

8. How does your job affect your personal 1life? Do you have to work
nights? Are you %ired when you get home? Do you have noise
during the day so that you need quiet at home at night? Do you
have a job where you have to be nice to people all day--even
people who are crabby and ill-mannered?

9. What inventions ~culd put you out of work?

10. Are men with your kinds of skills usually needed - even when
business may be bad? I$ your work at all seasonal? Where could
you work in thisz occupation? Is your work limited to
geographical arwir?

11. What kind of educition is necessary for this kind of work?
Apprenticeship? Trade school?  College? Advanced degrees? Is
there any personal quality for this job that is really more
important than diplomas?

12. About how much money can a man ear» in this kind of work? (Under
$5,000, $5,000 to $10,000, over $1J,000 ~ an estimate 50 that
the children can get an idea.) Is there a chance of getting &
lot of money all at once? It is usu=lly 1mproper to ask a person
how much money ho/she makes.

13. Uhen does your boss compliment you? (or when do you compliment
vour employees?) When are people fired?
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QUESTIONS FOR GROUP CONFERENCES

10.

What schools did you attend?
What is your present job?

How did you get it?

How long have you worked there?

What time did you go to work this morning?

What was the first thing you did?

How long did it take?

tlhat did you do next? .

(Follow through the entire day.)

Did you do anything yesterday that was different from what
you did today? Does this happen often?

What else do you do on your job?

0f all these various duties, which ones take most of your time?

- aa-hdanowp

Yhat changes have taken place recently? Do you foresee any in
the near future?

What things do you like most about your job? Least? Are thers
any hazards?

What is the usual starting salary in job like yours?
What qualifications do you need to get the job?
Age? Sex? Height? Weight? Other?
Marital status? Tools? License? Aptitudes?
Unions? Discrimination? Veterans? . Capital?

Preparation? Minimum? Désirable? Time? Cost? Content?
Approved schools? Preferred subjects?

Supply and demand for workers? Outlook for the future?
Advancement?

Hours? Regular? OQvertime? Evening? Hoiiday? Steady or
seasonal?

Is there anything we should have asked? What would you like to
ask us?

12
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GROUP_CONFERENCING WITH COMMUNITY RESOURCES PEOPLE

When a resource person is going to share information with a group of
students in a conference setting, it might be helpful to send the
person a Tist of the questions the class is considering. Your note can
explain that the purpose of the meeting is to get some information about
an occupation from someone actively involved in that occupation.

Familiarize your students with the 1ist "Questions for Group
Conferences." Ask the students to mark those they would like to ask.
Questions should be asked with the understanding that the resource
persen does not have to answer. The resource parson should be informed,
in the presence of the students, “If we ask any questions that you prefer

[ N1

not to answer, just smile and say 'next question, please!

Each interview will be a new opportunity for ideas to develop. Your
analysis of the growing threads of the discussion and your firm, but
subtle leadership toward target goals will move irrelevant talk towards
fruitful discourse.

Be alert to step in and help facilitate communication if you see
either the students or the resource person is not understanding what
the other has said. Feel free to ask questions of your own to clarify
answers whenever it is desirable to do so.

If you explain the reasons behind student's questions, resource
persons and students will sketch more appropriate pictures in their mind's
eye. As you relate their brief ideas into areas of class concern, shy
speakers (or students) and tiie academic activities of your classroom will
be pulled together. The teacher has to be the bridge.

Naturally, overmanagement of social amenities can produce puppet
performances and turn talent sour. Teachers, interested in effective as *
well as cognitive behavior, will enhance instruction through their
managerial artistry. Vigor and sparkle is almost assured as the style
of che teacher and the talent of the community are stirred into planned
activities.

Young children can move curiosity into inquiry, inquiry into the
academic domain, and the academic performance into healthy character
and career development. The bridge to becoming has to be built upon,
with and for people.
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EVALUATING INTERVIEWING SKILLS

How do you know - when students have learned to interview? How can you
tell they are making progress toward that accomplishment?

Local conditions shape standards. Different criteria have to be
appliad depending upon individual expectations so your view of children's
performance will determine an assessment of their progress and achievement.
To help you focus upon visihle evidence, the following questions are
offered:

1. Can the student roleplay the interviewing process?
a. Does the "interviewer" guestion with a purpose?
b. Does the "interviewer" follow a strategy?
c. Does the "interviewer" show appreeiation for the feelings
of the person being interviewed?

2. What products show that the student is "interviewing"?
a. How are the interviewed person's thoughts recorded?
b. How is the interview reported to others?

3. Can the student explain interviewing skills in writing?
a. Are the steps in interviewing set out in an orderly manner?
b. Can the student judge his own talents against what has been
set out for the class?

4. Does the student use interviewing skills in voluntary situations?
a. Are ordinary ~»~counters turned into learning situations?
b. Does the student seek interviewing situations?

5. Does the student read "interviews" in newspapers and magazines or
watch "interviews" on television?
a. Does he volunteer information about med1a presentations that
highlight interviews? -
b. Does he share what he has experienced (seen, read or heard)
with others?

6. Does the interviewed person send feedback to the teacher and/or
class?
a. Are expressions directed to the content of the interview?
. the studies df the class? .
b. Are expressions directed to the 1nterv1ew1ng process?

7. Does the student express & hope to work in an occupation which
requires interviewing skills? (Sales? Receptionist? Teaching?)

21 »
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BUILDING INTERVIEWING SKILLS THROUGH RCLCPLAYING

Interviewing situations within the secure learning atmosphere of
your classroom is a safe, sure-fire way to get started. Students will
be more free to explore if you approve their gqrowing pzins and sufferings
in a "petri dich” wherein no harmful consequencas may befall them.
Yhereas outside resources may be thi2atening to the development of
tender thoughts and feelings, your warm support of the student as a
Jearner will help the light to shine. Then, from trust and self-
confidence, appropriate forms of behavior will develop.

Roleplaying is not only a process by which to learn the skiils of
interviewing; it is also protection for the learner (and the teacher)
so that learning procedures may be started away from the foreboding
consequences of direct encounters.

Thus, the darkness of our classrooms might first be penetrated by
"artificial" light - roleplaying. When interviewing skills have been
sufficiently shaped by this careful nuriuring process, emergent
behaviors can be brought into the "real" world for trial. Prestressed
performance skills can be laced into the varied activities of the school
year. If this is done on a regular basis, the teacher need not fear
that the children's efforts will dissipate or dissemble when tested by
adult characters in real settings.

Tapes ~of students interviewing each other are easy to make and
allow for healthy criticism of learning performance. Dittoed sheets of
questions with spaces for responses also offer tangible supports.

- "Friendly" school personnel can be used for practice.

A teache> can build a platform of appropriate materials for one
class, then use it many times with the same group or use it to
introduce new concepts te other groups. Also, prepared tapes (of
actual interviewing) are available from the Project Office. At this
point, however, it might be better to develop your own materials with
students in your classroom.
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WHAT 1 LEARMED FROM THE DISCUSSION
WITH A PERSON IN THE WORLD OF WORK

Name of Studant . Date

1. Name of person

2. Career area he/she works in

3. wuhat Sbecia] training is required to hold this job?

4. VYhere did the person get his/her training?

5. What does the person like about their joh?

6. UWhat things does the person dislike about their job?

7. Uhat interesting things did you learn about this occupation or career

area? _

8. Do you still have questions .ua. were not answered during this dissussion?
If so, what are they?
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Using Field Trips to Promote Career

" Awareness and Exploration

Ry
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USING FIELDTRIPS TO PROMNTE CAREER AYARENESS AND EXPLORATION

To be worth the time you spend, a field trip must meet a specific need
of the group. It can stimulate an activity, help in the search for mora in-
formation, or pull together diverse activities of lass into a unifying whole.
Field trips can help your group:

1. Add to and clarify information by seeing and feeling thirgs you
read and talk about.

2. Learn to interview workers and observe how people work together.
3. See how adults carry out their responsihilities.

4. Correlate skills and other curricular areas with experience in
meaningful sjtuations.

5. Give children an opportuiiity to work tocether outside the class-
room, to meet friends in a different atmosphere, to practice
skills in human relations ir real settings.

Through field trip experiences the student will:

a. observe the occupational diversity within the industry or
business visited.

b. observe and be able to identify jobs relating to pecple or
things within the world of work.

observe and be able to identify the health, safety, and
grooming standards required by a variety of occupations.

d. observe the dignity of work within a variety of occupational
and cconomic roles.

MHAT KINUS-OF FIEED-TREPS-BEST-SHIT YOUR NEEDS?

A field trip may be:

1. Within the school itself to get acquainted with the personnel and
jobs they do.

2. In the school neighborhood to sharpen observation of the student's
immediate environment and neighborhoed workers.

3. To another school to exchange experiences or to orient a group to
another school situation.

4. 0uts1d§ of the immediate school ne1ghborhood to explore the world
of wor

Field trips mi~h* "2 suggested to small groups or individuals for expio-
ration on the .un time. This may be the kind of suggestion which leads
students and their families to explore new areas of interest related to the
workiqg world. A new interest may develop into a new topic of study for
the class. : '
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HOW DO YOU USE YCUR EXPERIENCE WHEM YOU RETURN TO THE CLASSROOM?

The learning opportunities opened tc the group as a result of a
field trip are limited only by the group's capacity to learn, the sensitivity
of the teacher, and the time available. The teacher and the group shauid
evaluate the trip tn:

1. See if questions were answered.
2. Decide if the plans they mades were satisfactory.

3. Mote nrogress of class thinking and discuss energy to be applied
to further work.

The aroup will probably want to do some of the following in order to
build effective learning experiences:

1. Gather more information to answer new questions that arose as a
result of the new experience.

a. review some of the materials used and search for new materials.
b. 1look up articles on careers or industries in books at school,
al home, and at the public 1ihrary.

2. Use the experience to corrolate the classroom activities with
various curriculum areas -- to make learning visible.

a. write thank you letters, letters for additional information,
storiea, poems, reports, booklets.

b. organize reports for the class, for other groups in the
school, for parents.

c. create songs and dramatic plays. -

d. make charts, diagrams, murals, dioramas, materials for the
opaque projector, illustrations for bcoklets.

Most of all, the teacher will want to make use of the students’
increased interests. The quality of living in the classroom cra be
improved if enthusiasm for life-centered activities is real.
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APPENDIX C

Writing Activities for Career Education

Following are two format variations for activities. The first is a
more sophisticated model, containing behavioral objectives. The second
example is generally a one-page, simple format consisting of brief informa-
tion for conducting one career activity.

‘ Following these two examples are
some ideas and statements for developing career activities.

EXAMPLE I
NAME OF UNIT

GRADE

PHASE

PURPOSE

BEHAVIOR OBJECTIVE(S)

METHODS, PROCEDURES AND ACTIVITIES

RESOURCES (BOOK, PEOPLE, FILMS, STRIPS AND MISCELLANEOUS)

NOTE: This sample unit has been condensed somewhat from the original.
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VERBAL COMMUNICATION

GRADE 11-12 PHASE: Preparation
PURPQSE

To help students realize that spoken communication is vital to acquire
and hold a position in the world of work, and to learn to communicate more
effectively.

BEHAVIOR OBJECTIVES

1. Each student, grade 11 or 12, will tell the cla-s about his or her
career choice using tools or materials, if applicable. Each
presentation will be evaluated by the other class members as to
interest, preparation, and clarity.

METHODS , PROCEDURES, AND ACTIVITIES

In the speech class students will prepare and give an informal speech
on the career of his choice, with each listener evaluating the speech
using the standard evaluation form. The teacher will assist students
in the preparation of the speech if help is needed.

RESOURCES

Books
Values and Teaching, Harman & Simon, Charles E. Merrill Book, Columbus.

Films :
"You and Your Career" Employment Security Agency, State of Idaho.

EXAMPLE II

NAME OF UNIT

GRADE PHASE

PURPOSE

MATERIALS NEEDED

LESSON CAPSULE

RESOURCES
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JOBS FROM A-Z

GRADE 3 PHASE: Awareness
PURPOSE

To reach the children an awareness of the many kinds of jobs that are
available. Also to help teach the children alphabetical order by
naming all the jobs they can think of that start with ecach letter of
the alphabet, beginning with the letter A, then B, etc.

MATERIALS
Magazines for finding pictures suitable for each job; art materials for
drawing pictures of the jobs not found in magazines. Tags with your
children's names on them. ' :

LESSON CAPSULE

Have your class do this as a group bulletin board project. Let the
children think of all the jobs that begin with each letter of the
alphabet. For example, the letter A: accountant, acrobat, adjutant
general, admiral, aerialist, airline hostess, airplane pilot, ambassador,
ambulance driver, analyst, anesthasiologist, animal trainer, anthropo-
Togist, apothecary, archaeologist, architect, artist, assyriologist,
astronaut, astrophysicist, athlete, attorney, auctioneer, author,
aviatrist. Put pictures of these jobs on the bulletin board and
around each job picture put the tags with the children's names on

them that want to do that particular job. Each week do a different
letter of the alphabet. Bring in reading by having the children find
and read to each other library books for each job. (Some books

have rihymes in them for each job.)

JOBS FROM A 76 A

Kay Holl Don
Ann Tom , Lee ’”Tﬁ[E?E Helen
CARTIST) Gary
Sue ob Brent
Mary '
A
Donna Mike
Andy Joe Robert, —Celia
UTHOR) ATTORNEY
Chris John Kathy onnieQ
Betty Frankie
RESOURCES '
Bogks :
" Classroom Dictionaries, What Shall 1 Be From A-Z Nat. Dairy Council.
Films .
" "Helpers in our Community"
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IDEAS AND STATEMENTS FOR AWARENESS ACTIVITIES

ODONOGAPRWN —

Goods and Services.

Work exists for a purpose.

Occupations in the community.

Occupations differ.

People differ -~ why?

e work to meet our needs.

Careers can be grouped into clusters.

Awareness of one's abilities.

Being different is important.

There is dignity in all honorable and honest work.

Do we see ourselves as others see us?

A1l people are unique.

Relationship of career success and the welfare of the family.
Attitudes are important.

Recognize that a career should be related to individual interests
and abilities. »

Econ?mic rewards differ according to occupation and occupational
level. :
Creating with one's hands is very satisfying.

Respect for all workers who help society.

Relationship of work to one's own economic well-being.

Dignity of work. '

Different kinds of rewards people derive from their Jjobs.

We need to have self-esteem, dignity and a desire to accomplish-.
personal goals.

People must work together to produce most goods and services.
Family, friends, and others influence our work attitudes and
values.
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IDEAS ANu STATEMENTS FOR EXPLORATION ACTIVITIES'

WO~ OT E=N7S NN I

Exploring occupations with clusters.
Accept uniqueness of self and others.
Having a sense of self worth and a positive attitude towards others.
Explore clusters, field trips, interviews, and just talking to
others. —

Life styles in various families of jobs.

Using simulation to teach job interviaw.

Fringe benefits contribute to total income.

Exploring the relationship between work and individual needs.
Basic skill required in a variety of career choices.
Particular attitudes are needed for success in most careers.
Carecer plans that are consistant with interests.

Career plans that are consistant with abilities.

Importance of goals in life.

Attitudes about work, leisure and education.

Educational decision may have an important impact on career
opportunities.

Importance of values.

Physical capabilities and limitations.

Choosing a career is a complex matter.

Honesty and reliability are necessary traits for continued
employment.

Interviewing workers.

Exploratory work experience during the summer.

Scrapbook of information on favorite careers.

Working conditions.

DECISION MAKING

NOYTTH W N —
L] L L L *

Identify careers that match interests.
Tentative occupational choices.

. - Guidance when asked for, not later.
. Tentative career decisions.

Selecting careers that match interests.
Realistic occupational choice.
Where am I and where do I want to be?
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IDEAS AND STATEIIENTS FOR PREPARATION ACTIVITIES

—t
-

Accurate self-appraisal of personal strengths and 1imitations are
a prerequisite to making a wise career choice.

2. Our work provides fulfillment of needs, desires, and aspirations.

3. We will probably be engaged in selecting more than one gainful
occupation in our lifetime.

4. Re-evaluation of career decisions.

5. The school should assist the individual in becoming a productive
human being.

6. Real work experiences and simulated experiences will increase the
Tikelihood of a successful entry into the world of work.

7. Developing social competencies necessary for employment, continuation
on the job, and advancement.

8. Basic skills needed in most every career.

9. Working harmoniously with fellow workers and relating positively to
those in.authority. : '

10, Attitudes that:allow for flexibility and change and taking advantage
of advancement opportunities.

11. Being punctual is a habit.

12. Attitudes are also skills.

13. Basic skills: Getting along with others

Following directions
Being on time
Managing money
Addition, subtraction, multiplication and division
Problem solving
Communicating accurately
14. What jobs are available?
15. How to apply and interview for a job.
16. Realistic career choices.
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PACE CENTER

A Mobile Career Information and Exploration Center
Operated by

Bingham County Developmental Career Education
Emphasizing Career Awareness, Orientation, Exploration,
and Preparation for the Vorld of Work

Exemplary Project in Vocational Education
Conducted Under
Part D of Public Law 30-537

Dr. Bert W. Nixon, Director
Career Education
Rt. 2, Box 249-A
Blackfoot, Idaho 83221
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PACE CENTER

INTRODUCTION

The Programmed Activities for Career Exploration (PACE) Center is a
major innovative component of the Bingham County Developmental Career
Education Project funded by the U. S. Office of Education under Part D of
the Vocational Education Amendments of 1968. Its purpose is to provide
occupational, educational, and career information to assist the individual
in selecting a career field which is most compatible with the person’s
interests, aptitudes, abilities, and goals.’

To meet this objective the PACE CENTER is housed in a 12' x 44’
mobile unit supplied with the most recent career, occupational, and
educational information. Maintaining a variety of media formats, including
sound filmstrips, taped interviews, microfilm, books and pamphlet files,
makes the Center usable by students with a wide range of academic capabilities. .
Modern audio-visual equipment, in separate learning stations, enables students
to individualize exploration activities and utilize the materials to
greatest advantage. :

Student activities in the CENTER are "programmed"” to meet individual
needs and goals. In order to provide for meeting the participant outcomes
14sted below, a program which includes identification of interests, self-
appraisal, career exploration, goal-setting and planning activities, was
designed by Project Staff and high school coursselors. The sophomore year
was selected as a target grade for caieer exploration activities on a
small group basis within the PACE CENTER. While the mobile unit is at each
high schoo’, all scphomore students have the opportunity to participate in
the activities. Groups are limited to twelve in order to allow all
studerts access to the materials they desire to explere. Once all sophomore
students in a schcol have been given the opportunity to utilize the CENTER,
other students are scheduled.
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Participant Qutcomes for
PACE CENTER

The following learner outcomes have been established for tenth grade
participants of the PACE CENTER program:

A1l students will:
1. Complete the Kuder E General Interest Survey.

2. Explore information describing at least five occupations in each
of three high interest areas as determined rfrom the Kuder General
Interest Survey.

3. Complete a self-appraisal activity identifying and evaluating
individual skills, interests, aptitudes, values and goals.

4, Make a tentative or realistic career decision.

5. Complete a career planning activity, briefly outlining appropriate
actions for achieving the career goal.

6. Discuss career decisions, goals, and plans with a guidance
counselor, teacher, or Career Information Aide.

Program

The program has fiive components designed to lead toward the achievement
of the participant outcomes listed above. These components are:

I. Interest Identification: This is generally accomplished by having
all sophomore students complete the Kuder E General Interest Survey
prior to entering the mobile unit. The Survey is administered by
either counselors or Project Staff and interpreted to students in
small classroom groups. Also at this time, a general introduction
to the PACE Center is given to acquaint students with the types of
activities and materials to be found in the Center as well as the
reasons for student involvement. This component requires at least
two hours of student time and is done in the school prior to the
visitation of the Center. . ’

II. Exploration Activities: When students first come to the PACE Center,
the aide gives a general introduction to the facility. including an
overyiew of its purpose and goals. A sound filmstrip entitled
"Choosing Your Career" is then Viewed by the entire group to acquaint
students with the process of career de elopment. Following the
filmstrip presentation students select, from their three highest
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III.

1v.

VI.

areas of interest as shown on the Kuder General Interest Survey.
fifteen to twenty occupations for initial exploration. An information
and worksheet entitled "Matching Interests and Occupations” is
provided for assistance in identifying potential job fields.

(See Appendix, Exhibit A) Students are then shown how to locate
information and operate equipment.

The major portion of the time initially scheduled for student
use of the Center is taken for exploration of career information.
This activity is facilitated through the use of a "Job Comparison
Horksheet" which students complete. (See Appendix, Exhibit A.)
Students are also provided a folder in which to retain information
and completed worksheets. These folders are retained by the school
counselor for use in future guidance activities. They are also
available to the student who wishes to return to PACE Center for
additional exploration or other activities.

self-Appraisal Activity: This includes identification of personal
traits, educational experiences, leisure-time interests, work
experience, future plans, and skill possessed by the student. A
short worksheet entitled "My Career Exploration Worksheet" facilitates
the completion of this activity in the Center (See Appendix,

Exhibit C)

Decision Making Activities: At two points in the PACE program,
students make career decisions. The first is in the completion of
"My Career Exploration Worksheet." Here the students identify the

.caveer which they are most interested in pursuing after they leave -

high school. The second is in the completion of the "Plamning My
Career" worksheet. (See Appendix, Exhibit D) Here students are
requested to make career choices and to list some reasons for their
choices.

Planning: This activity is accomplished after students have
completed the exploration and self-appraisal phases. Because of
the scheduling differences in each high school, completion of this
activity occurs in two ways. First, time pemitting, sophomores
are scheduled for a second visitation period in PACE Center. At
this time, they are requested to complete the worksheet entitled
"Planning My Career." (Appendix, Exhibit D) If it is not possible
for students to have a second session in the unit, the planning
activity is completed in small-group follow-up sessions with the
school counselor, or as part of classroom activity directed by a
teacher.

Career Guidance: As part of the overall utilization of PACE Center,
students may conference with the high school counselor, Project Staff,
or other teachers concerning occupational goals. In each high school,
information centers have been established in which students may
continue exploration activities initiated in the PACE Center. In
addition, teachers assist students in guidance activities in the

-~ 3 -
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classroom and encourage utilization of the resources provided by
PACE and the counselor's office. The guidance program directed by
each school counselor allows for continuing contact between student
and counselor, thus insuring that the process of Career Exploration
does not end with the PACE experience.

Junior/Senior Program

The whole guidance personnel and Project staff determine what activities
will best meet the needs of these student groups. Priority in scheduling
goes to students who have had no opportunity to visit PACE Center. For
these students, major emphasis is placed on the Exploration Activities
described above, and in career guidance activities, especially conferring with
the counselor.

As time permits at each high school, students who have previously visited
the center may be scheduled to return. Students may then choose to recycle
through as many of the program activities as each desires, making appropriate
adjustments to goals and plans.

Scheduling

PACE Center is allocated to each of the five high schools participating
in the Project on the basis of student enrollment. The Center is scheduled
at each site once during each semester. The target group--sophomore students-~
is given priority in the scheduling. Sophomores are scheduled by the school
counselor in groups of twelve for a period of three hours. This makes it
possible for the Center to accommodate twenty-four students per day. Once—
a}1 sophomores have been given the opportunity to complete the PACE program,
other students are scheduled to use the Center.as it is available. For
juniors and seniors, scheduling is usually accomplished through the Counselor's
office in order to insure the Center is riot overcrowded at any one time. In
addition, teachers can make arrasgements to bring students to the center
during class periods. Allowing for flexibility in scheduling use of the
Center maximizes individual opportunities for students, and allows for
differences in needs between the high schools served.

Staffing of PACE Center

At its inception, the PACE Center was staffed full-time by a vocational
guidance counselor. An evaluation of the tasks required by the activities
program determined that the expertise of a skilled counselor was not required
to accomplish the basic objectives of the projram, nor to adequately perform
the various duties required in the operation of the Center. ‘

As a result of this evaluation, a Career Information Aide was hired
to operate the Center in cooperation with the guidance counselor in each
of the participating high schools. A role descrintion for the Career
Information Aide is provided in the Appendix. (See Exhibit E) The
Aide works closely with each counselor in the five high schools and
counselors from time to time work with small groups of students in the Center.

-4 -
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Training rrogram TOr Lareer Liiurinauivn niuc

The operation of a career information center by an aide requires that
an adequate training program be made available to insure that the aide
possesses some competency in dealing with students in such a setting.

It is vitally important that the aide enjoy working with teenagers and is
able to develop rapport easily and quickly. 7 ~Aditi~~, the goals of the
training program for a career information ~ the following:

As a result of fhe training program de .

1. Develop au understanding of the concept of Career Education and
the goals of the local progranm.

2. Develop an understanding of the role of information and planning
activities as part of the process of career development and
career guidance.

3. Possess a working knowledge of career information resources and
the materials houses in the Center.

4. Be ab]é to operate and maintain the equipment in the Center.
§. Establish a working relationship with school personnel.
Training Program Outline

In order to achieve hhe goals above the training program outline
includes the following:

I.. Concepts of Career Education

A. Philosophy and goals of Career Education
B. National, state and local programs. in Career Education

" II. Concepts of Career Guidance Programs

A. Philocophy and goals of career guidance

B. Process of Career Development and occupational choice
1. Use of tests for interest and aptitude
2. Interpretation of interest surveys

C. Uses of Career Information in Guidance

Printed and audio-visual materials available

Locating career information

Use of materials

Use of non-media resources

Operation of PACE Center

a. PACE Center activities

b. Materials and Equipment

G DHLWN) —

II1I. Practicum in operation

A. Orientation
B. Supervised operation of center

-5 -
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" *Evaluation:

~ _Project staff and high school counselors are involved in continuous
evaluation of the PACE Center activities. Because of the nature of the
~ small group activities, observation and conferencing with students enables
s Project_staff to evaluate the program of activities directly on a day-to-
day basis. In addition, a survey questionnaire is given to a representative
sample of students who have completéd the PACE Center activities. A copy
of this form is included in the .‘Appendix. (See Exhibit F)

" Budget Estimates for Facility, Equipment and Materials

Following is 2 summary of expenses projected for the establishment and
‘operation of PACE Center. Project funds, of course, are utilized for the
major portion of support. However, as the program continues in operation

~ beyond the termination of the Project, expenses will be assumed by the
Tocal districts. . Initially, costs per student are high,-slightly over .
$11:for each of the 2000 potential users; to establish the Center.
Operations budgets beyond the first year reduce the costs to approximately
-~ $3 .per-student. e ‘
Not included in the budget summary-is the cost of moving .the mobile
unit from site to site. This will vary ‘according to distance travelled
and depend upon whether moving service is contracted or equipment is
available for use in moving the unit. The project purchases a used
tractor set up to transport mobité homes as this was determined to be of
lower cost over a long-run operation period. .
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Budget Summary

207

Estimates
Project, L.E.A. Anticipated
Funds ~Contribution Second Year
Staff:
" Ajde $ 4000.00 $4000.00
Facilities:
PACE Center Mobile Unit ¢ .00
Installation of utility
access at site $250 $1250.00
Utilities @ $50 per month 450.00 (450.00)*
"~ Maintenance 200.00
Eguipmeht:
Offipe 450.00
Fixtures 400.00
Audio-visual 1600.00 200.00
Instructional Materials:
Books & Pamphlets 600.00 50.00
Audio-visual 4100.00 500.00
Consumable:
Testing 1100.00 500.00
Subscription services 80.00 80.00
- Miseéllaneaous 100.00 50.00
Totals $20,940.00 $1700.00 e §5580.00
$(450)*.
* LEA Contribution '
-7 -



PHYSICAL FACILITY
PACE CENTER

DESCRIPTION

home

The PACE CENTER is a 12' x 48' (overall) mobile unit built by a mobile
builder. (See Appendix, Exhibit G for floorplan)
12' x 44' shell with 2" x 4" sidewall studs on 16" centers, 3/16'

interior paneling (light oak), insulated with 3 1/2" insulation in
the walls, 6 1/2" insulation in the ceiling, and 6 1/2" insulation in

the floor. Aluminum foamcnove insulated exterior siding. Interior

cabinet :and cort' s o cterials coordinatéd with paneiing.

Inside is open with no cross-walls, full-length center-run fluorescent
lighting, wall-to-wall carpeting and self-contained electric furnace
with integral refrigerated air-conditioning ducted under the floor

to four vents.

Toilet and lavatory facilities are not included.

Two separated doorways are placed on the same side of the unit.
Dead-bolt security locks and storm doors are provided. No windows
are included.

Unit is towable, frame is reinforced. Stop, sigral and marker lights

‘are permanently attached and wired for quick-connect to towing

vehicle. “"Wide load" and flasher lights conforming to state law are
permanently attached to the backs of the units. Tandem axles with
electric brakes are provided; suspension is adequate for trailer
weight and 2000 to 4000 pounds of installed equipment. Six storable
leveling jacks and two portable stairs are provided for each unit.

Units require 150 amp. 220v/110v service with two external weathat
proofed junction boxes, one 100 amp. and one 50 amp. and two 15'

. heavy duty weatherproofed entrance cables for connection to electrical

service at site locations. Units are equipped with grounded 110v
double outlet boxes located 32 inches apart on the full perimeter
of each unit and 40" above the floor. A1l wiring meets applicable

 national, state and local codes.

Two fire extinguishers and other equipment necessitated by the
Occupational Safety and Health Act is provided for each unit.

Interiors of each unit were constructed with the built-in counters

and storage cabinets as noted in the floor plans.

Inasmuch as possible, construction conformed to trailer-house standards
to minimize the cost factors of custom building the units.

-8 -
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Recommended additions:

The following recommendations are a rasult of the operation of
“the mobile units. It is recommended that:

Exterior lights over the doorways be provided for safety and
security.

Adequate ventilation be provided in addition to air conditioning.

Two rows of 1ights be positioned above counter work areas to
prevent glare and shadows.

Heavy-duty storm doors or heavy duty trailer-house doors be
provided.

specifications
Body Dimensions: 12' x 45°. (12* x 48' overall)

Doors: Two exterior doors, 2'8" x 6'8" with storm doors.

Steps: Two steel steps and landings for entranres that are lightweight,
collapsible and easily transported.

Frame: Heavy duty frame and hitch.

Wwalls: 2" x 3" studs on 16" centers
1/4" interior paneling
.019 dauge ribbed-aluminum outside

Roof: Trusses with 1/2" plywood under heavy ~gauge aluminun.
Floors: 2" x 6" Standard fir joint on 16" centers, 3/4" particle board.
Insulation: 4all . 3 1/2" fiber glass '

Roof - 6" fiber glass

Floor - 6" fiber glass

Lighting: Fluorescent direct lighting - 100 ft. candles at 30"
above floor.

Undercoating: Asphalt based undercover or coating.

Tires and axle: Tandem axle and four electric brakes, Tires - eight
ply nylon 14.7 x 5. :

Carpeting: Carpeting throughout - 1/10 gauge, 270 pitch, 8.2 rows per
inch, .150" pile height, 26.5 ounces per yard, shock proof/
static free, soil/water/stain resistant, gold/green in
color, primary and secondary jute back with rubber waffle
type padding; color selection to be approved prior to
installation. :

-0 -
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Equipment and Instructional Materials

o The Appendix (See Exhibit H) contains a listing of the equipment,
instructional materials and supplies utilized in the PACE Center during the
first year of operation. Included is an estimate of costs and sources of

supply.

Evaluation of Materials: This listing includes many of the best
materials available in the fall of 1973. At this time, even more and
better materials are on the market for use in occupational exploration.
As these materials represent a major expense in the establishment of
the Centaer, careful evaluation and selection procedures should be
implemented to assure wise use of funds.

- 10 -
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Exhibit A
Matching Interests and Occypations

Information Sheet
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ERIC

Aruitoxt provided by Eic:

MATCHING INTERESTS AND OCCUPATIONS

COLLEGES and UNIVERSITIES

BOISE STATE UNIVERSITY
BOISE, IDAMO 83725

COLLEGE OF IDAHO
CALDWELL, IDAHO 83605

COLLEGE OF SQUTHERN IDAHO
P. 0. BOX 1238
TWIH PALLS, 1DAHO 83301

IDAKHO STATE URIVERSITY
POCATELLO, IDAHO 83209

(Wi ~ULARK STATE COLLEGE
EIGHTH AVENUE AND SIXTH STREET
LEWISTON, IDAHO 83501

NORTHWEST MAZARENE COLLEGE
WAMPA, IDAHO 83651

NORTH IDAHO COLLEGE
1000 M. GARDEN AVEWUE
COEUR d°'ALENE, IDANO 83814

RICKS COLLEGE
REXBURG, IDAHO 83440

UNIVERSITY OF IDAHO
MOSCOM, IDAMO 81843

BRIGHAM YOUNG UNIVERSITY
PROVO, UTAH 84601

UNIVERSITY OF UTAH
SALT LAXE CITY, UTAH 84112

UTAH STATE UNIVERSITY
LOGAN, UTAH 84321

WEBER STATE COLLEGE
3750 HARRISON BOULEVARD
OGDEN, UTAH 84403

VOCATIONAL-TECHNICAL ECHQOLS.

AREM VOCATIONAL-TECHNICAL SCHOOL
BOISE STATE UNIVERSITY
BOISE, IDAMO 83725

AREA VOCATIONAL-TECHNICAL SCHOOL
COLLEGE OF SCUTHERN IDAHO

P. 0. BOX 1238

TWIN PALLS, IDAHO 83301

IDAHO SCHoOL
IDAHO PALLS, IDAMC 83401

AREA VOCAT IONAL-TECHHICAL SCHOOL
IDAHO STATE UNIVERSITY
POCATELLO, IDAHO £3201

AREA VOCATIONAL-TECHNICAL SCHOOL
LEWIS-CLARK STATE COLLEGE
LEWISTON, IDAHO 83501

AREA VOCATIONAL-TECHNICAL SCHOOL
NORTH IDAHO COLLZGE

1000 WM. GARDEN AVENUE

COBUR d' ALENE, IDAHO 83814

PRIVATE SCHOOLS
{Listed in slphabetical order by cities in 1daho)

DINGHAR MEMORIAL HOBPITAL, BLACKIOOT

POISK ACADEMY OF HAIR DESIGN, POISE

$0O1sz SECRETARIAL CENTER, BOISE

HOLLYWOOD BEAUTY COLLEGE, BOISE

IMPERIAL DOG GROOMING SCROOL, BOISE

LAY CATHERINE PROFESSIONAL BEAUTY COLLEGE, BOISE

LINK'S SCHOGL OP BUSINESS, BOISE

STATE BARBER and BEAUTY COLLEGE, BOISE

CASSIA MZMORIAL HOSPITAL, BURLEY

OVERLARD BEAUTY COLLEGE, BURLEY

CALIWELL MEMORIAL HOSPITAL SCHOOL, CALOWELL

HOLLYWOOD BEAUTY COLLEGE, CALDWELL

XANE'S SCHOOL OF BEAUTY CULTURE, COEUR A'ALENE

WILLIAM KNOX MEMORIAL HOSPITAL SCHOOL, EMMETT

BERNINA SEWING CENTER, IDANO PALLS

GLENN . CLARK, SECRETARIAL & ACCOUNTING COLLEGE,
10AHO PALLS

KING-LAWRENCE BEAUTY COLLEGE, IPAHO PALLS

SACHED HEART HOSPITAL SCHOOL, IDANO PALLS

VOGUEZ BEAUTY COLLEGE, IDAHO FALLS

MR, NICK'S BEAUTY COLLEGE, LEWZSTON

GRITMAN MEMORIAL HOSPITAL SCHQDL, MOSCOW

1DAHO COLLEGE OF BARBARING & MZN'S HAIR STYLING,

HAMPA

PARKER'S HOLLYWOOD BXAUTY COLLEGE, NAWPA

SUPERIOR WESTERN PROFESSIOMAL.BEAUTY COLLEGE,NAIPA

PAYETTE BEAUTY COLLEGE, PAYETTE

8T, ANTHONY COMMUNITY HOGPITAL SBCHOOL, POCATELLO

KING-LAWRENCE BEAUTY COLLEGE, REXBURG

BEAUTY ARTS ACADEMY, TWIH PALLS
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MR, JUAN'S COLLEGE OF HAIR DESIGN, TWIN PALLS
PARKER'S HOLLYNOOD BEAUTY COLLEGE, TWIN PALLS
ROLLIE MOONE SCHOOL OF BROAUCAST, TWIN PALLS
TWIN PALLS BUSINESS COLLEGE, TWIH PALLS

WESTERN NATIONAL SCHOOL OF HEAVY PQUIPNENT OPERATION,
INC., WEISER ,

APPRYNTICESHIP THA!

AIR CONDITIOHING MECHANIC
AIRCP™'{ MECHANIC
SFPLINNCE SERVICEMAN

& FENDER REPAIR
m ma {NSTALLER
AUTO MACHINIST
AUTO MECHANIC
AUTO PAINTER
BAXZR
BINDARY WORKER
BLACKSMITH
BAILERMAXER
BRAXEMAN (R.R.}
BRICKLAYER
BUSINESS MACHINE SERVICEMAN
BUTCHER
CARINET MAKER
CANZRAMAN (GRAPHIC ARTS)
CANVAS WORKER
CARMAN (R.R.)
CARPENTER

CEMENT MASON
COMNUNICATIONS TECHNICIAN
COMPOSING ROOM MACHINIST
COMPOSITOR (PRINTING IND.)
CONSTRUCTION INDUSTRY
COOK

DECORATOR (CONSTRUCTION IND)
DENTAL TECHMICIAH

DIZSEL NECHANIC

DRY-WALL TAPER

ELECTRIC MOTOR REPAIRMAN

ZLECTRICIAM .
SLECTRONICS TECHNICIAN

HEAVY ZQUIPMENT MECHANIC
HEAVY EQUIPMENT OPERATOR
IRON WORKER

JEWELER

LATHER

LINEWAR

LOCKSMITH

MACHINIST

MAILER (PRINTING IND.) .

MEATCUTTER
METAL POLISMER
KILLMAN
MONUMENT MAXER

MOTOR DOAT MECHANICS
MOTOR CYCIE MECHANIC

OPTICAL TRCMNICIAN
PAINTER (COMSTRUCTION)
PIPEYITTER

PLASTERER

PLATDMAKER (GRAPHIC:ARYS)
PLUMBER

POMER PLANT MECHANIC
PRESSHAN

PRINTER

PRINTING INDUSTRY

PUNP REPAIRMAM (SERVICE STATION)
RADIO/TV REPAIRMAN
RAILROAD INDUSTRY

SMALL ENGINE REPAIR
STEREOTYPRR (GRAPHIC ARTS)
TENT/ANNING MAXER

TRUCK MECHANIC

TROWELER (CORSTRUCTION)
UROLSTERER

WELL DRILLER

PFOR SUCH SERVICES OR MORK SPECIPIC INPORMATION,
ASSISTANCE MAY BE FURHISHED BY ANY OF THE FOLLOWING:

BUREAU OF APPRENTICESHIP & TRAINING
U. S. DEPARTHENT OF LABOR

BOX 01, FRDERAL BUILDING

550 WEST FORT STREET

BOISE, IDAHO 83724

DEPARTMENT OF EMPLOYMENT, .IOCAL OFFice



OPPORTUNITIES FOR CAREER PREPARATION

OIRKCTIONS

THIS LS A LIAT P OCCUPATIONS RELATED TO THE TEN C7
KUDER £ GENERAL INTEREST SURVEY. SINCE S0MR JOBS »31 i
THAN ONE GROUP, YOU KAY WANT TO COMBINE TWO OR MORE /...
DOOR AND SCIENTIPIC, WOBT Qr T¥h JOBF LISTRD ALRO i '
OCCUPATIONS WSIICH YOU MAY WANT 7O CONSIDGR.

1. MIVIEN BERLOW THE DRPINITIONS OF EACH INTERLST AREA o i
KUDER GI5, THEN LOCATE THE INTEAEST AREAS YCU NOULD LIKE TO EXPLORE.

2. O THE LAST PAGE OF THIS GUIDK I3 A WORKSHYET WHICH MAY HELY
YOU IR YOUR ZXPLORATION AND PLANNING.

1. BMAT THE NUMBERS MEAN: YOU CAN USE THESE WXBERS TO QUICKLY
LOCATE CARZZR INFORMATION PILLD IN THE COUNSZIOR'S OFFICE ON MEDIA

DEPINITION OF INTEREST AREAS:

OUTDOOR INTEREST MEANS YOU LIXX BEING QUTSIDE NOST OF THE TINZ, PropLy
W40 HAVE HIGH OUTTOOR INTRREST KWJOY MATURE AND ACTIVITIES LIKE BIKE
RICING, CAMPING, HIRKING, OR OTHER OUYOCOR LRISURE ACTIVITIES. IP THIS
DESCRIBES YOU, CONSIDER A JOB WMICH TAKES YOU QUTSIDE PAXT OR ALL OF
THE DAY, SUCK AS CIVIL EWGINEZAING, AGRICULTURR, CONSTRUCTION WORK, OR
LAM ERPORCENENT.

MECHANICAL You LIKE WITH MACHINES AND TOOLE,
FERAPS BULLDING OR REPATAING SONETHING, KAKI: CLOTHES OK COOKING.
MECHANICS , + DENTAL S ND USUALLY MAVE HIGH

COMPUTATIONAL INTEXEET SHOMS YOU LIXE TU NORK WITH NUMBERS AND PROBABLY
INJOY WATH GAMES AND PULZILES, HIGH INTEREST IN TMIS ARZA SUGGESTS YOU
MIGHT LIKE SUCH JOBS AS POOKXZEPER, ACCOUMTANT, BANX TELLER, OR COMPUTOR
QPERATOR. k3

SCIKMITIFIC INTEREST WEANS THAT YOU LIXR TO SOLVE PACGLEMS OR CISCOVER

HOW THINGS ARE NADE OR WORK. YOU MAY KWIOY STUDYING BIOLOGY, CHEMISTRY,
OR EARTH SCIENCE, OR WOMKING ON EXPRRINENTS. DOCYORS, NURSES, RADIO/TV
RAFAIRMAL, PILOTS AND FORESTERS USUALLY HAVE MIGH SCIENTIFIC INTERZSTS.

PENUASIVE INTEREST NRANS THAT YOU LIKR TO MEEY AND DEAL WITH PEOPLE

AND TO PROMOTE PROJECTS OR SKLL THINGS. YOU MAY ENJOY STUDRNT GOVERN-
MEMT, SPEECH AND DEBATE OR JUST "TALXING TO PPOPLE”. WOST ACTORS, NODELS
SALESPECPLE, WRITERS AND MANAGERS MAVE NIGH PERSUASIVE INTRAESTS.

ARTISTIC INTEAZST NEANS YOU LIKX TO DO CREATIVR WOSX WITH YOUR HAXDE. IT
15 USUALLY NORK THAT HAS “EYE APPEAL INVOLVING ATTMACTIVE DESIGH, COLOR,
MND WATERIALS. ~PAINTERS. . A AVER-
TISING ARTISTS ALL DO “ARTISTIC™ WORK.

LITERAXY INTEREST SHOMS TRAT YOU LIKX TO READ AND MAY DHJOY CREATIVR
WRITING. YOU PROBABLY LIXE ENGLISN, HISTORY OR JOURNALISM AND SNJOY
CROSSWORD PUZZLES AND STORIES ON NOVELS, “LITRSARY" JOBS ucwm REPORT-
ER3, IDITORS, LIBRARIANE, TEAMERS w HISTORIANS

MUSICAL INTEZREST SHOMS YOU LIKE LISTENING YO COMCERTS, PLAYING MUSIC,

OR SINGING,
MUSICAL INTERESTS.

SOCIAL SERVICE INTEREST IMDICATRS THAT YOU LIXK ERLPING PRGPLE, PERMAPS
uamnvmﬂmmomsxa. OR OISCOURAGED, AND THOSE WHO WANT TO

LEARN. LANYERS,

MUSIC TEACHERS, MUSICIANS, ARD DANCERS USUALLY HAVE HIcH

PSYCHOLOGISTS, AND

RECREATION WORKERS IEUN.LY ﬂvl Iﬂd‘ SCCIAL SERVICE INTERESTS.

CLERICAL INTEREST MEANS YOU LIKE WORK THAT wﬂm Pﬂclllw llb
SUCH AS

ACCURACY. JOBS SUCH

.
PUNCH OPEAATOR. OPFICE NACUINE SERVICKION AMD wurr MIPORTER ANE roum

I¥ THIS INTKMRST AREA.

OCCUPATIONS
KELATED 7O CUTOOOR INYEREST
QCCUPATION 223 QCCUPATION
AZROSTACE RMGINKERS 002 GLAZIRRS
AGRICULTURAL EWGINEZRS 01} GUARDS, WATGEN
ATALINE PILOTS 196 HXLICOPTEN PIlOTS

HIGMAY ENGINEXRS

AIRPLANE MECHANICS 621 HORTICULTURISTS
APBULANCE ORIVERS 911 LANDGCAPE ARCHITECTS
ANINAL KEEPERS 356 LATHIRS

TS 053 LINRMEN
ARQUAROLOGIBTS 055 LOCAL BUS OMIVERS
ARMED ire LOCAL TRUCK DRIVERS
ASBESTOS & INSULATING WORKERS 863 LONG OISTANCE TRUCK & BUS
ATHLETIC CONCHES 099 ORIVERS
BOILERMAXERS 805 LONGSHORRMEN & STEVEDORES
BOOK EDITORS 132 LUMBRERKER
BOTANISTS 041 MAZL CARMIERS
BRICKLAYERS 861 HERCHANT MARINE OFFICEZRS
BUTLDING CONTRACTCRS 182 MEZRCHANT SEZANEN
CAALE SPLICERS 829 METAL NINING WORKERS
CARPENTRRS 860 MINING ENGINEERS
(-3 431 MUSEUM WORKERS
CEMENT MANUPACTURING WORXERS 570 NURSERYMRN & LAWDECAPERS

844 OCEANCGIRPHERS

CIVIL ENGIKERRS 005 OCEANOGIAPHIC TECHNICIANS

COOPEMATIVE EXTENSION SERVICE
WORKRRS

CIOP SCIENTISTS

CUSTONS WORKEZRS

OPERATING EHGINERRS

OPLRATING gATILROAD NORKERS

PARK RAMGERS

PRST CONTROL QPERATORS

PRETROLEUM ENGINEERS

FPETROLEUM EXPLORATION &
PRODUCTION WORKERS

DAIRY FARMERS 411 PHYSICAL EDUCATION TEACHERS
DELIVERY ROUTE SALZSMEN 292 PLUMBERS & PIPEPITIERS
OIVERE 439 PoLICE

DRIVING IMSTRUCTORS 099 POLICKWOMEN

RLEMEWTARY SCHOOL: TRACHERS 092 POULTRYSEN

421 PRESS FHOTOGRAPHERS

81 AGENTS 78 PROPESIIONAL ATHLETES
FEIXPAL GOVERNMENT: IRSPECTORS 168 PUBLIC UTILITY WORKERS

& EXANINERS RADIO-TV SERVICE TRCHNICIANS
PIXE PIGHTERS m FAILROAD BRAXEMEN
PISHERMEW 1 RAILROAD PREIGHT CONDUCTORS
PLIGHT ENGINZERS 621 RAILROAD TRACK WORKRRS
PLORISTS 142 REAL ESTATE APPRAISERS
roms 040 RECREATION WORKERS
FOREST TECRWICTANG “1 SXPORTIRS
TUR p; 139 FOOFERS

Q

o
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SAFETY ZaGINEERS

SERVICR STATION NORKERS

SHIPBUILDERS

S0IL SCIRNTISTS

BTATE TRAPPIC OFFICERS (hiway
patrol)

3715

214

oceurs:
RELATED 1O Oirf)
oocupation

BTRUCTURAL IRON WORs: .-
BURVEYORS

TAXICAB DRIVERS
TRLEPHONE INSTALLERS
TREE EXPERTS
VETRRINARIANS

WELDERS

WILOLIYE MANAGERS
WOLOGISTS

OCCUPATIONS
KELATED TO MECHAMICAL INTEREST
OCCUPATION

AEROSPACE ENGINEERS

AEROSPACE INDUSTRIES MANU-~
PACTURING MORKERS

AXFOSPACE TECHNICIANS

AGRICULTURAL ENGINEERS

AIR CONDITIONING & REFRIGERATION
ENGINEXRE

AIR CONDITIONING TECHMICIANS

AIRLING PILOTS

AIRPLANE GROUND SERVICEMEN

APARTIGNT HOUSEZ JANITORS [
APARTNENT HOUSE MANAGERS [

BUILDING COMTRACTORS

CEMENT MASONS

CXRANIC EWGINZERS

CHEMICAL ENGINEZRS .
CIVIL ENGINKERS

CLEANING & DYRING WORKERS

COIN VENDING MACHINE NECHANICS
COMMERCIAL & INDUSTRIAL

PHOTOGRAPRERS
COMPOSITORS & PRINTING
PRESSMEN.
CONTE:

CONSTRUCTION: LABORERS
COOKS £ AND :CHEYS

WORKERS
CROR ZSCIENTISTS
CUSTOR TAILORS & DRESSMAKERS
DAIRYPARMERS
DAXRY"INDUSTRY WMORKERS
DAIRY."TECHNOLOGISTS
DAFKROOM TECHNICIANS
DATA-PROCESSING KACHINE
OPERATORS
DATA-PROCESBING MACHINE
SERVICZMEN
DRNTAL HYGIENISTS
DRNTAL: LABORATORY TEQHNICIANS
DENTIATS
DIESEL: MECHANICS
DIVERS
DRAFTSMEN
DRAPERY SEAMSTRESSES
DUPLICATING MACHINE OPERATORS
ELECTRICAL ENGINEERS
ELECTRICAL REPAIRMEN
ELECTRICIANS
ELECTRONICS ENGINEERS
ELECTRONIC TECHNICIARS
ELECTROPLATERS
SLEXENTARY SCHOOL TEACHERS

643

143

651
973
529

n

040
788
411
529

976
213

PILM EDITORS

PINGERPRINT  TECUNICIANS
PIRE PIQNTERS

PIRE PROTECTION ENGINEERS
PISHERQM

FLIGHT RNGINEERS

FLOOR COVERING INSTALLERS

PORZAT TEOHNICIANS

FUR INDUSTRY WORKERS
GARDENERS & GROUNDS KEEPERS
GEOLOGISTS .
GEOPHYSICISTS

LOMG DISYANCR TRUCK & BUS DRIVER 903
LOWGSHOXENZEN & STEVEDORES .

LUMBEINEY
MACHINISTS ' 600
KAIDS . : . 323
MAWTERHANCE MEN 8y9
MEAT_PACKING WORKERS 52%
MECHANICAL ENGINEERS 007
MEDICAL TRCHNOLOGISTS 073
RERCIANT - gEAIEN 211
MATALLUNGICAL INGINEERS 011
WETAL HINING WORKERS 010
NILIMRIGHTS 638
NINING ENGIMEERS 010
HOTORCYCIR MRCHANICS 620
NUSICAL IMSTRUMENT REPAIREN 730
MRTALS INDUSTRY 519

WORKERS
QCCUPATION oy
WUCLEAR ENGINEZRS f1s
OCCUPATIONAL THERAPISTS o7
OFPICE MACHINE SERVICENEN 633
OFFPSET LITHOGRAPHERS s
OPERATING ENGINEZERS 12
OPERATING RAILROAD WORKERS 910

CAL Cc8 n

OPTICIMNG nl

o

PAINTRRE & PAPEIGIANGERS 840

PEST CONTROL OPERATORS 389

PETROLEUN ENGINEERS o010
PETROLEUM RXPLORATION &

PRODUCTION WORKERS o1
PETROLEUM REFINERY WORKERS 541
PHOTORNGNAVERS MM
PHOTOGRAPHIC LABORATORY

TEQINICIANS 976
PHYSICAL THERAPISTS 079
PYYEICIRTS 021
PHYSICS  TECHNICIANG 021
PIANO TUMERS 730
PLARTERERS 842
PLASTICE INDUSTRY WORKERS 754
PLUMBERS & PIPEPITTERS 862
PONER"TRUCK OPERATORS 892
PRESS 'PHOTOGRAPHERS 142
PUBLIC UTILITY WORKERS 959
RADIOLOGIC TRCHNOLOGISTS 078
RADIOLOGISTS 070

TV SERVICE 720
RAZLROAD BRAKEMEN 910
RAILROAD FREIGHT CONDUCTORS 198
RATLROAD TRACK WORKERS 869
REFRIGERATION & AIR-CONDITIONING 637

MECHANICS
RETAIL SALRSPEOPLX 260
ROD & CHAIN MEN 0l8

804
SAFRETY ENGINZERS 012
SANITARY ENGINEERS 005
SAWMILL WORKERS 667
SERVICE STATION WORKERS 915
SHERT METAL NORKERS 804
SHIPBUILDERS 807
SHIPPING CLERKS 222
SHOR REPAT RMEN P13
SHORT ORDER COOKS 14
SOFT DRINX INDUSTRY WORKERS 520
BTATIONARY ENGINEERS 950
STRUCTURAL CLAY PRODUCTS m

MANUFPACTURING WORKERS
STRUCTURAL IRON WORKERS 809




TED TO MECHANICAL INTEREST
o oo
e WIN‘E OPERATORS 212
DRIVERS 913
NE INDUSTRY FRAMEMEN 822
NE ‘INSTALLERS 822
E OPERATORS 203
LCANIZERS 750
DXE: MAKERS 601
* ENGINEERS 019
ERERS 780
SE WORKERS 922
EPAIRMEN ns

810

OCCUPATIONS

'ED TO COMPUTATIONAL INTEREST

ION

'ANTS
YING CLERKS
ES

JTURAL ENGINEERS
(DITIONING & REFRIGERATION
JINEERS © 7

: DISPATCHERS

1 PILOTS

¢ TRAFFIC AGENTS & CLERKS
\FFIC CONTROLLERS

TS

PORCES

JMERS

ENERGY TECHNICIANS
FFICERS

JRKERS

MISTS

DITORS

EPERS

EPING MACHINE OPERATORS
NG CONTRACTORS

ATING MACHINE OPERATORS

RS
IED PUBLIC ACCOUNTANTS
AL ENGINEERS

oor
160
219
020
013
007

912
196
912
193
001
378
021
015
186
212
o4
132
210
215
182
162
216
211
160
008
022
188
199
005
168
040
040

ROCESSING MACHINE OPERATORS 213

'ROCESSING MACHINE
RVICEMEN

\rIon
oy
ISTS

UCAL ENGINEERS
WRIC TECNICIANS
rIVES

l‘ ARD WOKX‘ WORKERS

SroTECTION BGLNEERS
r. ENGINEERS
‘COVERING | INSTALLERS
STORE, NORKERS
IEQNOLIGISTS

P SERVICE WORKERS
APHERS

GISTS

¥S1C181S

OPTER P1LOTS

N, ENGINEERS

TAL ADHINISTRATORS
TRIAL ENGINEETS
UMENT REPAZRMEN

ANCE ADJUSTERS

ANCE' AGENTS

ANCE CLERKS

ANCE UNDERWRITERS
NAL. REVENUE AGENTS
MATICIANS

NICAL ENGINEERS

AL RECORD  LIBRARIANS
LURGICAL ENGINEERS
OROLOGISTS

G ENGINEERS

AR ENGINEERS

CISTS
cs’ 'EGNXCIMIS
AMMERS ©

C HEALTH SANITARIANS
IASING AGENTS
=TV TIME SALESMAN
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828

017
050
003
003
189

75
012
621
864
290
022
188
D59
024
024
196
005
187
012
710
241
250
209
169
188
020
007
100
o1
025
010
015
024
209
079
010
023

FELATED TV LCOMFUIAI AL Litatnes s

OCCUPATION
TAPE LIBRARIANS

TECHNICAL WRITERS
TRAFFIC ENGINEERS

OCCUPATIONS

RELATED TO SCIENTIFIC INTEREST

QCCUPATION

AEROSPACE ENGINEERS
AGRICULTURAL ENGINEERS

AIR-CONDITIONING & REFRIGERATION

ENGINEERS

AIR-CONDITIONING TECHNICIANS

AIRLINE DISPATCHERS

AIRLINE PILOTS

AIRPLANE MECHANICS

ANESTHET1STS

ANTHROPOLOGISTS

ARCHAEOLOGISTS

ARMED FORCES

ASTRONOMERS

ATOMIC ENERGY TECHNICIANS

AUTOMOTIVE MECHANICS

BIOCHEMISTS

BIOLOGICAL SCIENTISTS

BOOK EDITORS

BOTANISTS

BROADCAST TECHNICIANS

CATTLEMEN

CHEMICAL ENGINERRS

CHEMISTS

CHIROPRACTORS

CITY MANAGRRS

CITY PLANNERS

CIVIL ENGINEERS

COMMBRCIAL & INDUSTRIAL
PHOTOL  APHERS

COOPERATIVE EXTENSION SERVICE
WORKERS

CRIMINOLOG1STS

‘CROP SCIENTISTS |

DAIRY FARMERS

DAIRY INDUSTRY WORKERS

DAIRY TECHNOLOGISTS

DATA-PROCESS ING MACHINE OPERATORS

DATA-PROCESSING MACHINE
SERVICEMEN

DENTAL ASSISTANTS

DENTAL HYGIENISTS

DENTAL LABORATORY TECHNICIANS

OCCUPATION

DENTISTS
DETECTIVES
DIETITIANS
DRAPTSMEN
ECONOMISTOM

EXG (alectrocaraiogram) TECH.

ELECTRICAL ENGINEERS
ELECTRICIANS

ELECTRONICS ENGIMEERS
ELECTRONIC TECHNICIANS
EXPERIMENTAL PSYCHOLOGISTS
FBI AGENTS

PINGERPRINT TECHNICIANS
PIRE PROTECTION FNGINEERS
PLIGHT ENGINEERS
PLORISTS

FOOD FREEZING & CANNING WORKERS o

POOD TECHNOLOGISTS
FORESTERS
FOREST TECHNICIANS

FUNERAL DIRECTORS & EMBALMERS

GARDENERS & GROUNDS KEEPERS
GROGRAPHERS

GEOLOGLISTS

GEOPHYSICISTS

HELICOPTER PILOTS
HIGHWAY ENGINEERS

'HOME APPLIANCE SERVICEMEN
HOME ECONOMISTS
HORTICULIURISTS

HOSPITAL ATTENDANTS
INHALATION THERAPISTS
INSTRUMENT REPAIRMEN

IRON & STEEL WORKRERS
LANDSCAPE ARCHITECTS
LICENSED PRACTICAL NURSES
MACHINISTS
MATHEMATICIANS
MECHANICAL ENGINEERS
MEDICAL ASSISTANTS
MEDICAL ILLUSTRATORS

MEDICAL LABORATORY ASSISTANCE

MRDICAL LIBRARIANS

MEDICAL RECORD LIBRARIARS

MEDICAL RESEARCHERS

MEDICAL SOCIAL WORKERS

MEDICAL TECHNOLOGISTS

METALLURGICAL ENGINEERS

METEOROLOGISTS

MICROBIOLOGISTS

MINING ENGINEERS

MUSEUM WORKERS

NONPERROUS METALS INDUSTRY
WORFERS

223
139
019

.002
[J %]
007

637
912
196
621
070
055
055
378
021
015
620
041
041
132
041
194
413
008
022
079
188
199
00S
143

096

054
040
411
529
040
213
828

079
078
n2

010
102
519

RELATED TO SCIENTIFIC INTEREST

OCCUPATION

NUCLEAR ENGINEERS
NURSERYMEN & LANDSCAPERS
NURSE'S AIDES
OCCUPATIONAL THERAPISTS
OCEANOGRAPHERS
OCEANOGRAPHIC TECHNICIARS
OPHTHALMOLOGISTS
OPTICAL MECHANICS
OPTICIANS

OPTOMETRISTS

ORDERLIES

PATHOLOGISTS
PATTERNMAKERS

PEST CONTROL OPERATORS
PETROLEUM ENGINEERS

PHOTOENGRAVERS

PHYSICAL THERAPISTS
PHYSICIANS

PHYSICISTS

PHYSICS TECHNICIANS
PLUNBERS & PIPEFITTERS
PROBATION & PAROLE WORKERS
PROGRAMMERS

PSYCHIATRIC SOCTAL WORKERS
PSYCHIATRISTS
PSYCHOLOGISTS

PUBLIC HEALTH NURSES

PUBLIC LIBRARIANS

PUBLIC UTILITY WORKERS
RADIOLOGIC TECHROLOGISTS
RADIOLOGISTS

RADIO OPERATORS

RADIO-TV SERVICE TECHNICIANS
REGISTERED NURSES

RETAIL SALESPEOPLE

SAPETY ENGINEERS

SPECIAL LIBRARIANS
SPEECH & HEARING CLINICIANS
SURGRONS

SYSTEMS ANALYSTS
SYSTEMS ENGINEERS

TEACHERS 0F EXCEFTIONAL CHILOREN

TECHNICAL ILLUSTRATORS
TECHNICAL WRITERS
TOOL & DIE MAXERS
TRAFPIC ENGINEERS

OCCUPATION

TRARSLATGRS & INTERPRETERS
TRER EXPERTS
VETERINARXANS

WELDERS

WILDLITE MANAGERS
ZOOLOGISTS

OCCUPATIONS

015

355
079
024
199
070
713
299
079
355
070
693
389
010

137

073
810

041

RELATED TO PERSUASIVE INTEREST

ACTORS & ACTRESSES
ADVERTISING ACCOUNT EXECUTIVES
COPYWRITERS

AIRLINE STEWARDNESSES

150
164
132
141
352

AIRLINE TRAPPIC AGENTS & CLERKS 912

BOOK EDITORS

BOOKSHOP & BOOKSTORE CLERKS
BUTCHERS

BUYRRS

CARTOONISTS

CASHIERS

CATERERS

CITY MANAGERS

CITY PLANNERS

COLLEGE TEACHERS

COMPARISON SHOPPERS

COOPERATIVE EXTENSION SERVICE
WORKERS

CREDIT COLLECTORS

CREDIT MANAGERS

CREDIT WORKERS

CUSTONS WORKERS

CUSTOM TAILORS & DRESSMAXERS

DELIVERY ROUTE SALESMEN

DEMONSTRATORS

PEPARTMENT STORE SALESPEOPLE

DETECTIVES

DISC JOCKEYS

215

184
193
320
e
099
292
280
289
152
186
a2
32
132
289
316
162
144
211
187
188
199
120
090
296
096

240
168
204
188
785
292
297
260
376
159

- OPTICIANS

RELATED 10O PERSUASIVE INTEREST

OCCUPATICN

DISPLAY WORKERS

DRIVING INSTRUCTORS
ELEMENTARY SCHOOL TEACHERS
EMPLOYNENT SERVICE INTERVIEWERS
EXECUTIVES

EXPORT AND IMPORT WORKERS
PARM PQUIPMENT DEALERS
PASHION DESIGNERS

FILM EDITORS

FLORISTS

POOD STORE CHECXERS

POOD STORE WORKERS

FOREIGN CORRESPONDENTS
POREIGN SERVICE WORKERS
POREMEN

FREE-LANCE WRITERS

GENERAL MEZRCHANDISE SALESCLERXS
GUARDS, WATCHMEN

HIGH SCHOOL TEACHERS

HOME APPLIANCE SERVICEMEN
HOME ECONOMISTS

HOSPITAL ADMINISTRATORS

INSURANCE AGENTS

IRTERXOR DESIGNERS & DECOM'NHS

INTERNAL REVENUE AGENTS

JUDGES .

KINDERGARTEN € NURSERY SCHOOL
TEMCHERS

LAWYERS

LITERARY AGENTS

MAGAZINZ EDITORIAL WORKERS
KODELS

MUSICAL INSTRUMEZNT REPAIRMEN
JEWS CAMERAMEN

NEWSPAPER RDITORS
OCCUPATIORAL THERAPISTS
OFFICE MACHINE s:wxcw

ORCHESTRA WCI'OB
PERPORMING MUSICIANS
P WO

RXERS
PHYSICAL EDUCATION TEACHERS
PHYSICAL THERARISTS
PLAYWRIGHTS
POLICR -
POLICEWOMEN
POLITICAL WORKERRS

OCCUPATION

PORTRATT PHOTOGRAPHERS

PRESS PHOTOGRAPHERS

PRIVATE SWITCHBOARD CPERATORS
PROBATION & PAROLE WORKERS
PSYCHIATRIC SOCIAL WORKERS
PSYCHIATRISTS |

PUBLIC' HEALTH NURSES

PUBLIC RELATIONS WORKERS
PURCHASING ' AGENTS

RADIO & TRLEVISION ANNOUHCERS
RADIO~TV SERVICEMEN -
RADIO-TV TIME SALESMEN
RAILROAD PANSENGER CONDUCTORS
REAL ESTATE AGENTS
RECEPTIONISTS

RECREATION WORKERS
REHABILITATION COUNSELORS
RELIGIOUS VOCATIONS
REPORTERS

RESTAURANT MAHAGERS

RETAIL CLOTHING SALESPEOPLE
RETAIL SALESPEOPLE

SCHOOL PRINCIPALS

SCHOOL SUPERINTENDENTS

SCRIPTWRITERS

SERVICE REPRESENTATIVES FOR
UTILITIES

SERVICE STATION WORKERS

SHOE SALESMEN

SIGHTSEEING GUIDES

SINGERS

SMALL BUSINESS OWNERS

SOCIAL WORKERS

TRACHERS OF EXCEPTION
CHILDEM

TELEPHONE INSTALLERS

TELEPHONE . OPRRATORS

TRAFPIC ENGINERRS

TRAPPIQ MARAGERS

mu‘m@t “INTERPRETERS

TRAVEL AGENCY WORKERS

UNION BUSINESS AGENTS

WAITERS & WAITRRSSES

298

045

110

730
143

099

37s
165

143
143
235
195
195
070
D7%
165
162
159
720
253
198
250
237
187
04
120
132
187
263
260
012
260

045
091
091
131
249

915
263
353
152
160
195
094

822
235
019
184
137
237
187
E2 DY




E

Aruitea

RIC

OCCUPATIONS

RELATED TO ARTISTIC INTEREST

OCCUPATION

ACTORS AND ACTRESSES

ADVERTISING WORKERS

ARCHAEOLOGISTS

ARCHITECTS

ARMED FORCES

ART TEACHERS

BAKERS

BALLROOM DANCE TEACHERS

BARBERS

BEAUTY OPERATORS

BOOKB INDERS

BOOK EDITORS

BUYERS

CARTOGRAPHERS

CARTOONISTS

CITY PLANNERS

CLEANING & DYEING WORKERS

COLLEGE TEACHERS

COMMERCIAL & INDUSTRIAL
PHOTOGRAPHERS

CCMMERCIAL ARTISTS

OJMPOSITORS & PRINTING PRESSMEN

COOKS & CHEFS

CUSTOM TAILORS & DRESSMAXERS

DANCERS ' '

DISPLAY WQRKERS

- DRAFTSHEN

DRAPERY SEAMSTRESSES
ELEMENTARY SCHOOL TEACHERS
FASHION DESIGNERS

FILM EDITORS

FLOOR COVERING INSTALLERS

' PLORISTS

PUR INDUSTRY WORKERS

FURNITURE DESIGNERS

GARDENERS & GROUNDS KEEPERS

GEOGRAPHERS

HIGH SCHOOL TEACHERS

INDUSTRIAL DESIGNERS

INTERIOR DESIGNERS & DECORATORS

JEWELERS

KINDERGARTEN & NURSERY SCHOOL
TEACHERS

LANDSCAPE ARCHITECTS

MAKEUP ARTISTS

MEDICAL ILLUSTRATORS

MODELS

MOTION PICTURE PRODUCERS &
DIRECTORS

MUSEUM WORKERS

NEWS CAMERAMEN

NURSERYMEN & LANDSCAPERS

OCCUPATION

OCCUPATIONAL THERAPISTS

OFFSET LITHOGRAPHERS

PAINTERS & PAPERHANGERS

PHOTOENGRAVERS

PORTRAIT PHOTOGRAPHERS

PRESS PHOTOGRAPHERS

PROFESS IOGNAL ATHLETES

PUBLIC LIBRARIANS

REPORTERS

SCENE DESIGNERS

SIGN PAINTERS

SPECIAL LISRARIANS

SURVEYORS

TEACHERS OF EXCEPTIONAL
CHILDREN

TECHNICAL ILLUSTRATORS

UPHOLSTERERS

OCCUPATIONS

RELATED TO LITERARY INTEREST

OCCUPATION

ACTORS & ACTRESSES
ADVERTISING ACCOUNT EXECUTIVES
ADVERTISING COFYWRITERS
ADVERTISING WORKERS
ANTHROPOLOGISTS
ARCHAEOLOGISTS

ARMED YORCES

BOOK EDITORS
CATALOGERS

CHILDRER'S LIPRARIANS
CLERGYMEN

POREIGN QORRRSPONDENTS

FOREIGN SERVICE WORKERS

FREE-LANCE WRITERS

HIGH SCHOOL TEACHERS

HISTORIARS

JUDGES

KINDERGARTEN & WURSEKY SCHOOL
TRACHERS

LAWYRRS

150
141
055
a0l
378
149
526
151
330
332
643
132
162
017
144
199
362

143

141
651
313
785
151
298
017
787
092
142
143
864
142
783
142
407
059
091
142
142
700
092

019
333
141
297
961
159

102
143
406

079
651
840
971
143
143
153
100
132
142
970

018
094

017
780

150
164
132
141
055
055
378
132
249
lo0
120
090
090
141
202
159
132
092
143
132
188
130
091
052
m
092

110

OCCUPATICNS
RELATED TO LITERARY INTEREST

OCCUPATION

LIBRARY ASSISTANTS

LITERARY AGENTS

MAGAZINE EDITORIAL WORKERS

MEDICAL LIBRARIANS

MOTION PICTURE PRODUCERS &
DIRECTORS

MUSEUM WORKERS

NEWS CAMERAMEN

NEWSPAPER EDITOPRS

FLAYWRIGHTS

PROOFREADERS

PUBLIC LIBRARIANS

PUBLIC RELATIONS WORKERS

RADIO & TELEVISION ANNOUNCERS

RADIO~TV TIME SALESMEN

RELIGIOUS VOCATIONS

REPORTERS

RETAIL SALESPEOPLE

SCENE DESIGNERS

SCHOOL PRINCIPALS

SCIENCE WRITERS

SCRIPIWRITERS

SECRETARIES & STENOGRAPHERS

SHORTHAND REPORTERS

SPECIAL LIBRARIANS

TEACHERS OF EXCEPTIONAL
HILDREN

TECHNICAL WRITERS

TITLE EXAMINERS

TRANSLATORS & INTERPRETERS

OCCUPATIONS
RELATED TO MUSICAL INTEREST

OCCUPATION

ADVERTISING WORKERS

ARMED FORCES

BAND LEADERS

BOOK EDITORS

BROADCAST TECHNICIANS

COLLEGE TEACHERS

COMPOSERS

DANCERS

DISC JOCKEYS

ELEMENTARY SCHOOL TEACHERS

PILM EDITORS

PINE ARTS

HIGH SCHOOL TEACHERS

INSTRUMENTAL MUSIC TEACHERS

KINDERGARTER & NURSERY SCHOOL
TEACHERS

MUSIC STORE CLERKS

OCCUPATION

ORCHESTRA CONDUCTORS

PERFORMING MUSICIANS

PIANO TUNERS

PUBLIC LIBRARIANS

SINGERS

SINGING TEACHERS

SPECIAL LIBRARIANS

TEACHERS OF EXCEPTIONAL
CHILDREN

OCCUPATIONS

249
191
132
100
159

102
143
132
1
651
100
165
159
253
120
132
260
142
091
139
1
201
202

094

139
119
137

139
378
152
132
194
090
152
151
159
092
143
many
091
152
092
287
152

152
152
730
100
152
152
100
094 -

RELATED TO SOCIAL SERVICE INTEREST

OCCUPATION

ADMITTING CLERKS
ATRLINE STEWARDESSES
AMBULANCE DRIVERS
ANESTHET1STS
ARTHROPOLOGISTS

ARMED FORCES

ART TEACHERS

ATHLETIC COACHES

BANK OFF ICERS

BARBERS

SARTENDERS

BEAUTY OPERATORS

BOOK EDITORS

BUILDING SERVICE WORKERS
CASHIER

CATERERS

CHILD-DAY CARE WORKERS
CHINROPRACTORS

CITY PLANNERS

CLERGYMEN

COLLEGE ADMINISTRATORS
. COLLEGE TEACHERS

COOKS & CHEPS
COOPERATIVE EXTENSION SERVICE
WORKERS ’

CREDIT WORKERS
CRIMINOLOGISTS

DENTAL ASSISTANTS

DENTAL HYGIENISTS

DENTAL LABORATORY TECHNICIANS
DENTISTS

DEPARTMENT STORE SALESPEOELE
DETECTIVES

DIETITIANS

DRIVING IHSTRUCTORS
DRUGSTORE CLERKS
ECONOMISTS

216

oot
237
352
913
070
055
378
149
099
161
330
312
332
132
187
211
187
359
079
199
120
090
090
3
096

204
054
079
078
nz2
072
260
376
077
099
290
050

OCCUPATIONS

RELATED TO SOCIAL SERVICE INTEREST

OCCUPATION

ELEMENTARY SCHOOL TEACHERS

EMPLOYMENT SERVICE INTERVIFWERS

FBI AGENTS -

PORZIGN SERVICE WORKERS

FUNERAL DIRECTORS & EMBALMERS

GUARDS s WATCHMEN

HICH SCHOOL TEACHERS

HISTORIANS

HOME XCONQMISTS

HOSPITAL ADMINISTRATORS

HOSPITAL ATTENDANTS

HOTEL & MOTEL WORKERS

HCTEL MANAGERS

INDUSTRIAL & LABOR RELATIONS
WORKERS

INDUSTRIAL HYGIENISTS

INHALATION THERAPISTS

INSTRUMENTAL MUSIC TEACHERS

INSURANCE ADJUSTERS

INSURANCE AGENTS

INTERIOR DESIGNERS & DECORATORS

JULGES

KINDERGARTEN & NURSERY SCHOOL
TEACHERS

LANYERS -

LEGAL SECRETARIES
LICENSED PRACTICAL NURSES
MAIL CARRIERS

MEDICAL ASSISTANTS
MEDICAL LABORATORY ASSISTANTS
HEDICAL LIBRARIANS
MEDICAL FRCORD LIPRARIANS
MEDICAL SOCIAL WORKERS
MEDLAL TECHNOLOGISTS
MICROBIOIOGISTS

MODELS .

' NURSE'S AIDES

OCCUPATIONAL THERAPISTS
OPHTHALMOLOGISTS
OPTOMETRISTS

ORDERLIES

PATHOLOGISTS

PEME CORPS WORKERS
PERSONNEL: WORKERS
PHARMACTSTS

PHARMACOLOGISTS

PHYSICAL EDUCATION TEACHERS
PHYSICAL THERAPIELS .
PHYS ICTANS

POLICE

POLICEWNOMEN

POLITICAL SCIENTISTS
POLITICAL WORKERS

OCCUPATION

POSTAL CLERKS

PROBATION & PAROLE WORKERS

PSYCHIATRIC SOCIAL WORKERS

PSYCHIATRIC TECHNICIANS

PSYCHIATRISTS

PSYCHOLOGISTS

PUBLIC HEALTH NURSES

PUBLIC LIBRARIANS

RADIOLOGIC TECHNOLOGISTS

RADIOLOGISTS

RECEPTIONISTS

RECREATION WORKERS

REGISTERED NURSES

REHABILITATION COUNSELORS

RELIGIOUS VOCATIONS

RESTAURANT MANAGERS

SAFETY ENGINEERS

SANITARY ENGINEERS

SCHOOL COUNSELORS

SCHOOL PRINCIPALS

SCHOOL SUPERINTENDENTS

SERVICE REPRESENTATIVES FOR
UTILITIES

SERVICE STATION WORKERS

SIGHTSEEING GUIDES

SINGING TEACHERS

SOCIAL WORKERS

30CI0LOGISTS |

SPECIAL LYSRARIANS

SPEECH & HEARING CLINICIANS

TEACHERS OF EXCEPTIONAL CHILDREN (94

TELEPHONE OPERATORS
TRANSLATORS & INTERPRETERS
TRAVEL AGENCY WORKERS
WAITERS & WAITRESSES

OCCUPATIONS
RELATED TO CLERICAL INTEREST

occupATION

ACCOUNTANTS

ACCOUNTING CLERXS

ACTUARLES

ADHITTING CLERKS

ADVERTISING WORKERS

AIRLINE TRAFFIC AGENTS & CLERKS
ARMED FORCES

AUTOMATIC VENDING ROUTEMAN
AUTOMOTIVE PARTS SALESMEN

BANX OFFICERS

for
092
045
375
188
338
372
091
052
096
187
079
242
163
166

079
079
152
241
250
142
11
092

110
201
079
23
079
078
100
100
195
078
041

297

355
079
070
079
355
070
166
166
074
041
099
075
07C
375
nt
051
16¢

por
232
195
195
35S
070
045
075
100
078
070
237
187
075
045
120
187
012
00s
045
091
091
249

915
353
152
195
054
100
079

235
137

237
3

OCCUPATIONS
RELATED TO CLERICAL INTBREST

OCCUPATION

BANK WORKERS

BOOK EDITORS

BOCKKEEPERS

BOOKKEEPING KACHINE CPERATORS
CASHIERS

CATALOGERS

CERTIPIED PUBLIC RCCOUNTANTS
CHILDREN'S LIBRARIANS
CORRESPONDENCE CLERXS

COURT REPORTERS

CREDIT COLLECTORS

CREDIT WORKERS
DATA-PROCESSING MACHINE OPERATORS
DENTAL ASSISTANTS

DEPARTMENT STORE SALESPEOFLE
DUPLICATING MACHINE OPERATORS
PILE CLERXS

FOOD STOR® YORKERS

FOREIGN SERVICE WORKERS
GENERAL NERCHANDISE SALESCLE.
HIGH SCHOOL TEACHERS

HOTEL & MOTEL WORKERS
HOUSE-TO-HOUSE GALZSPEOPLE
INSURANCE ADJUSTERS

INSURANCE AGENTS -~
INSURANCR CLERKS

INTERRAL REVENLE AGENTS
KEYPUNCH OPERATORS

LEGAL SECFETARIES

LIBRARY ASSISTANTS

MEDICAL ASSISTANTS
MEDICAL RECORD LIBRARIANS
METER READERS

MUSIC STORR CLERKS

OFPICE CLERKS - -

OFPICE MACHINE SERVICEMEN
PARTS - PROGRAMNERS

RAILROAD PASSENGER CORDUCTORS
RECEPTIONISTS
RETAIL SALESPEOPLE
S & 8
SERVICE REPRESENTATIVES FOR
UTILITIES
SHIPPING CLERKS
SHORTHAND REPORTERS

OCCUPATION

STOCK CLERKS
TAPE LIBRARIANS

TELEPHONE OPERATORS 235
TRLETYVE QFERATORS 203
TRANSLATORS & INTERPRETERS 137
TRAVEL AGENCY WORKERS 237

TYPIST
WAREHOUSE WORKERS




MATCHING INTERESTS & OCCUPATIONS
lumn, then write in the JOB TITLE
1d 1ike to explore.

INTEREST AREA 3

antify your three highest interest areas above each co
1 the DOT #'s for as many jobs in each area as you wou

INTEREST AREA 1 INTEREST AREA 2

JOB TITLE DOT # JOB TITLE DOT #

i *ii SR e

B TITLE DOT #

o=
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———pequired-for-job-5uscesse - el

PACE

Job Comparison Worksheet

Or the following pages you will find a form on which you will be able
to compare four different jobs. Choose at least one job that requires a
college degree and one that requires completion of vocational or technical
training. You will need to use a voriety of materials in the Center to
complete the worksheet. The information below will help you in completing
the following pages.

JOB TITLE/NATURE OF WORK. List the job title and then briefly describe the
‘tasks or type o work done on that job. _
EDucation & Training. List the educational or training requirements for
entering the Jjob.

High School COurﬁes. List any high school courses required for the job
or needed to enter the next level of training for the Jjob.

Salary and Fringe Benefits. List the salary or wages usua]]y'paid upon
entering the job, and any fringe»benefits (1nsurance,,etc.) usually given.’

Employment Outlook. Briéfly describe the future of this job. Will more
or fewer workers be required in the next ten years. :

Opportunity for Advancement. List the jobs to which one might acvance
a%ter entering the job of your choice. -

Persona1 Qualifications. List briefly the personal qualifications such as
physical size, type of personality or temperment, and special aptitudes

Where Empjoyed/Working Conditions. List the parts-of-the -country -in which
most workers in the Job are Jocated. Describe briefly some of the condi-
tions under which you would work. (Safe or hazardous? Noisy or quiet
surrounding? Seasonal or steady? Jight shifts, otheis).

Advantages. List the advantages you would have on this Jjob.
Disadvantages. List the disadvantages to this job.

-Places for-training -or Education. List the name and location of ‘the in-

‘stitutions, and the duration and cost of educational or training progrims

' ghjch would prepare you for the job.. Try to 1ist at least two for each
ob. ‘ , ' :
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J0B TITLE EDUCATION AND  HIGH SCHOOL COURSES BRI

NATURE OF THE WORK TRAINING REQUIRED 'NEEDED AND GRADES IN COURSE FRINGEBEPEFIT
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. : PERSONAL QUALIFICATIONS  WHERMEMPLOVED®
OYMENT OUTLOOK OPPORTUNITY FOR ADVANCEMENT PHYSICAL, SOCIAL, APTITUBE | WORKING CONDITIONS
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DISADVANTAGES

1 novee

PLACES'FOR TRAININ

LENGTH

ADVANTAGES

——

CITY/STATE




Exhibit C
My Career Exploration

Worksheet
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PACE CEWTER

FROGRAMMED ACTIVITIES FOR CAREER EXPLORATION

MY
CAREER
EXPLORATION
WORKSHEET

Name
Date
Grade
BINGHAM COUNTY CAREER EDUCATION PROJECT
O
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Choosing an occupation is serious business. It is a decision that
can change the whole course of your life. Job choice should be done
systematicaily. Give it your best thought. With the help of your coun
selor, follow these three-steps:

1. Take stock of yourself
2. Consider job w=quirements
3. Consider your gualities with those required by the job.

Try to answer the follmwing questions as you go through the proces
of tentatively choosing your- vocation.

A. My Personal Traits:

Do I like to {a) work alone or (b) with others.

Do I 1ike to (a) dm the same thing over and over again or
(b) perform a variety of job duties?

Do I like to work ty pmecise stamdarsis set by others or
(b) use my- cwn judgement?

Do I like (a) to wark in noise or comfwsion mr (b) do I
need it quiet?

Do I like (a) working umder pr=ssare or (b) warking in a
relaxed situation?

B. My Educatiomal Experiences

|. To the best of-my mesmory | fmve rezeived the: Tollmwing grades
in these schooi submects:

~ Subject , 9&n Grade
English (Literature)
Math (Algebra, etc.)
Science {general, Biolegy. =tc.)
Social Studies (Historw,. e=c.)
Shop or Home Economics:
Foreign Language
Sbeech

Physical Education

TS

Others'



2. Which two school subjects do I like most?

3. Which two do I like least?

4. In which did I get my highest grades?

5. In which did I get my lowest grades?

€. My Interests:

One of the first things you will do in exploring occupations is to
determine your interests--that is the kind of activities you enjoy. -Be¢
by @nswering the following questions.

1. My main hobbies and leisure-time activities are:

Do I 1ike to work inside or outside?

Would I Tike to work with people and/or animals?  YES NO
Would I .like to work with things or machines? - YES NO

g s W N

Would I like to work with information, symbols or
ideas? JYES_ NO

6. Is working in a clean palce and keeping clean important
to me? YES NO _

7. What work experience have 1 had?

What did I like about it?

—What-did_I _dislike about it?
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8. My three highest interest areas as described by the Kuder Genera
interest Survey are: 1.

2.

3.

9. The career which I am now interested in_pursuing after I leave
school.

In addition, other careers I am now jnterested in are:

1.
2.
D. My Plans
The statement below which best-describes my plans regarding high
school is:

I plan to enroll in skill training courses whichwill he
me get a job when I leave high school.

I plan to leave high school before graduating.
I plan to graduate- from high school in 7 semesters.

1 plan to graduate from high school in 8 semesters.

The statement below. which-best. identifies my plan for‘the_yeaf-a%tt
1 leave high school is?

Go to work full-time

Become an apprentice

Join one of the military services
Get married

Attend a college or university

Attend a business or vocational technical school.




——t
.

O OO ~N O o & W N
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17.
18.

Writing (poetry, stories)

WHAT 1 DO YELL
(Mark an X in the right column)

Pretty
Good

Mot s
Good

Very
food
Skiing
Swimming
Tennis
Bowling ‘

Team aames (like football, baseball)

Music (singing, instrumental)

Art

English

Arithmetic

Science

History

Home chores

Earning, spending money

Working out problems through reason}ng

Working with my hands--sewing or shopwork,
or making things, etc.

Memorizing

Other things I do well:

Anything you may do well that is not on this list s-ould be added.

may have that will remind you of others.

-
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Planning My Career

Worksheet
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PLANNING MY CAREER

Name

Ready or not, you're going to find yourself with a career one of these days. The

question is, nre you going to let it be accidental or are you going to plan and make
.1t happen? The kind of a career you select will largely determine your "Life Style".

“LIFE STYLE":

how you live your friends and associates :
where voa live ' time for church and spiritual activitdi
time you have for your family time for community work and activities
type of house you live in - - ‘how much money you. make ' ~

the way you dress ' " how much free time you have & how you
the way you speak use it. ‘

The Life Style I Want

1. Where do I want to live? (small town, city, suburbs, -country, pacific
coast, south, or foreign country?)

2. How much time do I want for church activity? (Sundays off, evenings free,
" a large block of time for special activities?) :

3. How much income do I want? (high income bracket, medium or low?) (pay
isn't important--the type of career is. ‘

4. What kin. and how much social activity do I want? (community leader,
heavy social inveclvement, service clubs, just a quiet 1ife with little
community involvement)

5. Do I want to travel and move a great deal? (a career that calls for
transfers to different areas of the country, done during the week but
home on weekends, travel during the day, but home most nights, don't
want to travel, don't want to have job transfers and move my home and
family) E

6. What hours do I want to work? (regular daytime hours, set my own work
schedule, working evenings, shift work working weekends)

7. How much time do I want for family and leisure activities (time during
summer, time in fall, time during winter, evenings, Saturday and_Sunday)‘
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—2- .

My Interests, Abilities and Personal Qualities (Suggestions below)

1. What are my interests?

2. What are my abilities?

W

3. What are my personal qualities?

.

suggestions foi "My Interests, Abilities and Personal Qualities?"

1. What are my Interests? (What do I like? What do I‘enjéY?fPhysical:ana '
outdour, mechanical, computational, scientific,.persuasivé,,artistic,_vf
literary, musical, social service, clerical, what am I interested in?)

2. What are my abilities? (What do I do well? Languade usage, clerical -
speed and accuracy, mechanical, space relations, math ability, reasoning
and understanding ideas, physical dexterity, coordination, mental, gocial
skills, artistic, musical.) : o

3. What are my Personal Qualities? Dependable, honest, hard worker, well
groomed, punctual, sincere, friendly, cooperative, mature, leadership ,
ability, self-confident, willingness to accept instructions).

My Careexr Choices

Most careers are grouped in clusters. A cluster contains the occupations that-
have common characteristics (see page 4). For example, homemanagement is a i
career that many find very satisfying and rewarding. ‘ItfiS;listed under ' the L
"Consumer and Homemaking" cluster. Now's the time for you to make some career
choices, either tentative or realistic. .In the blanks below select occupation 3
that most closely line up with gour interests, abilities and personal qualities.;
But waitl 'Do they match up with the life style you want, too? List occupa-
tions you might like then some reasons for your choice.

Reasons for choices

N
oo
1®




Now that you have made some decisions,you are ready to plan for your future career.

Suggestions for "Things I Can Do To Make My Career Happen"

1.

10.

1l.

12.

13.

_Visit a job situation and see for yourself what the work is like. Get
" your counselor or parents to help set up the visit.

-3~

Talk to a person in the career, ask them what the career is like. Most
will be happy to talk to you.

Volunteer for a community project (tutoring, ecology, hospital aide and
others.)

Join a club or special interest group in your school or in the com-
munity.

Visit possible future schools--vocational schools, colleges, and univer-
sities welcome visitors.

Sit down and talk to Mom and Dad about life styles and careers.
Participate in high school career programs.

Talk to your high school counselor. Here's a good source-of all kinds of =
information.

Read about your career choice--libraries, magazines, career books,
brochures and books.

Get a part-time job that is related to the career area.

Talk to your minister-~tell him about your tentative plans and ask for
suggestions. :

Select and register for classes that will better prepare you for the
career.

Prepare a resume.

Things I Can Do To Make My Career Happen

1.

Date ’
Date &
Date .

Date

Date
Date

Date

Date
Date

Date
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ROLE DESCRIPTION OF CAREER INFORMATION AIDE

Minimum Requirements:

A. The Csreer Information Aide should be mature, pleasant and personable,

. possessing the ability to work equally well with school faculty and
young adults. The person must be willing to develop an understanding
of the concept and purpose of Career Education, the process of career
development and the role of the career information sevvices as provided
through P.A.C.E. Center.

B. The person should have actual work experience outside education as well
as prior experiences as a teacher aide or at least one year of education
or training beyond the secondary level.

C. The person may have such additional or alternative qualifications as the
Board may find appropriate and acceptable.

REPORTS TO: Director of Career Education

JCB GOAL: Through an organized program of activities, provide career and
guidance information to school faculty, students and other inter-
ested persons.

1.0 DUTIES AND RESPONSIBILITIES

1.1 Become thoroughly acquainted with all career and guidance
information, materials and equipment assigned to PACE Center.

1.2 Prcsent the Programmed Activities for Career Exploraticn to
students and other interested persons who visit PACE Center.

1.3 Assist students and other interested persons in utilizing the
equiprent and information provided by PACE Center.

l.4. Become acquainted with resource and  referral agents and person=-
nel in the school and community who may provide additional
career or guidance information and services to students.

1.5 Become acquainted with a wide variety of information concerning
careers and student options for completing the transition from
education to the world of work.

2.0 STAFF PERSONNEL
2.1 Actively work with school personnel in an etfort to provide
career and guidance information to all who may need the
service.
3.0 PUPIL PERSONNEL SERVICES
3.1 Actively work with school guidance personnel to assist in the

provision of career and guidance information to students, staff
and all other interested persons.
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4.0

5.0

6.0

7.0

3.2

Refer students and others who may desire additional assis-
tance and information on careers or placement options to
schogl guidance personnel or other appropriate personnel
and/or agencies.

MANAGEMENT AND EVALUATION

3.1

4.2

Maintain accurate records of students and other interested
persons who visit or utilize PACE Center.

Assist in the completion of forms and réports to be submitted
to the Director.

FACILITIES, EQUIPMENT AND INSTRUCTIONAL MATERIALS

/5.1
5.2

5.3

Maintain the inventory of facilities, equipment “and materlals
assigned tc PACE Center.

Maintain an accurate record of all materials or equipment
loaned from PACE Center.

Be responsible far the day-to-day maintemance of PACE Centery
faci¥ities, equipment and materials.

SCHOOL~OOMMBEINITY RELATIONS

6.1

6.2

Prowside information to the Director of Career Educssimmr,
schewl personnel, students, patrons and all other imiesrested
parties of the goals, objectives and progress of the career
education program.

Provide information to teachers, parents, students and other
interested persons of the goals and objectives of the PACE
Center.

PROFESSIONAL GROWTH

7.1

7.2

kasumes responsibility for own professional growth and devel-
opment; for keeping current with information and materials
assigned to PACE Center and with sources and resources for
student and faculty use. '

Participate in growth activities for improvement of kanledge
and skills through study, travel, conferences, workshops, pro-
fessional organizations and self-appraisal.

SUPPORTIVE SERVICES

8.1

Assist in the maintenance of cooperative working relationships
between school perspnnel and the community.
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9.0 ORGANIZATION and ADMINISTRATION

2.1 Be responsible to the Director of Career Education of ‘the
Bingham County Board for Cooperative Services.

9.2  Carrry out such additional duties as may be determined by.
the Director.

TERMS OF EMPLOYMENT

Nine, ten, eleven or twelve month year. Salary and work year to be

established by the Board.

EVALUATION

will be evaluated in aczordanee with provi-

Perfommance of this jokm
on Evalmation of ImstructionaliPersonnel.

sions of the Board's p&Eicy

.date

Approvedmy

date

Reviewed and Agreed to by
(Incumbent)
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P ACE QUESTIONNAIRE

lame : | Grade Date

Instructions: For the questions:Below choose the .best; answer and circle the number
: of that answer in-the column to the left.

Il 2 3 & 1. How do you feel aboutfthe;amount of time that you;speht in
PACE Center? (1) More time was ineeded (2) About the right
amount of time was provided (3): Had too much time () 1T

don't Know. A o

1 2 " 2. Would you Tike to have an opportunity to use the PACE Center
again? (1) Yes (2) No : _

12 3 4 3. How do you feel about the helpfulness of the PACE Center?
(1; Very:hélkpful (2) Helpful (3) . Somewhat helpful
(4) Not ‘helful i S '

1 2 4. Have you ever been given the oppbrtunityitd dd'aCtivities
?1?11ar to those which you did in the PACE Center? (1) Yes -
2) No , ' .

" If yes, in what grade?

In which activities did you participate while in the PACE Center?
(Check all that apply) .

looked at filmstrips on several occupations.

looked through a school or college catalog.

‘read one or more pamphlets on job(s) I was 1nterested'1n.
took notes on job(s) I was interested in.

listened to tape(s) on occupations.

read information in reference books on: jobs or work skills.

looked at filmstrips about college, vocational-technical
school or job training program.

looked at filmstrip on how to get a job.

talked to the teacher about job opportunities, schools, or
career fields.

ARREARE

What suggestions do you have for improving the PACE Center?
241




Exhibit G
Figure 1

Construction Floorplam, PACE CENTER

Figure II
Operational Layout, PACE CENTER
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APPENDIX G

Figure 1

PROGRAMMED ACTIVITIES FOR CAREER EXPLORATION

Mobile Career Information Center

12' x 44°

A

Scale: 3/16" = 1!

B \ v Construction Floor Plan

A. Overhead storage cabinet:

18" high, 12" deep, 1 interior
shelf

B. Furnace location

30" |& ' - 30"

C c C. Counter, 29" high, attached to
_ sidewall studes, support legs at
6" intervals

o

Cabinet with counter: 36" high,
8' long, 30" wide. :

36"

e e e - R
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APPENDIX G
Figure 11

PROGRAMMED ACTIVITIES FOR CAREER EXPLORATION
[::) ' Mobile Career Information Center

A | 12' x 44
| \ Scale: 3/16" =1

e ) (L:E:J . : Operational Layout
S /6] A. Aide's desk
) B. Tu-dror Career Information File
—— ~ Qi C. Legal size file cabinet, 4-drawer
D ' D. Chair
: 0}
E) C A
o

17 LEARNING STATIONS

\
4

(o)

12 Audio/visual
2 Microfilm
3 Miscellaneous

SIS ESTETAS

Y —
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Exhibit H

Equipment, Instructional HMaterials and Supplies

PACE CENTER




Equipment

Estimate of Cost
Quantity Item Description Unit Total

"1 . 31 Executive IV Microfiche $750.00 $750.00
Reader Printer

Source: Yost Office Equipment
675 E. Anderson
Idaho Fa'ls, ID 83401

1 DuKane A-V Matic Sound/Filmstrip 275.00 275.00
viewer

Source: Guidance Associates
Pleasantville, New York

10 Hudson Filmstrip Viewer 25.00 250.00
25 Pegboard bookracks (61-734) 1.95 48.75

6 Pegboard bookracks (61-723 2.20 13.20

Source: The Highsmith Company
P.0. Box 25 ,
Fort Atkinson, Wisconsin 53538

6 Cassette tape recorder/piayer 49.95 299.70
(Channel Master) '

3 Cassette tape player w/AC Adaptor 29.00 87.00
(Norelco 1100)

Source: Carter Supply Co.
3208 Mashington Blvd.
O0gden, Utah

3 Cassette tape player (AC) 39.50 118.50
(Caliphone AV-15)

19 Headphones w/miniplugs 6.25 62.50

10 Headphones w/%" phone plug 6.25 62.50

Source: Stockdale, Inc.
2211 West 2300 South
Salt Lake City, Utah 84119
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Equipment (continued)

Estimate of Cost

Quantity Item Description Unit Total
i) Singléi{Pedestaldesk 125.00 125.00
v 4-drawer legal file cabinet 70.00 70.00
2 . Waste baskets | 5.00 10.00
1 Coat Rack 9.00 9.00
24 ~ Chairs (Virco #9000) | ©9.90  237.60

Source: M & H Office Supply
101 West Pacific
Blackfoot, ID 83221
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Quantity
1!
13

1 set
1 set
1 set

1 set

1 set

1 set

1 each

Instructional Materials

Item Description

Widening Occupational Ro]eéMKit
Occupational Exploration Kit

KEYS - Sound Filmstrips to accompany
Kuder E. General Interest Survey

Junior Guidance Series Booklets

Guidance Series Booklety:

Occupational Information Briefs
Source: Science Research Associates

259 East Erie St.
Chicago, I11inois 60611

Estimate of Cost

Unit
$170.00
120.00
100.00

20.00
30.00
85.00

Education for Occupations>Sound/Filmstrip: 78.00

Leisure Time-~-Busy or Bored?
Sound/Filmstrip

Source: Eyegate House, Inc.
146-01 Archer Avenue
Jamaica, N.Y. 11435

Accoustifone Career Exploration Series
Sound Filmstrips #401-420

Source: George lebb Aud{o-Visuals
937 East 33rd South
. Salt Lake City, Utah 84108

Sound Filmstrip kits as listed below
Cassette Format

What you should Know Before You Go
to Work ,
Preparing for the Jobs of the 70's

Jobs and Gender

Job Hunting: Uhere to Begin
Trouble at Wgrk

On the Job: Four Trainees

243

56.00

59.50

41.50

Total
$170.00
120.00
100.00

20.00
30.00
85.00

78.00

56.00

1195.00

581.00



Instructional Materials (Continued)

Estimate of Cost
Quantity - Item Description - Unit Total

Liking your Job and your Life

A Job that Goes Someplace

Choosing Your Career

Preparing for the Horld of Work

College? 1It's Up to You

What to Expect . at College

High School Course Selection
and your Career

Your Job Interview

“Why Work at All 21.50 43.00
Jobs for You: It's Happening :
in Home Economics

People Who Work in Science 41,50 249.00
People Who Create Art

People Who Help Others

People Who Organize Facts

People Who Make Things

People Who Influence Others

Source: Guidance Associates

757 Third Avenue
New York, New York 10017
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gyantitz

1 each

1 set

1 set

1 set

1 set

Instructional Materials (Continued)

Estimatesof Cost
" Item Description Unit Total

"Careers" sound-fiTmstrips as listed 44.00 308.00
Cassette format (7)

"Careers in Nursing"

“Careers in Journalism"

"Careers in Business Administration”

"Careers in Health Services"

"Careers in Education"

"Careers in Agriculture”

"Careers in Engineering" .

Source: Pathescope Educational Filmss Inc.
71 Weyman Avenue
New Rochelle, N.Y. 10802

Dictionary of Occupational Titles 23.25 23.25
(6 volumes)

Dictionary of Occupational Titles 14.00 14.00
(VO]- I‘s II.) )

Occupational Outlook Handbook 6.25 25.00

Occupational Outlook Handbook 16.25 16.25

Reprint Series

Encyclopedia of Careers 27.50 27.50
(Vol. I, II)

Source: Associated Publishers
355 State Street
. Los Altos, California 94022

Nccupational View Deck vi/Viewer 160.00 160.00

College View Deck (2 & 4 year) 160.00 160.00
w/viewer

Occupational Library in Tudror File 311.00 311.00

Occupational Microfile 65.00 65.60

Counselor's Professional Filing System 35.00 35.00

Source: Chronicle Guidance Pubiications
Moravia, New York
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Instructional Materials (Continued)

Estimate of Cost

Quantity Item Description ‘ Unit Total
1 each "American Occupations" series 4.90 147.00

Cassctte tapes (30)
(Titles listed below)

Accountant/Advertising Workers
Actor-Actress/Astronomers
Architect/Techr:ical Writer
Biochemist/Life Scientist

College Teacher/Engineering Science
Commercial Artist/Singers & Singing Teachers
Dancers/Musician and Music Teachers
Dental Ass¢:tant/Uental Lab Technicaan
Dentist/Dental Hygienist
Engineering/Types of Engineering
Forester/Forastry Aides

Home Economist/College Placement Officer
Interior Decoratcr/Industrial Designer
Lawyer/Landscane Architects
Librarian/Library Technicians
Mathematician/Statistician

Medical Laboratory VWorker/Speech Pathologist & Audiologist
Occupational Therapist/Physical Therapist
Oceanographer/Mereorologist
Pharmacist/Optometrist
Physicians/Osteopathic Physicians
Physicist/Chemist

Pilot I/Pilot 1I

Psychologist/Recreation Yorker

Range Manager/Employment Counselor

School Cormselor/Rehabilitation Counselor
Sociologist/Pulitical Scientizt
Stewardess/i 1ight Engineer
Surveyor/Social Yorker
Veterinarian/Sanitariais

Source: Creative Studies, Inc.
P.0. Rox 830
Sai Revnzaino, CA 92402




Instructional Materials (Continued)

Estimate of Cost

Quantity Item Description Unit Total
1 each Hoffman Career Awareness Series 10.95 646.05
Sound/Filmstrip (Titles listed
below)
Accountant Highway Patrol
Admitting Clerk Insurance Agent
Airline Pilot Interior Designer
Airline Stewardess Lawyer
Animal Keeper Librarian
Architect ~ iledical Lab Assistant
Auto Parts Counterman ‘ fledical Technologist
Bank Officer Mortician
Bank Teller Nurse  Aide
Biochemist Occupational Therapist
Biologist Optometrist
Bookkeeper Orderly
Chemical Engineer Park Ranger
Chemist Pharmacist
Civil Engineer T Physical Therapist
Copywriter Physician
Costume Designer Psychologist
Dairy Herdsman Quality -Control Inspector
Dental Assistant ’ Radio Announcer
Dental Hygienist Radiological Technician
Dental Lab Technician Recreation Worker
Dentist Service Writer
Electrical Engineer Stock Clerk
Electrocardiograph Technician Travel Agent
Fish & Game Warden Veterinarian
Florisi Haiter/Waitress
Forkli“t Operator Warehouseman
Geologist - , Watchmaker

Grocery Checkes
Heavy Equipment Operator
Helicopter Pilot

Source: Evans Supply, Inc.

509 West 2nd North
Salt Lake City, Utch 834116
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Instructional Materials {Continued)

Estimate of Cost

Quantity Item Description Unit Yotal
1 set Coping Yith Series booklets 20.00 20.00

Source: American Guidance Service, Inc.
PubTlishers' Building
Circle Pines, Minn. 55014

Consumable Materials

1 yr. 3~in-1 Service 55.00 55.00
_subscription (for Occupational Information) '

Source: Chronicle Guidance Publications» Inc.
Moravia
New York 13118

1 yr. American Trade Schools Directory 25.00 25.00
subscription :
Source: Croner Publications, Inc.
211-03 Jamaica Avenue
Queens Village, New York 11428

Standard Office Supplies & e 100.00
Miscellaneous Equipment

Kuder E-General Interest Survey

116 pkgs. Test booklets 7.60 981.60
8 pkgs. Backboards 10.25 82.00
7 pkgs. Punch Pins 5.25 36.75

Source: Science Research Associates
259 East Erie St.
Chicago, I11inois 60611
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BINGHAM COUNTY CAREER EDUCATION

Blackfoot, Idaho 83221

EXEMPLARY PROJECT IN VOCATIONAL EDUCATION

conducted under

Part D of Public Law 9(G-537

Project Director

Dr. Bert W. Nixon

Rt. 2 Box 249-A
Blackfoot, Idaho 83221

(208) 684-3388

INSTRUCTOR

Mrs. Lela Morris

Rt. 2 Box 249-A
Blackfoot, Idaho 83221
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PREFACE

BOP, Inc., is a mobile office that simulates a Mortgage and Loan
office. The primary purpose is to providé a work experience for
high school students who have office skills so that they can

make decisions about working in an office.

The 8.0.P., Inc. program was adapted from the M.0.E., Inc. program

operating out of Utah State University in Logan, Utah.
The success of the program is ¢ependent on an instrucfor who has

actual office management experience, which can be applied in

simulation.

Bert W. Nixon, Ed. D.
Director, Career Education

255



TABLE OF CONTENTS

PREFACE . . .« 4 v ¢ o o o o o o v o o o v o e e e e e e e e
TABLE OF CONTENTS . . & « v ¢ ¢ o v v o o o o o o o o o s o o o =

OVERVIEW OF PROGRAM . . & . ¢« ¢ ¢ v v v o o o o o o o o o o o s o
BOP, Inc., Simulation procedures . . . - « « « ¢« ¢« o o o .
Simulation Mortgage and Loan Office . . . . . . . . .. ..
Job POSTLIONS « v ¢« v v ¢ b e e e e e e e e e e e e e s _

PHYSICAL FACILITY, B.O.P., Inc. . . . . ¢ v ¢ o o ¢ v o ¢ o o o
Floor PIan . . . . v v s et e e e e e e e e e e e s
‘Sketch of Office ., . . . . . . v v v ¢ o v v o o o o o s
Equipment and Materials . . . . ... .. .. ... e e

Teacher Prerequisites . . . . . . . . . ¢ o o= o s o0 e e s

Simulation Design + « - ¢« ¢ o o e e e e e e e e e e e s
Phase JI  « « v v v o o o 4 o o o o s o s o 5 0 8t e s s
Phase III « « « + ¢ ¢ o o o o o o o s s s o s o o o o o oo
Phase IV Full-scale Simulation . . . . . « .« « . PR

Files Materials, etc., for Simulation . . . « « - o« ¢ ¢ ¢ o o
Files and Materials . . « « ¢ ¢ o v o o v v o o v v 0 o 0 s
Payment Numbers and Posting Codes . . - « « « = + ¢ ¢ ¢ .
Posting and Tax Clerk . « « « « « ¢« v v o v v v v o o0t
Tax and Insurance Amounts - « . . . « + « « ¢ e e e e e s
Insurance Policies « « « = « « ¢ ¢ o ¢ ¢ o o .. P
Insurance Clerk Tickler Card List . « « « « o ¢ ¢ ¢ o o v »
Insurance Policy Renewals - - « « « ¢ ¢ ¢ ¢ s o ¢ o o o o -

Teacher Key. Phase II :
B.0.P. Payroll and Salary Schedule . . « - « o « « « ¢ o o .
Forms Ledger, @Ct. « « « ¢ « ¢ o o o o e s e e e 0o
Duty Summary and Recap . . - . . - . c e e e
Insurance - ¢« « ¢+ =+ o o IR Y e e e h e e e e .

Teacher's Key, Phase IlI
B.0.P. Payroll and Salary Schedule . . . « . .« ¢« o ..
INSUTANCE « « =+ = = ¢ « & o s o o o o » » EIEIR IR

Teacher's Key, Phase IV « « « « o v o v v v v v vt ot e e
Vice President « - « ¢ o « ¢ o v o o o s s o v v 0 0 s e 0.
Telephone Calls . . . . « « ¢« ¢ o « & s e e e e e e
Phase IV--Telephone Calls . . . . . . « ¢« o o o v v v o o -

Rush Jobs for Phase IV . . . . . e e e e e e e e e e e e e e e
Interviewing for B.0.P. Position . . . . . ¢+ ¢ o v o v 0o '
Evaluation Sheet . . . « « « « « . . e e e e e e e e P

See Student's Manual for additional information

ii

R 256

omde

[
oW

e a—| .
(= R N Joe) AT = =3 it

ot
|

R R
W

WWWww W
OoohwWwN —~

o D
QNN



B.0.P., INC.
Bingham County Office Program
A Simulated Office

OVERVIEW OF PROGRAM

BOP, INC. is a mobile simulated mortgage and loan office program
serving students in the 'high schools of Bingham County, Idaho. The
program is housed in a 12’ X 44' mobile office designed for simulation.
The program is designed to assist students in learning how to work in a
business office. Through actual office work experience students will
determine whether they want to work in an office environment. I¢ they
find they enjdy of fice work they will, thrcugh experienée, be able to
determine the kinds of positions and tasks that are most compatable with
their particu?ar interests and skills. Some may find they do not enjoy
working in an sffice environment, which is also important.

The simulated program is designed for students who have developecd
some office skills. In Idaho these are students who are enrolled in *“~
vocational office occupuation courses. A modified program of exploratory
rature is designed for other busitiess education students.

In the 5OP, INC. Simulated Program, this consists of short (two t3
four hcur) business and office occupztions exploratory experiences, where
students get some feel for the type of work that goes on in an office,
office physical esvivonment, and a chaence to perform some of the tasks in
an office. '6¥%ice ccoupations students are informed of the positions
available and "open." Students then decide which pdsition they would like,
complete an application, are interviewed by an executive or administrator,
and hired for a position. They Legin working in the position they are

"hired“ for, but progress from one pcsition to another until they have hai
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the opportunity and experience of working in each of the following positicns:
Administrative Assistant, ViceAPresiden;, Executive Secretary, Receptionist,
Cashier, Insurance Clerk and Posting and Tax Clerk.

Our purpose in simulating an office is to give potential office
workers an opportunity to work ia an office and become a part of a real
office organization. The only time the students in BOP, INC. do anything
other than office work is when they become the Administrative Assistant;
they then act as the outside world. In this position they may simulate a
telephone operator, a customer, or a banker down the street.

The BOP, INC. simulation was copied from an actual mortgage loan
of fice--Utah Mortgage Loan Corporation of Logan, Utah. Four simulation
experts entered the offices of U.M.L.C. and interviewed each worker at his
work station. These workers were asked questions about their positions and
how they relatad to the overall operation of the office. The siiulaticn
team collected procedures and forms, etc. From this exciting beginning came
samples of forms, information about procedures, ideas for equipment, position:.
and techniques that are used in BOP, INC.

BOP, INC., then; functions as a mortgage and loan office by simuiating
the processes and procedures that occur in a typical mortgage-loan company.
As students assume the positiori, play the role and do the work as an office
employee, they learn to participate as a part of a team member in an office.
Their contribution is important in providing an eéffactive and satisfying
office atmosphere.

Part of their Tearning to work in an office is in understanding and

experiencing proper habits and attitudes toward the following:
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1. Breaks

2. Absences

3. Tardies

4. Chain of Command

5. Dress .

6. Communication in the office
7. Communication with the public

In addition students learn to use business terms and office vocabulary. ,

while working with BOP, INC., students are evaluated on the quality
and quantity of work. ability to follow instructions, starting work withoui
being told, diligence, judgement, initiative, responsibility, attitude,
promptness, response to supervision and instruction, courtesy, cooperation,
relations with co-workers and appearance. Evaluations are completed by
the Vice President and President (Instructor).

BOP, INC. Simulation Procedures

As a worker in BOP, INC., students are given the opportunity to work in
all of the positions in the office. They rotate through the positions as
directed by the instructor. The simulation program consists of the following:

Phase I -- Orientatioé and Preparation

This is the general introduction to the simulation. It involves an
acquéintanceship with the simulation facility and a laying of ground
rules for work therein and procedures to be followed. Phase I starts
near the beginning of the school year with BOP, INC. going to each high
school for a two day orientation. This gives students an opportunity

to see the office, become aware of and be introduced to the program, and

learn of what is expected of those who are "hired" to work in the office.

The orientation should be an experience that creates in students a high

motivation for learning all they can and sharpening their skills prior

to entering the office.

After students have seen BOP, INC. and received an orientation.to
259 |
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the program they coqtipue in their regu1ar”£igh school course until
BOP, INC. arrives at their school for simulation. During this interval
students complete application forms, are interviewed and are "hired"
for a position in the office. .
Phase 1I---Positional Instruciions and Simulation

Phase II begins with students beihg\assigned to their ppsitions
and an afFice group briefimg by the instructor of each position and
responsibility. This is followed by assignments to the routine, simple .
tasks for each station, and instructions on general procedures.
Following th= briefing students begin working, and the instructor
individually briefs each student on their tasks and responsibilities.
The instructor also reviews the procedures io insure students have a
thorough knov.ledge and understanding of their position. As each student
progresses in his/her work, additional work is added and more complicated
office interdependence procedures are initiated. Zroup debriefings accur
as needed fo solve problems and clarify responsibilities and procedures.
Phase Iil and IV---Rotation and Indepth Simulation

After about one week (or when students have achieved some ﬁasteny
of their job) students are rotated to a new position where they work for
three or four days, then rotated again, etc., so that they have an
opportunity to explore other jobs in the office. This gfves students an
overall understanding of a mortgage and loan office and a chance to see
the operation from a different position. Some stuaénts may not retate to
all positions because of personal reasons or skill deficiencies. After
Phase III (rotation through the jobs), students are again assigned to
positions for indepth simulation with the Vice-Presidents' having complete

control over the office. During Phase IV, the quality and quantity

-4-
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standards are progressively and systematicaliy raised with students
being able to handle ali sifuations of work with minimum confusion aid
maximum efficienc:.

simulation in BOP, INC. Mortgage and Loan Office -

Simu]at1on is not a new concept in education. It has been around for
many years. You very likely used 1t as a ch1ld when you were growing up
You assumed the role of one of yoyr parents, the nurse,.or a fire chief.
Simulat1on is a very real part of our 1earn1ng process.' o

Nebster says that simulation is "to assume the appearance of LW
With BOP, INC. we are assum1ng the appearance of an office, and in order to
succeed; we must get realistic reactions from the part1cipants. It takes ¢
lot of preparation to get this kind of response.' Imagine the background anda
effort that goes into a space shot simu!ation,_a national emergency simula- -j}
tion, or an office simulation. | |

A mortgage 1oan company provides money for the pu.chase of homes and

property, or both This company obtains the.money it Toans to borrowers S

from investors. These investors are usually large insurance-and investacnt
companies. The Mortgage Loan Company makes a profit from'"buying"bmoney‘frsm
these investors and "selling" it to borrowers at a slightly higher rate of
interest.

When a'couple decides to buy a home, they usually contact a real estats«
broker who shows them several homes. When the couple decides on a home ©o |
buy, they may select a mortgage lcan company where they can receive a loan
at the 1owest'poss4b1e rate of interest. The couple is interviawed by an
official of the company and that official makes a decision as to whether &
loan should be made or not.

-

If acceptable to all parties, the Joan is then made to borrower for
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payment on the home. A welcome letter is sent from the Mortgage Loan Company
to the borrower along with payment information and a set of cuuponﬁ, one of
which is to be returned with each monthly payment.

Each month the borrower writes a check for the amount of the payment;
attaches it to the coupon for that month and sends it to the mortgage
company. The cashier at the mortgage company receives the check and coupon.
The check'is then deposited in the bank, and the coupon is sent through the
company's system and posted to the borroweﬁ's accoﬁnt.

In mbst states it is possible for the borrower to pay fire and hazard
jnsurance and property tax premiums together with the mortgage payﬁent.

These funds are kept in reserve acﬁounts with the mortgage company until the .
payment for each cohes dué? This enables the borrower to pay the same payment
. each honth and not have to make a large paymént for insurance or taxes when
each comes due. |

Job Positions in BOP, INC.

The hames, descriptions and obj=ctives of positions are:
Vice President

Is in charge of the office and is responsihle for upgrading procedures.
Is responsible only to the President. Must supervise personnel, make
personnel evaluations, dictate letters, complete payroll, calculate
early payoffs, complete: annual statement and interview- prospective
employees. Signs all checks. _

Executive Secretary

Regulates work overflow, handles dictation and transcription duties,
and is responsible to the Vice President.

Receptionist

Meets visitors, files all correspondence, types all checks, reconciles
all bank statements, screens visitors, and fills in wherever needed

in the office.

Administrative Assistant

Takes the place of the outside world in the simulation. Duties consist
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of being an assistant to the teacher, role playing (County Tax Assessor,
Bank, Insurance Company, Mailman, Borrowers), telephoning, evaluating,

1n1t1at1ng customer contact, mak1ng up bank statement and miscellaneous
duties directed by the teacher.

Cashier

Receives and deposits borrower payments, manages petty cash fund, posts
to investors' ledgers, completes daily summary and recap, writes :
welcome letters to new borrowers, completes payment facts sheets, and
hand]es all bad checks procedures.

Posting and Tax Clerk

Requests individual property tax amounts from county assessors for
~ borrowers, pays taxes from individual borrowers' reserves, requests

additional funds to pay taxes for the borrowers and posts to borrowers'
ledgers.

Insurance Cilerk

Checks insurance pol1c1es for completeness and accuracy, completes
correction forms on incorrect policies, writes premium letters and
completes tickler cards on correct policies, handles policy
cancellation notices and renews insurance policies using customers'
reserves or requests additional funds from borrowers.

President

‘Is-the instructor and in charge of and responsible for the
BOP, INC. program.



PHYSICAL FACILITY
BOP, INC.

DESCRIPTION | _
The BOP, INC. Mobile .ffice is a 12' X 48' (overall) mobile unit
built by a mobile home builder. It consists of the following:

12' X 44' shell with 2" X 4" sidewall studs on 16" centers, 3/16"
interior paneling (1light oak), insulated with 3 1/2" insulation in
the walls, 6 1/2 © insulation in the ceiling, and 6 1/2 " insulation
in the floor. Aluminum foamcore insulated exterior siding.

Interior cabinet and counter-top materials coordinated with paneling.

Inside is open with no cross-walls, full-length center-run fluorescent
lighting, wall-to-wall carpeting and self-contained electric furnace
wtth integral refrigerated air-conditioning ducted under the floor

to four. vents.

Toilet and lavatory facilities are not included.

Two separated doorways are placed on the same side of the unit.
Dead-bolt security locks and storm doors are provided. No windows
are included.

Unit is towable, frame is reinforced. Stop, signal and marker lights

are permanently attached and wired for quick-connect to towing =~

vehicle. "Wide load" and flasher lights conforming to state law are
permanently attached to the backs of the units. Tandem axles with
electric brakes are provided; suspension is adcquate fortrailér
weight and 2000 to 4000 pounds of installed equipment. Six storable
leveling jacks and two portable stairs are provided for each unit.

Units require 150 amp. 220v/110v service with two external weather
proofed junction boxes, one 100 amp. and one 50 amp. and two 15'
heavy duty weatherprcofed entrance cables for connection to electric.l
service at site locations. Units are equipped with grounded 110v
double outlet boxes located 32" inches apart on the full perimeter

of each unit and 40" above the floor. All wiring meets applicable
national, state and local codes.

Two fire extinguishers and other equipment necessitated by the
Occupational Safety and Health Act is provided for each unit.

Interiors of each unit were constructed with the built-in counters
and storage cabinets as noted in the floor plans.

Inasmuch as possible, construction conformed to trailer-house standards
to minimize the cost factors of custom building the units.

-8-
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Recommended additions:

The following recommendations are a result of the operation of
the mobile units. It is recommended that:

Exterior lights over the doorways be provided for safety
and security.

Adequate ventilation be provided in addition to air conditioning.

Two rows of lights positioned above counter work areas to
prevent glare and shadows.

 Heavy-duty storm doors or heavy duty trailer-house doors be
provided.

Specifications

Body Dimensions: 12' X 45'. (12° X 48' overall)
Doors: Two exterior doors, 2'8" X 6'8" with storm doors.

Steps: Two steel steps and landings for entrances that are lightweight,
collapsible and easily transported. ~

Frame: Heavy duty frame and hitch.

Walls: 2" X 3" studs on 16" centers
1/4" interior paneling
.019 gauge ribbed-aluminum outside

Roof: Trucses with 1/2" plywood under heavy gauge aluminum.
Floors: 2" X 6" Standard fir joist on 16" centers, 3/4" particle board.

Insulation: Wall - 3 1/2" fiber glass
Roof - 6" fiber glass
Dy Floor - 6" fiber glass

. :Lighting . Flugrescent.dircct 1ighting - 1Q0 ft. candlesrat.30",
above floor.

Undercoating: Asphalt based undercover or coating.

Tires and axle: Tandem axle and four electric brakes, Tires - eight
ply nylon 14.7 X 5. .

Carpeting: Carpeting throughout -- 1/10 gauge, 270 pitch, 8.2 rows
per inch, .150" pile height, 26.5 ounces per yard, shock
proof/static free, soil/water/stain resistant, gold/green
in color, primary and secondary jute back with rubber waffle
type padding; color selection to be approved prior to
installation.
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Heating: 220 volt, 65 amp, 15 KW recircuiating electric furnace.
' 4 ducts in center of floor

Air Conditioning: Three ton refrigeration unit ducted with furnace.

Electrical: a 220v to be used for all heating and air conditioning
units. 110v to be used for all other circuits.
Electrical (grounded) outlets flush with wall throughout,
located 40" from floor and centered between sidewall studs
every -32" full perimeter of each unit. - ,
External {weather proofed) junction breaker box with 200v
incoming circuit, providing 220v and i10v. Located within
wall and metal door covering opening to unit. y
12 gauge wire minimum. ’
Wiring to meet all NECA, U.L. and applicable Idaho State
codes.
Exterior lights at each door.
3-way switch at each of the doors for overhead lights.

Fireproofing: Two CO2 fire extinguishers to be provided for each unit.

Interior Detail: Cabinet finishk coordinatdd with paneling: wherever
possible, stundard trailew house cabinets to be
utilized.

Formica/equivalent counter top material, woodgrain
(teak) finish. (Color Cabinets and counters to be
built-in as per drawing.

Jacks: Adjustable jacks (6 per unit) capable of supporting unit while
in use.

Floor Plan and Sketch

14

A siuplified Tloor plan is located on page . A sketch of physical

arrangement of office positions is located on page



B.0.P. INC.,  FLOOR FLAN

Y

15 KW Electric Furnace

=

Overhead kitchen cabinets for storage 12" wide 18" high/shelf
Counter, 24" X 29" high

Closet, storage & Coat, 36" X 30" deep
Cabinet, Storage, 30" X 48" X 36" high
Counter, 30" X 26" high

3-ton REfrigeration Unit

- o =.m O m. o o w

. Control/Breaker Panel

—
’

Shelf, 8" wide 42" high

Scale 1/8" = 1"
0 A
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B.0.P. INC, OFFICE

SkeTcd oF OFFICE

PosiTIONS
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A. Administrative Assistant
B.. Instructor
€. Receptionist

D. Vice President (2)

E. Insurance Cié;kw‘(ésmﬁwww‘w' I
F. Posting and Tax Clerk {2)
G. Cashier (2). .
H. Secretary
I. Executive Secretary (2) ) .
Scale !/8“,= 1'
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EQUIPMENT AND MATERIALS

In selecting equipment for BOP Inc., consideration was given to
" the following.

1. What was used in area by businessmen--to supplement existing
equipment.

2. Available in the schools

3. Superior service and maintenance on equipment

4. To prepare students for employability for “tomorrow".

These factors resulted in the purchase of the following equipment.

One exception is the IBM Magnetic Card Selective Typewriter which 1is
Jeased from-IBM.

Executive desk (3) $420.00
Secretarial desk, rectangular (1) 105.00
Secretarial desk, L-shaped (5) £40.00
Postage scale (1) 5.00
Desk calendars (13) 36.40
Name plates for each position (13) 78.C0
Time clock (1) - : | 200.00
Executive chair (1) *50.00
Secretarial chair (12) 480.00
Straight back chair (2) 20.00
File cabinet, standard 4 drawer (1) 60.00
File cabinet, legal 4 drawer (1) 70.00
Hanging fi]e folders, letter size (200) 13.00
Hanging file folder, legal size (300) 16.00
File frames, legal (4) 10.00
Staplers (%) | 25:20
Scissors (6) 7.20
Dictation system, Lanier Niematic 900.00
Waste baskets (7) 269 21.00
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6' x 8' 2-drawer file (2) $ 50.00

In~Out box (13) ' o - 33.00
Clock (1) . | 25.00
g-drawer cardex file (1) 50.00
Telephone System Bogen II phones (1)  700.00
Paper cutter (1) 25.00
Transparency maker 3M Model 45D (1) - 374.00
Caséette player, Channel Master (2) 60.00
Calculator, Burrough Programable (1) ' 1275.00
Calculator, Olympia (4) 450.00
Calculator, Frieden (1) _ 300.00
Typewriter, Olympia Executive (1) | 418.00
Typewriter, Olympia Electric #35 (3) : 828.00
Typewriter, IBM Correcting Selectric II (1) 580.00
Typewriter, IBM Selectric II (2) 7?0.00
Typewriter, IBM 13% Selectric (1) ~ 7430.00°
Paper punch 10.95
Rubber Stamp (non-negotiable) 4' 5.00
Roledex file 11.95
Wara Guides (3) | | 8.85
Chairs--plastic (2) 20.00
1.B.M. Typing elements (3) £6.00
‘FPhOAe pickup for recorder | 5.00
Tool Kit (1) 7.00
Pencil sharpener (1) 6.00

“Tdday's Seceetary", magazine (modern secretary)

Office supplies: paper, pencils, paper clips,
forms, etc, for year 80.00.

-lo-d -
ERIC.. .. . .- o - 270




TEACHER PREREQUISITES

Siﬁulation 1§‘not for all teachers. lAsk yourseif:
Do I want to innovate?
Can I handle the unstructured setting?
Do I have a business background? Have i worked in an office?
Can I abandon the rotation-type system of teaching office practice?

 €an I tolerate being pulled in all directions by students needing my '
attention?

Can I give up group demonstrations wherein I am the(center of the group? |
Am I wi11ing to allow students a certain degree of freedom of action?' “w;

Amn I willing to allow students to assume respohsibility for their own
actions? :

Am 1 now satisfied with the results of a traditional office practice
class in terms of personal development and human relations?

If your answer to this last question is "yes," stop right now and
close this book. REMEMBER, SIMULATION IS ONLY ONE METHOD OF TEACHING OFFICE
PRACTICE.

-11-
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RATIONALE FOR SIMULATION

A rationale for establishing a simulation in an Office Practice Class:

It provides a realistic setting for meaningfql Tearning.

It acquaints students with an office system through the creation and
| processing of documents.

It provides a settihg wherein students work closely with others to
develop in the area of human re1atiqns.

It establishes in the students} minds the fact that each task is a
part of the large picture of operating a business.

It offers students an opportunity to learn in some detail fécts about
a business with which they were prévious1y unfamiliar. |

It encourages students to think critically and to make judgements.

It ties togethef previously acquired student skills and know1edge'so
that students may begin to use them effectively.
| “mwif;bféiiaéﬁ amgéffiﬁé‘Qhéféiﬁmétuaéaiéybééihwfbidi5cbvér‘the%keia-
tionships that exist between QUSiness and the customers of business.

It establishes in the miﬁds of the students how their errors affect
others.

It provides an activity in which students assume responsibility for their
own aptions.

It establishes a situation in which students see an entire cycle
thirough which a product or service travels from beginnina.ta end.

It gives students their first work experience under the clos: super-
vision of a teacher. \

It educates the consumer -- not only the students in the class --
but also those student customers who participate.

~12-
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SIMULATION DESIGN

Prerequisites

There are two basic prevequisites for simulation. Al1 students who
enter the program must have had some formal typewriting instruction. It is
possible that a student could succeed in the program with only one semester
of typewéit1ég but at least one year is preferred. The sacond prerequisite
is that the curriculum must probide at 1east a two-period block of time back
to back. ‘ .

Some instruction in short and would also be desirable. If the student
has nct had shorthard, it is possible for him to complete all positions in
the office by using dictating equipment. However, shorthand would make the
student more valuable to the world of work and should bhe encouraged.

Learning Units of Study

The following are units of study which the teacher may find helpful to
cover in connection with the simulation.

1. Banking

2. Business Machines '

3. Correspondenca (mailability, styles, procedures d1ctat1on,
letter writing)

4, Dictation and Transcription

5. Duplicating

6. Personnei Evaluation

7. _Executive Typewriter

8. Filing

9. Insurance

0. Job Interviewing

11. Interest and Interest Computation
12. Mail

13. Office Etiquette

14. Payroll

15. Petty Cash

16. Public Relations

17. Supervision

18. Telephone

19. Travel Planning

The above learning units, which are normally a part of a regular
office practice class, are also very valuable in the preparation of student
for the simulation experience. It may be advisable for the teacher to
redesign these units to more closely meet the needs of the students.

There are many ways to design learning units. One of the most
effective for many teachers is the use of criterion based on learning
modules.




Group Discussion

Discuss your views on coat and book storage. Do not allow coats and
books to be kept at the student desks. Provide purse hooks on L-shaped
trainers or assign purse storage to desk drawers.

Again, go over your attendance policy. Ask students to call in when
they will be absent, just as they will be expected to do on the job.

Discuss clothing standards according to your own school policy and :
your own philosophy. (Caution: Don't climb out on a limb that your students
may chop off.) _

Discuss what is allowed and disallowed regarding the use and abuse of
teiephones, conversing, and moving around. Liken it to a real office.

Student prerequisites

N
PR

1f office occupations is offered in the twelfth-grade level, and you are
going to offer a simulation of some type, you would expect to enroil

students who have had at least one year of typewriting and who indicate to
you a determination to gain in clerical proficiency. Students who have
‘already had classes in bookkeeping, business English, business correspon- :
dence, machine transcription, business machines, etc., have already indicated
a genuine interest in clerical proficiency. Needless to say, students
with the more comprehensive business background will require less
orientation.

If Mou expect to offer shorthand development, office style not speed,

in your simulaticn, students should have had one year of shorthand.
(Obviously, exceptions will occur depending upon ability and proficiency
of the particular student.) If you look toward simulation as a means to
develop shorthand speed, you will be disappointed unless you set aside
sufficient time daily For speed building. .Simulation is not designed to
build skill per se. Ra>-2r, it is designed to "Put it all together." Sim-
ulation in office practice is just that -- practicing to work in an office.
We all know that employees do nat learn typewriting and shorthand skills on
the job. Rather they use the skills they already possess to perform a job
for an emplover. :

Boys and young men crculd be encouraged to enroll in the class.
Some teachers in cmall districts open their simulation to both clerical and

stenographic students. Other steachers in small districts have chosen to
use one of their other classes as the "outside world."
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PHASE IiI Simulation Warmup - ,///////

This phase is a more intensive treatment of each position and invoives
a rotation of two days at each position. Additional work is added to that
" 'given in Phase II and standards are priiqressively raised as the students
begin to understand the concepts and procedures. Group debriefings become
common as problems are identified. Student problems amd weaknesses are
again identified so that supporting classwork can correct them.

Following the Phase Il materials are detailad positional instructions
for Phase III. Each page lists the position, the task sheet, materials
needed at that prsition, materials given to students by the instructor,
and some general ‘“structions as to how the tasks are carried out for that
particular task sheet.

| PHASE 11
MATERIALS NEEDED FOR STUDENT'S FOLDERS AT EACH POSITION

Vice President ~ Posting and Tax_Clerk
1. Task Sheet ' 1. Task Sheet .
2. 2 Payroll and Salary Registers 2. 4 Coupons (Same as Cashiers)
3. Monthly Payroll Table 3. 4 Borrower's Ledgers
4. 5 Appraisal Forms 4. Amortization Schedules nos. 1, 2, 3
5. Tax Notice Letter
Executive Secretary 6. List of County Assessors
7. 1 Letterhead
1. Task Sheet 8. Master Customer List
2. Prerecorded Transcripiion Belt
(See Key) Insurance Clerk
3. 2 Interoffice Memorandum Forms
4, 1 Letterhead 1. Task Sheet
‘ 2. 3 Fire & Hazard Insurance
Recaptionist Policies (See Key)
: : 2 correct
1. Task Sheet 1 incorrect
2. 1 Spirit Master 3. €o]icy Correction Form
3. 1 Interofiice Mei.orandum Form A. Policy Letter (Premium Letter
4. 1 Check - 5. 2 Blank Tickler Cards =~ =
6. Completed Policy Cancellation
Administrative Assistant Motice B
. 7. Policy Cancellation Letter
- 1. Task Sheet 8. 3 Letterhead
. 9. Master Customer List
N
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Cashier

Tesk Sheet

4 Completed Coupons (See Key)
Deposit Slip

2 Investor's Ledgers
Ariortization Schedules - Nos. 1, 2, 3
. Dzily Summary and Recap
Receipt Book

Mcney {$400)

: . Petty Cash Reconciliation

-+ 10. Petty Cash Book

11. Bad Check (See Key)

12. Bad Check Letter

13. HMemorandum

14. Welcome Letter

15. Payment Facts Sheet

16. 2 Letterheads

17. Master Customer List

OO~ WN —

PHASE 11
LISTED BELOW ARE THE MATERIALS NEEDED AT EACH POSITION

Vice President - Administrative Assistant

Task Sheet : Task Sheet
Procedures Manual** Money
2 Payroll and Salary Registers
Blank Dictation Belts** Cashier
Dictation Situaticns*.
Task Sheet
Executive Secretary Procedures Manual**
4 Completed Coupons
Task Sheet Deposit S]1p
Procedures !Manual** 2 Inv-<tor's Ledgers
Prerecorded Transcription Belt* Amortization Schedules - Nos. 1, 2, 3
- 2 Interoffice Nnmorandum Forms Daily Summary and Recap Form
~ Letterhead Sheets - -~ Petty-Cash-Book -

Bad Check (See Key)
Payment Facts Sheet
‘Welcome Letter
Letterhead Sheets
Master Customer List -
Receipt Book**
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Receptionist

Insurance Clerk

Tavk Sheet
Proeceudres Manual** Task Sheet
1 Spirit Master Procedures Manugl**
1 Interoffice Memorandum Form 3 Fire Insurance Policies
Blank BOP Checks "(teginning 2 Correct
balance filled in)** 1 Incorrect
Blank Tickler Card
Posting and Tax Clerk Completed Policy Cancellation Notice
Letterhead Sheets
Task Sheet Master Customer List
Procedures Manual** Policy Letter (Premium Letter)
4 Completed Coupons Policy Cancellation Letter

4 Borrower's Ledgers :
Amortization Schedules -~ No. 1, 2, 3
Master Customer List

List of County Assessors

* Materials given to student by the instructor other thar folder contents.
** Materials located in the student's desk drawer.

PHASE III
VICE PRESIDENT

TASK SHEET No. 1

Meterials Needed:

Scratch Paper

Dictation Bel%s

Payroll Sheets

BOP Apyraisal Forms (one per student on team)

Insurance Palicy Expiration List from the Insurance Clerk

Materials Needed From the Instructor:

~ Task Sheet

Dictation Assignment Sheets T
Salary Scales {one is attached to task sheet)
Bonuses :

Monthly Payroll Tax Schedule (attached to task sheet)

General Instructions:

The first thing the instructor will give the Vice President is task
sheat no. 1. The instructor will periodically place some dictation
assignment sheets in the Vice President's "in" tray.
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The instructor has different salary scales and bonuses for figuring
the payroll. Another salary scale or bonus sheet should be given to
the Vice President when he completes the one on the task sheet.

The instructor can hand out more dictation assignment sheets, salary
scales, and bonuses when he sees that the Vice President is nearly
caught up. When the Vice President receives a bonus sheet, he should
figure the bonuses in with the employees' regular salary accerding to
the salary scale on which they are work1ng and not separately.

The Vice President must keep the Executive Secretary busy; therefore,
if the Executive Secretary is nearly out of work, the instructor should
lean towards giving the Vice President more dictaticn assignment sheets
rether than salary scales and bonuses beriuse he can complete them
faste». Should the Executive Secretary catch up on her work, the Vice
President would have her help a member of his team.

The insurance policy expiration list typed by the Insurance Clerk
should be kept by .the Vice President for the duration at that position.
When a customer renews his insurance, thz Vice President should cross
his name off the list. The Vice President will know when the insurance
is rencwed because he must sign a letter and a check.

PHASE III

EXECUTIVEZ SECRETARY

TASK SHEET No. 1

Materials Needed

Letterhead Sheets
Onion Skin Paper
Carbon Paper
Dictionary

Materials Needed from Instructor

Task Sheet
“~Prerecorded~Dictation-Be]tr

General Instructions

"There is only one task sheet for the Executive Secretary.

It is the Vice President's job to keep the Executive Secretary busy;
however, while the Vice President is preparing something for the
Secratary, the instructor must g1ve her a prereco.ded d1ctut1on belt to
get her started.

o -18- |
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The Executive Secretary works directly with the Vice President and
does his typing for him. If the secretary can take shorthand, she should
take half of the Vice President's dictation in shorthand.

Whenever the secretary runs out of work, she should call the Vice
President and ask if he has more work for her.

PHASE ITI

ADMINISTRATIVE ASST © ¢

TASK SHEET No. 1

Faterials Needed:

Activity Log Sheets

Tape Recorder with telephone hook-up

Telephone Call Sheets

Cash for the Cashiers

Checks from Customers to Facilitate No. 7 on Task Sheet
Position Work Sheet

General Instructions

There is only one tgsk sheet for Phase III.

The Activity Log Sheets should be in the Administrative Assistant’s
file. Al1 telephone calls have been made up in advance.

If the instructor desires, ne can instruct the Administrative
Assistant to refile the te]ephone call cheets instead of having them
placed in the "out" tray. It is a gocd idea to always take the
telephone call sheets from the front of the file and ref11e to the
back so that all of them will be used.

The Administrative Assistant represents the "outside” world,"
therefore, she is a telephoning cuc¥omer, a visiting customer, or the
bank when needs be.

Periodically she should take a check from her desk drawer and make
a payment to a Cashier. The checks arc made out for more than the actual
payment so she must wait for her change. Once she gets her change, she
returns to her work station, puts the money in the cash register, and
goes back to doing another task.

Once or twice a day, she will ask each Cashier for some money for
office needs such as stamps, paper, pencils, etc.

The Administrative Assistant should try to wm~ke two or three -
appointments with the Vice President each day anu then keep all

~18-

279



appointments she makes. She may call the Receptionist at the beginni -
of each day to be reminded of any appointments and the purpose for the
appointments. She should always go through the Receptionist when
keeping an appointment or making a payment.

PHASE 111

RECEPTIONIST

TASK SHEET No. 1

. Materials Needed:

Appointment Books--one for cach team
BOP Checks :
Scissors

Materials Needed from Instructor:

Task Sheet

General Instructions:

The Receptionist has the customer file located at her desk. The
customers' names in her file will either begin with an "A" or a "B".
Task Sheet No. 1 is to change that file from the alphabetic system to
a numeric system.

The Receptionist files all correspondence in the customers' file
and student file. The original copy goes to the customers' file and
the carbon copy to the students' file.

Should a letter come to the Receptionist whose name does not start
with an "A” or a "B", it could go to the county assessor file or to
the investor file. If there is not a folder in one of the three above
mentioned files for a lettor, the Receptionist should file it in the
miscellareous file folcar.

The Receptionist shou’«d make all the appointments for BOP, INC.
She has an appointhent book for each team and should share the appoint-
ments half and half with the Vice Presidents.

She shouid call the Administrative Assistant a few minutes before
each appointment so that he may get ready *= keep the appointment.

tihen the Receptionist makes appointments, she should make them for
a regular office day such as from 8 a.m. to & n.m. -Then by following

a sc-~duyle similar to the one on the next page , the students will know
what time during the class period\to keep the appointment.

~20~
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PHASE III
RECEPTIONIST

TASK SHEET No. 2

Mzierials Needed:

Appointment Books--one for each team
BOP Checks
Scissors

Materials Needed from Instructor:

General Instructions:

After the student completes task sheet No. 1, the instructor should
collect it and give the student task sheet No. 2. The only item that is
different on task sheet No. 2 is task No. 1. This time the student will
change the files from the numeric system to a geographic system. .

1f a student finishes task sheet No. 1 and task sheet No. 2 duving he:
stay at a rotation, then the next student that becomes the Receptionist
shouTd receive task sheet No. 3. Tiiese three task sheets must rotate.
A system to follow is to have the three task sheets in one file folder
and always take the one in front and file them to the back upon
completion.

Below is a suggested BOP, INC. office hour ccnversion table. Of
course, the conversion table will vary according to class periods.

OFFICE HOURS
12:45

8:00 =

8:30 = 12:52
9:00 = 12:58
9:30 = 1:04
10;00 = 1:70
10:30 1:16
11:00 1:22
11:30 1:28
12:00 1:35

LUNCH
00 :40
:46

:52
:58
:04

: 16
122
125
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PHASE 111
RECEPTIONIST

TASK SHEET No. 3

Materials Needed:

Appointment Books--one for each team
BOP Checks .
Scissors

Materials Needed from Instructor:

Task Sheet No. 3

General Instructions:

If a student finishes task sheets Nos. ! and 2, or if the last student
finished task sheet No. 2, then the instructor should hand out task sheet
No. 3.

On task sheet Mu. 3, the student will change the files from the
geographic system to an alphabetic system.

PHASE III

........ - CASHIER

TASK SHEET No. 1

Materials Needed:

Petty Cash ($40C)

Petty Cash Book

Receipt Book

Petty Cash Reconciliation
Deposit Slip

Investor's Ledgers :
Posting Machine or Typewriter
Daily Summary and Recap
Payment Facts Sheet
Letterhead -

Carbon Paper

Onion Skin Paper

b
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Materials Needed from Instructor:

Task Sheet No. 1
1. Petty Cash Procedures
2. sample Welcome Letter
Coupons with Chacks Attached
Three or Four Coipons of Payment No. 1

General Instructions:

The instructor should give each Cashier ten to fifteen coubons
with checks attached. It is important that the instructor give the
Cashiers some coupons with payment number one on them to initiate the
welcome letters and payment facts sheet. The payment facts sheet is
page two of the welcome letter.

There are several coupons prepared with payment number one on
them. These coupons are kept separate from the other coupons and
then a few are mixed in with the regular coupons before being handed
to hie Cashier. When the Cashier has finished, the instructor can
take out the payment number one coupons before they go to the Posting
and Tax Clerk.

The Cashier should write a memorandum to the Receptionist requesting
a check for $400 made out to Petty Cash. When she receives the check,
she ;hould have it cashed at the bank (Administrative Assistant).

The Cashier should check to make certain the amount of each check
received agrees with the amount on the attached payment coupon. A
deposit s1ip listing all the checks should be made out. The deposit
slip must go to the Receptionist for recording of the deposit in the
BOP checkbook.

Each coupon must be posted to the Investor's Ledgers to give each
jndividual investor credit for the money that has been received for
him. The amount posted to the Investor's Ledger is the arount shown
on the amortization schedule, not the amount of the check.

A daily summary and recap is made out by the Cashier from each
team; or they could be made out separately if preferred, It is done
by totaling the postings on each individual investor's ledger and
entering this total on the daily summary and recap.

Each coupon received which indicates that it is payment number
one for a particular customer must be roted by the students so a
welcome letter can he sent to that customer. A payment facts sheet
must be enclosed with the welcome letter.

when the Cashier receives a payment from a customer (other than

the ecriginal coupons given to the student ~by the instructor}, he is
to make an entry in the Petty Cash Book for the amount received. If

A}
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the customer pays an amount greater than his payment, the Cashier
should give him his change, make out a receipc, fill out a coupon sou
the invester will get credit, and make another entry in the Petty
Cash Book in the Paid column. Thz cucfomer is usualiy the Adminis-
trative Assistant; however, the instr<tor may wish to be a customer
on occasion.

Any payment made out of the petty cash of $50 or more should be
made by check. When the petty cash gets down to $200, it should be
replenishad to bring it back up to $400. The Cashier should return
the money he has left in his petty cash to the bank at the end of
the rotation.

Checks received without coupons att¢:d should be returned to
the Administrative Assistant.

PHASE  Iil

CASHEER

TASK SHEET No. 2

Materials Needed:

Memorandum
Letterhead
Carbon Paper
Onion Skin Paper

Materials Needed from Instructor:

Task Sheet No. 2

Sample Bad Check Letter--attached to task sheet

Two or Three Checks Marked "Insufficient funds"

Some Regular Checks with Coupons

Two or Three Checks with Payment Number One Coupons .

Genera’i .Instructicns:

When BOP, INC. makes a bank deposit, & portion of the deposit
goes to each investor's account. How much each investei receives is
determined by the daily summary and recap amounts. Because the tracing
of an individual check to a particular investor's account would be
very difficult, BOP, INC. upon receipt of a bad check imediately
makes out a check to the First Sincerity Bank of Idaho (this is where
BOP, INC. maintains its account) to cover the bad check. This keeps -
individual investor accounts from being affected by a bad check.

-26-
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The: Cashier should have the Receptionist make out a check to the
First Sircerity Bank of Idaho for the total of the checks marked
“Insufficien~ funds." Then the Cashicr must write a letter tc each
customer who is responsible for a bad check telling him he must make -
the check good within a Vew days.

The check written by the Receptionist to cover the bad check
should be attached to the bad check jetter or letters so the Vice
President can sign both at the same time.

PHASE III
POSTING AND TAX CLERK

TASK SHEET No. 1

Materials Needed:

Loan Card File
Letterhead
Carbon Paper
Onion Skin Paper

Materials Needed from Instructor:

Task Sheet
1. A List of Addresses of the Ccinty Assessors
2. Sample Request for Tax Notice Letter

Tax Notice Requests

General Instructions:

" The tax notice requests sheet must be given to the students with
task sheet No. 1. The sheets are in file cabinet No. 1, drawer No. 3,
filed under Tax Notice Requests. An example is shown below,

POSTING AND TAX CLERK

Tax_Notices Due County Loan No.
William G. Abney Ada 02-235
Eugene H. Blake Bingham 12-058
Harvey M. Ahlstrom Blaine 09-095
William P, Bailey Bannock . 05-054
Mark E. Belnap Shoshona . 12-076

The student will find on the Tax Notice Request a list of customers
with taxes due. The customers' original loan cards should be pulled
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from the loan card file. Upon finding the county the customer lives in,
the student will find the county assessor for that county from the

1ist attached to the task sheet. These loan cards are enclosed with

the signed ietter to the appropriate county assessor. The instructor

- then puts the loan cards with task sheet No. 2.

PHASE III
POSTING AND TAX CLERK

TASK SHEET No. 2

Materials Needed:

Letterhead

Carbon Paper

Onion Skin Paper
Master Customer List

Materials Needed from Instructor:

Task Sheet No. 2

1. Sample Letter of Transmittal
2. Sample Request for Additional Tax Reserve Funds Letter
3. Names and Addresses of the County Tax Assessors

Loan Cards

General Instructions:

The student should have the same loan cards they took -from the
loan card file when completing task sheet Nc. 1

The amount of taxes due is written on the back of the loan card.
If the customer's tax reserve is sufficient, a check for the amount on
the loan card is made out by the Receptionist to the county assessor
for that county in which the customer 1ives. The check is to be
¥eturned to the Posting and Tax Clerk so that he may attach it to his
etter. ‘

Only one check needs to be written to each county assessor even
though you may be paying taxes for more than one customer in that
county.

Because the tax amount is only estimated each year, a borrower's
tax reserve is often insufficient to pay his taxes. If the customer
is short in his tax reserve, then a letter requesting additional tax
reserve funds is sent to the customer. In order to complete the
request for additional tax reserve funds letter, the student must
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figure the shortage amount and figure how much the borrower should
increase his monthly payments in order to avoid a shortage the next

year.

You can tell whether or not the student is typing the right
letter to the right person by looking at the policy number. Al1l
policies beginning with numbers 01 to 06 have insufficient tax reserves;
therefore, the student shogld type a request for additional tax
reserve funds letter. Al11 policies beginning with 07 to 12 have
sufficient tax reserves; therefore, the student should type a letter
of transmittal to the appropriate county assessor. '

PHASE 1II
POSTING AND TAX CLERK

TASK SHEET No. 3

Materials Needed:

Borrowers' Ledgers
Amortization Schedules

Materials Needed from Instructor:

Checks with Attached Coupons

General Instructious:

The coupons are to be posted to the borrowers' ledgers after
the Cashier has posted them to the investors' ledgers.

Should it become necessary to fill out a new Tedyer sheet, you
should follow these steps:

1. Fill in the complete name.
2. Fill in the address from the master customer 1list.

3. Fill in the investor code. The first two digits of the loan
number are the numbers of the investor ccde. For example,
Lester G. Aaron's loan number is 09-040 so the investor code
is 09.

4. Fill in the amortization schedule number. This number is
obtained from the coupon under "Posting Codes.” The amor-
tizatior <-~~dule for Lester G. Aaron is 6, therefore, his
postinc  .e is 09-6. Mr. Aaron's loan amount is $18,000
and amoryization schedule 6 is the only schedule for that
Toan amount.
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5. The investor corresponds with the first two digits of the
Joan number and posting codes on the coupons and the daily
summary and recap sheet. For example, the first two digits
of iLester G. Aaron‘s loan number and posting code is 09.
Count down nine lines on the daily summary and recap and
his investor is California Western Life Insurance.

6. The total monthly.payment amount is obtained from the master
customer list, also the principal and interest, insurance,
taxes, an¢ the original loan amount. B

7. 1If the coupon is the first payment, indicate on the ledger
the first payment date and project ahead to determine the
maturity date. If the coupon is not the first, leave these
items blank.

PHASE 111
INSURANCE CLERK
TASK SHEET No. 1

Materials Needed:

Memorandums

Ticklier Card File

Master Customer List
Insurance Correction Forms
Tickler Cards

BOP Letter head

Onion Skin Paper

Carben Paper

Materials Needed from Instructor:

Task Sheet No. 1
Five or Six Correct Insurance Policies
Two or Threa Incosrect Insurance Poticies

General Instructiors:

The instructor must take from his file some correct and some
incorrect insurance policies to give to the student with task sheet No. 1

The correct insurance policies should be in folder labeled
"Correct Insurance Policies," and the incorrect insurance policies
should be in another folder labeled "incorrect Insurance_Po!icies."

So that all of the policies will be used, always take the policies

from the front of the folder anc refile to the back. The policies can
easily be identified by the code (01-06 incorrect and 07-12 correct.)
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More correct insuranca policies should be given to the student
than incorrect insurance policies so that the student will be typing
more letters.

If one student is faster than the other, the instructor can
regulate the work by giving more or fewer insurance policies to the
students. For example, if the rotation is for four days and a student
completes task sheets 1, 2 and 3 by the end of the second day, then
to keep this student busy for the rest of the rotation, several addi-
tional insurance policies should be given to that particular student.

PHASE III
INSURANCE CLERK
TASK SHEET No. 2

Materials Needed:

BOP Letter head
Carbon Paper
Onijon Skin Paper
Tickler Cards

Materials Needed from Instructor:

Task Sheet No. 2

1. Insurance Letter of Transmittal

2. List of Investors

3. Letter Regquest for Additional Insurance Reserve Funds
Insurance Policy Renewal Sheets

General Instructions:

The insurance policy renewal sheets should be in the instructor's
file under "Insurance Policy Renewal Sheets." A sample sheet is
shown below.

INSURANCE CLERK

Insurance Po1i¢y Renewals Cost of Renewal Policy No.
Peter G. Ackley $134.04 ~ 11-036
Howard F. Aland 117.96 ' 02-033
Char'ies 4. Atwood 146.64 05~031
Douglas G. Bishop 31.56 01-025

The instructor can readily see whether or not the student is
typing the right letters to the right customers by ehecking the paiig
number. A1l policies starting with numbers 01 to 06 have insuffwcien¥
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insurance reserves. A1l policies beginning with 07 to 12 have suffi-
_cient reserves to pay their insurance when it is due.

From the renewal sheet on the preceding page the insurance company
of Peter G. Ackley should receive a letter of transmittal and a check
for the amount indicated above. Howard F. Aland, Charles W. Atwood,
and Douglas G. Bishop each should receive a letter requesting
additional funds to pay their insurance premium.

PHASE III
INSURANCE  CLERK
TASK SHEET No. 3

Materials Needed:

BOP Letterhead
Carbon Paper
Onion Skin Paper

Materials Needed from Instructor:

Task Sheet No. 3
Policy Cancellation Letter (attached to task sheet)
Policy Cancellation Notices

General Instructions:

Each student should receive several policy cancellation notices
depending on her speed and ability. The insurance policy cancellation
notices should coordinate with the policy expiration list that was
typed by the Insurance Clerk for the Vice President from the instruc-
tions on task sheet No. 1.

PHASE III
INSURANCE CLERK '
TASK SHEET No. 4

Materials Needed:

Tickler Card File

Master Customer List
Insurance Correction Forms
Tickler Cards

BOP Letterhead

Carbon Paper

Onion Skin




Materials Needed from Instructor:

Task Sheet No. 4

Sample Premium Letterhead (attached to task sheet)
Four or Five Correct Insurance Policies

Two or Three Incoorect Insurance Policies

‘General Instructions:

The instructor must take from his file some correct and some
incorrect insurance policies to give to the student with task sheet
No. 4.

So that all of the policies will be used, always take the policies
from the front of the folder and refile in the back. More correct
insurance policies should be given to the student than incorrect
insurance policies so that most of the student's effort will be
toward typing letters.

If one student is faster, the instructor can regulate the situa-
tion by giving more or fewer insurance policies to individual students.

PHASE 1V .Full-Scale Simulation

Phase IV is a full-scale simulation. It is the same as Phase III
except that the instructor will give more work to the students with the
task sheets.

The Vice Presidents will plan an itinerary and the Receptionist
will address five envelopes in addition to their regular work.

The following is an idea as to how much work should be given to
each student with their first task sheet:

Tne Executive Secretary should get two prereccorded dictation
belts--one with a two-page letier and the other with three short letters.
The Cashier should receive approximately 15 coupons attached to checks
with three or four payment number ones mixed in with the regular
coupons. The Posting and Tax Clerk is to prepare and send tax notices
to the county assessors. The Insurance Clerk is to receive several
insurance policies--beth corvect and incorrect. The Receptionist and
Administrative Assistant will be doing about the same as in Phase III,
but with maximum efficiency.

The teacher should not participate very much, but rather let each
Vice Presidert have as much control and authority as he can handle.

Each student should be able to handle all situations he is
confronted with with little confusion and with great efficiency.
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FILES, MATERIALS, AND OTHER INFORMATION
NEEDED FOR SETTING UP SIMULATION

ALL CODES GIVEN IN THIS TEACHER'S MANUAL ARE FOR TEACHER USE ONLY AND
IF DIVULGED TO STUDENTS WILL LIMIT THE EFFECTIVENESS OF THE SIMULATION.

Codes are for use in Phase IIi and Phase IV only. Codes will not work
with Phase II nor with the rush jobs.
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FILES AND MATERIALS NEEDED TO RUN SIMULATION

A. File Folders and Files

1. MNear Receptionist

a.

e.

borrower files (correspondence)

(1) 100 folders

(2) each folder labelcd with the name, address, and loan
number of e borrower

(3) names can be found on master customer 1ist in the
Student's Manual

student files
(1) 1 folder for each student
(2) each folder labeled with the name of a student

investor files (correSpondence)

(1) 12 folders

(2) each folder labeled with the name of an investor

(3) names can be found in the Insurance Clerk section of
the Student's Manual

county assessor files (correspondence)

(1) 15 folders

(2) each folder labeled with the name of an assessor

(3) names can be found in the Posting and Tax Clerk
section of the Student's Manual

miscellaneous folder (correspondence)

2. Near Posting Machines and Cashier and Posting and Tax Clerk

a.

investor ledger file

(1) 1 folder

(2) folder contains a ledger for each investor fi]ed in
numerical order

borrowar ledger files

(1) 12 folders

(2) each folder labeled with an investor number

(3) folder contains all borrower ledgers associated with
that investor--ledgers are filed first by investor
code and then alphabetically within each code.

amortization scheduies file
§1; 7 folders
2

folders are labeled from one to seven
(3) HNo. 1 amortization schedule in No. 1 folder, etc.
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3. Central Location

a.

b.

forms file

(N
(2)

folder for each form
central location in office

positional file folder for each student (used during
Phase III and IV

(1)
(2)
(3)

12 folders

separate set in separate location for each class
used so student can keep work separated from other
classes

4. Teacher File

d.

teacher task sheet files

(1)
(2)
(3)

12 folders for each class during Phase II labeled
name of each position

folder containing all forms and materials necessary
to work a position is provided during Phase II

task sheets for Phases II, III, and IV are provided
in the Student's Manual

teacher working materials file (suggested input is
provided later in this section)

(1)
(2)
(3)
(4)
(5)

(6)

(7)

(8)

(9)

each telephone call and dictation situation should

be on a separate sheet for greater flexibility
separate file for tax notices due requests

separate file for insurance policy renewal sheets
incor;ect insurance policies file (investor numbers
01-06

cor;e;t insurance policies file (investor numbers
07-12

insurance policy cancellation notice (one is completed
for each incorrect insurance policy (01-06). These
cancellation notices are used with task sheet 3 after
task sheet 2 has been completed

several bad checks (to be used for input with Cashier
bad check task sheet. Each check should be marked in
some manner indicating that the check has been
returned by the bank because of insufficient funds.)
100 coupons filled out (payment number and month of
payment should be entered in 1light pencil).
Information found on Master Customer List

20 coupons based on Auxiliary Master Customer List
(found in Cashiers Task Sheet Section of Manual).
Payment No. 1 used to initiate completion of Welcome
Letter and Payment Facts Sheet by Cashier

~34-
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B. Positional Files Needed

C.

1. Insuirance Clerk Tickler Files (2)

a.
b.

1 file for each Insurance Clerk
100 cards in each file

2. Posting and Tax Clerk Loan Card File (1)

o

c.

d.

1 file for both Posting and Tax Clerks to share

file should contain original and copy .

front and back of loan card should be filled out (amounts
for back of loan card can be found later in this section)
100 cards 8 x 5 cards

3. Rotary Files Central in office--each rotary file should contain:

a.
b.

a listing of customers in alphabetical order
a listing of customers in numerical order by loan number
. ®

Travel Itinerary Refi rence Book
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PAYMENT NUMBERS AND POSTING CODES FOR COUPONS

The first number is the payment number which can be found on the Amortization
Schedule, and the second numbers are the numbers suggested for the posting
code on the coupons. The first two digits of the posting code are the
investor numbers and the last d1g1t is the Amortization Schedule number used
when posting that coupon.

NAME PAYMENT  POSTING NAME PAYMENT POSTING
__NO. __CODE __No. CODE
Aaron 1 09-6 Akins 221 10-3
Abbott 81 03-1 Aland 281 02-6
Abel 101 05-7 Albee 281 07-2
Abernathy 101 01-4 Albert 231 02-1
Abernethy 141 03-2 Albertson 231 06-5
Able 101 11-2 Alder 181 04-3
Abney 121 02-6 Allan 121 05-1
Abraham 161 ' 11-6 Allen . 201 08-2
Abrams 181 12-5 Alley 2. 02-5
Ackerline 201 08-2 Allred 241 08-3
Ackerlund 212 10-1 Allsop 241 03-7
Ackerson 241 07-4 Alsop 181 10-2
~ Ackley 260 11-7 Ames 281 07-1
. Ackman 221 02-2 ~ Andersen 201 1 01-4
Adair 261 09-1 Anderson 1 06-7
Adams 251 -7 sndreason 201 02-1
Adams 31. 04-3 ndrow 201 04-6
Adamson 81 01-1 Mndrews 181 09-3
Addams 241 07-2 Andrus : 61 07-6
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Addison
Agnew
Anlander
“ Ahlstrom
Arnold
Arthur
Atwood
Avery
Baak
Babcock
Bailey
Baird
Baker
Baldwin
Ball
Ballard
Balls
Barber
Barker
Barlow
Barnes
Barnett
Barrett
Barton

Bateman

Bates

201
246
221

51
241
141
143
143
221

201

201
181
201
161

31
241
221
121
201
201

81

83

21
81
81

05-4
08-7
07-2
09-5
02-6
09-3
05-7
08-2

o 07-5
11-4

05-6
06-3
12-5
10-2
08-7
01-1
05-2
08-4
C4-3
06-5
03-6
11-2
12-7
10-2
06-4

09-5

Angus
Anthony
Armstrong
Arnell
Bennion
Benson
Bentley
Berg
Bergeson
Bigelow
Billings
Bingham
Bird
Bishoff

Bishop

‘Blake

Bond
Booth
Boulton
Bowan
Bower
Bowman
Brady
Briggs
Brown

Bryant

191
81
101

22
101
221
201

81

201
101
241
121

71
31
21
a1
221
181

- 241

31
201
101

12-7°
06-4
03-5
04-1
08-4
10-4
03-7
09-5
04-6
01-2
06-4
03-7
04-1
03-4
01-5
12-1
05-6
07-3
10-7
07-2
12-6
02-3
04-3
03-7
11-2
01-4




Beck
Beckstead
Bell
Belnap
Bench

Bennett

31
161

191

61
121
31

10-3
01-7
1-7
12-4
08-7
02-6

~38-

Burton
Bush
Butler

Bywater
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POSTING AND TAX CLERK
TAX NOTICES DUE

Each group of names separated by a double space should be typed on an
individual sheet of paper. The amount of work for-each student at the
Posting and Tax Clerk position can be controlled in two ways: (1) A
separate letter must be typed to each county listed, therefore the more
counties on each sheet, the more letters necessary. (2) A check and
short letter must be typed to each county fcr borrowers whose 1oan
numbers begin 07-12. A longer letter and mathematical computations arc

required for each borrower with a loan number beginning 01-06.

THESE CODES ARE FOR TEACHER USE ONLY
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Loan No. Name County
08-099 Ackerlind, Curtis F. Bingham
07-005 Baak, Charles B. BRingham
12-010 " Abrams, Thayne G. Bingham
02-100 Albert, Rudolf D. Bear Lake
02-030 Arnold, Roy O. Cassia
09-040 Aaron, Lester G. Bingham
11-066 Abraham, F. Blainc Cassia
05-094 Balls, Jack T. Bingham
06-009 Bi1lings, Bruce L. Bear Lake
05-028 Burton, Ronald W. Butte
09-080 Adair, Clifford Butte
01-001 Adamson, Robert E. Caribou
11-013 Babcock , William E. ilinidoka
02~078 Bennett, John J. Idaho
10-057 Boulton, Jerry W. Cassia
03-053 Barnes, Phillip P. Bear Lake
08-051 Bennion, Robert A. Bear Lake
04-007 Bird, William E. Butte
12-022 Bywater, dJdames J. Borneville
05-061 Abel, Robert H. Bannock
03-041 Abbott, Clifton A. Bingham .
04-064 Arnell, George E. Bingham
08-019 Bench, George Q. Minidoka
06-003 Bowen, Frank K. Bonneville
11-073 Able, Charles Butte
02-035 Abney, William G. Ada
12-058 Blake, Eugene H. Bingham
09-095 Ahlstrom, Harvey 0. Blaine
N05-054 Bailey, William P. Bannock
12-G76 Belnap, HMark E. Shoshone



Lean No.

04-055
12-027
03-069
05-038
09-044

02-023
01-021
03-060
10-030
04-~093

08~045
09-082
05-~032
10~085

06-016
08-043
10-014
07-083
03-086

01-097
07-098
06-084
12-091
09-071

04-052
10-09¢€
07-046
04-099
08-081

- 07-079

08-087
06-029

- 10-012

04-037

11-01
06-015
01-092
10-042
03-065

POSTING AND TAX CLERK

Py Y

(continued)
Name

Barker, Charles A.
Bover, Ernest C.
Butler, Walter E.
Addison, Paul G.
Arthur, Allen C.

Bowman, Max D.
Bryant, Paul B.
Abernethy, Henry L.
Alsop, Daniel R.
Brady, Elson R.

Avery, Kenneth D.
Berg, Gerald C.

Allan, Delbert V.
Baldwin, Boyd E.

Barlow, Norman
Agnew, Wallace P.
Benson, Joseph A.
Booth, Brian A.
Bentley, Haven F.

Andersen, Howard S.
Andrus, LaVere F.

Andersan, Howard C.
Barrett, Arthur E.
Bishoff, Norman E.

Bergeson, W. Harold
Akins, Martin T.
Ames, Carl M.
Andrew, William J.
Ball, Duane O.

- Albee, Gary R.

Allen, Victor G.
Anthony, Jam2s R.
Beck, Ivan J.

Adams, Melvin T.

Barnett, Denny D.
Bateman, Rex U.
Bigelow, Clarence A.
Ackerlund, , Charles C.
Allsop, Reese A.
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County

Jefferson
Ada

Bear Lake
Madison
[inidoka

Bannock
Fremont
Bonneville
Ada
Fremont

Minidoka
Butte
Blaine
Fremont

Bannock
Bannock
Custer
Elmore
Bannock

Cassia
Cassia’
Twin Falls
Ada

Ada

Madison
Fremont
Cassia
Bear Lake
Power

Bannock
Custer
Bingham
Jefferson -
Ada

Bonneville
Bonneville
Bingham
Fremont
Ada



T1AA NUILILED VUL

(continued_

Loan No. Name County
06-077 Bush, Silas R. Ada
01-039 Abernathy, Roy P. Ada
07-020 Ahlander, Perrv ~ Bannock
08-017 Barber, Robe: Ada
03-026 Bingham, Kei.. - Bingham
03-056 Briggs, John R. Bonneville
07-062 Ackerson, Charles D. Bingham
07-088 Addams, Richard M. Bingham:
02-033 Aland, Howard F. Bannock
04-089 Alder, Wendell R. Bear Lake
-08-070 Allred, Walter H. Elmore
06-068 Baird, Donald R. Bonneville
09-067 - Bates, Robert J. Madison
11-036 Ackley, Peter G. Bonneville
11-063 Adams, Mark G. - Bingham
06-002 Albertson, Ted A. Bonneville
02-050 Andreason, Russell Elmore
01-025 - Bishop, Douglas G. Bannock

- 09-074 Andrews, Willard J. Bear Lake
12-008 Angus, Porter F. Bannock
05-031 Atwood, Charles Y. Fremont
10~049 Barton, Harry H. Adams

- 01-072 ~ Beckstead, Carl J. ~ Ada
12-018 Backer, Bruce H. Jefferson

- _11-004 Bell, Harold F. Shoshone

02-075 Ackman, Paul A. Payette

. 02-048 Alley, William C. Adams
RUSH JOB NAMES
05-024 1. Bond, Douglas E. Power
03-006 2. Armstrong, Phillip W. Idaho
01-047 2. Ballard, Donald J. - Butte
11-059 2. Brown, Alden M. Bingham

-41-
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fhe teacher must indicate the amount of tax assessment on the reverse
side of each loan card. The following list shows the amount to be
written on each loan card. The following list alto contains the cost
of coverage which should be included on the bottom line of the fire
and hazard insurance policies.

NAME: - TAXES COST OF

COVERAGE

Aaron $446.68 $108.00

Abbott 164.64 32.04
- Pbel 572.16 134.40
Abernathy 360.24 : 84.00
Abernethy 590.04 127.20
Able 530.03 127.20
Pbney 457.32 108.00
Abraham 446.87 108.00
Abrams 103.65 21.60
Ackerlind 530.04 | ) 127.20
Ackerlund 128.64 | 32.04
Ackerson | 348.70 84.00
Ackley : 550. 36 134.40
Ackman ‘ 568.9" 127.20
Adair 127.40 32.04
- Adems 552.21 . 134.40
Adams 407.28 97.80
Adamson 152.28 32.04
Addams "~ 530.03 127.20
Addison | 290.60 84.00
Agnew 525.64 134.40

-4 -
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NAME

Ahlander
| Ah1strom
Akins
Aland
Albee
Albert
Albertson
Alder
Allan
Allen
Alley
Allred
Allsop
Alsop
Ames
Andersen
Anderson
Andreason
Andrew
Andrews
Andrus
Angus
Anthony

Armstrong

Arnell

TAX AND INSURANCE AMOUNTS FOR CODING
(continued)

TAXES

§521.37
103.68
296.59
469.32
30.01
144.84
123.48
430.68
160. 80
517.62
159.36
395.59
655.56
530.00
127.31
421.92
586 .32
151.08
550.20
393.25
446.88
525.52
390.60
110.16

133.20

COST OF
COVERAGE

$127.20
21.60
97.80
108.00
127.20

- "32.04

P
97 .80
32,04
127.20
21.60 .
97.80
134.40
127.20
32.04
84.00
134.40
32.04
108.00
97.80
108.00
134.40
84.00
21.60
32.04




TAX AND INSURANCE AMOUNTS FOR CODING

(continued)
NAME TAXES COST OF
_COVERAGE
Arnold $490.02 $108.00
Arthur 390.69 . 97.80
Atwood 575.88 134.40
Avery | 503.40 ' 127.20
Baak 102.68 ‘ 21.60
Babcock 348.72 - 84.00
Bailey 469.32 108.00
Baird | | 437.64 97.80
Baker ' 102.22 | ©21.60
Baldwin | 503.40 127.20
Ball 550.42 134.40
Ballard 151.08 32.04
Balls 633.36 127.20
Barber 342.87 _ 84.00
Barker 416.16 97.80
Barlow '135.84 | 71,60
Barnes 466.68 - 108.90
Barnett 126.84 | 32.04
| Barrett _ 525.54 134.40
Barton 529.70 127.20
Bateman 359.40 "84.00
Bates 102.86 - 21.60
Beck | 396.60 197.80
Beckstead 136.92 32.04

Bell | 547.60 . 134.40




TAX AND INSURANCE AMOUNTS FOR CODING

(continued)
NAME. TAXES .. COST OF
COVERAGE
Belnap $328.87 , $ 84.00
Bench 546.37 134.40
Bennett- 463.08 108.00
Bennion 342.27 84.00
Benson' : 337.92 , 84.00
Bentley 586.32 134.40
Berg 101.76 - - 21.60
Bergeson ' 550.20 ‘ 108.00
Bigeiow ~633.48 - 127.20
Billings 443.64 84.00
Bingham 664.32 134.40
Bird 192.36 32.04
Bishoff 343.27 84.00
Bishop ‘ 129.24 21.60
Blake 128.64 32.04
Bond 484.56 | 108.00
Booth 396.59 ' 97.80
BouT ton 551.42 134.40
Bowen 642.48 127.20
Bower 444 .44 o 108.00
Boxman - 148.44 32.04
Brady 472.68 | 97.80
~ Briggs ‘ 664.80 v 134.40
Brown 520.03 | | 127.20

Bryant | : 364.92 | 84.00




TAX AND INSURANCE AMOUNTS FOR CODING

(continued) .
NAME TAXES COST OF
COVERAGE
Burton $509.16 $ 97.80
Bush 471.24 _]08.00

Butler 126.60 21.60
Bywater 342.27 84.00




INSURANCE POLICIES

A policy should be filled out for each borrower.

A1l policies with numbers beginning 01 to 06 are incorrect. Errors |
on each policy can be in one or more of the following four areas:

a. Name

b. Address

c. Legal description

d. Amount of coverage

Errors that you make on your policies are for you to determine.

A1l po1icies'with numbers beginning with 07 :to 12 are correct.

i
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INSURANCE CLERK TICKLER CARD LIST

This 1ist shows policy expiration dates for each borrower.

as a basis for completing tickler cards.

January A
Lester G. Aaron, 09-040

Peter G. Ackley, 11-036
Howard F. Aland, 02-033
Howard S. Andersen, 01-097
Charles W. Atwood, 05-031
tharles A. Barker, 04<055
George Q. Bench, 08-019
Douglas G. Bishop, 01-025
Ronald W. Burton, 05-028

February

Clifton A. Abbott, 03-041
Paul A. Ackman, 02-075
Gary R. Albee, 07-079 -
Howard C. Anderson, 06-084
Kenneth D. Avery, 08-045
Norman Barlow, 06-016
John J. Bennett, 02-078
Eugene H. Blake, 12-058
Silas R. Bush, 06-077

March

Robert H. Abel, 05-061
Clifford Adair, 09-080
Rudo1f D. Albert, 02-100

. Russell Andreason, 02-050

Charles B. Beak, 07-055
Phillip P. Barnes, 03-053
Robert A. Bennion, 08-051
Douglas E. Bond, 05-024
Walter E. Butler, 03-069

HApril

Roy P. Abermathy, 01-039
Mark G. Adams, 11-063
Ted A. Albertson, 06-002
William J. Pndrew, 04-090

William E. Babcock, 11-013 |

Denny D. Barnett, 11-011
Joseph A. Benson, 10-014
Brian A. Bamth, 07-083

James J. Bywater, 12-022
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May

Henry L. Abernathy, 03-060
Melvin T. Adams, 04-037
Mondel? R, wide.  5%-089
Willard J. Andrews, 09-074.
William P. Bailey, 05-054
Arthur E. Barrett, 12-091
Haven F. Bentley, 03-086
Jerry W. Boulton, 10-057
June.

Charles Able, 11-073
Robert E. Adamson, 01-001
Delbert V. Allan, 05-032
LaVere F. Andrus, 07-098
Donald R. Baird, 06-068
Harry H. Barton, 10-049
Gerald C. Berg, 09-082

-Frank K. Bowen, 06-003

Jul
W1Tiiam G. Abney, 02-035
Richard M. Addams, 07-088

. Victor G. Allen, 08-087

Porter F. Angus, 12-008
Bruce H. Baker, 12-028
Rex W. Bateman, 06-015
W. Harold-‘Bergeson, 04-052
Ernest C. Bower, 12-027

August

F. Blaine Abraham, 11-066
Paul G. Addison, 05-038
William C. Alley, 02-048
James R. Anthony, 06-029
Boyd E. Baldwin, 10-085
Robert J. Bates, 09-067
Clarence A. Bigelow, 01-092
Max D. Bowman, 02-023
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INSURANCE CLERK TICKLER CARD LIST

September

Thayne G. Abrams, 12-010
Wallace P. Agnew, 08-043
Walter H. Allred, 08-070
Phillip W. Armstrong, 03-006
Duane 0. Ball, 08-081

Ivan J. Beck, 10-012

Bruce L. Billings, 06-009
Elson R. Brady, 04-093

* October e
Curtis F. Acker11nd 08-099
Perry G. Ahlander, 07-020
Reese A. Allsop, 03-065
George E. Arnell, 04-046
Donald J. Ba]]ard 01-047

'”C&rl”J{”Béék§fé5d2”015072“‘
Keith M. Bingham, 03-056
John R. Br1ggs 03—056

NQ!EEEEL '

Charles C. Ackerlund, 10-042
Harvey M. Ahlstrom, 09-095
Daniel R. Alsop, 10-034

Roy 0. Arnold,-02-030

Jack T. Balls, 05-094
Harold F. Bell, 11-004
William E. Bird, 03-007
Aiden M. Brown, 11—059

December

Chartes D. Ackerson 07-062
Martin T. Akins, 10-096 ‘
Carl M. Ames, 07-046

Allen C. Arthur, 09-044
Robert D. Barber, 08-017
Mark E. Belnap, 12-076
Norman E. Bishoff, 09-071
Paul B. Bryant, 01-021.




INSURANCE POLICY RENEWALS

Each group of r . 4rat~d by a double <. >hould be typed on an
individual shect ¢ ., ;i "ha amount of work for each atudent at
the Insurance Clerk position can be controlled by the number of policy
renewal sheets and the individual names on that sheet.

A check and a short letter must be typed to each insurance company for
borrowers with loan numbers beginning 07-1Z2. A longer letter and
mathematical computations are required for each bo-rower with a 1oan numbe
01-06. ‘

THESE_ARE_FOR THE TEACHER USE ONLY.

j?nuarz - Cost of Coverage
~ Peter G. Ackley, 11-036 $130.04
Howard F. Aland, 02-033 117.96
Charles W. Atwood, 05-031 146.64
Douglas G. Bishop, 01-025 31.56
#2 '
Lester G. Aaron, 09-040 ‘ 107.60
Howard S. Andersen, 01-097 117.96
Charles A. Barker, 04-055 105.84
George Q. Bench, 08-019 129.40
Ronald t. Burton, 05-028 119.76
February
#1 :
Clifton A. Abbott, 03-041 . 46.44
Gary R. Albee, 07-079 127.19
Howard C. Anderson, 06-084 138.96
John J. Bennett, 02-078 119.04
Eugene H. Blake, 12-058 32.04
#2
Paul A. Ackman, 02-075 : 133.56
Kenneth D. Avery, 08-045 122.70
Norman Barlow, 06-016 26.16
Silas R. Bush, 06-077 142.68
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INSURANCE POLICY RENEWALS

(CONT.)
g?rch Cost of Coverage
Robert H. Abel, 05-061 $ 156.00
Clifford Adair, 09-080 32.00
W. Russell Andreason, 02-050 40.08
Robert A. Bennion, 08-051 81.62
Douglas E. Bond, 05-024 127.80
#2
 Rudolf D. Albert, 02-100 43.08
Charles B, Baak, 07-005 ) 16.20
Phillip P. Barnes, 03-053 - 124.20
Walter E. Butler, 03-069 31.56
April S |
#1 '
Roy P. Abcrnathy, 01-039 91.20
William J. Andrew, 04-090 181.20
William E. Babcock; -11-013 - 82.00
Joseph A. Benson, 10-014 80.27
- #2
Mark G. Adams, 11-063 134.20
Ted A. Albertson, 06-002 26.16
Denny D. Barnett, 11-011 30.24
Brian A. Booth, 07-083 97.79
James J. Bywater, 12-022 81.27
May
1
Henry L. Abernathy, 03-060 175.20
Wendell R. Alder, 04-089 138.84
Arthur E. Barrett, 12-091 124.40
Haven R. Bentley, 03-086 ‘ 156.84
#2
Melvin T. Adams, 04-037 106.88
Willard J. Andrews, 09-074 96.20
William P. Bailey, 05-054 134.20
Jerry W. Boulton, 10-057 127.92
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INSURANCE POLICY RENEWALS

.June

#1 ‘

Charles Able, 11-073
Robert E. Adamson, 01-001
Donald R. Baird, 06-068
Harry H. Barton, 10-049

#2 .
Delbert V. Allan, 05-032
LaVere F. Andrus, 07-098
"Ger!ld C. Berg, 09-082
Frank K. Bowen, 06-003

July

#1

_William G. Abney, 02-035
Victor G. Allan, 08-087

Bruce H. Baker, 12-028

W. Harold Bergeson, 04-052

#2

Richard M. Addams, 07-088
Porter F. Angus, 12-008
Rex W. Bateman, 06-015
Ernest C. Bower, 12-027

August

#1 . :

Paul G. Addison, 05-038
James R. Anthony, 06-029
Max D. Bowman, 02-023

Boyd E. Baldwin, 10-085

#2

-~ F. 8laine Abraham, 11-066
“William C. Alley, 02-048

Robert J. Bates, 09-067

Clarence A. Bigelow, 01-092

(CONT.)

Cost of Coverage

$127.20
44.28
120.24
126.20

51.60
108.00
30.47
149.16

144.00
113.29
20.16
127.56

127.18
130.44
90. 36
106.00

95.88

95.88

36.60
- 122.07

107.64
29.64
19.21

195.36




INSURANCE POLICY RENEWALS

September
#1

Wallace P. Agnew

Phillip W. Armstrong, 03-006
Duane 0. Ball, 08-081

Elson, R. Brady, 04-093

#2

Thayne G. Abrams, 12-010
Walter H. Allerd, 08-070
Ivan J. Beck, 10-012
Bruce L. Billings, 06-009

" October

Curtis F. Ackerlind, 08-099

“Reese -A. Allsop, 03-065

Donald J. Ballard, 01-047
Keith M. Bingham, 03-056

#2

Perry G. Ahlander, 07-020
George E. Arnell, 04-046
Carl J. Beckstead, 01-072
John R. Briggs, 03-056

‘November

#1 .

Harvey M. Ahlstrom, 09-095
Roy 0. Arnold,-02-030
Harold F. Bell, 11-004
William E. Bird, 04-007

#2 -

Charles C. Ackerlund, 10-042
Daniel R. Alsop, 10-034
Jack T. Balls, 05-094

Alden M.‘Bnown, 11-059

(CONT.)

Cost of Coverage

$121.37
32.64
134.04
108.84

21460
97.80
97.80
103.56

127.15 .
168.36
40.32
177.24

125.36
42.00
42.00

198.96

21.60
114.36
129.76

36.60

32.03
127.00
159.36
126.17

-53-
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INSURANCE POLICY RENEWALS

(CONT.)
December Cost of Coverage
#1
Martin T. Akins, 10-096 $97.61
Allen C. Arthur, 09-044 97.08
Mark E. Belnap, 12-076 83.87
Paul B. Bryant, 01-021 93.96
#2
Charles D. Ackerson, 07-062 ' 83.00
Carl M. Ames, 07-046 31.99
Robert D. Barber, 08-017 83.99
ikorman E. Bishoff, 09-071 82.23

-54-
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BOP PAYROLL AND SALARY SCHEDULE

For Period Ending Date Paid
S t
ame Rate Withhold |Federal| State | FICA Other Total Amount
Deduc. | Beduc. Paid

ce President [600.00 1{95.20 84.06 [13.45. | 31.20 128.71 | 471.29
acutive Sec. [450.00 [59.50 60.06 | 9.60. 23.40 93.06 356.94
ceptionist/.
ninistrative [425.00 ]55.30 55.68 | 8.91 22.10 86.69 338.31
ssistant
shier 400.00 ]51.10 51.32 | 8.21 20.80 80.33 319.67
sting and 375.00 1{43.30 47.71 | 7.63 19.50 74.84 300.16
ax Clerk

350.00 |39.99 43.54 | 6.97 18.20 68.71 281.29

surance Clerk




BANK DEPOSIT

FOR DEPOSIT 10O THE ACCOUNT OF ) - CURRENCY |~ o R&(‘Q\‘.‘{{\‘Q
- ‘ T TN t AN
i ) , COIN ot o T NNAY Y85
! CHECKS™ 77 - i B335 580NN
B 0 p I N c ) i CWNNRANGRABY
) ’ . R A
' N i . > A
X . i EET A%
CAREER AVENUE ' i | . ktkti&“
GOING PLACES, IDAHO A SN NN
" ToTAL From | Sy
' OTHER SIDE
DATE __. - [ro———— ;
ALL ITEMS ARE CREDITED SUBJECT TO FINAL COLLECTION i TOTAL i
AND RECEIPT OF PROCEEDS IN CASH OR SOLVENT CREDITS :

USE OTHER SIDE FOR LISTINGV ADDITIONAL CHECKS OR ATTACH LIST

FIRST SECURITY BANK OF IDAHD

KATIONAL ASSOCIATIO .
BLACKFOOT, IDAH

LheLkwD2L 4l 05 98754 3Fom

In.72

ERIC

Aruitoxt provided by Eic:



TNVLSTORS LEDGER

%, 0. F. I N C.

Jareer Avenue
{ng Places, Idano

JIVESTOR

0Dz

JATE INTERZET

PRINCIPAL TOTAL A1O0UNT PAID

25.08 " 3.53 28.61
12.77 25.03 97.80
Gr7. 85 28.56 YR
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REER AVENUE
GOING PLACES, IDAHO

Date

Mr. Lester G. Aaron
2966 Garden Circle
Blackfoot, ID 83221

Dear Mr. Aaron:

You are hereby notified that your check for $166, drawn to our
order on the Blackfoot Office of the First Security Bank of Idaho,
has been returned by the bank because of insufficient funds.

We ask that you make this check good within ten days from the date
of this notice. If you fail to do so, we shall proceed to

protect our interests by other methods.

Since=ely,

Name
Vice President

LEM7 T




Iy sop,INE. - . % BOB,IN

CAREIR S¥INUE ;- _ . S CAREER AVENSE
soine Pl.*i_l(l!, 10ANOD - o ‘ : 6CING PLACIES, 1D
: . Feh  Mar. Apr. May Jme = ' T N
| Ao L 1 1 1t F ¥ 1 oL

Paymest No. . Oct. _Nov. Dec. . Payment No. L d
301 g E. -_]' T 1T T T 7 Y E%
LOANNO. | POSTING CODES | DATE REC. MONTHLY INSTALLMENT LOAN NO. POSTING CODE

03-041 1 03-1 ’ 42.00 04-007 04-1
NOTICE: It psymwent includes items in addifion Late Charge - NOTICE: If payment includes ite;
to regular monthly installments, please to regular monthly inst
specify-the items you are paying TOT specify the items-you a
S AL 42.00 William E. Bird

Clifton A. Abbott

Please return with payment : Please return with payment

. : o
'y BOP, INC. . BOP, IN

3 CAREER AVENUE . . CAREER AVENUE
y GOING PLACES, IDANHO . GOING PLACES, DM
: .Jan.  Feb. Mar. Apr. May June : Jan,
weo T T T T T ] Mo
Payment No. July  Aug.  Sept. Oct Nov. Dec. Payment No. Jul
» 0 LI T T T T 7 87 C -
LOAN NO. POSTING CODES | DATEEREC. MONTHLY INSTALLMENT EOAN'NO. | MRSWNG CODE
03 -060 S08-2 ’ 204.00 04-037 ’L zm-a e
ucmcr-: If paymentdncindes jteyes Bgadition Late Charge : i NOTICE: umtnclndes ite:
] to reguhrm-ulrwmease bmmonﬂuyzmm
L o themtems | ToTAL 204.00. :
Henry L. Abemm,y ’
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CAREER AVENUE | .
601M6 PLACES, IDANO

Date

Mr. Milliam E. Bird
986 Eclipse ay
Arco, I 83213

Dear Ir, Bird:
‘ielcome to BGP . . . )

and thank you sincerely for the confidence you have shown in this corporation
Dy permitting us to cooperate in the financina of your property.- )

For wour convenience, we have summarized pertinent to your loan on the “Facts
Sheez." Please refer to this number when writine us ahbout any matter as this
will assist us in aiving prompt attention to your correspondence. ) .

We have given you a packet containina monthly remittance notices for twelve
tionths. Each payment must be accompanied by a remittance notice. DO HOT SEND
“THE EATIRE BQOK. Payrients should reach this office on or before the FIRST

day of each month. Late payments are subject to a late charge and could impair
Your credit rating. :

Each year a supply of remittance notices and envelopes will be forwarded for your

use. We will also provide you with an annual statement immediately after the
wfirst~of~eachﬁyear~shcwing«informationwthat“Wi11“b€”he1pfu1”in“preparihgwyourT“W“““““
Income tax return. Your reserves for taxes and fire insuranceé premiums are only
estimated. If we have an excess it will be held as a credit to your account,

subject to your order, and if we do not have sufficient funds to take care

these items, we will notify you. Please inform us if a change should be made

in your insurance or if you report a claim under the policy. Also, do let us

know promtly of any change in your address of sale of the property on the form
enclosed in your packet.

We look forward to the opportunity of doing business with you and hope you will

call on us ~~ any time.
Very tryly yours,

Hame
Vice President

t

LGM: Im
Enclosures




Page 2

PAYMENT FACTS
' NEW CHWNERS: _ William E. Bird
YOUR LOAN NUMBER: 04-007

ORIGINAL OWNER:

As of October_ 1, 1974
there is a principal balance on your FHA loan in the amount of §

and/or a balance on your VA loan of - $

and/or a balance on Conventional loan of $.4,296.47
and/or a balance on your Installment Note of $

Accumuiated credit, representing trust fundé, presently totals §

The next payment on your account is due Noyember 1, 1974
in the amount of : $.42.00

~ This monthly payment is allocated as fo11ows
Principal and Interest - FHA
Principal and Intarest - VA
Principal and Interest - Conventiona1 28.61
Special Assessment
FHA Mortgage Insurance

Deposit for Taxes 10.72
- Deposit-for-Fire & Hazard Insurance. , . ..2.67. .
Other
TOTAL $42.00
Monthly Side-Agreement (Installment Loans) §
i -61-




i 1 BOPR, INC.

Origtnal Borrower _Melvin T. Adams

Matting Addreas _ 1995 Douglas Invesior Code 04
. - - o
CAREER AVENUE BORROWER LEDGER Boise, ID 83702 Amortization Schedule ___ 3
GOING PLACES, IDAKO Ada_County
i Total Monthly Payment Principal and Interesi Insurance Taxes Onigpinal Loan Amt. | First Payment Date Maturuly Date
Investoys - ‘
_Co, $139.00 $97.80 $8.15 $33.05 $16,300.00
Amount Paid Interest Principal Unpaid Balance Taxes Insurance
1974 $139.00 $72.77 $25.03 $14,528.86 $33.05 $8.15




[\7 BOD, INC,

Original Borrower _Henry |.. Abernathy

Matiing Address __1001 Wilson Avenue Investor Code 03 ‘
CAREER AVENUE PORROWER LEDGER Idaho Falls, ID Amortization Schedule _2_-
GOING PLACES, IDAKO Bonneville County
- Total Monidly Paymeni Princepal and [terast insytance Taxes Onigwnal Loan Amt. First Payment Date MatunzyDn’té:v
Co. $204.00 $149.23 $10.60 $44.17 $ 21,200
Amount Pud Intesest Principal Unpaid Balance Taxes Insurance
1
,‘]_9]_4‘“‘_*_5204,“99 ' $110.70 $3§‘.53 w_\'$ 20,398.63 5 84,17 $10.60
Q
ERIC

Aruitoxt provided by Eic:
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- BOP, "INC.

Career Avenue
Going Places, Idaho 83221

""" ' DAILY SUMMARY AND RECAP

Date Month, Day, Year

331

Investor Investor Total Interest Principal Late
- Code Paid Charges
1. Aetna Insurance Co.
2. Allstate Insurance Co.
3. American Insurance Co. $177.84 $119.12 $58.72
4. American Investors :
Insurance Co. 120.41 97.85 28.56
5. American VWestern Life
Insurance Co.
6. Anchor National Life
Insurance
7. Bankers Life & Casualty
Insurance
8. Beehive Insurance Co.
. 9. California Western Life
- Insurance
10. Continental Life Insurance
Co.
11. Farmers Insurance Group
12. Massachusetts Mutual
Life Insurance
TOTAL $304.25 $216.97 $87.28
i !
-2~



BOP INVESTORS OR INSURANCE COMPANIES

01. Aetna Insurance Company 07. Bankers Life & Casualty Insurance Company
312 Boston Building 487 Pioneer Street
Newport, Maine 12134 ~ Dallas, Texas 60953
02. Allstate Insurance Company '
363 East 960 South 08. Beehive Insurance Company
Boston, Massachusetts 13236 149 South State

Salt Lake City, Utah 84368

03. American Insurance Company .
Sy iGAT West - 09. California Western Life Insurance Company
b T tioet 32323 479 Bankers Building P
Los Angeles, California 95478

04. - American Investors Insurance Company
943 North Main :
Chicago, Iinois 34234 10. Continental Life Insurance Company
' " Contintental Bank Building .
K san Francisco, California 93857
05. American Western Life Insurance Company
942 East 11 South

Washington, D. C. 22097 11, Farmers Insurance Group

947 East 4th South

06. Anchor National Life Insurance Company Reno, Nevada 89023

150 East Grover

°‘““"“°?’~ Ohto 42870 12, Massachusetts Mutual Life Insurance Company '

1698 South Main
Boston, Massachusetts 30234




] BOR, 1R,

CAREER AVERUE INSURANCE POLICY CORRECTION FORM
GOINS PLACES, IDANO

DATE :

TO:

FROM: BOP, INC.
SUBJECT: NAME

REFERENCE: POLICY No

Make corrections below only where necessary.

CORRECTED NAME:

TORRECTED ADDRESI:

CORRECTED LEGAL ZESCRIPTION:

CORRECTED AMOUNT OF COVERAGE:

334




BOP, I

NC

CAREER AVENUE

GOING PLACES,

Name Clifford Adair

IDAHO

L

AETNA INSURANCE CO.

312 Boston Bldg.
Newport, Maine 12134

ALLSTATE INSURANEE CC.-.
T 363 £. 960 South
Bosimn , Massachusetts 13236

—__ /AMEEECAN INSURANCE CC..
T 47 4. Broadway
thicago, I1linois 34323

AMERICAN INVESTORS INSURANCE CO.

- 943 North Main

Chicago, I11inois 34234

_ AMERICAN WESTERN LIFE INSURANCE

942 E. 11th South
Washington, D. C. 22097

ANCHOR NATIONAL LIFE INSURANCE

1560 East Grove

Cincinnati, Ohio 42870

Correct Legal Description:

Policy 09-080

Date_Month, dqy,’yegf,i

NAMES OF INSURANCE COMPANIES

BANKERS LIFE & CASUALITY INSM™ANCE

X

487 Pioneer Street
Danas, Texas %0953

BEEHHVE IBSURANEE  CO.
T 149:South State '
Sa11:Lakeur1ty, Utah 84368

CALI?FORNIE&»WESERN LIFE INSRANCE
4797Bankers Building
- Los #Angeles, Cdﬂiforn1a 95478

CONTINENTAL LIFE INSURANCEEEO
T Continental Bank Building
San Francisco, California 93847

FARMERS INSURANCE GROUP
947 East 4th South -
Reno, Nevada 89023

MASSACHUSETTS MUTUAL LIFE INSURANCE .

1698 South Main
Boston, Massachusetts 30234

Correct Name of Insured to Read:

Correct Effective Dates of Policy to Read:

Correct Amount of Coverage to Read:




'EFFECTIVE DATES OF POLICY #ovember 1, 1969 to November 1, 1972

INSURANCE POLICY

POLICY NO. 05-038

INSUREE  American Western Life Insurance

~ INSURED __ Paul G. Addison, 353 South 1100 East, Rewburg, Idaho 83440

‘PROPERTY DESCRIPTION Lot .Z:Block 18 Sunrise Heights, Extension #9

Reximrg, Idaho 83440

AMBURT OF COVERAGE $14,000

I ST

COSTOF "COVERAGE __$252.00

o




INSURANCE POLICY

POLICY NO. _ 09-080

INSUREE ___California Western Life Insurance

INSURED _Clifford Adair, 1457 Van Buren Avenue, Arco, Edaho 83213

PROPERTY DESCRIPTION Lot 16 Block 5 Sunset Road, Development #7

AMOUNT OF COVERAGE __ $4.300.00

EFFECTIVE DATES OF POLITY October 15, 1969 to'Octbber 15, 1972

COST OF COVERAGE _ 85.32

-69-
337
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INSURANCE POLICY

POLICY NO. _11-066

INSUREE Farmers Insurance Group

INSURED F. Blaine Abraham, 2910 Cascade Way, Declo, Idaho 83323
PROPERTY DESCRIPTION Lot 2 Block 12 Sunset Road, Additiom:#4

Declo, Edaho 83323
AMOUNT OF COVERAGE $18,000.00

EFFECTIVE DATES OF POLICY _ October 1, 1969 to October 1, 1971

COST OF COVERAGE $234.00




Date

Name
- Address :
City, State Zip

Saluation:

It is a real pleasure to advise you that youriapp]1¢aﬁibnﬁfor}MbthaQé,év?:”
Fire insurance has been approved. Enc1osed_iSayOur‘pp]jcy;whichkde5cr1bes_ {

mhewbenefits“and,prOVisions'of'this'va1uab1e'insu%anceggovgrage*under«'

switten by the (insert name of insurance ¢
Below is listed the:cdmeSitions‘ofvyouf.h
premium for this protection: .
| Principal and Interest
Deposit for Taxes
Deposit for Fire Insura

TOTAL MONTHLY PAYHENT

ompany)." <

éwuﬁayméhtyihﬁiudiné the
(amount) -

nce . (amount)

| $(§m;uht)v

We congratulate you for your wisdom and foresight~infpékficipatihgwin

this.program, and we trust you will feel a
in knowing that you have prqvided;for an e

If you have any questions concerning this
your convenience. :

Comb\imentary close,

fHame
‘yice President

reference initials
~ Enclosure

339

‘greatepﬁmeasure“of security -
mergency with this insurance.

matter,'pTeage‘contgct us at




3

CAﬂEER , AV E '"‘ PR TR L L. )
GOING PLACES, IDAHD

Date

Mr. Daniel R. Alsop

1153 Bryan Avenue
American Falls, ID 83211
-”Déar,Mr. Alsop: |

- Subject: Loan No. 10-034

- Your insurance policy covering property on which we hold a mortgage will
expire on (allow thirty days) because of nonpayment of premium. As you
know, BOP, INC., must pay the insurance premium and must hold the original
‘of the insurance policy at all times.’ .

A short time agos we went you a letter indicating your insUranCévreServe;wast" :
jnadequate to pay your insurance premium. We have npt}yet‘receiveq‘ypgrcheck.;L“
~ If your check is not received within ten days from the date[pf{tﬁis']étter,
we will have no other -alternative than to pay yourpremjum;and_take‘1ega1‘
‘action against you as this constitutes a mortgagetdefaqlt;‘ R

Sincerely yours,

Name
Vice President

Tgm
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BOP PAYROLL AND SALARY SCHEDULE

Date Paid

For period ending
| : J
3 Withirold | F | F Other { Total
Rate i hiiold | Federal State ICA Deductionsgbeduc.
i 3
» President ; 800.00 : 137220 !117.24 | 18.76 | 41.60 1171.60.
Secretary | 550.00 | 76.30 | 77.53 | 12.40 | 28.60 118,53
sptionist/ ! . ] )
infstrative | 475.00 | 63.70 | 64.42 | 10.31 |24.70 ' 99.43
ssistant ; % 3 ;
! : : } HE
er 060.00 | 63.70 ! 61.57 | -9.85 |23.92 95.34 !364.
| ! ‘
ting and Tax | 435.00 | 55.30 ! 57.79 9.25 . 22.62 89.66 |345.34
srance Clerk | 400.00 | 51.10 | 51.32 8.21. | 20.80 80,33 {319.6:
| |
§ ;
' l
]
i i
!
)
~73-
O 342




Key to Posting & Tax Clerk and Insurance Clerk Requegt For Additional Funda Letters

NAME INSURANCE TAX
Reserve short Increase Reserve  Short Increase
Per Month Per Month

Abbott, Clifton A. $32.04 ¢$14.40 $1.20 $128.64 $ 36.00 $3.00
Abel, Robert H. 134.40 21.60 1.80 552.24 19.92 1.66
Abernathy, Roy P, 84.00 7.20 0.60 348.72 11.52 0.96
Abernethy, Henry L. 127.20 48.00 4.00 530.04 60.00 5.00
Abney, William G. 108.00 36.00 3.00 446.88 10.44 0.87
Ackman, Paul A. 127.20 6.36 - 0.53 530.04 38.88 3.24
Adams, Melvin T. 97.80 9.08 0.76 396.60 ~ 10.68° . 0.89
Adamson, Robert E. 32.04 12.24 1.02 128.64 23.64. 1.97
Addison, Paul G. 84.00 11.88 0.99 342.72 47.88 3.99
Aland, Howard F. 108.00 9.96 0.83 446 .88 22.44 1.87
“Albert, Rudolv D. 32.04 11.04  0.92 126.64 16.20  1.35
Albertson, Ted A. 21.60 4.56 0.38 103.68 19.80  1.65
Alder, Wendell R. 97.80  41.04 3.42 396.60 34.08  2.84
Allan, Belbert V. 32.04 19.56 1.63 128.64 32.16 2.68
Alley, William C. 21.60 8.04 0.67 103.68 55.68 4,64
Allsop, Reese A. 134.40 33.96 2.83 552 .24 103.32 8.51
Andersen, Howard S. 84.00 33.96 2.83 348.72 73.20 6.10
Anderson, Howard C. "134.40 4.56 0.38 552 .24 34.08 2.84
Andreason, W. Russell 32.04 . 8.04 0.67 128.64 22.44 i.87
Andrew, William J. 108.00 73.20 6.10 446.88 103.32 8.61
Anthony, James R. 84.00 11.88 0.99 348.72 41.88  3.49
Armstrong, Phillip W. 21.60 11.04 0.92 103.68 6.48 0.54
Arnell, George E. 32.04 9.96 0.83 128.64 4.56 0.38
Arnold, Roy O. 108.00 6.36 0.52 446 .88 43.14 3.60
Atwood, Charles W. 134.40 12.24 1.02 £52.24 23.64 1.97
Bailey, William P. 108.00 16.20 1.35 446 .88 22.44 1.87
Baird, Donald R. 97.80 22.44 1.87 396.60 41.04 3.42
Ballard, Donald J. 32.04 8.28 0.69 128.64 22.44 1,87
Balls,- Jack T. 127.20  32.16 2.68 £530.04  103.32  8.61
Barker, Charles A. 97.80 8.04 0.67 396.60 19.56 1.63
Barlow, Norman 21.60 §.56 0.38 103.68° 32.16 2.68
Barnes, Philip P. 108.00 16.20 1.35 446.88 19.80 1.65
Bateman, Rex Y. 84.00 6.36 0.53 348.72 10.68 0.89
Beckstead, Carl J. 32.04 9.95 0.83 128.64 8.28 0.69
Bennett, John J. 108.00 11.04 0.92 446 .88 16.20 1.35
Bentley, Haven F. 134.40 22.44 1.87 552.24 34.08 2.84
Bergeson, . Haroid 108.00 19.56 1.63 446 .88 103.32 8.61
Bigelow, Clarence A. 127.20 68.16 5.68 530.04 103.44 8.62
Billings, Bruce L. 84.00  19.56 1.63 348.72 94.92 7,91
Bingham, Keith M. 134.40 42.84 . 3.57 552 .24 112.08 9.34
Bird, William E. 32.04 4.56 §.38 128.64 63.72 5.31
Bishop, Douglas G. 21.980 9.96 0.83 103.68 .25.56 2.13
Borid, Douglas E. 108.00 19.80 1.65 446.88 34.68 2.89
Bowan, Frank K. 127.20 21.96 1.83 530.04 n2.44 9,37
Bowman, Max D. 32.04 4.56 0.38 128.64 19.80 1.65
Brady, Elson R. 97.80  11.04  0.92 396.60  76.08  6.34
Briggs, John R, 134.40 64.56 5.33 552.24 112.56 9.38
Bryant, Paul B. 84.00 9.96 0.83 348.72 16.20 1.35
Burton, Ronald Y. 97.80 21.96 1.83 396.60 112.56 9.38
Bush, Silas R. 108.00 34.68 2.89 446 .88 24.36 2.03

Butler, Walter E. 21.60 9.96 0.83 103.68 22.92 1.9

- D 343
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CAR
GOING PLACES, IDAHO

Date

Mr. Jdohn J. Bernett
3509 East Qak Drive
Cottonwcod, ID  33k22

Dear bir. Bennett: *

In a recent letter to us you stated that you had received two letters from
80P, INC., indicatina an amcunt due of $8.64 for taxes and an amount due
of $3.53 for insurance. You asked for an explanation of these additional
charges and for an explanation of why you must increase your mortgage
payment by $1.02 per month. v

.

To begin with, Mr. Bennett, your mortgage bayment was $166. This payment
can be broken down into three major components. These components are ‘
(1) principal and interest, $118.76; (2) tazes, 537.24; and (3) insurance, $9.0

The amount you pay for principal and interest can best be explained by noting
that the portion of the $119.76 which goes toward reducing your principal is
continually risino and the amount which qoes for interest is continually
decreasing throughout the term of your loan. why does this happen, you

might ask. The reason is because the principal balance of your loan is
decreasing with each mortgage payment you make. ~ Since you are paying

a fixed amount of principal and interest, $119.76, a reduction in your principa’
balance means less of this fixed amount needs to go for an interest payment

and so, consequently, more of the $119.76 can qu toward decreasing your principe

The anount you pay each month for taxes and insurance can perhaps best be
explained this way. Uninsured mortgaged property cannot be tolerated; neither
can having tax delinguent property under mortgage. In either case neither
BOP, INC., nor its investors are fully protected. Because of this we

have an agreement with our investors that we will pay all taxes and make all
insurance payments. '

In order for us to pay your taxes and insurance, we must estimate how much your
taxes are going to be on your mortgaged property and how much the insurance
to cover this property is goingito cost. We then divide this estimation by 12




Mr. John J. Nerrett
Page 2

Date

and ask that you pay one-twelfth of this total each month. ‘In this way we
hope to have enough nicney accuirulated in a tax and insurance reserve to pay
your taxes and to pay your insurance premiums when they come due.

Sometimes, however, there are unforeseen circumstances which influence the
amiounts that must be paid. In your case, !Mr. Benrett, your taxes increased
by $%.G4 because the assessod valuation of your proncrty increased when
you built your new garage. As for the dncrease in your insurance premium
cf $3.52, we assume this can be attributad to either inflation or to an
excess of insuranca claims. There may, of course, be any number of reasons
for an increase in an insurance prenium . - - '

This, then, is a hreakdown of your mortgane payment and an explanation for
the charaes included thercin.

If you desire further informatio or if we may be of further sercise to you,
please do not hesitate to let us know.

Yours very truly,

Name
Vice President

Tgm
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E BOP, INC.

CAREER AVENUE
GOING PLACES, IDAHO

Date

Massachusetts Mutual Life Insurance R
1698 South Main
Boston, MA 30234

Attention Mr. Scott

Gentlemen:

One of the borrowers tn whom we lent your invested money, a Mr. Arthur E. *

- Barrett of Boise, Idaho, has had a heart attack. Mr. Barrett's doctors
assure us that Mr. Barrett will be fully recovered in approximately six
months. '

Mr. Barrett has no insurance for an emergency such as this and will not
be able to make his mortgage payment until he is able to work again.

If you agree, we will suspend all activity concerning Mr. Barrett's account
until he is again able to make his mortgage payments. Mr Barrett realizes,
of course, that an extra charge will be necessary if we allow him this
privilege.

Sincerely,

Name
Vice President

Tgm

347




VICZ PRESIDENT DICTATION SITUATIONS

(1)

Mr. Keith M. Bingham of Shelley wishes to suspend his mortgage payments

for three months as he wants to take a long vacation. Write Mr. Bingham

a letter telling him this is all right with BOP, INC., but that he must

pay an acditional interest charge of 1 1/2 % a month on the unpaid balance
during the time he suspends his payments. Indicate what the total interest
will be for three months. '

(2)

Donald R. Baird of Idaho Falls is a turkey grower. Some time ago some dogs
got into his turkey pens and killed over half of his flock. Because of this
he is having an extremely hard time meeting his mortgage payments. Write
him a friendly letter explaining how sorry you are at his misfortune, but
that he must make his mortgage payments or lose his mortgaged property.

Of fer to refinance his loan at an interest rate of 10%. This is an increase
but explain how high interest rates are at the present time.

(3) | . :

" Write a thank you letter to investor 04. They have been very cooperative

in letting you delay payments to them when they have been slow in coming
in from the borrower. Assure him that the payments are paid the instant
they ‘are received.

(4)

Bruce Billins of Paris wants to take the remaining balance of his mortgage
and spread the payment out over another thirty-year period. Write him a

" letter explaining an additional interest charge must be assessed if this

is done.

(5)

James J. Bywater of Idaho Falls is interested in purchasing part interest
in the Simplot Mines. In order to do this, Mr. Bywater must refinance
his loan with BOP. BOP is willing to refinance his present loan. which has

ten years toé run, providing Mr. Bywater is willing to pay the additional

interest for the twenty years that he wants and a raise in rate of 5% to
7%4. Write Mr. Bywater a letter explaining the situation and make an
appointment to take care of the business details if he still wants to refinanc:
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(6)

William E. Babcock of Rupert is a very old friend of yours: consequently
he believes he can be slow in making his mortgage payments and you will
never do or say anything about it. Irite Mr. Babcock a letter telling him
he must make his payments on time or pay a late charge. Make it very clear
that business and friendship do not mix. B

(7)

Howard S. Anderson, an old friend of yours, has just been made president
of Anaconda Corporation in Delta. Urite a letter of congratulation and
gnetly remind him that he is ten days past due on his mortgage payment.

(8)

Ronald . Burtor of Howe is a turkey grower. He raises approximately
twenty thousand turkeys each year. HMr. Burton has suffirient equity to
enable him to borrow up to $50,000 from BOP, INC. However, he wishes
to borrow money using his turkeys as collateral. Write him a letter
explaining that equity of a transient nature cannot be used but that
BOP will lend him up to $50,000 if he will mortgage his land and other
properties. -

(9)

William E. Bird of Arco is constantly making his mortgage payments with
checks that the bank will not honor because he does not have sufficient
funds in his account. Write Mr. Bird a letter making it very clear that

if BOP receives one more bad check from him, BOP, INC., will be forced to
foreclose on his mortgage and the full amount will bccome due immediately.
If Mr. Bird is then unable to pay the full amount BOP, INC., will take

over his mortgaged property and see that it is sold at public auction to the
highest bidder.

(10)

Gerald C. Berg has a small loan of 3,600 from BOP, INC. He wishes to borrow
an additional $17,000 to build a new home. Mr. Berg barely has the equity

to cover this additional loan. Write him a letter telling him BOP is
extremely reluctant to lend him this additional money because his equity
barely meets minimum requirements. The real reason that BOP does not wish

to lend him this money is, of course, because he is 'slow in his mortgage
payments. :
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(1)

Clarence A. Bigelow of Pingree has recently become involved in some way

with some very shady business operations. It is not that these business
operations are illegal, but that they are not quite ethical. Write Mr. Bigelow
a letter urging him to upgrade his business dealings so that people will

be eager and delighted to do business with him. The reason you are writing
this letter is because BOP, INC., wants to help him keep his business

operating so he will be able to pay off his loan.

(12)

Mr. George Halley, 355 North 6th East, Boise, Idaho, 83702, has notified

your office that he has $2,500 of his own money that he would 1like to

invest with BOP, INC. Your ° assignment is to inform Mr. Halley that your
Board of Directors has established a policy that you cannot accept

investor accounts for less than $20,000. Most of your investors are insurance
companies or investment companies. Write him a letter and explain the
situation. to him. You appreciate his willingness to provide funds.

Above all, keep him happy. :

(13)

Mr. Charles W. Atwood has today made his last payment on his mortgage.

You are to write him a letter congratulating him for his fine record of
prompt payments. Be sure to indicate that BOP, INC., is extremely willing
to do business with him again.

(14)

Dictate a ]etter to a Real Estate Agent explaining why you were unable
te grant a loan to Mr. John Winters. The amount of the loan requested
was much more than he had equity to cover and the payments would have

been to0 high for his ability to repay.

Mr. Henry Monroe

Agent, Mutual Loan and Investmert
414 19th Street

Chicago, I1linois 94343

{15)

You are to establish clean-up prccedures for the office. You may
establish whatever procedures you wish, but get them set up early and

“placed in writing. Each member of your office is to receive a copy of

your clean-up :procedures which should be in memorandum form. This
memorandum should be duplicated and handed out to each member of your
team. '
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(16)

Mr. Gary Lloyd, Specialist, Office Cccupations, State Department for
Vocational Education. Salt Lake City, Utah, 84111, has just completed
a visit to BOP, INC. Urite to him and thank him for his recent visit
and invite him to visit again when he can.

(17)

Dictate a memorandum requesting better use of BOP telephones. There have
been too many personal calls.

(18)

You have received a letter from-Mr..Jonathan Thornton, President of
American Investors Insurance Company, one of BOP, INC's investors.

ifr. Thornton states rather bluntly that he does not believe we are
crediting his account immediately with the payments we receive, but he
believes we are holding the money for a month or two and using it for our
own purposes before crediting the American Investors Insurance Company
account.

Respond to this letter using very firm but tactful language indicating
there is no foundation for his belief. You are to explain why it
sometimes takes a few days to get the proper paperwork done and mailed
- to his company in Chicago. The address of American Investors Insurance
can be obtained from an insurance correction form.

(19)

Mr. Norman H. Beatty, 416 Michigan Avenue, Koosharem, Utah 86432,

has applied for a loan from BOP, INC., however, Mr. Beatty does not
have enough equity to properly secure the mortgage amount. Write him
a letter explaining the situation and denying the loan.



DICTATION FOR VICE PRESIDENTS

VICE PRESIDENT

Mr. Roy P. Abernathy, of Boise, Idaho, has written BOP, INC. a letter
saying he has heard that we give out credit information over the
telephone to anyone who asks for it.

Write Mr. Abernathy a letter explaining that it would not be ethical
for us to do this and that we give information only to legitimate
credit bureaus. You should emphasize that it takes a written request
of some type or some type of telephone certification before we release
this information.

VICE PRESIDENT

Mr. George Q. Bench of Heyburn, Idaho, has become involved in a wage
dispute between the Georgia-Pacific Gypsum plant and the United States
Gypsum plant. Both of these plants are located in Heyburn and the
management of both threaten to close them down rather than become
involved in a strike situation. Mr. Bench, who is the principal
ringleader, has just been granted a $22,400 ' mortgage with BOP, INC.;
and, if the workers strike or the plants close down, he will lose the
property he has under mortgage with us.

"You are to write Mr. Bench a letter explaining the situation as you

see it and telling him the danger of his present course of action.

VICE PRESIDENT

BOP, INC. had received a letter from Mr. Walter H. Allred of Glenns
Ferry requesting a breakdown of his $139 mortgage payment. He is
especially interested in the amount he must pay for taxes and
insurarce each year.

Answer his letter.

VICE PRESIDENT

Mr. Ted A. Albertson of Ucon raises turkeys. He has decided that
turkeys are nct his cup of tea and wishes to change to cattle. If,
as he explained in his letter to BOP, INC., we will loan him $10, 000
at the rate of interest of his present loan (7.25 per cent), he will
mortgage his land. Mr. Albertson does not believe that he will have
any trouble paying off the mortgage.

Answer his letter.
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VICE PRESIDENT

BOP, INC. has received a letter from Mr. Wendall R. Alder of Montpelier
requesting an Annual Statement of his account.

Answer his letter.

VICE PRESIDENT

Mr. Harvey M. Ahlstrom of Sun Valley has seat us several bad checks.
This is a situation we cannot tolerate.

Write Mr. Ahlstrom a letter.

VICE PRESIDENT

Mr. George E. Arnell of Aberdeen believes he is the greatest man alive.
Just last week he stormed into BOP, INC. demanding all kinds of
attention and thoroughly disrupting all office workers. He stayed

for over an hour and two prospective borrowers left because he was so
egoistic. This is a situation BOP, INC. cannot tolerate in the

future.

Write Mr. Arnell a letter concerning this problem.

VICE PRESIDENT

e have received a letter from Mr. Bruce H. Baker of Rizby requesting
an Annual Statement of his account. :

Answer his letter.

VICE PRESIDENT

Mr. Howird C. Anderson of Castleford has written us a letter requesting
an additional loan. He presently has a loan for $22,400 and he wishes
to borrow another $10,000. His total equity is around $25,000.

Answer his letter.
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_-VIC: PRESIDENT

We have received a ietter from Dr. Boyd E. Baldwin of Aston requesting
an Annual Statement of his account.

Answer his letter.

VICE PRESIDENT

Mr. Petar G. Ackley of Idaho Falls has written reguesting an Annual
Statement of his account with BOP, INC.

Write him a letter transmitting this Annual‘Sfatement and telling him
how much we enjoy his business.

VICE PRESIDZNT

Arco, Idaho is iocated near some of the best hunting and fishing in
Idaho. Mr. Charles Able of Arco wishes to borrow $20,000 to build a
Todge which would cater to the needs of hunters and fishermen. Mr.
Able has a large hoiding of land near Arco and it appears that his
land would answer the mortgage requirement.

Answer his letter. Mr. Able is a present BOP customer.

VICE PRESIDENT

Mr. Phillip W, Armstrong of Cottonwood has paid his last two mortgage
payments with checks which the bank has returned marked insufficient
funds.

Write Mr. Armstrong a letter concerning this matter.

VICE PRESIDENT

Mr. Rudolf 0. Albert has written BOP, INC. asking for an appointment
with one of its Vice Presidents. He has indicated that any time next
week would be find with him as long as it is in the afternoon.

Answer his letter. Be sure to make your answer at least two and
preferably three paragrepiis in length. Mr. Albert is a customer of
BOP, INC.



VICE PRESIDENT

Mr. 2orter F. Angus of Inkom has written BOP, INC. requesting an
interview with a Vice President. He emphasizes in his letter that he
mus* drive a relatively large distance to get to us and requests that
he be allowed a minimum of one hour with the Vice President. Mr.
Angus had developed th2 reputation of being somewhat of a troublemaker
since 30P, INC. grantad him his loan. In fact, the loan would not
have beenh granted had this come to light earlier.

Write Mr. Angus a letter answering his request.

VICE PRESIDENT

BOP, INC. has received a letter from Mr. Robert M. Abel of Pocatello,
Idaho, asking for a breakdown of his loan. He specifically asked how
much he was paying for principal and interest and how much of this
was interest.

You are to answer his letter.

VICE PRESIDENT

Mr. Robert E. Adamson of Grace works at the Georgia Pacific Gypsum
plant in Soda Springs. He has an excellent job and has always seemed
to be a very reliable individual. Lately, Mr. Adamson has been
making his mortgage payments in a very erratic manner. He will
suddenly pay three monthly payments at once and then will not = % a
payment for six months. We are, of course, forced to charge him late
charges when his payments are not received on time.

Write Mr. Adamson a letter asking whether there is any reason for
his erratic payments and asking if there is anything we can do to help.

VICE PREZIDENT

BOP, INC. has reccived a letter from {frr. Charles if. Atwood of Teton
requesting an early payoff figure on his lsan. Mr. Atwood emphasizes
tha% this figure should include all obligations to BOP, INC.,
including an early payoff fee if we charge one.

Answer his ietter.



VICE PRESIDENT

Mr. Charles 0. Ackerson of Blackfoot has written BOP, INC. a letter
asking about the breakdown of his $120 monthly payment.

Answer his letter.

VICE PRESIDENT

Mamrk G, Adams of Boise has more property and more money than almost
anyome in Ada Coumty. However, Mr. Adams is very careless. He

~ fraguently makes his mortgage payments to us using checks from banks

in which he does not have an account. Consequently, we are
constantly forced to charge him a late charge; and we frequently
have to resort to legal measures to get Mr. Adams to pay his late
charge.

You are to write him a letter explaining very specifically our side
of the situation and making very clear to him that we will not
tolerate this situation any longer without taking more drastic
action. :

VICE PRESIDENT

Mr. Robert M. Addams of Springfield wishes to return to BYU and finish
the work necessary to obtain his master's degree. He said in his
Tetter to us that it would take five months.

Write Mr. Addams a letter telling him we will be more than happy to
suspend payments for such a good customer as we believe he is. In

order for us to do this, however, he must agree to pay the regular

annual interest rate. His interest will be figured at the rate of

6.5%, the rate at which he borrowed his mortgage amount. Be sure to
tell Mr. Addams how much interest he will have to pay each month

while the rest of his payment is suspended. Also indicate thzre are
taxes and insurance that must be paid whether or not he suspends payment.
Taxes and insurance can be held cff only so long, and he must ultimately
pay them. -
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TELEPHONE CALL------ TO POSTING AND TAX CLERK

Your name is Walter H. Allred from Glensferry, lgaho. You remember that
yOur payment includes property taxes for the y2r but you thought yoy
would be told when they were paid. You are pzMcked because they were
due Tast week and you are NEVER late with taxgs. If you 9et the
response in the form of a polite explanation, 6Qjm down and ask how
much the taxes were this year. Become cordia) Yoward the end, even a
little pleasant.

If vou get an abrupt answer, get angry. After 219, it is your good
name they are destroying by not paying the tax¢/S gn time. Demand
immediate action or talk to the Vice Presideny, Really read the riot
act if-you aven't satisfied,

A11 you really want to know is how the taxes ar® taken care of and

how much they were for the year.

 TELEPHONE CALL-~-== TO VICE PRESIDENT

‘You are Douglas G. Bishop.

- You have just made your 21st payment and you hav® .gne ?nto an A
inheritance and would like to pay off your loa;s yhat is the balance
and early pay-off fee on the mortgage? You alg? would 1ike to know
what the rebate is on the tax and insurance reg/Me accounts. Get a
Tittle upset when you find oyt that there is a pﬁﬁa1ty for paying off
the Toan early. It seems to cost you something ®vpry time you turn
around. '

End on a pleasant note if possibie.
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TELEPHONE CALL--~~-~ 0 RECEPTIONIST

You are Wendell R. Alder of Montpelier. You are obviously calling

your bank, but have dialed the number of BOP, INC. without realizing it.
TELEPHOIHE CALL--=~~~ TO RECEPTIOMIST

You are Kenneth D. Avery of Paul and you want to know exactly how much
of your payment last month went toward reducing the balance of your

loan. Remember, you can be Mrs. Avery calling for your husband.

TELEPHONE CALL------ TO RECEPTIONIST

You are Mr. Donald J. Ballard of Arco. You are selling your house
and you want to transfer your mortgage to someone else. IS it
possible? Can the payments remain the same? What is your liability
 after the Joan changes hands? | |
 This call will probably be transferred to someone else like the Vice
President. You may suggest (after all else hus failed) that the
President may know something about this. If you receive no satisfac-

R

tion, tell them that you will call back later.

TELEPHONE CALL--=---- TO INSURANCE CLERK

Your name is Joseph A. Benson. You need to know the name of the
insurance company which insures your mortgage. You ére going to make
a claim and want to make direct contact with the company itself.

Make the call short and sweet.

-85-
358



You are a friend who lives in the same neighborhood as someone else
in the office. You want a ride home from work. You may want to get
a little information about where to meet. Add a little personal
informaticn and chit-chat with the call.

You are in no hurry to get off the line.

TELEPHONE CALL==---- TO RECEPTIONIST

You are Mr. Hilliam C. Alley. You are in town and want 1o come in and
pay your payment. How much is it and how long will the office be

open? This one should be short and sweet.

TELEPHONE CALL=------ TO CASHIER OR POSTING AND TAX CLERK

You are Robert D. Barber. You are making your'16th payment this
month. In order that you can make an estimated income tax report, you
need to know how much interest you have paid in the last 6 months.l
The total is all you need. Be courteous but firm. You have to have
it as soon as possible. Hold the line while it is being computed

unless you are told otherwise. _

TELEPHONE CALL=-=-=~--~ TO INSURANCE CLERK

o
You are James J. Bywater. You have made arrangements with another

insurance company to provide_insurance for your property. You want to
cancel the current insUrance and receive the amount of money now‘being
held in the insurance reserve fund; It has been nearly 12 months since
the insurance has been paid so there should be 11 months reserve in the

account. How much do I have in my insurance reserve?
-86-
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TELEPHONE CALL------ TO CASHIER

You are Carl J. Beckstead.

You have received the coupon book for Mr. Beck and would appreciate
receiving the proper book'so that you can make your payment. Refuse
to make the payment witi ut the booklet. It is already past due. Act

a little perturbed but cool down quickly if the response is friend]y.

TELEPHONE CALL----~- TO CASHIER

Your name is Harold M. Packer from Shelley, Idaho. In reality you
are not even a torrower of BOP, INC. but yoﬂ think you are. You have
just purchased a new house and the real estate people told you that
the mortgage would be taken out through BOP, INC. You have not
received the coupon book and don't know Yor sure how much the monthly

payment should be.. Be polite but quite "thick headed."

The answer you are after is that they have no record of your loan.

~Play it by ear from there.

TELEPHONE . CALL===~=- 70 VICE PRESIDENT

You are the chairman of the community'chest drive.

Ask for the Vice President and a $500 donation to the Community Chest.
Most of the up and cominé businesses in town are donating this amount
and you sure would like to see BOP, INC. join ranks.

Give a sales pitch on the values of the organization.
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TELEPHONE CALL-~---- TO POSTING AND TAX CLERK

You are Delbert Y. :Allan from Hailey.

You are making your next .payment and you and your wife had a friendly
little "discussion" about how much interest is being paid with each
payment. You toid her that you would ca11;and find out. You are

making your payment of $42.00 and it is payment #233. How much interest
are you paying this month? This is a friendly argument and try to filT
the clerk in on the entire.picture. Tell her a lot more than she needs

to know. Be hard to turn off.

TELEPHONE CALL~----- TO INSURANCE CLEKK

Your name is Brian A. Booth.
Your house was damaged yby a storm recently. You have filled out all
of the forms and filed a claim. Where is the jnsurance clerk?

Be quite abrupt and demand immediate action.

TELEPHONE CALL-----~TO VICE PRESIDENT

You are Heber Jones of the Beneficial Bank.

You have an appointment with'thc Vice Pr:sident on Friday of next
week at 3:00. Due to business conflicts, you must be out of town and
cannot make the engagement. You will call back as soon as you return.

You may be gone for several days.
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TELEPHONE CALL-==~=-- TO POSTING AND TAX CLERK

Robert E. Adamsoii from Grace, Idaho.

Have my taxes been paid? How much were my taxes last year?
TELEPHONE CALL~===-~ TO VICE PRESIDENT

You are Pérry G. Ahlander.
(angry) Recently received notice that payment had increased $10

per month. Uhy?

TELEPHONE CALL----~- TO CASHIER

Victor G. Allen
Can I be late with my ncxt payment? I have been sick, or off work,

or I'm buying a car. Will there be a late charge?

TELEPHONE CALL-~==-~ TO CASHIER

Wallace P. Agnew

Mailed partial payment this mcirning, the rest of the amount will'be
mailed at the end of the month. Will I have to pay a late charge?
TELEPHONE CALL---~-- TO POSTING AND TAX CLERX

You are the Credit Buréau.
What was the original amount of the loan for Melvin T. Adams?

How much does he pay each month?
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TELEPHONE CALL-~-~-~ TO POSTING AND TAX CLERK

.You are Harold F. Aland.

I am making out an estimated income tax form and need to know how

much interest and taxes I have paid up from January 1 to June 30.

TELEPHONE CALL------ TO POSTING AND TAX CLERK

You are Delbert B. Allen.
(Angry) Why did my taxes increase? BOP says there is $50
deficiency in the reserve, I cannot pay that much now. Can I pay

taxes for just part of the year?

TELEPHONE CALL---~~-~ TO RECEPTICNIST

You are William C. Alley.
I got a parking ticket while waiting to see the Vice President,

what are you going to do about it?.

TELEPHONE CALL-~---- TG VICE PRESIDENT

You are Wendell R. Alder.
Can I be Tifteen days late in making my payment? Since I am

notifying you, will I have to pay a late charge?
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TELEPHONE CALL------ TO VICE PRESIDENT

Paul G. Addisen
Because of financial difficulties, I would iike to skip the next

payment. Will there be an additional interest charge?

TELEPHONE CALL------ TO POSTING AND TAX CLERK

Curtis F. Akerlind

How much in taxes have I paid from January 1 to September 30?

364
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PHASE IV TELEPHONE CALLS

TELEPHONE CALL-~--- TO VICE PRESIDENT

You are Martin T. Akins of Chester and you have your home mortgaged

by BOP, INC. You want to trade homes with an individual fram

Ephraim but must have BOP's approval because the mortgage must be
transferked. You wrote BOP a letter concerning this a short time ago,
but have not és yet received an answer. If the letter has been answered,
you will want the letter read to you over the telephone.' ‘Remember,

you can be Mrs. Akins calling for your husband.

TELEPHONE CALL-~--+TO INSURANCE CLERK

You are Melvin T. Adams of Boise and\BQP,.INC., keaps getting you

mixed up with a Mark G. Adams. You are refurning all the papers you

have received for}Mark G. Adams, but you do not know your mortgage payment
amount. You also want to know how much of this montéhly payment if for

insurance. Remember, you can be Mrs. Adams calling for your husband.

TELEPHONE CALL-----TO INSURANCE CLERK o e
You are William J. Andrew of Rexburg and you want to know how much
insurance BOP, INC., requires on each of its loans. Remember, you can

+-be Mrs. Andrew calling for your husband.

. TELLEPHONE CALL---~-- TO POSTING AND TAX CLERK
You are Wallace P. Agnew of Pocatello, Bannock County, and you wish to
know how muéh'you'paid in taxes last year. ‘Remember, you can be Mrs.
Agnew calling for‘your husband.
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TELEPHONE CALL----- TO CASHIER

You are Howard C. Anderson of Castleford and you are trying, without
giving your name, to find out what BOP, INC., thinks of your payment
habits. You are thinking about borrowing some more money and want to
know where you stand.

Remember you can be Mrs. Anderson calling for your husband.

TELEPHONE CALL----~ TO VICE PRESIDENT

You are William G. Abney of Boise and you wish to make an appointment

to clarify one of your loan documents. You do not believe vou have

been getting a fair share. Remember, you can call as Mrs. ﬂbney.
TELEPHONE CALL;-~-~TO INSURANCE CLERK

You are Charles Able of Arco and you cannot understand why your
mortgage property must be insured. If you didn't have tu pay a

certain amount each month for insurance you would have $lb.60 more money

for yourself. Remember, you can call as Mrs. Able.

TELEPHONE CALL-~~~- TO EXECUTIVE SECRETARY

You are F. Blaine Abraham of Declo and you have hit it 1ucky in the
- stock market. You wish to make an appointment with the Vice ﬁfesident
so you ‘can get all your obligations to BOP, INC., cleared up. Remember,

you can call as Mrs. Abraham.
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TELEPHONE CALL----- TO EXECUTIVE SECRETARY

You are.Howérd C. Anderson of Castleford and jou would like to make an
appointment with a Vice President so you can i1l out another Tloan
app]iéation. You do not believe you filled out your original application

correctly.

TELEPHONE CALL----- TO RECEPTIONIST
You are Harvey M. Ahlstrom of Sun Valley and you have recently been having
trouble making your checkbcok balance. Yeu are ca]]inggagg,:INC., to see .
if BOP will hold up on cashing your chéck you have just séﬁtvthem. This
call should be transferrad to.the Vice President. Remember, you can call

as Mrs. Ahlstrom for your husband.

TELEPHONE CALL~---- TO .EXECUTIVE SECRETARY

You are Robert M. Addams of Springfield and you wish to know if your
| 1etter cbnéefﬁinévybﬁfkréthfﬁéhg f6}BYU.to gét awmaéter‘s‘dééreébh5§M“5ééhwf
answered. If your letter has been answéred, you wish to have the answer
read tc you over the telephone because you have not as yet received it.

Remember, you can be Mrs. Addams calling for your husband.

TELEPHONE CALL-~==-- TO INSURANCE CLERK
You are Ted A. Albertson of Ucon ang you would 1ike to know how much of
your mortgage payment goes for insurance. Remember, you can be Mrs.

Albertson calling for your husband. Answer is $1.80.
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..want._to knowhhow much the taxes.were on your mortgaged property.

TELEPHONE CALL----- TO INSURANCE CLERK
You are Perry G. Ahlander of Idaho Falls and you wish to know how much
your insurance coverage is and how much you pay each month for insurance.

Remember, you can be Mrs. Ahlander calling for your husband.

TELEPHONE CALL-<=-- T0 VICE PRESIDENT
You are Roy A. Arnold, locally known as “The Baron of Hayfield," and

you recently wrote a letter to BOP, INC., concerning a loan to build

‘an air strip and lodge to cater to the very wealthy. You have not as

yet received a reply.. If a reply has been made, you would 1ike the
letter read over the telephone to you; Remember , you can be the

Baroness of Mayfield calling for your husband.

TELEPHONE CALL----- T0 POSTING AND TAX CLERK

You are Henry L. Abernathy of Idaho Falls, Bonneville County, and ydu

Remember, you can be Mrs. Abernathy cé11ing‘for your husband.

e

TELEPHONE CALL-----TO INSURANCE CLERK

You are Reese A. Allsop of Boise and you want to know who the insurance
company is that insured your mortgaged property. You want to contact
them personally.

Remember, you can be livs. Allsop calling for your husband.
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TELEPHONE CALL----- TO VICE PRESIDENT

You are Robert E. Adamson of Grace and you want to know if you can
make your payments in a rather erratic manner. You want to make three
monthly payments, then six months later make three monthly payments.
You believe the early payments will make up for the late ones and .it
will balance out. Remember, you can be Mrs. Adamson and call for

your husband.

TELEPHONE CALL----- TO RECEPTIONIST

You are Charles D. Ackerson of Blackfoot and you wrote a letter to
BOP, INC., requesting a breakdown of your monthly payment which is
$120. You have not yet received an answer to your ietter and you are
wdndering why, because you need to know the information for a business
deal you are involved in at the moment. Remember, you can call as

Mrs. Ackerson.

TELEPHONE CALL----~ TO EXECUTIVE SECRETARY

You are Mr. Howard F. Aland of Arimo and you would like to make an
appointment with the Vice President to talk over some of your mortgage
documents.

You do not understand all the clauses in your agreement.

Remember, you can call as Mrs. Aland making an appointment for your

husbénd.

)

—

-96-
369



TELEPHONE CALL----- TO CASHIER

You are William C. Alley of New Meadows and you i-:se noticed in the Welcome
Letter you received4that‘it Was all right to contact BOP, INC., whenever
you had a question. You are wondering if this is correct and, if it is,
you wouid 1ike to know how much interest you paid on Payment 127.

Remember, you can call as Mrs. Alley calling for your husband.

TELEPHONE CALL-=--~ TO VICE PRESIDENT
You are Clifton A. Abbott of Shelley and you are curious as to
whether BOP, INC., will allow chattel mortgages. Remember, you can be

Mrs. Abbott calling for your husband.

TEL £PHONE CALL~~~-- TO VICE PRESIDENT

__You are Peter G. ,,As“éx of Idaho Falls and you wrote BOP, INC. a letter

requesting an Annual Statement. You have not yet received your Annual
Statement and you are getting disgusted.

Remember, you can call as Mrs. Ackley.

TELEPHONE CALL~~==- TO CASHIER
You are Gary R. Albee of Idaho Falls and you wish to know the name of
your investor as you wish to contact the company personally. Remember,

you can be Mrs. Albee cailing for your husband.

-97-
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TELEPHONE CALL-=s=-- TO RECEPTIONIST

You are Daniel R. Alsop of American Falls and you would like to know

if BOP, INC. wiil accept a chattle mortgage. You have a large number
of sheep you would Tike to mortgage to build a new home for yourself.

Remeinber you can be Mrs. Alsop calling for your husband.

TELEPHONE CALL~===-- TO ANY POSITION

You are a al good friend of the person you are calling. You have some
extra time from your work and just want to chat for a while. Be a little
persistent and refuse to hang up. You have nothing to do and want to
kill a Tittle time. You may want to talk about a date or what you are
going to do this evening, etc. Try to keep the person from getting

.. back on the job.

TELEPHONE CALL------TO INSURANCE CLERK

" You are Charles Able. You are investigating the possibility of changing
insurance companies and want to know how much you pay into your
insurance reserve each month and how much it totals each year. This
should be treated as.a routine call by both you and by BOP, INC. Get

the information as quickly as'possible. You are in a big hurry.

TELEPHONE CALL------ TO POSTING AND TAX CLERK
‘You are Richard M. Addams. You need one simple ansWer from this clerk. What
is the total ycarly tax reserve for your property. Make the call very

brief and to the point. 99




TELEPHONE CALL-----~ TO CASHIER

You are Clifford”Adair nf Arco and you wrote to BOP, INC. requesting a
comprehensive breakdown of your $42 mortgage payment. You have not as
yet received an answer.

Remember, you can be Mrs. Adair calling for your husband.

TELEPHONE CALL~fj---T0 EXECUTIVE SECRETARY

You are Paul A. Ackman of Payette and you have an insurance claim

a couple of months ago but the insurance company claims you do not have
a policy with their company. You wish to make an appointment with the
Vice President to clarify the situation.

Remember, you can be Mrs. Ackman calling for your husband.

TELEPHONE CALi------TO CASHIER
You are Roy P. Abernathy of Boise and you wish to know how much you still
must pay back. In other words, you wish to know the balance of your loan.

Remember, you can be Mrs. Abernathy calling for your husband.

TELEPHONE CALL--=--- TO CASHIER |
You are Charles W. Atwood ¢f Teton and you cannot remembef if you made
youyr mortgage payment iast month.

Remember, you can .be Mrs. Atwood calling for your husﬁéﬁﬂ;
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TELEFHONE CALL--~~-- TG INSURANCE CLERK

Your name is Mr. Kimball (dun't cive firét name unless you are asked
specifically for it. Use George if you need it.) You are an insurance
auditor for the Beehive Insurance Company and your job is to check
policy holders to see that their property is what they say it is. You
have been checking a Mr. Robert A. Bennion as you have heard that he is
using his basement for producing fire crackers which is against the
rules of the insurance policy. You want the insurance clerk to call
Mr. Bennion and ask him if this is true. If it is true, the insurance
rate will have to be raised to compensate for the increased risk.

After the insurance clerk has called Mr. Bennion, he is *3 call you back
and report on the findings. THIS IS A VERY VITAL MATTFR AND IS TO.BE
HANDLED IMMEDIATELY OR THE INSURANCE WILL BE TERMINATED. When the
insurance cler.. calls for Mr. Bennion, deny that you are making fire
crackers. Let a hint slip that you are lying and play it by éar from

there. You may even change your story if you get caught in your lie.

TELEPHONE CALL------ TO RECEPTIONIST

As scon as the receptionist answers the phone begin your conversation by
saying "1 have lost my coupbn." Act frantic because your husband told

you to pay the bills just before he left town. He will be out of town
fok}four weeks and will skin you alive if he returns‘and finds»thatfyou
haven't paid the mortgage. You are Mrs. Joseph Benson:and your payment

is around $155 or so. BUT DO NOT VOLUNTEER EITHER. Make‘the'receptionist

beg you for that information. Be rattled during the entire conversation

and keep repeating that you have lost your coupon. GOOD LUCK!
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TELEPHONE CALL~----- TO VICE PRESIDENT

You are Carl M. Ames of Oakley and you would like an appointment with
the Vice President so you can talk over some clauses you don't under-
stand in your mortgage contract. Specifically, you do not understand

the early payoff fce.

Remember you can be Mrs. Ames.

TELEPHONE CALL~~~--- TO CASHIER
You are Howard C. Anderson of Castleford and you are trying, without
giving your name, to find out what BO?, INC., thinks of your payment

habits. You are thinking about borrowing some more money and i.ant to

. know where you stand.

Remember you can he Mrs. Anderson calling for your husband.

TELEPHONE CALL~~---- TO VICE PRESIDENT

You are Wiiliam G. Abney of Boise and you wish to make an appoiniwent
to clarify one of your loan documents. You do not believe you have
been getting a fair share.

Remember ycu can call .as Mrs. Abney.

TELEPHONE CALL-~-- -~":" CASHIER
You are Porter F. Angus of Inkom and you want to know -who your
investor is so you can contact the company perSOna11y.
Remember you can be Mrs. Angus calling for y:ur husbard.
-102-
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TELEPHONE CALL------ TO CASHIER

You are Thayne G. Abrams of Firth and you recently wrote a letter to
BOP, INC. requesting BOP to refinance your 1oan; You have not heard
from anyone as yet on this request so you are calling to see why you
have not heard. | '

Remember, you can call as Mrs. Abrams.

TELEPHONE CALL----~- 70 RECEPTIONIST

Begin your call by asking "Is this the BOP Insurance Company?"

If the answer is yes, ask how you go about getting car insurance on

your new Red Firebird Pontiac Convertible. If the answer states that
this is a mortgage company and not an insurancs wompany, cordially
conclude your call by apologizing for getting the wrong number.

Follow through with the conversation until the receptionist realizes that

this 1is the wrong number.

TELEPHONE CALL------TO POSTING AND TAX CLERK
You are Curtis F. Ackerlind of Blackfoot and you wish to know how much
you pay annually for taxes and insurance.

Remember, you can be #rs. Ackerlind calling for your husband.

TELEPHONE CALL------ TO POSTING ANDTTAX CLERK ,
You are RudolfﬂD. Albert:of Pérjs and .youwish ‘to know.the interest

rate you are paying on your mortgage amount.

'Remember you can czall as Mrs. Albert for your husband.

* ™
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TELEPHONE CALL-~~--- TO EXECUTIVE SECRETARY

You are Mr. Fobert H. Abel of Pocatello. About a week ago you wrote a
letter to BOP, INC. requesting a breakdown of your loan payment. You
have not received an answerzas yet and you are wondering if the

letter has been answered.

Remember, you can be HMrs. Abel.

TELEPHONE CALL--=~--- TO EXECUTIVE SECRETARY

You are Victor G. Allen and you recently wrote a letter to BOP, INC.
asking for additional loan so you could build an eating establishment

at Cove Fort. You would like to know if the letter has been answered
and, if it has, you would like the letter read to you over the telephone.

Remember, you can be Mrs. Allen calling for your husband.

TELEPHONE CALL~-~~--~TO POSTING AND TAX CLERK
You are W. Russell Andreason of Glens Ferry and you are concerned
that the two gypsum piants in Sigurd will raise your taxes. You want

to know whether BOP, INC. has any knowledge concerning a raise in taxes.

TELEPHONE CALL-~~--~ TO POSTING AND TAX CLERK

You are James R. Anthony of Aberdeen aii you want tu know row much
interest you have paid in the last six moﬁths. You also want tu know
at what interest rate you borrowed your miney.

Remember you can be Mrs. Anthony calling for ydur husband.
' -104-
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TELEPHONE CALL-~~--- TO POSTING AND TAX CLERK
You are George E. Arnell of Aberdeen and you wish to know if BOP, INC.
has any other Arnells as customer.

Remember, you can call as Mrs. Arnell.

TELEPHONE CALL--~--~ TO POSTING AND TAiwCLERK

You are Walter H. Allred of Glens Ferry, and you are wondering if a
mistake has been macde. TI.. talking to your County Assessor you find

he says you paid over $500 in taxes iast year. Your assassor says he
is sure you did not pay over-$325 in taxes. According to your Annual
Statement received from BOP, INC. you paid $306.60 in taxes. You are
wondering who is right. ‘

Remember you can be Mrs. Allred calling for your husband.

TELEPHONE CALL------ TO POSTING AND TAX CLERK _

You are Mari: G. Adams of Blackfoot and‘ybu are very wealthy. You wish to
know'how much of your monthly mortgage payment goes for taxes. You also
wish to know how much in texes you paid last year.

Remember you can be Mrs. Adams zalling for your husband.

TELEPHONE CALL----~~ TO CASHIER

You are Paul G. Addison oF Rexburg and you have not received an answer
'to your letter request1ng 1nfornat1on You want to know how much
interest you have paid in they]q;t 12 months.

Remember , you can be Mrs. Addisor calling for your husband.
g \
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SUGGESTED RUSH JOBS FOR USE IN PHASE IV
OF THE
BOP SIMULATION

LIS ER T




PROCEDURES FOP RUSH J0BS

Clear your desk so you can work through the rush job as
efficiently as possible.

Answer your teiephone as you would diring the regular day and
respond as quickly as possible. Get back to the rush job
immediately.

Quit working on the rush job when you are told to do so. If
you finish the job before you are asked to stop, hand carry it
to the President.

DO NOT INCLUDE THE RUSH J0B WORK WITH THE REGULAR DAY'S WORK.

The rush job will last for one-half hour (30 minutes).

TEACHER'S NOTE: THIS SHEET SHOULD ACCOMPANY ALL RUSH JOBS.
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VICE PRESIDENT RUSH JOB
TEAM 1

You are to complete a payroll. The amounts to be paid are as
follows:

Vice Pres:iacnt $800
Executive Secretary 600
Receptionist/

Administrative Assistant 525
Cashier 450
Posting and Tax Clerk 410
Insurance Clerk 390

You are to compute an eariv payoff for William J. Andrew as of
payment #13.

You are to compute an annual Statement as of Apr11 15 for
William J. Andrews. -

VICE PRESIDENT RUSH JOB
TEAN 2

You are to complete a payroll. The amounts to he paid are a2
follows:

Vice President $800
Executive Secretary 550
Receptionist/

Administrative Assistant 475
Cashier 400
Posting and Tax Clerk 360
Insurance Clerk 310

Compute an early payoff for Silas R. Busii as of rpayment
number 33.

compute an annual Statement as of April 15 for Silas R. Bush.
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EXECUTIVE SECRETARY RUSH J0B

1. You have five letters to type. Three must be transcribed from the
enclosed tape, and tvo must be typzd from the attached rough draft.
Be ;ure to make & carbon copy of ecach letter.

{ROUGH COPY)

YMr. Roger Melson, President, The State Insurance Company,
Salt Lake City, Utah 84112

Dear Mr. Nelson, Many of the employees in our company have expressed the
desire to have a plan for group insurance explained to .them in detail.
e should like to develop more interest in. this subject. e find, how-
over, that insurance must be thoroughly understood by one before he can
explain group insurance to the employees in our fimm. None of us has
the up-to-the-minute information that we should have to make such a
talk. . .

would it be possible to arrange to have a representative of your company
come to our office next Yednesday and explain the subject to our employees.

Very truly yours,

.. Business Consultants, Inc.
" 2392 Michigan Boulevard, Chicago, I17inois 60601

Thank you for your recent request to meet with me to plan a possible
study of our office layout policies. I appreciate your interest, but I
do not feel that we need your services at this time. ‘
Being a new organization, onsulted with a firm from Los Angeles
when we set up our office. .. are very pleased with the present layout,
and we do not expect to make any changes in the near future.

If we should ever decide our office layout needs to be improved, we
will contact you.

Very truily yours,

-108-
381




EXECUTIVE SECRETARY RUSH JOBS
(continued)

Transcription letters (to be put on transcription belts)

Mr. John Wilson

285 3rentwood Road

Ogden, Ilitah 84401

Dear Mr. Wilson:

Vou are one of five appiicants selected from more inan forty for whom we
are granting personal interviews. Your fine application letter and well-
organized data sheet made a good impression. I wish more ycing people
realized the importance of these two items when applying for a job.

Please call our receptionist and arrange for an interview with .me within
the next two weeks. I look forward to this opportunity to talk with you.

Very truly yours,

Dr. Roy Thomas, President
Stevens Business Coilege
Becker Drive Los Angeles, Califormia 90012

Dear Doctor Thomas:

I regret that I will be unable to speak at your conference on June 10. I
will be out of town that week on a business trip.

I have always enjoyed participating in your conferences, and I with you
success in this year's meeting. If I can be of service at a later
date, please let me know.

Sincerely yours,



EXECUTIYE SECRETARY RUSH J0B
(continued)

~

Transcription letters (tc be put on transcription belts)

Mr. Alan Sessions

Chairman, Heart Fund

25 South Temple Avenue

Salt Lake City, Utah 84112

When you telephoned this morning, you asked me to send you the pames of
all volunteers from my area. We have just five working at the present
time. The names of these volunteers are given below:

Ben Carver Ann Hadley Pauf Roberts
frank Curtis Louise Otto .

We are having our second meeting next Monday, and I plan to distribute
the information sheets and materials that I received at the district
meeting. You should recnaive the “irst contributions in about two
weeks .

We are looking forward to a successful campaign.

Sincerely yours, =~
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ADMIMNISTRATIVE ASSISTANT RUSH JCB

TEACHER'S NOTE: THIS RUSH JOB MAY BE COMBINED WITH RECEPTIONIST
RUSH 508B.

——t
.

Space these calls so that theyv are at least five minutes apart.

2. Each Executive Secrectary is to receive cae call.

3. Each pPosting and Tax Clerk is to receive two calls. The first two
calls for the Posting and Tax Clerk sihwould go to one person and the
second two calls should go to the other Posting and Tax Clerk.

4. HMake these calls as you normally would. Be sure to make out an
Activity Log Sheet and evaluate each call.

TELEPHONE CALL TO EXECUTIVE SECRETARY

You are Mr. or Mrs. Clifton A. Abbott. You recently received a letter
from BOP. INC. teliing vou that you did not have enough money in your

" tax reserve to pay your taxes. The tetter requested you send a check

for the additional amount. You have lost the letter and cannot remember
the amount. Ask the Executive Secretary to check the files to find the
amount.

Answer: $36.G0

TELEPHONE CAL!, TO EXECUTIVE SECRETARY

You are Mr. or Mrs. Reese A. Allsop. You recentiy received a letter

from BCP, INC. telling you that you did not have enough money in your
tax reserve to pay your taxes. The letter requested you send a check

for the additional amount. Ask the Executive Secretary to check the
files to find the amount.

Answer: $103.32
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ADMINISTRATIVE ASSISTANT RUSH JOB
(continued)

TELEPHONE CALLS TO POSTING AND TAX CLERK

You are Mr. and Mrs. Gerald C. Berg, and you wish to know how much
your monthly payment to BOP, INC. is.

Answer: $35

You are Mr. or ilrs. Keith M. Bingham, and you wish to know what
portion of your montnly payment goes into your tax reserve.

Answer: $46.02

You are Mr. or Mrs. Walter H. Allred, and you wish to know how much
your monthly payment to BOP, INC. is.

Answer $139

You are Mr. or Mrs. Delberti V. Allan, and you wish to know what portion
of your monthly payment goes into your tax recerve.

Anserr: $10.72
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RECEPTIONIST RUSH JOB

TEACHER'S NOTE: THIS RUSH JOB MAY BE COMBINED WITH THE ADMINISTRATIVE
ASSISTANT RUSH JOB.

1. Type final copies of the two rough drafts attached to this sheet.
Be sure to make a carbon copy.

2. Make additional corrections as necessary.

3. Write a letter to the president asking for a raise in pay. Be sure
to justify your request. Also, be sure to maks a carbon copy.

Mr. James Short, 457 Central Avenue, Phoenix, Arizona 85004

Dear Jim, I don't know whether Walter Youse, president of the Phoenix
chapter has contacted you or not about the poll being taken by the
planning Committee. In case he has not, I am enclosing a pamphlet
that explains. the overall plan and details our part in it.

Since you served with us on the original committee, will you serve with
us again this year. e continue to need your help and advice on this
important matter.

Walt would 1ike to have our part of the survey completed by the first
of August. I believe that we can do this since we have already
outlined what we plan to do in order to cover the subject.

Our next meeting will be held at Newhouse's on April 7 at 7:30 p.m.

A second meeting will be held on April 15--same time and place.

See you there. .

Very truly yours,
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CASHIER RUSH J0B
You are to post the attached coupons to the proper Investor's
Ledgers.

You are to complete a Daily Summary and Recap as you post to the
Investor's Ledgers.

You are to send a Welcome Letter and Payment Facts Sheet to the
borrower making his first payment.

A sample Welcome Letter is in your manual.
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CASHIER RUSH J0B

1. Several bad checks {checks which were returned by the bank because
the drawer did not have sufficient funds in his account to cover
the check) have been returned to BOP, INC.

2. uhen BOP, INC. makes a bank deposit, a portion of the deposit goes
to each Investor's account. How much each Investor receives is
determined by the Daily.Summary and Recap amounts. Because the
tracing of an individual check to a particular Investor's account
would be very difficult, BOP, INC. upon receipt of a bad check
jmmediately makes out a check to the First Sincerity Bank of Idaho
(this is where BOP, INC. maintains its account) to cover the bad
check. This keeps individual investor accounts from being affected
by a bad check.

3. You should make out a check to the First Sincerity Bank of Idaho for
the total of the bad checks you have received.

4. You should write a letter to each individual who is responsible for
a bad check telling him he must make the check good within a few
days.

5. A sample Bad Check Letter 1is in your student's manual.

TEAM 1
TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush

Job at this point. The check should be written out to BOP, INC. for
$35 by Gerald C. Berg. The check should be marked Insufficient Funds.

TEAM 2
TEACHER'S NOTE: You should attach a bad check to the Cashier's Rush
Job at this point. The check should be written out to BOP, INC. for

$120 by Norman E. Bishoff. The check should be marked Insufficient
Funds.
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POSTING AND TAX CLERK RUSH JOB

taxes on all mortgaged property.
a certain amount each month for taxes to BOP, INC.; and this amount

js set aside to pay the taxes on that borrower's mortgaged property.
To find the amount of taxes on each piece of mortgaged property, the
Posting and Tax Clerk sends the original of the Loan Card to the
county assessor of the county where the property is located. The
county assessor writes the amount of taxes due for that property on:
the back of the loan card and returns it to BOP, INC. If the borrower
has paid enough money into his tax reserve, BOP, INC. then pays the
More money must be requested if the

taxes on the mortgaged property.
borrower has not paid an amourit sufficient to cover the taxes due.

1. BOP, INC. has an agreement with each Investor that we will pay the
Therefore,

each borrower must pay

2. You should type a letter requesting the tax assessment for each
borrower listed on the attached sheet.

3. Only one letter needs to be sent to each county assessor requesting
the tax assessment even though there is more than one Loan Card for

that county.

4. A sample Tax Request Letter and thevnames and addresses of each
county assessor are found in the Student's Manual.

5. To find the enclosure(s) (Loan Cards) for each letter, you must go
to your Loan Card File which is filed first by county and then
alphabetically by name within that county.
Card should be enclosed with the Iatter and the duplicate should be
left in the Loan Card File.

The original of the Loan

6. Upon completion of this task sheet, begin immediately with the next '
task sheet using the loan cards you have retrieved from the file.

Tax Notices Due

Douglas E. Bond
Phillip W. Armstrong

Tax Motices Due

Donald J. Ballard
Alden M. Brown

TEAN 1

TEAM 2
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POSTING AND TAX CLERK RUSH JOB

Each county assessor has written the tax assessment (the taxes due)
on the back of each Loan Card and returned it to BOP, INC.

You should check the tax assessment against the tax rescrve amount ;
for each borrower. The yearly tax reserve can be found by multiplying
the amount of the monthly tax payment (found on the borrower's ledger
by 12.

You should pay the taxes for each borrower with sufficient money in
his tax reserve. You do this by having the Receptionist write a
check to the appropriate county assessor and enclosing this check
with a letter of transmittal. Only one check needs to be sent to
each county assessor to cover all the borrowers in that county.

You should type a lett@r of transmittal to transmit the check to the
appropriate county assessor. The check should accompany the letter
of transmittal when it goes to the Vice President for signature. A
sample letter of transmittal and the names and addresses of each
county assessor are in your student's manual.

Be certain the Loan Cards are refiled when you are finished working
with them.
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INSURANCE CLERK RUSH J0B

1. A1l insurance po]icies,reéeived by BOP, INC. must be processed to
determine if the right customer, property, and mortgage amount is
covered by the insurance. '

2. By using your Master Customer List you can determine whether these
three things on each policy are correct.

3. You should fill out an Insurarce Correction Form on each incorrect
policy.

4. You should write a Premium Letter to each borrower with a correct

policy telling him his insurance has been approved. A sample
Premium Letter is found in your Student's Manual.

TEACHER'S NOTE: PREPARE A SET FOR EACH TEAM.
Policy No.: 05-038 |

Insuree: American Western Life Insurance

Insured: Paul G. Addison, 353 South 1100 East, Rexburg, Idaho 83440

Property Description: Lot 2 Block 18 Sunrise Heights, Extension #9,

Rexburg, Idaho

Amount of Coverage: $14,000

Effective Dates of Policy: November 1, 1969 to MNovember 1, 1972

Cost of Coverage: $84.00
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INSURANCE CLERK RUSH JOB

1. BOP, INC. has an obligation to its investors to keep all mortgaged
property adequately insured.

Sometimes a borrower does not respond to a request for additional
insurance funds as rapidly as BOP, INC. would like.  When this
happens, BOP, INC. usually receives a Policy Cancellation Notice
from the insurance company indicating a policy is about to expire
because of nonpayment of premium.

N

3. A Policy Cancellation Letter must'.then be sent. to the borrowar . .
indicating that action will be taken if he does not send the add1t1ona1
amount necessary to pay the premium. A sample Policy Cancellation
Letter is in your Student's Manual.

4. You are to send a Policy Cancellation Letter to each borrower
identified by a Policy Cancellation Notice.

5. The loan number and policy number are identical.

POLICY CANCELLATION NOTICE

TEAM 1
BOP, INC.
Career Avenue
Going Places, Idahc 83221 !
Gentlemen:

Subject: Insurance Policy No. 03-006

Subject policy will be cancelled on October 1 if renewal premium is not
received.

Present coverage is effective until end of thirty-day grace period.

Sincerely,

John Jones
Premium Clerk

jal
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- INSURANCE CLERK RUSH JOB

On the accomganying sheet you will find the names of borrowers for whom
you are to renew insurance policies.

You should check the cost of renewal against the insurance reserve
amount for each borrower. The yearly insurance reserve can be found
by multiplying the amount of the monthly insurance payment (found
gither in your Master Customer List or on the Borrower's - Ledger)

y 12.

If the insurance reserve is sufficient to cover the amount of the
premium, you should have the Receptionist write a check to the
appropriate insurance company. Only one check covering the insurance
for all borrowers whose premiums are due needs to be sent to each
company.

You should type a letter of transmittal to transmit the check to the
appropriate insurance company. The check should accompany the letter
of transmittal when it goes to the Vice President for signature. A
sample letter of transmittal and the names and addresses of each
insurance company are ¥:; Jaur Student's Manual.

If the insurance reserve is insufficient to cover the insurance
amount for a particular borrower, you should type a letter to that
borrower asking for additional funds. A sample letter is in your
manual. . ’

TEAM 1

Insurance Policy Renewals Cost of Renewal Policy No.

Max D. Bowman $ 32.04 02-023
Alden M. Brown i37.05 11-059

TEAM 2

Insurance Policy Renewals Cost of Renewal Policy No.

Elson R. Brady ¢ 90,00 04-093
John R. Briggs 154.70 . 03-056

393
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INSURANCE CLERK RUSH J0B
(continued)

Policy No: 09-080

Insuree: California Western Life Insurance

Insured: Clifford Adair, 1457 Van Buren Avenue, Arco, Idaho 83213

Property Description: Lot 16 Block 5 Sunset Road, Development #7,

Arco, Idaho 83213
Amount of Coverage: $4,300.00

Effective Dates of Policy: October 15, 1969 to October 15, 1972

Cost of Coverage: $32.04

Policy No: 11-066

Insuree: Farmers Insurance Group

Insured: F. Blaine Abraham, 2910 Cascade Way., Declo, Idaho 83323

Property Description: Lot 2 Block 12 Sunset Road, Addition #4,

Declo, Idaho 83323

Amount of Coverage: $18,000 _

Effective Dates of Policy: October 1, 1969 to October 1, 1971

Cost of Coverage: $108.00
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TNSURANCE CLERK RUSH JOB
(continued)

POLICY CANCELLATION NOTICE
TEAM 2

BOP, INC. . = = - &= E— € e - . P
Career Avenue

Going Places, Idaho

Gentlemen:

- Subject: Insurance Policy No. 06-029

Subject policy will be cancelled on September 1 if renewal premium is
not received. )

Present coverage is effective until end of thirty-day grace period.

Sincerely,

| John Jones
Premium Clerk

jal
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SAMPLE QUESTIONS FOR TEACHERS TO ASK DURING INTERVIEW

1. What are your plans for the future?

What grades are you getting in school?

What courses do you enjoy most in school?

what courses do you dislike the most in school?
What are some of your hobbieg?

Do you belong to any clubs?

N oy B W N

How did you become interested in our firm?

8. What makes you think you will like this type of work?

9. Do you own an automobile?

10. Do you feel that you get along well with peopie? Why?

11. What type of work have you done in the past? What companyé

12. Do you get along well with your parents? Brothers and sisters?

13. .How hany in your family?

14. Vhat is the condition of your health? How much school have you hissed?
15. What would you expect for a starting salary?

16. Do you think you can satisfactorily perform this job?

17. When can you start viork?

~123-
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What was your first impression of the applicant with respect to his
general appearance and manner?

What was your opinion of the épplicant's attitude?

Eaceptionally good Above averaar . Poor
Did the applicant appear as though .d
Cooperate well with others Be non-cooperative

What was your opinion of his temperament?
Emotions well controlled Average disposition
Somewhat excitable Inclined to be irritable

What was your impression with respect to his general integrity and
character? ; )

Did the applicant's general physical conditionland étature appear to
meet the requirements of the trade?

Extremely well fitted from a physical standpoint____

Normal physical fitness__.___ Questionable_

Unfit due to definite physical handicap____

Did your overall impression of the applicant during the course of -
the interview

Improve Remain the same_ Change unfavorably '

General comments:
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QUALITY

HIGHLY ACCEPTABLE
ACCEPTABLE

DOUBTFUL hOT ACCEPTABLE
' & WHY

prararaa

Personal appearance

- |Poise (self confidence)

Speech (tone and- grammar)

Personality

Attitude

Ability to make decisions®

Social courtesies

Acceptance of policies*

Mannerisms
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'L:] DUM, INL,

CAREER AVENUE
GOING PLACES, IDAHO

EVALUATION SHEET

SELF EVALUATION:

1. How do you react to stre. fuli uations?
2. How do you react to undue criticism?

3. How do you react to praise?

4., How do you react to constructive criticism?

5. How do you react to restrictions of dress, specific hours, Timited
released time, overtime work loads? :

6. How do you react to peers evaluating you?
/. How do react tc evaluating yourself?

8. When on the job, how do you react to friction between employees,
employer or friction from the outside world?

9. Any general comments that you found our about yourself while
working in BOP?

BOP, INC. EVALUATION

1. List weakness of the program.
2. List strenghts of the program.
3. List your recommended changes.

4. As an employee, what type of work did you find interested you the most?
(Be specific.) What type of wn»k interested you the least?

5. After being employed in BOP, INC., for a limited amount of tlme
have you come up with any specific ideas as to:

a. Would you work in an office full time
b. You would not work in an office full or part time

c. You are still undecided about what you want to do.
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Three Year Summary of Objectives Numbers 1 thru 7

of the Bingham County Career Education Project

OBJECTIVE I: Sixty percent of students in grades K-3 will have be-
come aware of self and others and aware of the world of
work- This wil? include having esteem for self and others
anc o distinguish between careers in the goods
and service é]usfers. '

For Objective I, a three year summary suggests the following:

1. That students in grades K-3 were exposed to numerous career education
concepts and activities. The primary goal of Objective I was to expose
at least 60% of K-3 grade level students to career education. It can
reasonably be stated that over the three year period of this project more
than 60% of the students were exposed to career education concepts. It
should be noted that such schools as Aberdeen, Stoddard, and Stalker ex-
posedrnear1y 1004 of their K-3 students to career education concepts.
These efforts far exceeded those requirements set forth in the first cb-
jective of the BCCEP. Career education activities consisted of self
awareness exercises, career awareness exercises, career resources, and
field trips.:

2. That studenfs didn't make significant gains in knowledge about career
information and data, but that some positive gains were identified. Stu-
dents did become more aware of various types of jobs, including those of
goods producing and service producing. Students were also exposed to the

concept of job clusters.
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OBJECTIVE II: Sixty percenf of students in grades 4-6 will have developed
self awareness and esteem for self and othex§3 awareness of
the world of work, and ability to distinguish and describe
career interests, career aptitudes, and work values..

For Objective II, a three year summary suggests the following:

1. Approximately 15 elementary schools eventually participated in the.BCCEPf
More than 60% of grade 4-6 level students‘eventually participated in the
projecf through a wide variety of career education activities and concepts
including field trips, career awareness and self awareness activities,
and exercises designed to help students percetve the relationships among
school, career interests, career values, and the world of work. Many
activities were integrated into the regular school curriculum and focused
on the DUSO Kit and TAD Kit.

2. The 4-6 grade level students did make some positive gains in. the.area of
career knowledge about careers and jobs, but they were not significant.
Students were able to demonstrate thedr understanding about the. relation-
ship among interests, values, school, and the world of work, even though
a relatively few were not able to define the terms interests and values.

3. That 4-6 grade .Jevel teachers used mini‘grants to develop bui]ding career
education plans and used seed monies to do career education in the re-

gular classroom through the regular curriculum.
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OBJECTIVE III: Sixty percent (60%) of junior high school students will
explore careers, explore self, make some tentative decisions
about self and careers, and participate in further~exp16ra-

tion of careers or career clusters.

Activity/Concept under Evaluation:

1. 60% of junior high school students will explore self and career fields.

THREE YEAR FINDINGS: This objective underwent considerablé change over the.
three year period. Initially, the thrugf was :toward participation.in-mini-
~units. Little was mentioned about self-exploration. - As the program.unfolded,
“this dbjécfive became one of the most'prominent and'bromising fbk fﬁétbtogfam.
Data from all three yearly final reports suggest that this objective.was met
by the project. Whereas percentages of students involved and grades.in school
~ of students involved varied year by year, overall, students were involved in.
exploration of self and career fields to the criterion set.
2. 60% of junior high school students will make tentative career.decisions.
THREE YEAR FINDINGS: Over the three year period information gathered from
the junior high schools which remained with the program indicates that for
these four Schoo]s taken together fifty pefcent (50%) of the students made

tentative career.decisions as compared to the sixty percent.(GO%) criterion.

3. By August 15, 1975, 60% of junior high school teachers and administrators

will have participated in a career exp]oratfon.work;hop. At the close .of the

workshop teachers will have developed a plan.for integrating career.exploration
_activities into their curriculum. Also, at the close of -the workshop each

principal and building cookdinator will have jointly developed a "Schaol Career

Education Plan (SCEP)". The plan will consist of:
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a. Program outcomes and career activities applicable to students

in the school,

b. A scope and sequence of career activities, experience, or
information for meeting the program-outcomes. Attached to
their section will be the career instructional plans that. ..
the teachers developed during the workshop, and the plans
of teachers who previously attended a summer career edu-
cation workshop.

The school plan will provide for student participation in
each ef the foi.owing:

1. self-awareness activiti=s designed to assist
students in self assec.ment.

2. 1in-depth exploration of. a se]f-selected career
or career cluster.

3. hands-on exploration experience.

4. involvement with community (business~-industry-
government or labor) in learning about various
careers.
5. career exploration information and activitiee
provided by the teacher in the classroum setting.
THREE‘iEAR FINDINGS:  For each of: the three project years,; a workshop was
held for teachers, building coordinators, canse]Ors, and administrators in-
volved with implementation of the program in their.respectivefschoo]s. In
general, it can be said the workshops were:well received and ®ventuated in
participant cutput consistent with the objective. In every -instance, some
participant output was late in being submitted. \Nonetheless, mini-courses,
building plams, alternatives to conventional.graduation requ?rements, etc.
did materia¥ize. The ultimate success of these workshops is reflected in

item 5.
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c. School guidance personnel will assist teachers in the development
of the activities for self-assessment and selection of a career

or career cluster for in-depth exploration.

THREE YEAR FINDINGS: In the opinion of teachers, counselors did not assist
them to the degree they required. This seemed to be <35 in evidence where
the counselor served as building coordinator. Moreover, it is the observation
of the evaluation team that much activity by counselors regarding the project
“and teacher welfare within the project was conducted independent of teacher -
scrutiny, andstherefore,would remain Tow profile in its impact. Gehera]]y,
'it is safe to assert that counse]oks efforts diﬁ aséist teachers, but perhaps

not as much as teachers would have wished.

d. During the wbrkshop the school administrator and the building
career coordinator with assistance of teachers may develop a
mini-grant proposal to assist in the achievement of the above

stated objective and the procedure-products.

Mini-grant construction and success relates only
to the final project year. Mini-grants were constructed, implemented, and,

in general, successfully carried out.

e. At itne close of the workshop, junior high teachers will demon-

strate a positive attitude toward career education concepts.

. THREE YEAR-EINDINGS: Overall, it can be said that after every workshop,
‘"%Eaéhers did:react positively to the workshop and to career education con-

| cepts. Attitudes did appear to become less positive toward the workshops,
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themselves, over the three year period due to what appeared to participants
to be redundancy in the programs offered. Nonetheless, positive attitude to-
ward career concepts, per se, did not appear t~ ‘iminish over the course o-

the project.

4, By May 20, 1976, 90% of junior high teachers will have partici-
pated in at least three career education inservice sessions

held during the school year.

THREE YEAR FINDINGS: Involvement in inservice sessions seemed, over.the

- three year period, to decline. During fhe first year of the program, much
activity was expended by tééchers in construction of career oriented materials,
and this was accomplished on-site. These, and other activities, could be seen
to meet inservice requisites for the first year; but, second year findings
suggest a decline in school participation in attempting to meet what, at thaf

~ time, was a seven session criterion. The third year found three of.the junior
high schools meeting the three session goal, with one junior high having no
inservice sessions.. This would imply a séventy-five percent (75%) success
rate. It seemed that schools at the junior high level were left pretty.much
to their own devices in meeting the inservice objective. Some took the

responsibility and succeeded; others did neither.

5. By May 30, 1976, 60% of junior high students will have
participated in the following during the school year:
a. at least three (3) self-awareness activities
desdigned for self-assessment, and in decision-
making for ninth grade students.

b. at least one (1) in-depth exploration of a
self-selected career or career clusters.
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c. at least thr.- .nds-on career exple
experiences.

d. at least two (2) activities involving the

community (business, industry, government or

labor). This could be through people in the

world of work coming to the classroom or stu-

dents going on a field trip..

e. at least three (3) classroom career information-

exploration activities or units related to class-

room subject areas.
THREE YEAR FINDINGS: Previous years' objectives correspo:ding to item 5
were stated in terms of involvement in career units or activities. Whereas
the program has been successful, year by year, in reaching its student involvement
criteria, it is probably the last project year that best reflects goal attain-
ment since it is the third year objective which is most aspirant and precisely
delineated. For involvement of students in three self-awareness activities,
the program was (based on an average percentage across junior highs) success~
ful for seventy-five percent (75%) of the students compared to the sixty per-
cent (60%) cri£éfion. In like manner, and again based on an average percent-
age, the progrém exposed sixty-six percent (66%) of the students to at least
one in-depth exploration-of a self-selected career or career cluster, beating
criterion by six percent (6%). Eight hundred sixty-one (861) students had at
least 3ix hands-on activities through involvement with PACE. Exclusive of
PACE, schools reported all children (100%) had at least two, while seventy-
five percent (75%) had three or more. In sum, the sixty percent (60%).in-
volvement rate was again excelled. Less success was had with community in-
volvement, with fifty percent (50%) of the students experiencing at least two

such activities. Likewise, the project fell five percent (5%) short of criterion

“for classroom career information-exploration activities, with fifty-five percent (55%)
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of all junior high students involved. Overall, these data reflect fairly
well the three year trend. Different schost stressed different criteria.
Where a»criterion was met by a particular school it was not just met,. it was
exceeded. Where a criterion was not met, there was still present evidence
which suggested an attempt had been made to meet the goal, but at a lower

priority level,
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OBJECTIVE IV. Sixty percent (60%) of senior high school students will
explore careers, declare their career intention, develop
-.a tentative plan for achieving the career, and.participate
in further career exploration or enroll in a vocational

program.

Activity/Concept under Evaluation:

1. 60% of'senior high school students will (a) explore careers, (b) de-
c]are their careerrjntention, (c) develop alternative career plans,
and/or (d) enroll in vocational education programs..

Specific questions to be answered here include:

1. Have students increased their active involvement in
career decision-making?

2. Have students increased their ability to (a) identify,
(b) locate, and (c) utilize sources of information to
solve career decision-making problems?
3. Have students increased their knowledge of the steps to
be taken and the factors to be considered in career
planning? :
THREE YEAR FINDINGS: Again, as with Objective III, the third year.results
are most indicative of global program impact. There is no doubt that students
at the high school level did increase active involvement in the career.decision-
making process; ability to identify, locate, and use sources of information to
solve career decision-making problems; and become aware of steps to be taken

‘and factors to be considered in career planning. All empirical indicators

point to this conclusion.
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2. By August 15, 1975, 60% of senior high school teachers and administrators

will have participated in a career explovration-preparation workshop. At

the close of the workshop teachers will have developed a plan for inte-

grating career exploration into their curriculum. Also, at the close of

the workshop each principal and building coordinator wi]! have jointly

developed a "School Career Education Plan (SCEP)."

a. Special aspects of the SCEP plan include:

The

school plan will provide for students participation in:

career information and ectivities, des1gned for
career exploration,

value clarification and/or a self awareness
experience,

hands-on career exploration experiences,
research of printed and audio-visual materials
related to students intended career or career
cluster,

one-to-one student-worker interviews and job
observations,

decision-making for selecting a career goal,

developing a career plan for achieving the career
goal,

some affirmative action for carrying out the
career plan.

THREE YEAR FINDINGS: For each of the three years, a workshop was conducted.

" Teachers, buil
generally posi
they participa
ticipating sch

aspects as sti

ding coordinators, administrators and counselors all reported
tive feelings about knowledge acquired and activities in which
ted. Schooi Career Education Plans were developed by all parQ
ools, and these were implemented. They possessed the requisite

pulated within the objective. Outcomés related to these p]éns
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are treated undgr item 6.

3. School guidance personnei and career project personnel will assist

teachers in providing students these activities and experiences.

THREE YEAR FINDINGS: It was generally felt by teachers that counselors pro-.
vided them above average support in instigation of career oriehted activfties.
This tended to be more the case where tha counselor served as the building
coordinator. Composite rankings across. schools were all aboveAaVeragé,,with

four of the five schools consistently above three on a five point scale.

4. During the workshop the school administrator and the building.
career coordinator with assistance of teachers may develop a
mini-grant proposal to assist in the achievement of the above

state: dbjective, and the procedure-products.

The development of mini-grant proposals was a concern of.the third
project year, only. Four of the five participating high schools developed such -
proposals. By May 1, 1976, all of the four schools submitting proposa]s.qnd .

receiving grants had successfully met the objectives of their plans.

5. By May 30, 1976, 90% of senior high school teachers will
have participated in at least three (3) career education

inservice sessions held during the school year.

Participation in inservice sessions comparatively consistent over
the three project years at the senior high level. During the third year, all

‘high schools met the three session criterion.
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For ease in perusal by the reader, outcomes are reported for item six (6) beside the

goal stipulated.

6. Presentation of Career Ex-

ploration Activities

A.

By May 30, 1976, 60% of

ade ten students will

following during the
school year:

1.

ave participated in the

completing and analyz-

ing an interest inven-

tory,

. complete at least three

(3) hours of individual
career exploration ac-
tivities (PACE Center),

at least three (3) teacher

_ presented career explora-

tion units or activities,

. making a tentative or

realistic career decision

“and declared a career
“goaly”

. writing a career plan for

achieving the career goal.

By May 30, 1976, 60% of grade
eleven students will have

“participated in the following

during the school year:

1.

at least three (3) teacher
presented career explora-
tion or presentation .units
or activities,

. taken some action for

achieving_the_career goal.

6A.

68B.

. Out of 25 teachers oh]yﬂ?lindicated

.'At this p01nt of ‘year a very p]us

Outcomes

. Only 4 of 25 reporting indicated

this activity with 2 of 4 indicat-
ing activities at other than 10th
grade.

. 10 of 25 teachers.repérfed these

activities but most at grades
other than 10th (ie.," 9, 11, and 12).

. 12 of 25 teachers indiéated.activity

estimated only about half of 12 or
6 were at 10th grade.level.

activity in this area and only 1
at 10th grade level.

. Out of 25 teachers only 3 indicuated

actiyity and only 2 at 10th grade.

Outcomes

. Not all activities were clearly

identified for 11th or 12th.

(t).f0n~0b360t1¥e
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5. (continued)

10. one-to-one student-worker
interview,

11. career guidance activity designed
for work value clarification, self
assessment or other appropriate
experience,

12. completed again, one or more of
the activities ‘1isted above for
grade ten (#1) or eleven (#2),

13. enroll in a vocational pro-

gram.
E. ‘Career Exploration Post-Testing 6E. Outcomes
for Objectives I, II, III, and
Iv:
By May 30, 1976, career explora- For the final phase.of the
tion and development tests will project, test-retest findings using
e administered to randomly se- the Career Development. Inventory
lected grade twelve experimental were scrutinized.to.determine.gains
(three years of career explora- on the part of.program participants
tion) and control students to for planning orientation, explora-
determine differences that exist. tion resources, and information and

decision-making. Data.suggest only
a small percentage.of students (5.3%)
had not.given substantive thought to
future careers. To.differing levels
‘of progress regarding develo pmentof"
plans, the.other students had all
addressed the matter...Twenty-eight.
and seven ienths percent of the sub-
jects had.definite plans,.but re-
mained insecure as.to how to follow-
up on them. Twenty-nine percent
(29%) had made plans.and.knew how
to follow.them up. Overall,.the:

o~ project. seems to have.fallen scrie-
what short in .this area, the reasons
for which. state-of-affairs remain
obsecure. :
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OBJECTIVE V:

Increased opportunities in Vocational Education

1. During the first year's operation of the Career Education Project, a special
team was employed to conduct a study as to the feasibility of estab]ishjng a
vocational center for Bingham County students. The results of the study indicated
such a program could provide improved vocational education opportunities on a
cooperative basis between the five school districts of the.county.

Subsequently, a facility was leased and three school districts joined the
effort. Also, the Bingham County program for Exceptional Children sponsors a
program in the facility and contributes to the operational expenses of the
Vocational Education Center. Twenty-three students are enrolled from the three
districts and 29 from the exceptional child program for 1975-76 school term.

The prograin will continue on the same basis and in the same leased facility
for next year. A proposal to raise funds via increased property taxes in the
three school districts to expand program and construct facilities was defeated
in a recentle]ection May 18, 1976 for that purpose.

2. _The project staff purchased two mobile vans to provide additional career
information to ninth and tenth grade‘students and to operate an advanced program
-in office occupations for 11th or 12th graders.

The first van was a career guidance resource lab called PACE (Programmed

Activities for Career Exploration). .The center served thié fdnction for the

g first two years: During the third year, the van was remode]ed and a work samp1er_ ,'

‘?‘,(hands on. exper1ence in six d1fferent career areas) program 1nsta11ed A]j

' tenth grade students from f1ve sch001 d1str1cts rece1ved serv1ces of the 1ab

for the f1rst two years and a (861) ninth graders part1c1pated in the work

,sampler program the th1rd year

VThe°second van was. ca]]ed B 0 P Inc wh1ch was an off1ce occupat1ons
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seven positions (vice-president, administrative assistant, executive secretary,
cashier, post and tax clerk, insurance clerk, and receptionist). In addition to
applying office skills learned in the regular high school program, the Center
_ provided instruction in new skills not available in other programs. Enrollment
the first year started from zero and was 77 students the last year of operation.
Surveys from students indicated the services of the vans were very worthwhile
in career exploration activities. The operation of the mobile units will be
funded by the five school districts next year. The B.0.P. program received
especially high praise for its contribution to student opportunities for advanced

reality oriented office occupations experiences.

3. The Career Education program staff increased the cooperation and coordination

of activities with those of other public agencies within the Bingham County
area over the three year period. _There were at least nine agencies involved
of which the Idaho Department of Employment and the Bingham County Program for
Exceptional Children showed the greate;f amount of coordination.

Very little pfogress was found in coordinating contacts of other school
~officials with business and professionals for work program coordination. The
work experience pkogram was operating in some school districts in the county and

~ the Career Education Project program thrust was in other areas.
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OBJECTIVE VI

Objective VI proposed to increase employment of the exiting handicapped
student by 15% in actual employment or in sheltered workshops.

This phase of the project was operated by the staff of the Bingham County
Program for Excaptional Children. The Career Education Program and fhat for
Exceptional Children were administered by a common Board called the Bingham
County Board for Cooperative Services.

The administrators and staff of the two agencies cooperated in program
direction; howevér, the program for exceptional children was in existence
prior to that of career education and activities were essentially conducted and
funded by other than the Career Education Project.

The major objective and sub-objective were achieved as stated in the

~ grant proposal.
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OBJECTIVE VII

- .The thrust of this objective was to place 100% of all exiting students in

one of the following: a) employment (which could include military, homemaking,

or volunteer service); b) post secondary occupational training; c) degree
seeking program.
Little evidence was available that the goal was achieved the first year of
the project; however, the 2nd and 3rd years the placement was 96.5% and 94.7%
respectively.
Other sub-objectives were listed to assist in achieving the overall
objective of 100% placement. The following is a brief discussion on the
degree of success in these areas.
1. Career placement files were started the first year and were found to
exist in all five high schools during the last year. The quality and use
varied from school to school.
2.Job placement centers and each high school were called for by the project
proposal. None of the schools have job placement centers per se nor was this
_intended according to the project director. Rather, they were functioning
as "referral placement centers." The school counselors cooperated with
other agencies by referring sfu&enfs to these agencies for counselimsz and/or
placement. Also, local businesses, including the farming enterprise, contacted
the school-counselar for assistance ih locating students interestet fim a
particular type of employment. The program was reasonably successfii im the
‘1atter function but did not provide for a job placement center in i fiwe
“flhigh schools;v A1l schools estab]ishedvcareervguidahce for post scammdary

opportunities but few have "open information files."

. frepueséhtafiVESLfnummthe_sChoo]s; State Emplqyment'Aggn¢y}anqg§fhefs°a$

Career Placement Committee has been organized by the project staffwith
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Committee achieved only partial success.

Finally, the follow-up study to determine post secondary placement of
exiting students was not conduczied the first year.

Siudies were conducted relative to placement of exiting students of the
previous years, 1974 and 1975. The findings for 1975 (study conducted in 1976)
reveal 47.67% enrolled in college; 15.7% enrolled in vocational-technical
programs; 23.7% employed and the remaining 9.5% students in homemaking, military,

etc. '3.5% were undecided and/or not placed.
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