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" The empbhasis of staff development in the Rural América Series differs from most traditiofal
efforts becauseattentidn is focused on assisting a// individuals involved in any way with delivering
a career gurdancg program. Staff Hevelopment leadgrd need niew and expanded ways pf providing
opportunities for all personneI to grow. A staff development program shopld not attempt to shape
or fit individuals intp a prescribed’ m};ld but should act upon the identified needs of the individual.
The procedures described in, thus handbook can be readnly adapted for use’in staff development
efforts by all rural schools . -, S

N .

- These nﬁatenals could not have been developed without the assistance of many persons Specsa1
appreciation is extended to John E. Meighan, Director of the Tri- County Career Development Pro-
gram, Nelsonville, Ohio, and Samuel C. Heady, Assistant Program Director, for settmg up a develop-
ment workshop whrch was attended by the program’s eight career development coordmators including.
R‘lehard G.Bowman © . . ' ' ! L
«~  Roger F. Combs ' ;
.Elizabeth'H. Elmore -~ : : “-
Cindy Lane Hartman : ' ’ ’
Dayid Lott ‘
Ronald L. Motter ’ . .
Jacalyn.R. Osborne . - o L. .
Barbara Wolfe < o | ' 3

" The’ creatuvrty of these people‘rs especnaHy‘feflected in Chapters&/l and VII

, Center staff members whosa dedrcatron to provudrng practrcahty and qualrty to this handbook .
_are Valua% elrod, Hagry N, Drier, KarenS Kimmel; Mary Korfhage and Karin S. Whitson. .
7
We hope you, find this handbook to be practlcal and usefaﬂ i \
) Y. - " . RobertE. Taylor - o .-

: A ‘ S5 Dlrector . .
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‘"These materials weredevelopad by The Center’for atronal Education Ohio, Wisconsin Vocational .-
Studies Center, Wigconsin, ahd Northern Michigan U warsity,Mrchlgan, through three separate grants
from the U.S. Office of Education, Bureay of Occup tional and Adult Education, Part "C,"” Vocas

> tional Education Act of 1963 ad amended Research Legislation. The opinions expressed, howeaver, do

not necessarily reflect the position or policy of the Office of Education, and no official endorsement
by the Office of Education should be inferred.
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) _CHAPTERI . .. . e

X lNTRO'l)UC'FION ) . ST e
_ - g . ', Rl , . :.' ¥ a ‘ “ . <o
\ The ongo»ng prepara‘bon of staff members (teachers, counselors, parents, communlty members,
©.and students) for their expanded rbles and, responsibilities is vital to the success of a gareer guidance .
program. Staff development s key to any ‘effort desrgned to effect program change -
- . Thrs hand'book was developed in response to the need for direction in. plannlng and conductlng . .
in-service education programs. I js intended ananly for those respon§ible for the staff develoqment
. element of a career guidance program especia ly at the local school drstrlctJevel
- /e
et There & are three major assumptrons which gulded the development of the handbook: i,

-1. The loeal school admlmstratlon and boatd &f education are commltted to implementing a
' career guidance program in the school district. (See P/ann/ng and Implempntatton Hand-

’ . - book in this serres.) . N PR - .
. - > -~ i 4 . /
2. Acoordinator gnd planning commuttee for the career. gn ldance program hal/e been or will -
\ -’ be appom'ted tQ direct the program and provide overall program leadership. b ; N
Y - . ) *
3.  Astaff devblopment leader and staff development committeé have been or will be selected % ¢
L. . - fo plan, organlze conduct ‘evaluate, and follow up in- servnce programs. 7 ol
Staff Development Leadelshtp- o o oo L - T {

‘
’ Ll

The'staff development committee. sh0u' be a representtive group that is small enoughfin num-
ber to be workable and yet provide a cross se tnon,of community members and school personnel. A
suggested committee would consist of a committee leader who méy be a career development coordl
- nator, a cou nselet, or a, person in a comparable pgsition, teacHers representing each lével, (i.e., X
mentary, jumor high or middie school, and senior high school) and administrative repreSentaa e, snd
three communlty members who may be parents and/or business and industry representat‘lves, y

Regarqlless of the size of the communlty, there will, in all hkellhood be a shortage of persons

- with expertise in the' *field of career guidance as well as in areas supportive of career guidance. Several '
® school districts, whether they have formal careey guidance programs gr not, could cooperate to help 8
-expand the number of persons available to aid in staff development efforts. N "

1

The staff development commnttee leader may ne need help in providing ongoing in-service to staf?
. A cadre of trained staff can be usgd for this purpose. Qfie portion of the cadre would be des.gnated
as building staff development leaders. One.individual from each building would be selected as the . N
. . person responsible fof making sure‘each school receives the necessary in service basad upap the needs
of staff irf that building. The district staff development feader would be able to mee nth ack of ther -
* building people on an ongoing basis and train them in the céreef guidance program procagses. .The '
,building reprlesentatlvas would in turn go back to their schools and train the staff there. BY aonc{uct
ing staff development programs in this mannery the district staff development leader w0uld save time

by not havmg to' make contact with each burldlng ¢ . S
- o~ . _ . . |
Another portnon of the cadre could be made up of sgaff mer.nbers who are competent iff various
* teaching methodls such as simulation, role playlhg, or use of particular career-guidance materials. Once

these staff. members are ldentufled they could be used on 2 perlodlc bas»s toin Servrce other staff



toe

The members of the cadre{;ould be selected by using various techf’nques A survey form cou)d
be admmrstered to eagh staff member in the distfict. This questionnaird wuld ask wlether-the |
person is interested in taking a leadership position, what types of skills he,she atready possess, what .
.  career gundance actiVities he/she has been |nvoI\@4n/etc . e o
~ > » . - ¢ ! o
= “After nnmal sgreening has taken place through analyzmg the survey results, addrtnonal ihforma-
" tion should be sought to help in firfal selection. Classrdom observation ot talking.with the. mdavnduaJ

R _’ mvould enable the person making selection to determine various personal charactenstlcs (leadershnp,
. creatlvuty, etc.) of the ong peing consrdered . . ", \
- v . L]
Tt X ( [ v Y
A Another way of'selectlng a building staff development teader is.to ask the pnnmpal and perhaps *
—, staff members for their recommi¢ndations. . ] . . .
1 . "_ . Y* ” * 4 ',q
’, ) Stéte unlversn’tnes or local coIIeges are other sources of staff development perSOnnel
? ! [ - 9 .
- . . N . N 1 e
v StaffeDeve/opment Overview C . o e SN

o ’ '
’ ' -~ R

. The expa n of career gulda\rdzce in a’'local schooldlstnct brings a newset of needs on the part
. of all staff. T need for,sgaff development will be easily identifieg not only among professlonal
) educators, but also among the cdmemu nity leaders, parents, and students who will be involved in the
. . planning and implementation of the career gundance program. The willingness of these staff membérs L
’ to perform depends on the degree to which they understand andeenthusiastically committed to. }
the program and on their confidence in thelr skills or ab‘hmes lt is these factors which introduce the ,
need-for staff development. ~,, o . ‘o

= ¥

*

- Input from those who will be served by#a staff developmgnt program is esséntlal tthe success o
+ of that program. In order to establish goalser} objectives for a particular staff development pro- ..
gram, the p ners frust.be aware of what the'staff members fee| are their needs. A list,of compe , l"; e
tencies required by staff may facititate ldentlflcatnop of staff needs (Appendix’ A) Staff members, -
. may discover, upon looking ovey the list of competencies; that they already possess some of the re- ’
qurred competencies and need to acquire others. . . )]

. . . .
- . .

When the staff developmgnt needs have been established, they can be translated into goals and ,

. objectives for in service education. Once this has'been accompllshed the search for resources and
methods for obtaining the goals will begin. 1\ . . : . Voo
~ SOREE
Staff develg;zne t can be obtained mdnvndually or cz)nducted in'small and large group 5essmns. %
f .

The staff development leader may need to contact r{1d|v1dual'< s-on aone to one Rasis in “order
* 10 provide in service education. Ths situation is Kkely to arise when the career guidance prdgram i .
in the developmental, stages and release time from regular job responsibilities for staff has not béen —
..+ ..arranged. Further, the one to.ong approa/h can be helpful when an indivudal staff member needs o
» ‘ speclal assistance. - . ) 7 A,
. . N , s
-SmaII group sésstlons are useful for teaching a limited. number of individuals the knowledge %and
. skilis required for accomplishing a certain task. Sometnmes.sma'll group $essions are,desagned to meet
' shared needs oFan |dent|f|able group of individudls. . . .

R

e S

W
\
. . , ~0_ - \ »

~

Large group sessnons are used for presentmg anfo‘rmatlon to a large number of mdrvnduals Ef
*ficiency n terms of cost and time is a prime conslderatlon in selecting this approaoh E.reqyently,
, brientation to carper devel.opment'and to the ¢ career g“u:dame program is pfesented rn&large group .
| sessions. e . . Ce : .

» i




. - - ' - b4 ’ / ’ .
- "Existing instructional ant audiovisual materials can be used to facilitate any of the above ap-

'proaches. Existing instructional materials include programmed ipstructian which can be made -

.gvailable for use by staff members. Eor“descriptions of materials\which have been produced for use

. in staff development, see the companion_publication in thi§“series Carear Guidance Resources. .

—
~ .

e

. ——— : - l
" ' g . s ‘l ' . - ‘- . - . v M
The{‘nedium'of‘aud%visual materials has cm‘ge;eto the fore as an*instructiondl technique in re-
Lent years. Thesssmaterials (é.g., filmstrip, slide tape, and video tape) ean be effectively ingorporated
. into any staff developmént session. . ¢ -~ .- . o L Y e v g .
e ~ LI - . v < . ¢ . »

> .

A\ . ) r
Collegés and universities fre’qu,er)tly offer extension courses which can be eXfective in meeting | - T
staff development needs. They are frequently more stiuctured and formal than cther types of pro-’ ’
\ " grams and can be time consuming for the pafticipants. However, they may. also provide an gxcellent ;
. . -oppertunity for'staff t’o~—updat‘and enharice old skills and develop new ohes.. These servicef are \
. . sometE(nés designed in respgpse{o red‘ue{sts and ma'y’b‘e o‘f\f)ered At alocal school site. ‘o S/ ‘1
. . - H - . \ - ’ « .|
. A& gonsensu? is not reached in the literature rregardin{;'tkomimum format.for in-service =~ | |
, . “education. .Schedullng, duration, and amount and typelef structure in the program vary ' ©
- - in both recgmmendations and practice (Gans‘cﬁow, et 31\419737. - :

.
- A + . \ « ‘

N 1. -
t fs obvious from this decision that’regardless of pagfa;c'ulér staff deveopment negds; there | ;. .
» is an_abundance of resources and ‘methods for use in m&eting t\hose neéds. ‘'Each situation (ia- ¢
* sgrdice) is completely different, and those items that meet the needs for a particuler location . ...
Should be considered” {Washington Staté,1973).” The unique qu%litie‘s,of( the-rurél copmunity as - “n
" described inthis series.combanion document Stiste'of the Art Revibw must alsq be“taken into con?’ R

sideraiignt'in the staff developmert planning process. * ' - ‘\ ) | - A -
- . W RN . . o

Al
3
, 0

"Work“shops are,probably the fhost comrﬁ'&nl‘if used staff development mediigcr,'\.t_oday. Among | ®
% workshops, a ceftain amount of diversity ekists' They Map)egondu pted for one day or for ag many T

.. days a} are.necessary. They may be condueted by internal resource pgrsons or consultants obtained o,
exterrally. They may be directed at a multi?egmented population (& - )

., administrators, teachers, - ™ - \
counselors, and parents) or at"pne_small specific segment of a populati

te.g., junior high school
. cpqnselﬁrs)., Effective in service workshops reguire advagqce planning and coordihation of facilities, . -
schedules, budget, resources, time,,and ersonnel. They also have .tfng potential for being extrémély
« - successful,in effecting c‘hange. v E{ R . : .

-t

§?

] L -
. \ . . N . s . )
About This Mandbook ~ + * . 9 R A -
* . S ’ . . . . . r.
- A - I L R N
‘ \s * Chapters’ll, II},and IV are designed to assist {ndividuals responsible fo \staff\deveIOpment;m

- .. planning, conducting, and evaluating staff.development wqrkshops. The progedures describeti could ~
\ - . . - = et - - - > L4 ’
! be adapted for use in other staff development efforts or in developnrﬁﬁhe staf{ development program P
.as a whole.” The remaining chapters presant a variety,of suggested _in service i s. Chapter V identi® . -
- fies a number of,staff development topics and related activities based upot progran® process an;f sup- ‘;;"‘
+~ portcomponents.’ A unique in servicé application which uses sfudents as in-service leadgrs is pre- . —— s
sented in Chapter'V1. Suﬁges‘,ted roles and responsibilities of-Various publics involved in the career. . S
o)

. guidance program and workable ideas for providing in service education are provided in Chapte'r'VII,.\ N
. . , . . . . . \
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CHAPTER i ' .

PLANNING STAFF DEVE[_OPMENT WORKSHOPS R ¥
- . . . Wy B N . N
‘. o ‘ b ) . * ' I . “ ° 9
Identifying Needs . - T, . SEA e

’ '
~

v - . ¢
An in- -seyvice education preg am should Gonsisg of systematic efforts des(gned to p mote the .
. growth and development of all persdnnel who have the responslbmty for delivering.a cgmprehensive -
. .career guidance program. Thesneed for staff deve{opment stems from the answer to the question: Lo
Do we ‘have the, knowiedge'an‘d skills-zo deliver a comprehenswe career duidance prograpmn to ouf, )
students?,‘ The term competencies will be used o rpean the know ledge and .skolls necessary for. de-
ﬁvermg an effective career @Idance program, L .

. 7 '\' *
-\ ééte;? ) y

) r nat;on of the natuye and. scbpe of locaf needs for staff’ development is pret’equnsnte for
o , an‘y systemat;e planning effort

t «» ~ . ' [ ‘ . .
e - . . \ . . “ . ) A\ ]
i In service workshops shauld be based om,dentnfned needs of the group to be mvolved \Ihas type |

. {mformatnOn is required.in ordeghat-ouen'tatnon and skdl bunldmg workshops can be closely
attuned to the actual neéds of staff‘ ' ol , . ',
4 ] },‘  r . 4 , . . -
v »  Geferakstaff needs can be ,asséssed throughfe use of openended q,uestnons or it may be useful-
v to provide semistructured responses. An exampl of this type o‘f questnonnasre 4 prﬁnte.d in Ex ‘

.
A

NI

. h|b|t 1 and Appendix B. .. LI - o L
\ ) . & 3 = .

- . = o -
13

- % -

Thns mmal staff development needs assessment is hkely to reveal a lack of knowledge and under- '
. standsr;g— of career d‘eveIOpment «concepts and the. makmgs of plus the. respons'bnln‘tjs of a'career

gundance program. Thgrefore eafy.in servnce efforts may need toiﬁ dlrect‘ed to gerte ral caregr de-,

, ' velopment and ggldance program orlentatlon W -
. ¢ -, '

. . .
- . ?

K .‘ o . ., ', ’ » : . , ‘.' *a ) ,
I .. T s N ‘ Y Exhlbltﬂ' - C . o .

i : STAFF DEVELOPMENT QUESTIQNfNAlRE . * . )
- . N (SAMPLE QUESTIONS) ~ g '
(K Y * -y B
What s}cUls do you feel you meed to develop in order to work effectlvely ‘".,a career . ¢ 0
guidance program? - v - - - o o~ . L.
“ . o ¢ ] Se N N * - e . .
k t . o. Methods or technlques fdrsctass‘oom aetwr{es .. , (¢ . *
' L Indwuduai andjor group‘career guidance fesson planning ~/ .
. ) ‘07 Assessing students communities’, teachers’ needs e . 4{‘/‘ . : ,
. . \Q Other . ) . ~
. o - T e ) o A' o~ A ) . ; - -
What topncs do you feef are important te cover in-service educauon sessuons for the
' A VIR A career guldanceprog(am7 .

4
A

¢ : .
- ‘_\' ¥ "o State arfdnatlon career guidance models - - 1 !
. - “ " ® Career guidance terfal .
o ) . ® Career guldance reSburces . L ) ' B .
- w's o, Other A - :

1 #3.  What tecifmg,ues do. youlfeet are most valyable fp’r in- servnce Wograms? I -

W ° Rolg playing o - . : :
¢ - Smaigroup actlvmes . - ) .
. .® Large gr6‘gp,d|5cussxgns . ! MG

-

’ . @ -Case sfudies . .- . v s . - -~
] L4 O\Eher N,

« f

’O
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2 ‘ a . ., . ’ .o . N
.

v .
.

. ‘9 . N
.t The staff needs assessment process (fggmal and informal) is viewed as ongoing ~4t assures tHat
v all relevant needs are identified and used asinputs to thé development of the in‘service workshdps.
+ There are several soyrces which can be tapped to %tej’mine afeas of staff competence and.areas’in -~ 1* .’
which further, skill developmeht is required. . « N :

-

- |
R .- . . X

i " A comprehensive assessment effort should address the following groups, administeators, coun’
V. . . v NN T ; o .
. ~ 'selors, teachers, paren‘ts,l:ommumty mémbers, and students. Dug to the gifferencés and commonali

tigs in tompetencies required by the various group:g(ércy’mg out their roles and responsibilities if
h

< . ,' the many phases of the career guidance pragram, thede assessments would differ ip scape and treat i .
ment. However, the procgss involved in conducting\e assessment would be the same. The steps , ‘-
. to be followed, in gonducting a staff deveiopment needgasseésm'ent are: ' .o
. . : )

- -
.

T 1. ,Er%:)are'statements of needed staff com_'b_etencies‘,' .. d L. ‘
: ] ‘2. Cohduct-asurvey.to determine perceived needs, # . o ‘ L.
T . '3, Establish desired levels of staff cqmpetencies, ! , =- =+ g ol Coe
N . ‘4, Determine actual leVel of staff compétence, N L. " . .
.+ " -5 Compare'actual status withdesired levels, and~ & . ] . N
’ R - 8 Aisign-priorit'tes to staff development needs.. - . ! O T L ey
. . - - . ’ . 2 » . I3

*
-~

* ‘ (For detailed procedures that ould apply to staff devélopment see the C‘areer'D,e]fe/opment-
' ‘ Needs Assessmeqt Handbook in this series.) .. . S ) - L e

PR
- L £
.~y [ hd - 1 ¢

w o In-service programs for sta%f members will focus op, the development of competency in tasks
o that are frequently new tq them, Although many tompetencies required ‘for implementing career . » . .
.~ _: . gudance will be the same for all, some competencies are unique to sgecific groups of individuals
, .- andfor specific phases of program development. A suggested list of competericies required for various
/ _ phases of career guidance program development is presented in Appendix A. This list is by no means .
’ * comprehensive m scope. An-example of an instrument which canbe used to assess staff competency W
] is presented in Appentlix C. Similar guestionnaires can be-developed to assess the needs of other S
L populations b;ased on the established staff competencigs. Sample questions aregrovided in Exhibit 2.

) - ’
4 - B ’
w * . - . . . - N

’
.
B « > v .
. > » - w ! . . - - r
e N N .

L Exhibit2 - T -

SAMPLE SURVEY QUESTIONS “

s
! . -
» - » . [ +

’

Need for In-Service

IE importance

None Little Some Much' Great Y, . wne Little Some Much Great . . f

- - .

- ol 2. 3 4 75 1. . Ability to help teachers integrate . 1 2 3- 4 5 '
o . career developmentinto the © - \ . ) .,
e curriculum. » . .
) \ . . P .. .
. .2 3 4 5 2 Knowkdeofcffectivegunlic 4 2 '3 4 8. .
~ . . - relations techniqués. ’ . : .
—_ ‘4 2 3 4 5 '3 Ability to write measurable o234, 5[ " .
\ ’ IR ‘ * objectives for ‘the career guidance . : T
Y. . 4 - program. F°d
* ) ] i [ e & t e
L) » * ‘ N * * t
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\ The staff development leader; and’ his/her comnfct,tee should assume_the ma]or responsibility ~

for agsessing local in service needs. They should (1) design and distribute the assessmen mstruments ‘\-

to the appropnat arget populatlons (2) tally the rgsults, and 13) prbwde feedback 10 all involved. /-
4

L4

-,

The in- Serwce needs for the rhral career gundance program staff will be based on the results of ' . .K‘
these assessments. Note hrowever, that additional assessmehts will be necessasy-as the program pro- . - N
gres5es The completlon of the needs as$essment phase leads tq the Next step -of planning staff de,
) velopment workshOps ) ' .. . R
L . 4 . &- o .
Deve/opmg Goa/s anﬁ Objecti iyes - __— g e & L
The success of any. m Servnce pr09ram is due in large part to clearly stated goals and obj ectlves s
' * Goals and ob]ectweg definé parameters, establish direction, give purpose, a@nd provide the basis for ° )
. selecting appropriate learning actwatlesofor staff devel0pment workshops (Refer tQ the .Beh’awora/
. Ob/ectlves Handbook in this seties.) . . L a

. . .
- .
. . . ‘

. N The staff deVelopment commjttee will estaw?als and‘objectives based on the competencies .
+  needed by staff'members in order to perform effectively in thé&ir roles. The input of potential work-
shop part:plpants is important in establlshmg_vyorkshop goals. They, better than anyone else, kfhow'
the strengths, wealhesses and needs. They are, ’ther’efore ‘well equipped to promde dicection in for,
+ mulating workshop goals and ob]ectwes Sample goals;nd objectives for in service workshops aré ] ,
@ presented in Exhibit 3. . o . B .

C . e C e TExhibit 3 - <.

" , T ® I ' : - o
AT - . * SAMPLE IN-SERVICE GOALS AND OBJECTIVES' } NS

A \ - -

- L} v
. . e R - ' o ) . N A - \ o
Goal 1. ,'%understand the purpose of a co;nprehens'(\é career guidance program, * . ’ .
(4 4 ~ . R
A A Objeetive 1.  To name at least three reasons for |n$t|tutrng a career gurdance* ]
- program in the school. . (a r P R .y .
» : ' . » . T Q . .
! . ‘. - Objective2. :To identify the majorcomponénts of a comprehensive career. Lo .
“5@ y . guidance program following a préseptatrofn by the workshop g e . AN
‘- lleader - . . . . ’

t . . > - * . . . - N
D ¢ ) ” * . *
! . Goal 2. To uses variety of career guidance and counseling strategies to stithulatetand ¢
motivate all students. , | » X . °
9 . ‘ . ,
» . Objective’1. ,To develop aplan for a field trip site visit including all necessary . ‘
.t s . arrangements up to anduncludmg the day of the trip. J

- - - I

Objectives 2. To desngn ¥ Iesson whnch, incorporates Catéer developmenu goals;
- . : L objectives and needs intd a speclfled subject-matter area for a.
: - selected 9fade level. . . R 1

4 . - .
L - 2

: . AN - ;
SN . ' \

Organ/zmg the Workshop
» The staff development workstop should be desngned to .achieve stated ob]ectlves The staff
development committee must further make decisions i m response to the following guestions.

Who???  What?2? ‘#Where???_ When???2. Why(;We‘knowwhyl!!- ‘How???\
N 7 . ‘. A Y ! .

- .-

- . o
. . *

3 . . . ) .
rd - . .- -
. ,o» - ws? ! . MRS /

* . \ * - ’
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- . ' . , Who??? -

v o The question’."who?”" concerns not only the workshop partrcrpants but also the workshop

Ieaders The different roles and responsibulities and, therefore different needs of potentral workshop
partrcrpants must be considered in plannm’g the workshop prog’fam ) .

[

’ -

<A decrs;on needs to be made whether the workshop is to meet the needs.of administrators:
@ounselors teachers, parents, studerits, or community members. Budget, time, and space constraints
may restrct serving all ot these populatrons at one trme Its poss:ble that only one or a few of these
groups may be served first. e T N

Often the expertise for conductnng successful ongoung staff development programs is found
within the logal school district jtself. It s sugg‘ested that internal.resource persons be identified,
trained and used whenever possr'ole because participants often feel more comfortable with a per-
son whom they already k,now and are, therefore more free to respond. -

-~

The staff developmemt leader rpay need. help provudnng ongoing in-service.to staff.
J ; v C—
o The staff daevelopment committee shoéd complle‘a record of potential workshop leaders. For
each individual, this record shoqld include -t .

- " N

'

1. . the individudl's name - o . -
2 .where he/she can be contacted,
. 3. area of expertise,
-+ 4, quahfications,
5
6

\ . -

past use, and ' ' . - .
agency affiliation.

- -
.

" This mformatnor; could be kept on a3” xH"” card on which commentsaand evaluative remarks may
be added. =

-

r The members of the staff development committee may also~wcsh to take an active role in con-
_ducting workshop acfivities. "
i . ’
’ . What??? o

- -

v R
o T .r v“ “ Y

“ Matenals and other resources are important to consider in work shop plannung Artacles books,
and other materials will-need to be obtained prior to the beginning of the in service program. SQme
. materials may have to bé reproduced for distribution to all workshop participants.

.
s

Audiovisual materials,are very effectrve in workshop presentataoﬁs Therefore, an appropnate
amount of time and ,thought should be given to their preparatron and'selection. |t may be possible
to involve art classes ih‘the preparation of aids such as brochures, postérs, graphs, and charts.

Frequently the success of a pfesentation involving the use of audiovisual aids depena/s on the
proper functioning of the equipment used. 'If a shde projector, film projector, projection ‘screen,

. tape recorder, or videotape recorder and/or monitor is required for any portnon of the workshop, (
is nebessary to assure the availability of the equnpment, as well as to .assure that it is in_good repair,

N -

It 15 the responsibility of the,staff development committee to make certain that any audiovisual
equipment or items such as chalkboard flip chart, and easel are available. Materials required for par
ticipant use should also be provided by the staff development commrttee A checklist of commonly ,

" needed workshoer supplies 15 present’éd in Exhrbrt 4, .

.
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-\ © L , ‘ Exhibit 4. : . 2 - !/
] e ] - | - ‘ \ » - .
., N s * SAMPLE WORKSHOP SUPP‘LIES CHEC!(LIST:‘AA
‘ L ’ P - « % . . .
. . ® note paper . , ® slide projector . #
3. 2 . ® bingders . I | filrp pl'ojeotor § ~ .
' ® peps - T . ® extra projector bulb * ,
. N R . - t ’
. ; - . . pencils v / ® é)ftenSIon.cord
e ® .mayking peris . i . " ® tape recorder < - o
. ® stapler ® blank cassette © o :
. ® staples L @ projection screen
) / .o smssors ‘e | I ® batteries ¢
. L] paper cllps ) £ adapter plug
PR o . .
L masklng tape L, L] ‘fake-up reel .o s .
. ' & scotch tape é . . ® easel «
. - " .® name tags | . SOl flib chart: )
\ * ® jist of participants ) chalkboard 3
' N\ ® rubber bands : - ovérheatd projector - )
B % e indexcards ] blank trénsparenties .
. A ® file folders . transparency marKing pencll
N * @ ryler typewtiter Cat -,
. : b W
) A Where???

v s Physical facilities are always important to the success of a staff development workshop. The
selection of the workshop site is influenced by the size of the group, the methods of presentation to
be used, .the location of the facility,, availability of parking, proxjmity to food servnce facslmes, and

- 4he charge if any, far the use of thé building. Y . .

) - - N . .\" .

. Hopafujly, the school ltsa(wnlprovide a setting which4s suitable to the purposes of the work-
shop. . Hefever, if the schodlys not available, other facilities will need to be located such as commun-

1ty meetinig rooms. The staff development committee shodld consider the comfort of the potential ’
participants, Such considerations incfudes feasibility for flexible, seatmg arrangémepts, réstroom

[}

facilities, and comfortable writing surfaces. . . ; .
= ' 'When??? e "
~ Scheduling the staff development workshop is another lmportantfactor in plannmg ldeally

, workshops sho‘d‘fd be scheduled during regular working hours with release time from job responsi
bilities for pamClpants It is necessary to keep the desiees and corvenience of the participants in
mind. . , ‘ )

1 . a . . - c o, !
R .

The length of the workshop will be determmed by workshop goals and objectives andthe means »
through which they will be met. E,nough time must be allotted to present materidl or skills,.to con-

B dyct small group,practlce sessions, large group dlscussmns and plan for tﬁe use of newl developed ‘(\'
. .
W~ \ : '
: % 9 v oo o T
: \ e ., v - L |
| ' [ - 16 - i
Q S . I . :

ERI!

Aruitoxt provided by Eic: .
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e ' * . . .
~ N : / . '
compelenues A w‘&kshop may be planned for a ‘two-hour session, an entire day, or a fonger period
of-time, Because such workshops will'be designed for diverse populations, the specific needs and
IlfestyLés of those,participating will need to.be considered in determining the length of each work-
shop. ", | . . . ) ‘ ' . .
. h : ' How??? ' '

-

I his section responds to the question, "How will the goals and objectives of the workshop be
met7” The options available to workshop leaders are many and varied. Variety and active participant
involvement are key considerations in selecting from the mak avanlable learning activities and tech”

. niques. Consideration must also bg given 10 Whether the learring activities are relevant to the group’s

concerns and whether they present a realistic approach ‘to meeting them. A list of suggested Iearmng
achivities is presented in Exhibit 5.

N ,\ ~] !
- e lsxhibits b

SAMPLE LEARNING.ACTIVITIES

. . ‘ 1 L. i
. Bramstorm\g ‘ i . L

in brainstorming, partxcnpants
problem—it is alef-yourself-go sessio

“Case Study,

ntaneously express their thoughts about a speciflc ’
that calls for ingenwity and creativity in seeking a'

’

solution to a probler‘h,aBramstormfng 1s used to elncn both numerous and-unique 1deas

-

. The case study prowides 308scription of a realistic situation that the Workshop pamcu
pants are enc®uraged to consider and for which they resolve problems as if they. weré per-
sonally involved There are numerous problem situations related to planning, implementing, N
and evaluatmg career g\gnce progfa:skthat can be presen‘ted to workshop partidipants -
Demonstrations ) LR ot .
» fw , !
- Demonstration is the procedure of doing something in the presence oﬁvorkshop
participants either as a means of showirig them how to do 1t themselves or in ofder to
illustrate a point. Théworkshop leader should be sure that the demonstration meets a
necessary instructional need The effectiveness of this instructional technique depends on .
the parucipants having a clear view of what Is being presented. ¥ Y

b

b

<

~"Group Discussions  » . : .

3 .

. There are two basic types of group discussion—structured and unstructured. Structured
group discussions are characterized by adherence to a topic or a problem for which the partici- ’
s | . pants want to arrive at a decision_or conclusion This type of discussion is generally dtrected

: by the workshop Ieader
2 -
4
sion thatmoves freely and

Another type of, discussion sessuonpiovades for
uc red group discussion should

ad)usts to the expressed mterests of the participants.
be conducted as informally as possible.

In-Basket  / ) ‘ T i ‘ ]
N - / - .

This technique 1s used to develop dee‘snon-makmg skills which focus on participants’ .
abilities tg set priorities and carry out tasks. Workshop participants are asked to assume the 4
roles and responsibilities ofespecific staff members. They are provided written information.
. in memo form about a flumber of tasks that they must comblete Workshop participamts

must determlne which tasks they, would attend 1 and in what orggemy

\ )
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. _Exhibit 5 (continued) |

Role Playing . . i
- . - - \\

. Role-play}ngws an instructional technique in which workshop participénts assume roles
-, other than their own. During the workshop, structured settings are described and'participants
have the opportunity to express feelings, work, out problems, and experignce other persons’* p

roles . . . {

The objective of a role-playu'\g situation might be to suggest alternative sotutions to a*
probiem, to gain an understanding of another’s feelings, or to gain aqﬁxperience In new -
situations. The situation shoyld be clearly presented to workshop participants.

¢

A v
v y

- . - .
U Simulation I

- N .

A smuiauon is a representation of significant or central features of reality that requires

(‘-—/ ’ y .
S the workshop participants to become actively ihvolved in an experience rather than merely
- witness It Simulation 1s a broad term,.;aﬂd includes many techniques such as in-basket, case .
study, and role-pigying > .
> . Yd . . . P
- ' b . -
Symposium ¢ ! ‘ -

A sympostum conists of a group of brt_ef présentations on various aspects of a partlcuﬁt 1 -~
issue or problem, Generally, after the prepared presentations, speakers participate in a panel -
discussion and/cr answey questions raised by wprkshop participants.

. ya

-

v v

Any one.or a combination of learning activities may be used Yo achieve the desired outcomes
of the staff development workshop. One effective technique is the combingtron of both farge and’
small group activities. Frequeny ' a large group presentation is used to mtrgd’UCe and demonstrate
the skill being taught. This activity is then followed by small group sessions in which the participants
. re given an opportunitytto discuss ahd prdctice the skill. At the conclusion of this small group ac-
tivity, the pgrticipants return to the larger group 1o share experiences any relate ways of using the
~ -skill they have learned to fulfill‘their responsibilities in the school career guida@ge program.

Y
P

The technique described above follows a somewnhat standard format that has been shown tobe  ~

.effective in teacthg new knowledge and skills. Although the spe?ﬁc learning activities may differ,
the general outlm‘e i1s agpropriate for most workshops. Thig form8t is bresented in Exhibit 6. !

P Exhibit 6 : - N\ . e
N - . ” 4
¢ v £ i A T* ~
BV GENERAL PROGRAM FORMAT e -
& \ " "" -~
" Review: Review what happened before so the.participants know where they are: -
! } ’ If it 1s the first day of the workshop, review the' results of the staff needs
] assessment .

L3

- L)

Overview.: Providea rgvuev’v of what will take place dyring the day’s workshop sessions
sp the participants wigl Khow where they are going, what major steg$.they
will take, and what they will do.

¢

L] ’ - §
»  Present: Describe and demonstsale the competency {skili} Qeing taught :
" Exercise: Provide an opportunity for the participants to practice the competency
-e in as many ways and as.many times as possible.
A - .
) Summary: Review what happened during the sessions so the participants will know

ERIC

Aruitoxt provided by Eic:

- *

‘ ' -

-

where they have been.today and how what they have learned relates to the
next step in their in-service pPrqQgram and how i1t can be integrated into their
roles and responsibihities in the planning, implementation, and evatuation
of the career guidance program

* Adapted from Process Guide for Career Guidance (Pilot Test Version), Michigan DB[Sartmént
of Education, n d. ) .

~ . . « -
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The staff development jgader and committee will assume leadership roles in planning the work ST
shop program. Planning and organizing activities shoudd be done in such detail that the durectaonjof
, theprogram is clear and.participants experience a smooth and logacaL flow of events.

~—

Detailed planning shouid guve attention to the coordination of workshop objectives, leader strate
gies, learning activities, resources, evaluation, and time and cost estimates. Exhibit 7 and Appendix D
provide a form which can be used to facilitate this organizational actwaty (This form is also useful
in planning’ |n -service programs for the entire school year.)

Once this forrg has been completed, the task of.preparing the program agenda will be an easy
one. Be certain that thg agenda includes the date, time, and place of the workshop.

’ \

- $ v N
< . .
3 ‘ " Exhibit7 (
STAFF.DEVELOPMENT PLANNING GUIDE '
‘ ~ s
Goal . f - ,
- [y
Objective- N {
- ¢ /
i A ! hal -
- P Communi-
Audience Resources Leader Learner Resources Evaluation cation &' Time Cost

Avaitable | Strategies Strategies Needed Promotion




" Program Publicity - ,
* The persons who beceme involved as staff members in the career guidance rogram are likely
to be €ngaged with other.school and community activities. It 1s important, th refore, to bear in
mind the possibility of full calendars when scheduling workshops. As soon as the dates, times, and
place for the workshop have been arranged, the staff development committee should provide poten
—r~-lial participants with the workshop schedule.

TR -

When the workshop plaps have been fmahzed and the ageﬁda is complete, the participants will
appreciate receiving a copy of the agenda. This communication will serve as a reminder of the work
shop and will prowde the participants with more detailed information about workshop topics and
group Igaders A sample workshop program is presented i in Apper|1d|x E.

s s 9
Promotional publicity may also help to increase workshop attendance. Many different types of
“gimmicks’” may be used to draw attention to the upcoming in-service workshop. One example is to
design a litter bag with a quote. For example, “’Career Guidance |s Our Bag.” This bag could be filled
with lollipops to which are attached the date and time of the upcoming event.

' Overview of Workshop Planning . AN

After the workshop has been planned and the agenda prepared, the staff development committee
should be certain that.everything is ready and in order for conducting the staff development work-
shop. A checklist (Exhibit 8) summarizes the planning steps outlined in this chapter and can be used
to record each step as it is completed The name of the person assuming major responsibility for each
step should be noted. . .- N

A
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Exhibit 8

» . -

“CHECKLIST FOR PLANNING STAFF DEVELOPMENT WORKSHOP

-

Check when Tasks to Accomplish Person Responsible

Completed

. -
- 0

ldentify the need for in-service education . L

~ — . ’
Determine the most important needs . ‘

3 Set goals for staff development workshop

* . State oblectives based on desired outcomes - ’

WHO

- 4 Idenufy workshop leaders * - ’

fdentify workshop participants

¢ *WHAT -

» -l Prepare resource materials

. . Obtain equipment and supplies

/\ ’ _— , .
' ' . WHERE -

- . . Select workshop site

s

WHEN

- Arrange workshop dates and times  * #

HOW

Select learning actvifies

- Design workshop formét

¢ S€hedule program activities

w

Preffare workshop agernda .3 '

Notify participants

14
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. - ~_*7 CHAPTERIM ¢
CONDUCTING STAF&S DEVEC@PMEN.T_WORKSHOPS - o o
. o ‘ . )
Itis nearl(gpa(ssuble to place too much emphasns on fhe vital role of planning in the orgamza
tion of a staff dévélopment workshop. However, all the plannmg in the world wiljnot resylt ina

"

successful workshop f 1t s poorly»conducted Successful workshops require attentlon botH to the
mechanics of their coordination and to the quality of the instruction provided.

12 4 v .
.

-
.

Arranging Workshop - . E ‘ —
Before the workshop, leaders should package materials, supplies, and equipment that wil| be
needed and transport them to the site. Lt is also suggested that workshop leaders review their plans
in detail to assure that everything is in order. .
On the day of the workshop, the feaders should arrive at the sité in tume for setting up and jast *
minute arrangements. Last minute details not to be overJooked mclude
4 '

1. ' contacting pr0per facahty personnel to reconfirm all arrangements

2. arranging jeating for each sessndn of the program (ﬁrst seatmg arrangement, f only one .

room is used), .

, \ - . S .
3. setting up registration atea (provide name tags, pens, registration forms and information
packegs for'workshOp participants), ' &

© 4. ‘checking on all required mateTTa'Is equipment, and supplies (everythmg should be’ pr0perly

. located and ready for use).

. . $ o
* 6. briefing all workshop leaders by person assuming major role (if workshop, lasts more than !
orie day, arrange for meeting to discuss the day’s events), and . ot * }
6y reviewing all arrangements for food and refreshments (scheduled breaks, lunch). .
-t - a L -
Greeting Workshop Participants : < '

" .

Workshop leaders should be availabie to greet and welcome arriving participants. Participarfts
should be directed to the registration area and assisted in completing any necessary forms. Questions
raied by participants regarding appropriate parking, location of meeting rooms, and restroom facilities
should be answered. A thoughtful gestlre isto have coffee available for the participants as they arrive,
register,'and engage in informal c0nver§ations. ,

»

Opening Session . - .

-

The first few minutes are most critical 1n paving tHe way for a successful workshop. The first-
thing that the workshop leader must do is to create a pleasant learning atmosphere. The participants
¢hould be made to feel at ease in order to set a cimate that is conducive for learning new knowledge
and skills. - ) , : A

.

Workshop .eaders should introduce themselves to the participants and have the participapts

introduce themsqdwes. |f everyone is already acquainted, several minutes should be allowed for in- *

formal conversation. The workshop Ieader should be prepared to lead a warm up activity desngned

. ) | ) .
’ - . .15 . : - -




. > ) R * >
= to help the participants feel at ease and comfortable woth ane another, There are many activities S that
could be used. ,The workshqp leader should select an actiwty that he/she IS, comfortable conducting ) *(

~

Q

ERIC

Aruitoxt provided by Eic:

and that partrctpants are likely to enjoy. An example activity which mdy be used as a ‘getting to

know you'’ exercise is described in Exhibit 9.

L2

.

¥

_ to learning if the workshop obJectrves mget their expectathns

- Exhibit 9 .
~ a / ' v o -
‘ 3 SAMPLE WARM-UP ACTIVITY .
Instructions . : i )
/ ' ,- ) R \ [ -
T @ Dwvide workshop participarits into teams (five-six individuals pér teanf) .
® Provide each team with a Stack of 3" x 5 index cards andl a box.of paper clips ¢ . ’
’ ¢ . -
T ® Direct each team o0 build the tallest structure that 1t 18 able to in ten mmutes. ! q .
' * (No further instructions should be provided ) ! .
o ‘ . R
Expegted Outcomes .- ) “ . ‘ . 7 .
® Build camaraderie ’ - -
! . . IR .
® identufy pbtential leadership v N
"% ' @ Observe team member skills -
. | ° ¢ , ]
. ® Solve problem in group setting T e ‘ '
S : _ \ ‘ 1
% N o 4 /
The time spent on warm-up activities should not be overly long. Lt'is. suggested that no more v
than twenty minutes be devoted to this activity especially if the workshop is short in duration (one
day or less). ‘ . . o _— . ' (
After the warm-up activity, the leader should describe how the warkstiep will be conducted v

s also important to state that during any portion of the sessions, workshop participants should feel
free to ask questions If beverages are available, explain that participants should feel free to help
themselved at aty time. . ) )

-

.
- s

|
|

Workshop leaders also will need to discuss the expectatlons of the workshop in order to assure ‘
that everyone understands its objectives. Participants are much more likely to be motivated and 0peh -

ln most s:tuatrons after agreements have been reached on the objectives that everyone will
mutually be working toward, workshop leaders will direct the participants through the designed se-
quence of learning activities. A caution should be made, however, that workshop leaders must be pre
pared to change planned activities if the need arises. It may be necessary to devote more or less time
to certain learning activitiesythan was anticipated and, in some cases, the entire instructional plan

y need to be altered. It is important tg stress, therefore, that the workshop leaders be flexible :

and ready to adapt their plans. ’ ‘:% e - |

To help the workshop leader in carrying out his/her role, it may bemecessary for him/her to
help initiate group discussions. The leader may have tg provide several workshop participants with
“staged ' responses prior to the discussion  Statements with possible responses should be given to a
few participants ., Accordmg to plan, these participants wgﬂ be the first to volunteer answers in front
of the group. This approach will sgt the chmate for other partrcapants to make contributions.

3
z i
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Irst of ger\eral suggestrons for workshOp leaders is. presenied in Exhibit 10

.
hd -

Exhib10 = " .

1

*-  Bach Worj<shop leader will probably have & preferred style for carrymg out leadership roles. A

-

' ~ S .

- . 4 > o

- 1- -

. 3

SUGGESTIONS FOR WORKSHOP LEADERS
. . N

~

® Encourage the active involvement of all participants i

® Be sensitive to participants’ needs and wants

L] Help panic'rp'ants set goals and |dentify priorrties
L C!arrfy-iSSues if participanis appear to be confused
.® Be facilitative rather than directive

- . - L ® Provide leadership for participants

® Communicate 1deas clearly
® Encourage participants to solve problems

@ Be sensitive when providing suggestions

«® Help participants analyze their accomplishments

’

‘- Provide useful and timely feedback
® Be supportive of partlcrpants gfforts '
® Be flexible and prepared to adapf

2

[

3

Dismant/ing Workshpp

o

<
K
- " \
- . -

"\t

»

g After the workshop, it will be necessary to carry out clean-up arrangements All materials, equip- '
ment, and supplies should be accounted for and returned to their proper locations. All borrowed ma
terials should be returned to their respective owners. The workshop leader should personally thank

the facility personnel who assisted with workshOp preparation or by providing rooms, materials, etc.
THank youy letters also should be marled to all part\crpants and individuals who assrsted in any aspect

"of the ‘workshop. { . v
- .
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A
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St cLcHAPTERW T T T
¥ EVALUATING STAFF DEVELOPMENIAVORKSHOPS ..,

-

/] ] 7 ‘ '

" Evalyation is carned out for a number of dnferent reasons. ‘The major bne is to détermine
whether workshop goals and objectwes were achnc@/ed In other words, did we achaeve what we set
out to dccomplish? The emphasis of the evaluatlon should be placed on lmprovmg future staff de-
velopment efforts. . . " \ - .

A - k-3 M ‘
. 4 .

Wt is SUggested that evaluatlon activities be built into' the overail program plan. Too ofterr work;

shop participants are r{equested to complete a. post assessment instrument at the very last minute.
Participants, therefore, are apt to respond husriedly and without giving much thought,to their answers.

.Adequate time should always be allowed for evaluation as apart of the program design. However, the <.

evaluation process should be as unobtrusive as possible in the staff development effort.
- - s - .

It is also desirable to measure the extent to which. the meIths and procedures ‘used were effect
i\in meeting workshop objectives. Many factors influehce whethef or not the participants were ,

successfut in achieving the objectives. Attention'should be given to assessmg some of the following

" factors whrch are hkefy 1o affect Grogram Success

ERIC

Aruitoxt provided by Eic:

’

-+ * @ environmental conditions™ ~

. . seating ariangements room temperature ’
i lighting o, ventifation/ . ‘ ,
) ® amount of discussion time , e
too long f *  "too short . T
1
. e scheduling of breaks ' . , . :

® resources available

materials persons . v
® supplies and equipmen't ' , g . .
- . O % “
L , ® structure .
- : large group individual work . " _
_small group . . -

»

~
~

, Avariety of evaluation instruments and methods may be used to obtain partfcnpant feedback.
Iin most cases If instruments are to be used, they should reflect specufxc workshop pbjectives and other
factors that may possibly have affected learning. The directions for completing the questionnaire
or other type of instrument should be clearly statedw A sample questionnaire which may be used
at the coenclusion of the workshop 1s presented it Appendix E. This type of questionnaire is com-
monly used for workshop evaluations. ]The questionnaire is used to assess participant reactions and to
obtain specific Suggestnons for improving future staff development efforts. Samo}le questiong for

evaluatmg thesworkshop ar%presented in ExMibit 11. “ . ‘ ’
- . ) ) h ..
- & . ‘ -
. ) . 19 .
. . *
5 . :/_: b' .A -
> v

*
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Exhibit 11 ) o

SAMPLE QUESTIONS FOR WORKSHOP E’VALUA"CION . /

1. Sufficiegt resource m_aterrals were ava;lable fbr use.

¢ YESD

No O .
COMMENTS

L
2 The workshop teaders were qualrfred to present the
knowledge and skills. v *

.

YES No W3- N
COMMENTS

; .
Ariother evall.@tlon method 1s to'have the partlcupants prepare a brlef statement about what they -
expect to be doing differently as a result of their partlmpatlon in the.workshop. This aotnnty sﬁould
be conducted near-the conclusion of the pt g_ogram Workshop teaders carl use these statements to hélp

: : 7

P

modify future programs and to evaluate the changes that the wol‘kshop brOugwt about.

The evaluation data should be analyzed ahd mtterpreted as soon as possible after the workshop.
"Maximum use should be made of the resuitsy to improve the total stg f development effort. General
guldelmes for c,onduotnng evaluations of in-service,programs are presented in Exhibit 12, For more ’
detailed information refer to Eva/uatfﬁg Butcomes.

M

. L]

" Exhibit 12° °

.

\

”

] v
A ?

: ) = X
’ * EVALUATION GUIDELINES ~ -

' ® |dentify the objectlves activities, and resources,to be evaluated.

]
. ® Design the procedures to be used in c‘ollectrng evaluation data

L] Develop instruments for collectlng data

® Collect, analyze, and lnterPret lnformat|0n .

N Orgamze and commumcate results to staff development commuttee

~

® Make use of input obtained to lmprove all future staff development
- efforts. . Y s . “a

Once the evaluation data has been analyzed aétaff follow up should be conducted. This would
involve meeting with staff members whose needs were not met and deciding on haw this could be
accompllshed The type of follow-up learning activity would depend upon the type and number of
individuals with whom ‘you are working. For ex3mple, if there is a need to work with only a few
individuals, a one to- -one approach might be best, but if you are worklng with a larger number, some

I'4

type of group activity should be used.

. 20 . .
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' N . “CHAPTER V .

o - . IN-SERVICE PROGRAM ACTIVITIES

“$ "~ A . »

- sPlanning, conducting, and evaluating staff development workshops have been dnscussed in
previous chapters. Material in ‘this chapter is"designed to provide suggestions for the development

of in-service programs related to career. guidance. Suggested topics for in- servnce programs and a it
samgle activity are provided er each of the following:

)

»

“ " 1> Career Guidance Orientation ' 6. Evaluation : s
. 2. ‘Planning = 1. Career Guidante Practices /
3. Career Development Needs Assessment 8 Commumty Relatnons and Involvement
4, Goal and Objective Development 9 Counselmg .
) 5. Resource Assessment . - ' .
3 - .
Objectuves for staff development programs must be tailored to coincide wnth the needs of partic-
y - ular groups of participants. Therefore, specific configutations of topics and activities should be

selected with program objettives in mind. The following examples'should form a basis upon which
local staff development committees can build in-service programs.

P . . - /
» . ) ) ) . /

Career Guidance Orientation -
i - _ .

r

Onentat|0n provides staff members with an overwew of career guiddnce programs, their rationale
and orgamization. Orientation provides a common base of knowledge for all"persons involved in career

guidance program development and implementation. 2 ' ¥

~

. A . -

. ) .
Suggested Topics for In-service Program: - T . ,
% pics for In;s 9 .
® Rationale for career guidance ’
® Components of a comprehensive career guidance program
®- Staff roles and responsibilities

.

‘'® Goals for future career guidance efforts P - S
® Career development theories . :
. . ) . ;

Sample Activity One: - -
. . ¢ s . - +

/, . ® Career Guidance Glossary * T ' .
. A 2 1] -
. . - - ' . .

Purpose: «

1le

*
4 .

® To increase understanding of career development and career uidance concepts.

Description: . ) g ’

£

- - L
-

® A study group meeting in a series of workshop sessions develops a glossary of r%reer'
guidance terms. s task is to define carger gundqnce terms and concepts it believes.to
be important. A list of terms is included in Exhibit 13 to spark the thmkmg\of the
o group - e

. ’ : =,

o

« 7 r =
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- 2 _ P \/i




’- ‘ ' " 4
~
. R . B ( .
! ' . Exhibit 13 .
: T . = 3 - ; L 3
, s b ~ * LIST OR CABEER GUIDANCE TFdMS : . ‘
. : % Y- ’ A
GAREER ' : . : . ) '
N ’ 3 B - * s .
CAREER DEVELOPMENT . . A
“  CAREER GUIDANCE A
. B
T " CAREER PLARNING . cLe ‘ .
1 , i SN .
I v
%,CAREER COUNSELINQ -
¢ . CAREER GUIDANCE PRACTICES ) N ’ b -
) LIFE ROLES + .- . E
s . B . . * ’
DECISION MAKING \_,2‘ o
[4 - (-3 ,
SELF AND INTERPERSONAL RJELA’TIONS C . - & -
AFFECTIVE LEARNING B
i/ - ) i - ~ .
2 .{  COGNITIVE LEARNING } ”
COMMUNITY INVOLVEMENT . B
- COMMUNITY REl;ATI(?NS . o o ]
CAREER GUIDANCE OBJECTIVE
a * ] .
NEEDS ASSESSMENT ’ f - ‘
] ; : - v -
~ - N o ' I
- Sample Activity Two: : A . -
¢ Roles and Responsibilities of Career Guidance'Program Staft
S » '
Purpose: . - .
- : 3 \ 4 "
. e Todentify and describd the roles and responsibilities of various participants in a com-
. prehensive career guidafice program. s . w N )
. . LY L
P, . y
Description: : . - ' Yoo s
. & : , .
 \Yorkshop participants would identify and describe the roles and responsibilities to
' 2 be assumed by parents, admim‘str?togs, students, teachers, counselors, and community
“ groups. A ! .
o + . o .
. ! ) » Planning . 9 * e
e ! 0 & v - . -
Planning is a dynamic.approach to problem solving. Comprehensive career guidance programs
_can be developed through the systematic identification of specific problem areas and the creative .
- resolution of the identified problems. ; ~
~ h " . = - L - .
' - ' *
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Suggested Topics for In-seryice Programs: o o "g Ty .
. . [ - . . - ’ . R ‘
" ® How to conduct meetings  * ° ‘ .- \
( L S X

* ® The art of communication .

<

® Administrative skills (e.g., personnel supervision, resource allocation)

s # . -
-~ ° Planningi\}mplementation Cycle . -
: - . & ) - '
- Sample Activity: . Y
® Communication - B
T . . b .
£~ v -
. Purpose: ; .
N . ' ® Totdemonstrate the importance of clea® communication A "
H T ) ' -
* , ® To demonstrate the effectiveness of interaction to clarify communication
» N - . - v . * !
4 - ’ . ’ ~
Description: - ' R e
- — ) Ve

® Two persors stand back-tg- back one facing or holding.a writing surface. The other
IS given a geometric drawing (Exhlbct 14) and is told to describe it to the first person.

- . © Exhibit 14"+ ‘

- ' . GEOM.ETRIO'DRAWING'




w4

‘&
3
The “‘wniter’” may not talk, but, following the’lﬁections given, attempts to reproduce the draw-

ing. Note that the drawing is seldom acclrately reproduced, thereby demonstrating the potential
difficulties in understanding one-way ‘communication. In asecond triél two persoms perform the same
roles as described above. This time, however, the writer is permitted to ask for clarification of direc .,
tiorss as they are provided. This time the drawing should be more accurately reproduced, showing

the effectiveness of two-way communication. . -

. ’ i . v ) - . \,
) Needs Assessment

A [y

? Career Devel\opment Needs Assessment is a process through which student needs are identified
and ranked in order of importance for career, guidance program development. X ¢

“ . a

r

Suggested Topics for [n-service Programs: L -
- R A -
® Constructing needs assessment instruments =

® Analyzing data

3 - 5
3

® interpreting needs assessment results .

- hd \

Aty

e Data collection strategies

e Procedures for selecting respondents
‘ - ¢ R M

Sampie Activity:

® [tem Development Y e " ' ’

£

Purpose *

- -

e To improve skills-in writing test items

%escnptuon. ~ < co. (€

e Exhibit 15 provides a student career development goal, subgoals, and items for them.
Each workshop participant is asked 1o read these and then write items appropriate far
the goals and subgoals on the form provided (Exhibit 16).

v
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‘ I Exhibi 15— o
Ny - -
- . N ’ e
. ® . SAMPLE TEST ITEMS - 14 J _
~ > ' )
, £ . Goal 1 Assess the relationsh of their interests, atmﬁes value, abilities, and achievements
to the development and realization of their career goal - \
' Subgoa!—-(knowlédge) Thg student iﬁentufles valuer?ﬂﬂ@s. ' .
: .
item 1. Describe the following hst usigg v for value, 1 for interest, and n fof -
o . neither o~
s - left handedness A
. . being independent of others ’ !
' , @ hobby. £
\ things-we believe in
. a hist of what is most important
’ enjoyig an activity  , *
Subgoal—(compreﬁénsnon) Thf. student explains how occupational values<and interests )
. influence career goals
. v -
. - Item 2. 1f we know what.a person’s values and interests are§e can h L.
! . N
. predict what job they should choose . - \
only duess about their job choice \
estimate a group of possible occupationg,{jobs)
none of the above
V. Subgoal—({application) The student applies self-awareness knowledge to career goal setting.
ltem 2. Which occupations would hikely be selected by sogeone who strongly
values protecting the environment?
- law officer ) auto mechanic ] - .
. city planner ' . +forest ranger ’ ,
. - . . marine biologist . +nterior decorator /
Y — . —
S — Exhibit 16
LS _/J/ ‘ ’ g ) -
Vanl \ ITEM CONSTRUCTION FORM -
R ’ Goal ) N Appraise their physical and mental characteristics, the
v . ! . potential for change, and apply this knowledge to goal™
~ € setfing for hfe roles. . .
-, - -
¥
\ ' Subgoal (knowledge) - The student describes Qeveloping mental and physical
. characteristics. ’ »
n i » h =
. ' . , . ".
Subgoal (compysehension)} The student explains how physical and mental skills
- / N are used in occupational and leisure activities.
. \\¥/1 P .
. "Subgoal. {application) The student greates short term physical development
- ] . . goals that support tentatve long-range career goals. .
+ M . : .
- N -
. B .
~ N 25 .
‘ * * 6 5 .
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. experiences
- Description ' AN
»

IR
® This activity should be conducted tn groups of four or five individuals.
© +

-

1 Identify an instructional goal (e.g.. The student will be able to write &

business letter) i

2. -Branstorm a hist of possible behavnoral objectives relatmg this goal to career

k! ¢ . development concepts.
- </
v ¢ 3. Select three behavioral objectives that the group considers most important.
t . .
, 4  Generate ideas for student activities based on!these objectives. .
~ »
’ \ 5. Meetin lar?e group to share ideas. ,
8.
. Assessing Reso;;,rces , S

~ . , .

Resource assessment (1} identifies existing programs, people, funds, equipment, and materials

which can be used to implement career guidance programs, {2) catalogs these resources, and {3)
encourages their efficient management. :

.

Suggested Topics for In-service Programs™ ‘ .
+

L] . ‘ .

. ® Development and use of resource cata'og ’
Lol -
] > »
. \,0 Techriques for interviewing community resource persons .
“ ® Using resource assessment survey forms N
- ' ‘ . ' ‘
’ 26 ) .
‘ -

" ~ , ] .‘S A A ’gi
- ' L

Y

mic . £ ' .

T - ~ «
N -
LY \’{.l

AR

- . 'y £y ,
\ . “ Developing Goals and Objectives
. L
Goals provide the general structure for career guidance programs. Objectives written for each -
goal provide direction for jrccessful program planning and implementation. .
! 1
Suggested Topies for Ifi-service Programs: !
‘ .
- ~ - ® How to write behavioral objectives . .
) . - ) . kS -
® Taxonomies of Iea;nmg: cognitive, affective, and psychomotor domains _ |
e Career guidance goals R ) '
- - -~ . . - )
Sample Activity . . :
- ® Writing’Behavioral Objectives . ’
'Purpose. b ‘ / ' . .
P : - : .
* . L To incredse ab:lmes to write behavioral objectnves and\select appro'pnate {earming

- -
3 + . . ‘
.
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Sample Activity:
L d r \

® [nterviewing .

Purpose: : - N

/

® To improve interviewing skillg
Description: - -

> - . . . .
® Selected wdrkshop participants will play the roles of the interviewer and interviewee
S the,foHowing situation:
® Sandy Jones, 4-H Club leader, has been contacted to serve as a resource person. You
have agreed to conduct an interview to determine Sandy Jories’s interests, skills, and
willingness to participate as a resource person in the career guidance program.

1S
. ' s ,
Bvaluating Outcomes -
¢ A

The process of determining the ‘success of career guidance programs is called evaluation.

Suggested Tcxﬁlcs for In-service Programs. '

® Evaluation models S .
o ¢
L3
- 1
} ® Roles of evaluation (formativeand summative)
] . .
® Methods of evaluation

® Evaluation design
® Reparting evalUation findings
Sample Activity: ) | . ’ - .

® Examining Evaluation Reports

Purpose. ] .

To increase competence in developing and reporting evaluation studies -

Description: v oot
® Workshop leader will provide each participant with an evaluation report related to a

. career guidance program. Participants will examine the report and respond .to the

. following questions

-

-1 Does the report provide suff:cnent information for you to decide whether the
program should be continued? N
N L4 4

2. If yes, what do you consider to be the strongest points of the study? Why?




mend that information be provided?

| | | 4
l . 4 Career Gujdance Pra&nces . *
- , .

’ + . re ’
3. If no, what information did you feel was lacking? How @d you recgm-

. ’
- . Career guidanée practices are those techniques through which career devefopment objectlves are
met] Through the combined efforts of home, school, and community, students pamcupate in career
- development experiences to meet desired objectwes -

Suggested Topics for In-sgrvice Prgg.rams:
- ® Home-centergd career guidance practices \_
4 ® Group dynamics ' |
® [nfusing career devglopyot into subject matter areas . .
® School-centered career guidance practice:s . y
¢ Community-centered éareer ;;uidance practices

‘Sample Activity: e .
3
, . & Planning Field Trips . .
.Purpose: ' P
1
e To increase skill in planning and arranging group learnmg expeneffces outs:de the ‘
classroom
Description:

' ) e Participants work in pairs to respond to the followihg items. ~

- L A list of subjects is presented below. Remembering that field trips should . )

. A relate to and reinforce the subject area under study, idgntify a suggested ==~ --
field trip site (in your community) for each subject.

- —Nation's Government
—Nutrition
—Bodies of Water
—State History . ‘ .
—Health ’
—Mammals

-

2. For esch field trip suggested in No. 1 answer the following questions:
. ) ;o

—Would the time and expense involved be justified by the gains in.
- student Jearning?

N --Would the field trip provide experienees that cou!d not be prowded
“ . in the classroom?

28
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, 3.  For one of the suggested field trips (above) outline learning activities that a
teacher could’use in the classroom prnor to the field trip in order to enhance
the experience. .
t . - - s
- 4. You are responsible for making all the necessary arrangements for one of the

sfiggested field trips. Set up a plan for the completion of all arrangements—
up to and inciuding thge day of the trip.
Community Relatiéns and Involvement
»

Community relations and involvement focus on generating support for career guidance program
implementation and encouraging direct pubiic involvement in the program. Parents, businesses, service
organizations, and public agencies are the target audiences of the career guidance program’s commu
nity_idvolvement efforts . \ r-

Suggested Topics foif“‘l_n-service Programs

N

® Rationale for.school-community cooperation ~

L3 . i - - ¥

o’ Communicating with thepublic
s
® Community participation in the school

® School paFtTch*a';ien in the community

Sample Activity: " . ™
® Writing a News Release

'Purpose: \

® To improve skills in writing news releases densgned to communicate career gundance
activities to the public * -

——— . = . o T —

Deeéription :

. ' r
® The workshop participants are provided with a handout (Exhibit 17} which describes_
~the basic rules for writing a news release. The workshop participants are then asked to
write a news release based on information provided by the workshop leader. Following
“ _thrs exercise, workshop participants présent their releases to the Iarger group for con-
structlve crmchm




< - Exhibit 17 , . '

3
e BASIC RULES FOR WRITING A NEyVS RELEASE ’ ) -.
R v ) z ° .
® An effective news release should be written in the inverted pyrimid style. .
® Your first paragraph or “lead” should answer the all important WHO, WHAT, WHEN,
. WHERE, and HOW questions. Capture the reader’s interest early in.your release. ' g .
. ‘ - -
® Write in simple everyday conversational ianguage. Emphasize verbs and short vyerds.
® Information should be written in declining order of importancé. "’
, ® Paragraphs should be brief. , &
E “ &
, ® Any factual \nformation should be checked fo\u{teuracy. - N
R ” R
b
WHO-WHAT-WHEN
' . WHERE-WHY-HOW
- IMPORTANT -
- DETAILS -
MISC. )
P INFO. . -
; . - . p 4
® Proofread to eliminate spetling and grammatical errors. ,
L p s Al
. . ’i:' -
v ) Exhibit 18
i . BRAINSTORMING ALTERNATIVE LEARNING ACTIVITIES
w—’" '\ A .
. Within a comprehensive career gutdance program, one of the responsibilities of the _
! counselor s the promotion of meaningful learning experiences for students. Below you will
find a hist of five counseling related areas. For eath service indicate how the counselor might *
faciittate student learning - :
- . Generate as many tdeas as possible \
1 Individual c?)unsehng . .o . } .
. \C
- - t;
. 2. Individual inventory service
a -
3. Information service -
4. Referral service 3 - . : 5
5. Plagement service “
. s’ - ;
. ’ B .
- ‘ 30
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. Exhibit 19 p
— ‘ .
, | CASE STUDY - ~
i 1 .
Problem* Student has requestéd assistance in post-high school plahning.
, « .
Background? 1. Student—Joe Montrose, sixteen years, eleventh grade !
R ’ 2. Community—Green Valley, lowa
v
School Record 1. Average student S .
5 - - i
‘2. No discipline problem
’ « -
' 3. Has not participated in extracurricular activities
4 - 4.  Whrked part-ime as drug store clerk
5. No post-high school choice indicated T /
» Tasks. 1. . Whatcould the student’s teachers do to aid the student? o
" :
R . .
2 What career develgpment needs does the student exhibit? - -
J-
3. Develop a course of action you would recommend that the - ,‘
' student follow . . g
i
. . . ;
- i
; \
.
A :""‘ - v g
> s , o - v
.7 o
a ¢ -
’ 4
- 7 P
31 N
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; CHAPTER VI "

. STUDENTS AS IN-SERVICE LEADERS .

. :
. . M A

There are many types of in-service efforts that can be designed to meet different needs. One
global need area that has been identified is the need to infuse career gundance into the curriculum.’

One very effective in- servicesapproach for developing teacher competence in infusion techniques is to
involye students im the leadership rofe for the staff deveiopment effort. -

-3

First, it I necessary to determine whether this type of in- seryice effort will be received by teach
. ers, Two ma]or approaches may be used td get this kind of information. One way is to simply place a
teacher survey (Exhibit 20 and Appendix G) in ‘each mailbox. However, with this approazh thef
response ra}e is apt to be very low becaus‘fz of its impersonal nature. .
' ¢

Exhibit 20

: 7 g
TEACHER SURVEY QUESTIONNAIRE
4 1 <« ifwe can assume that you as a teacher feel that stuﬁents should become more involved &
in curriculum p1annmg, would you be willing to support efforts in forming a student
curriculum committee?  Yes No
Why or Why Not?

2. If a commuttee of students were to be formed, would you agree to the following repre-
sentatives two students from each grade level, the staff devg{\opment leader, a teacher,
and a counselor? Yes No
if no, who would you suggest to be included on the committee? -

14

. . 1
3 Would you be in favor of the above committee planning a student all day in-service

* workshop to be held later thisyear.  Yes No

1f no, Why? @
4 If a student in-service c;ay were planned; and you did not have teaching responsibilitiés

on thatylay, would you attend?  Yes . " No

f no, why not?

\

A recommended alternative is to make a brief presentation at a reguiarly scheduled staff meeting.
For example, a principal, businessman, superintendent, and/or career education specialist could be
asked t¢ make the presentation because teachers are more likely to respond to a recognized member of
the administration or the community. This person would have.to be provided with sufficient informa
tion by the staff development leader in order to present a convincing argument for allowing students
to assume an active leadership role. This presentation should focus on the need for makmg curriculum
more relevant for students. The survey form could thgn be distributed to the teachn;&
, If the 1dea of student invoivement in curriculum planning is generally well received, the staff de
velopment ieader shouid begin o0 identify the students who will assume the leadership roles.

33
38
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Student Curriculum Ceri}n;ﬁtee Selection and Orientation o

. . To demonstrate to the student body that its judgments and ideds for curriculum change are

. valued, a student curriculum committee should be formed. The purpose of this committee would be ‘
to develop a plan to make curnculum morve relevant for all students bssed upon thei} career develop
ment needs. This plan could include an all day workshop pldnned by students and Observed by
teachers. A variety of follow through activities related to curriculum change could also be incorgo-
‘rated. . . - -

~ . At each school building, the ‘student curriculum committee should be nvade up of two students
from each grade level, a teacher, a counselor, and the staff development leaders, The principal would
be asked to serve as an ex officio member. Students selected for positions on this committee should
exhibit the following characteristics: '

1., Interest in taking a student leadership position in thg school. ’

2. Aware of need for curriculum change as related to group.student career development needs. .

3. Willing to spend time necessary to complete comm:ttee work.

Attention should be given to a broad representatnon of students when selecting committee memibers.
For example, students who generally dnsplay little interest in school activities: vocational students,
potential dropouts, and students who have not held ieadership positions in the past should not be

! overlooked. I e -
The-student curriculum cemmittee may be formed through various means: -
. R
1. Selected by*school personnel

{ ' ~
! . . . 8 . .
‘ 2. Chosen by fetlow studeats in a democratic election . ’ ‘

- S ~

3. Formed from aJist of volunteers ‘ _ .

The studen curriculum committee needs to be in-serviced so that it in turn can plan, organize,
and conduct an all day in-service workshop for_the rest of the student body and teachers in the school.
(€hapter |1 of this handbook wiilassistin planning this effort.) The stdff development leader will -
need to provide Ieadershtp for the in-service education of this committee.

The initial orientation of’the studertt curnculum committee should be scheduled at the conveni- LY
ence of the total membership. This meeting, as well as future commitfee meetings, will ‘need to be v
conduc¢ted durmg free periods, activity penods or lunch periods. . o

g f
The staff deveIOpmenKleader will need to explain the.roles and reSponsnbnhtnes of the student
curriculum comrhittee at the initial session. Suggested roies and responsibilities for the committee

follow: . »
1. Plan, conduct, and évaluate all day workshop, . . ’
¥ iR . ) ) .
—  Develop workshop program plan
T - -~ Contact resource persons, speakers, etc.

—  Acquire or develop needed materials (postérs, handouts, food, etc.)

[

( .
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Publicize workshop (newspaper, T.V., radio, posters)
Assist in presentation preparations ‘.
Lead certain aspects of workshop
Evaluate workshop

N

?.;;‘Collect, organize, and interpret ideas generated during workshop.

v

3.

=

4.

All Day Workshop .~

.

-

x
-

Produce a handbook of student ideas on how career development concepts can be infused
in the various subject &reas of the schools curri¢ulum.

- - '
Identify career develgpment concepts which have been infused as a result of ideas presented
«(annual or semester basis): |

-

A

The thaterials in the remainder of this chapter are designed to provide the staff develogment
leader with ideas that students could use in planning and conducting an all day workshop. An over-
view of the all day workshop is presented in Exhibit 21.
suggestions follow the exhibit.

INI?ce\detailed procedures and addlti.gnal

» -
Exhibit 21 ~
ALL DAY WORKSHOP PLANNING GUIDE .
. <
Goal To help teachers integrate career development into the curriculum
¥
" Objective To generate student ideas for infusihg career development intqQ the €lassroom.
i > N
= Communs
Resources Leader Learner Resources . ; d .
Audience | Aiaiiable, | Strategies | Strategies Needed | Evaluation ;f;ﬁgx?:n Time Cost
Students aldmg Welcome | Keynote Consultants | Written Announce- | One Day| Approxi-
Presenta- Checklist ments on for in+ | mately
- uon P A System{ Service { $500 00
- by Students
Teachers, | AV Equip- | Introduce | Presenta- Support Verbal School .| Five to | Refresh- a
ment Keynote tions  Materials Group Netes to Twenty | menfs
" Speaker Multimedia Discussion A‘I Studenty Hours *
R Dramatic Planning
, Musical Time
Consum- ' . . Consum:
able . able "
. Mateniais @ ' Matersals
General Follaw-up | District M
“ Orientation | Smatl Suggestions | Newsletter -
to Career | Group . N
’ Resource Develop- Sessions Consultants
Persons ment - Radio il o Key Speak-
- - Announce- ers
ments by
2 Students .
. . ‘Arrdnge
Smatli - *
- - Students
gers.;?:ns . Could Pro-
vide Re-
. freshments
- L od
. Donations
a Service
Orgahiza-
. uons
Indiiduals
\ Fund Rats~,|
) ng - .
~— ~ ’ .
pj
N - ., . Y
: 35 - .
. 49)
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Smce the all day workshop involves the entire stdﬂent body, students'will need to be ass;gned
to small groups. The stud‘entsumculum body will be responsible.for making sure this activity is
s+ - - accomplished. A pre-registration form which serves to sdent:fy student interests may be used to help

form the groups. (Exhibit 22} - < - y

- . N L . ¢
¢ . ., ’
1 . -~
»
.

' -
# *Ext)ibi[ 22 ¢ ’
e . -

PRE-REGISTRATION FOR STUDENT GROUP ASSIG!\IMENTS ’U
. : a

~——

-

Please indicate your first, second, and third cl}c')ice for each of the three sessions listed below. .
or each session. .

. Make sure you choose different subject areas

-

s ”»

Subject»'Aréa

Session |

g

Session 11

Session (11

fMath 9

W

. | Algebra ) . ' E
Geometry  * : . t ﬁ i
) General Math . - . i oo
> General Scignce - -
- Biology ’ *
Chemistry .
Physics - . : “\
*Engli¢h 9 : e
- English 10 = R
o? e English*11" . I ’ N
-, English 12 . - ) ~
French -
Spanish -, - ] ' - "
American History )

World History ) ’ . " :

.Cnvu:s > R — J =

" Girls Health Physical éd " - .

Boys Health Physical Ed * > )

. Art - = d

. oo VokalMusic ) )
. . Instrumental Music .

Home Economics PN . , - 1§

Industrial Arts I . -

Y T

. ¢
. N . e

.« The student curriculum committee will_be responsible for having the data from the pre’.

* registration forms analyzed angd put i orkable form. A master schedule should be prepared. .
Finalized schedules wnll be dnstrnbuted to the students :.he day of the workshop with other regnstra
tion materials. . -

a

S On the day of the workshop, students will report to their respe_cti’ve homeroomis. After attend-
¢ ance has begh.taken, students will 'receive the day’s agenda and their small group assignmepts. A .
sample agenda is shown in Exhibit 23. ) .

.
A - -

-y
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X | h Exhibit 23 ‘ ﬁ .
. \ . - B
g _ .
- o STUDENT ALL DAY WORKSHOP AGENDA .
T Registration . ¢ ‘ . Respective Homerooms 8:00 —
/ v “Welcome and Overview . Auditorium - . *8:15 \‘l
. Student Curriculum Committee Chairpel:son . ) - ° L
Princlpal s . ) 4 -
Stident Body President . , . )
P -Keynote Presentation N Auditorium | 8:30 o
~ . N b4
E 3 ) , - "Relevance of Education” & . : R ’ -
] - - ; ) Lﬁ» . /
+ General Orientation to Career, Guidance ~  Auditorium " 9:15 -
- Dramatic Preséntation—”Goodbye Rotter” ' . - .
- 2 AY
L gm Session [—Small Groups - ClassPoms 10:00-11;15
Lo . . .
b e
\ 4 Refresiients N R
. .
Lunch ) ' /.— . . Cafeteria ’ . 11:16-12:30
RN - | Segsion {pLSmall Groups - Classrooms 12:30-1:30 !
Session [11—-Smal!l Groups * * C!a;srqoms © 1:30-2:30°
~ 4 .\ - t . .
' %» . ‘, ) )
e ) . " \ W
- !
- . - * -
. .

- . B ¢

. B C oy ’ .
- " The staffé@lom’hent Ieadgr should be p+epared to provide ideas for program content, if the
A : . . R
students appead ,{,ﬁzneed them.. Suggestiens for the keynote speaker, generel orientation sessiqn, and

‘ ~ ;

small group sessions follow.

- \

- bl -

= -~

The st&den'g curriculum committee shéuld be encouraged to se\ect a keynote speaker who is
. dynamic and who can relate well to students. For example, it is more likely that students would
' . -petter idéntify with asports figure or television personality than with the “traditional”” educator.
. o - e
The content of the genkral orientation-can be presented in various ways. Genérauy, the presenta-
tion 1g,mdre likely to be effectiye if students are involved i both the preparation and presentétion.
These presentations could take the form. of glramatic prese tatibrﬁﬂ'nusical presentations, or variety
shows to name a few. Other suggestions for the geperal session include movies, multi media presenta‘ .
tions, and student panel presentations. An outline for gsample skit is presented ih Exhibit 24.
v , & ‘ .

-~ * ) " ’

v~
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]
Rotter 1s standing at the board explaining dangling participles, colong, and diagramming .
e Wy . sen r ’
‘0 v .- 4 . % - e g
-~ Y B ~— {Ppstible aside—"'Class is'a bore!"’} : » \
) 1 Black Out A . ‘
! .
. : S :
Scene 11: . .
: . # i Ce
Teacher lounge. - “
. . B .
- Teachers are sitting around complaining about their students.
N - - -
Rotter is sitting away from the\group, apparently deep in thought. One teacher relates
o a personal statement made by d student. Rotter reacts to this teacher by statihg that
y peryofial Information of this tybe should be kept conffdential. .
e ’ : &
’ Curtain. b
* .
. . ~
- Act ll, Scene | / 9
Student council meeting. -
] ¢/ « ’
* A general grip session 1s occurring. Such comments as “Everything is wrong.” "“We
- o Need .. N .
3 . »
Students make a list of their grievances, and one student leaves to take the list to tlle
] ‘ principal. ) v -
L—-\ . . N 7 N
- Black Out * -
LY
A 3.- ' ’ [y / v R
® ¢ ]
- , .
-, . 38 |
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) Exhibit 24

) OUTLINE FOR STUDENT SKIT

-~
- - “"Goodbye Rotter" ‘ /
o . , -
The central character in this short three act play is Rotter. At the opering of
the play, Rotter is the image of a “'traditional’ teacher who turns off Kids. )
Rotter is concerned and cares but doesn’t know how to métse education more
relevant to his students. With their help, Rotter undergoes a transformation and

-~ Synopsis:

a new character emerges—Kotter! . .
.- Cast of Characters' . Rotter Pinky N
’ . Horschak * Other Students N
b " - Epstein Principal
Barbarino Teachers - R
Washington . =

Act I, Scene |- _

Jl ] -
The setting 1§ a juntor Enghish class, students’ desks are arranged in rows end Rotter’s
desk 1s at the front of the classroom. -

* Stage Note. The class is bgred. Some are sitting in their seats, passing notes, and .
throwing papers. One couple is ”.making out’’ in the back of the room.

-




. - ¢ )
Scene I1: -, : ‘
, . R ., R $
Principal’s Office. . tT
» %udents are attempting to present this dissatisfaction to the printipal. i
.. . ¢ o
' L 7 The 6rincipal is not-responding to their needs. - z
+ ] . ;
Curtain - ’ ) .
~ ) : ’ ‘\
. i “ - -
Act 111, Scene 1. . P ) . - ;. ‘
" Rotter's classroom {without students). -~ - Y : < ‘ )
. . . N
- - \ * N
. . Student council members enter and request Rotter’s help. Rotter and the tudents N s
—~ interact to discover what can be done to meet their needs. S>
- - - . ,
As a group, they decide on student involvement in curricdlum planning and on ]
in-service day conducted by students, - - . ) \4 .
N P V .
, “* *
- Black Out " . . -
- Scene i1: X
L N \ ' B .
Kotter’s classroom, seats are arranged in a semi-Tircle an,d,.Keuq\ls seated on his
_ . desk. R - h ’ - {]
* " /’ T——
Sweathogs appetinterested and involved in what is taking place. : . . .
* z
. Jazz -bf\\"ld entersplaying—students sing "'Wei¢ome Back Kotter.” .
) Curtain .
- . B : i - .. -

. -

Much planning also will be required for organizing the small group sessions. The student curricu
lum commuittee will need to select a student leader for each room in which tie small group sessions are
i to be held. In addgion, committee members will néed to identify an adult who is willing to be present

in each room duéthe three group sessions. It should be explained he adult's role isto be a ~

passive one and that the person’s responsibility 1s mainly to be available for control and efergency ~
purposes. The responsibilities of the student leaders are greater. They will be respofﬁjble for leading
the small group sessions which involves keeping students on target, i.e.; making the curriculumore
relevant to student’s needs. A caution should be made that the ideas generated by students should be*
realistic and pragtical. The stgdent leagders also will have to be familiar with the curgjculum for the
subject matter fof which they are responsible. A meeting with the appropriate teacher may be re-
quired to obtain this information. '

. .

Through meeting with the student curriculum committee, the student leaders will receive an
overview of how curriculum can be made more relevant. This discussion should include the following

points: » 7 fL . o

e -

&»
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The »m_[Sortance of gettnhg to know themselves and others better and how thi§ knowledge
affects their present and future-relationships.
~

The importance of planping and detision-making for their future.

The |mportance of undérstanding the various present and fyture toles of their lives, such as
student, worker, family member, etc. § ‘

The overall purpose isf the small group sessions also should be explained to the student leaders—to

generate student ideds for career development actwmes which could be mcorporated into the curricu-
fum.

P

‘-

»
The staff development-leader may wish to illustrate an example of subject matter curriculum as
it appears at the present time and what it could possibly look like in the future.
. 4 o

Exhibit 25

IDEAS FOR CURRICULUM CHANGE

Present English Curn?ulum (9th Grade)

" Topics Presentation
Grammar

® Sentence(structure In presenting the elements of grammar to the

o Capitalization classes, the teacher presents a lecture and asks

® Spelling the students to complete homework assignments,
. ® Punctuation . v

@’ Paragraphs

® yer‘b tenses

Literature , . -
»
® Ten short stories Students are assigned stories and asked to answer
vy - . questions in class,

® Romeo and Juljet Students are assigned character parts that they
] read in class. Ttme is spent on analyzing and
interpreting author’s meaning. As a cuiminating
activity, each student is asked to memorize a
soliloquy and recite it to the class.:




" tions could be used. For exampl

O

E
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Future English Curriculum
/ T — . J
) Topics Presentation .
e o ERY
- Grammar . .
Prior to the start of a grammar unit, the class .
- takes a field trip to a publishing firm or views
. a film that depicts various aspects_of publish-
i \ ingwork. . )
J’ Spelting R Students read newspapers and pick' out
- spelling mistakes.
- ® C(Capitalization and - Editor of IE)caI newspaper comes in’as resource .

Punctuation person and discusses importance of these ~

elements to his/her job.

To practice v}ting paragraphs, students wflte
on the career planning that they have initiated.

® Paragraphs

Literature- .

Using stories that relate to student interests,

. the students role play various characters .
described.

® Short Stories

Students engage in a bookmaking activity
¢ after having written a short story on the topic .
of their choice.

- s

Students investigate the various duties, knowl-
edges, and training required for professional -

theater work. They engage in various aspects of
- planning the production of Romeo anq_Juhet

® Romeo and Juiiet

C

The student leaders should be instructed to turn in all ideas that were generated in the small
group sesstons to the student curriculum committee. The committee will then need to screen these
ideas for appropriateness for future use. All acceptable ideas should be organized and prepared for
presentation to teachers. This presentation could take the form of an idea catalog for teacher use.

To determire the effectiveness of stude rvice leaders, several different types of evalua
journa§m students could be asked to conduct informal interviews
% the all day workshop. Also, the student cirriculum com-

with students to obtain their reactio
re the teachers’ response to the workshop.

mittee coutd design a questionnaire which would mea

Ll ‘
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CHAPTER VII

e . ... WORKABLE IN-SERVICE IDEAS ~

The “workable” ideas’presented in this chapter are designed to stimulate the readers’ cregtivity
for in service program development. The first section provides a suggested list of competencies Yor °
the staff ddveloprient leader with associated workable ideas for attaining these competepcies. The
remainder of this chapter provides a description of the roles and responsibilities of othJicndivxduals
who play key roles in the planning, implementation, and evaluation of the career guidance program.
Workable in service-ideas are also pﬁovided for these groups of individuals. The authors draw heavily
from Position Paper on Career Development published by the American Vocational Association and .
National Vocational Guidance Association Commussign on Career Guidance and Vocational Educa-

-
-~

tion, 1973 foaany of the ideas presented. - =~

.S_‘taff Deve/ogment Leader -

-

To assure program quality, consistency, angd sequence, one person muyst be assigned responsibility
for overall coordination of the career guidance program staff development efforts. The competencies

needed by that person include: N - o
1. A thorough understanding of career development theory and practice; L. -
2. Group process, human relations, and consultaﬁv".e‘skms;
' — -

P 4 N
3. A knowledge of curriculum and how curriculum is developed;

\ N

-

4. An understanding of the relationship among values, goals, choices, and nformation in
' decision-making; = ' ’

5. A knowledge omwork, education, and leisure;

6.  An understanding of the changing nature of manpower, womanpower, and economic out-
looks; and, = = -

- -,

.+ 7. Familiarity with various strategies and resources for facilitating career development, 'ln-c:lud-
ing the utilization of the school, the community, and the home.

-

Workable Ideas for the Staff Deve/o'p‘ment Leader
.® Establish lbrary related to guidance, counseling, placement, follow-up, follow-through,
- and staff development.

° Visit experienced guidance and staff development leaders in the area.




L\

., W [N
®  Visit university staff who are skilled in guidance and staff deyelopment.

®  Visit with state department consultants.

®  View films, video tapes, or TV programs that deal with guidance or staff development.

¢

. Request training assistance from staff experienced in in-service techniques.
®. Enroll in career guidance, career education, and in-service methods courses.

. e Acquire and use competency-based teacher/counselor education modules or units.

v e Hire special cgnsu(tants.

® |dentify and visit industry, business, labor, and government personnel who have experi-
ence in staff development. .

Counselors and Guidance Personnel

’

Counselors and other guidance personnel play important roles and assume important responsi
bilities for the career guidance program. Among these are:.
. , S

. »
®  Coordinate the career guidance program.

®  Provide staff with the understanding necessary to assist each student to obtain a relevant
education.

-
-
-
LI

® .Coordinate the acquisition and use of appropriate occupational, educational,-and labor
market information.

] Help staff understand the process of human growth and development.

®  Assess individual needs. B

¥

. Help staff plan for sequential student learning experiences in career development.
.®  Coordinate the development and use of a comprehensive, cumulative student data system.

® [dentify and coordinate the use of sch&ol and-community resources needed to facilitate
career guidgnce.

®  Coordinate the evaluation of students’ learning experiences and use the resulting data in
counseling with students, in consulting with the instructional staff and parents, and 1n
modifying the curriculum ° -

e Coordinating the evaluqtion of students’ learning experiences and use the resulting data
in counseling with students, in counsulting with the instructional staff and parents, and
in modifying the curriculum. ‘ - -

e Coordinate 4 job placement program for the school and provide for job adjustment coun-
seling. . -

-~
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L Provide individual and group counseling and gu:dance so that studel{ts will be stimulated ~

to continually and systematically interrelate and expand their experiences, knowledge,
understanding, skills, and appreciations as they grow and develop throughout life.

K Help students realize that each person has a unique set of characteristics and that, to plan

realistically, they must appraise themselves fairly. 4

o ,/Enable students to make use of available assessment tools and techniques in examining

their personal characteristics.

)Ass;st students in identifying realistic role models.

Assist students in developing the employability skils necessary for entry into employment
where opportunities exist

Workable Ideas for Counselors and Guidapce Personnel
/

P

The ideas presented for the staff development leader may be used. In addition:

° Provide opportunity for counselors and guudanbe personnel to conduct speaking engage-

ments for community groups Much can be gained by interacting with employers, parents, &
_ and other community mémbers.

b Have an area guidance director visit your schools and consult on ways in which the program

could be strengthened.

° Encourage counselors and guidance personnel tg become members and be actively involved
tn community organizations.

®  Have counselors and guidance personnel set up personal schedules of wor)i,ite visitations.

®  Provide opportunities for counselors and guidance personnel to meet with staff at the em-
ployment agency(s) in the area. . < '
L4 Have counselors and guidance persor\nel meet with area post secondary institutions to better
understand what educatlonal options are available and how to access these options.
r . Y.
® Provide  opportunities Xor counselgrs and gundance personnel to Meet with past students in
job settmgs to identify \their job copingzand ad;ustment problems.
-
®  Suggest that counselors gnd guidance personnel set up famny -home visitations on a planned
basis. | : :
®  Encourage counselors ahd guidance personnel to continue enrollment in course work, semi
nars, conferences, and conventions on career guidance.

~ .

®  Provide opportunities for counselors and guidance personnel to meet#vith small groups of -
students weekly/monthly to gain their perspectives of their needs and how the guidance

program is operating. "

.

-

-
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Set up multi-district self-help meetings for counselors and guidance personnel for idea
sharing and problem resolution. '

9.

“Principals
. N

. )

. The building level administrator has a major responsibility Yor the cgreet guidance prot;ram.
This reponsibifity carries with it the need to provide ongoing leadership, assure staff support, and

,assure that sufficient resources are available. More specificaly, some building level roles and respon

sibilities are: . <

» / . . .
1. Provide active encouragement and support of the career guidance concept and program. .
2. Espouse the idea of career gun,dance as a responsibility of each staff member. .

- . «
-

3. Provide commitment to expenmentatlon and flexibility in the guidance program and cur-
. riculum. . ‘
4. Provide opportunities for in-service education of staff in career guidance and human
_relations. -

. - - 123

o

> PR
Support the development of a career guidance commrttee composed of( staff members,
students, parents, and community leaders. .

6. Provide necessary personnel, space, facilities, and materials.

7. Encourage constant evaluation and improvement of the program.

A

. » + €

Workable Ideas for the Principal i .

®  Establish one or two day internships in a local work setting where administrators can @

examine new technology, work conditions, products being produced, and past students
in work situations. . e

. ®  Establish school administrator and industry, business, and labor seminars or panels where
employability, coping, and adjustment skills and problems of past graduates can be dis-
cussed. :

- ¢ -
~ ®  Create settings where past students of all types can rap with the administrators concerning -

their transition problems and how the school could both assist them and current students
who will be entering the labor market.

®  Have administrators study follow up program eyvaluation and needs assessment repotts and
present problems, successes and recommendations for future action to staff, parent groups .
/ cwvic groups, and school board.
o  Set up situations where administrators attend guidance related seminars, workshops,

“and conferences and prepare te-brief counselors upon return. «

® _  Establish situations where an aréa administrator and/or counselor who operates an ex-
{ emplary-guidance program would invite your principal to visit for one day to talk with
key staff and examine materials and techniques that are used.

Yy
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~ ® Invite the state guidance supervisor to visit your school and have this person informally. -
present promising practices that are occuring in schools that are similar to yours around
< the state. . .

L Suggest that the principal enroll.in various organizations so that he,/'she receives newsletters,
journals, etc. , )
. ®  Plan for informal weekend meetings between guidance staff and ‘adrmunistrative staff where
the agenda 1s a mixture of leisure and guidance program discussion. '

° Arrange for different types of personal contacts with administrators both in social and work
situations where the career guidance program can be discussed. :
14
®  Prowde situations where administrators give primary leadership to various guidancs related
in-iserwce or development activities. ’
®  Arrange for outside agencies (governmental, civic, or educational) to invite principals to
be a speaker or participant in their meetings or special events.

o . v
&  Arrange for-area multi-district administrative guidance related workshops.

. Develop informal way of relating community feedback to principal on the effectiveness
of the school’s gurdance program.

4

® ' Develop a teacherwounselor “'show and tell’" session regarding guidance activities with
) principal as reactor. . - S
Teachers
. . . o
Teachers need to carry many of the same responsibilities as guidance pergainel in facilitating
the careér devetopment of all. students The following are a few roles that ma%ll for in-service
assistance

1. Provide for easy transition of students from home to school, from one school environment —
to another, and from school to further education or employment.

-
ps

2. Provide students with curriculum and related learning experiences to insure the develop-
ment of basic concepts of work and the importance of thiasse who perform work.

3.  Provide group fuldance experiences which demonstrate the relationship between learning
and job requirements.

4. Assist students \n analyzing and interpreting their learning experiences for better under-
(‘ standing of self in relation to the world of work.

»

5. Plan and provide instruction which prepares stfents to enter, adjust, progress, and change .
jobs - ————_,

6. Encourage employers to assist in expanding student awareness of career opportunities. {
‘ |
7. Participate in the planning and implementation of a comprehensive career guidance program. |

s R}

A8
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11.

12.

13.

Workable Ideas for Teachers

-

Help parents understand and encourage the career deveIOpment process as it relates to
their children.

4 . -
Prdvide opportunities within the curriculum for students to have decision-making experi-
ences related to educational and vocational planning. .

J
Assist students 1n synthesizing accumulated carger deveiopment experiences to prepare them

for educational transitions, .
- v/‘“

Provide career exploratory experiences to help students gain an understanding of worker -
characteristics and work requirements. .

Provide experiences to help students increase their understanding of their own capabilities,
interests, and possible limitations, .
Provide for career preparation experiences that will enable the individual to acquire skills
necessary to enter and remain in the world of work at a level appropriate to his/her capa-
bilities and interests.

.

Develop contract learning experiences for teachers in which they are mvolved in setting the
contract agreement If possible, peer evaiuation could be, used as a means of determining

successful completion of learning activity.

Establish a gareer guidance hibrary for teachers and continue to communicate about special
materials. . .

Establish a work settmg visitation schedule to enébie/ach teacher one to two field trips per
year. During visitations attempt to arrange for staff to visit former students.

, Provide opportunities for counselor to conduct group, counseling and/or guidance sessions *

in each classroom during the year. Indirectly the teachers will increase their knowledge of
student concerns, interests, and plans.

€

. ¥

identify seminars, conferences, and/workshops related to guidance and counseling in which
teachers might participate; .

>

BN

Establish and ma\,ntam multi school career guidance curriculum committees for both brain-

storming and guidance curriculum development. .
4 .

Set up situations where teachers can visit other classrooms (own district or surrounding

districts) where career guidance is well established.

Provide opportunity for teachers to identify various occupations in the local community
{local telephone directory) and describe how their subject matter relates to the skills and
knowledges needed by workers. < . =
Conduct local "make 1t” and "take it"”” workshops focused on developing career guidance
materials to be used n their classrooms.

|

!

L]
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- ®  Have the librarian and/or audiovisual director meet with’ teachers by department to ex-
amirie the resources which could be used for career guidance in their subject-matter areas.

®  (Create asituation in which the counse! dmins$ters tests and other inventories to teachers ~
which are generally given to students. Have the teachers interpret their scores.
Lt . * < /\\/ )
L Make available to teachers various newsletters, monographs, and other publications which
demonstrate the effectiveness of career guidance practices in the classroom. - .

-

Students - s : y

The career guidance program personnel are in a prticularly strategic position to capitali'z"e upon
the talents of students. Several ways in which students can take an active role in the career guidance
program are:

N <

1. Sewg on school building or dist[ict guidance work committees. Y e
2. Serve as guidance Ieaderi in classroom and nonclassroom settings. 7 ’ -
3. Assist in seeking put work experiences for self and others. ~
4. v Participé}g in community need and re;ource surveys. ud -
5. Participate in guidance foII}owup studies. - -
> 6. Assist in the develepment and operation of career résource centers.
' 7. Assist in the development of community resource file. )
. . Workable Ideas for Students ] ) '
. . Py . -
° Have students prepare and deliver guidance activity announcements on the scﬁogk’s public
address system. N .
° Have studelts prepare and present inf:;rg?non about various aspects of th;e éareer.guidance . .
program through the locaknewspaper, {0, or television stations.
° Have students develop and conduct school and community interviews. ’ B -
] Have students create’and preseﬁt guidance related skits or?;lays at the school’s assembly
- programs and at civic and social clbb meetings. -~ ‘
e  Have students organize and conduct gydance related open houses for parents anc; com )
munity members. ]
. ®  involve studentsin vérious adult staff development programs that relate to mutual roles and

responsibilities. . . .

° Have students presént interpretations of the school’s career development needs assessment
results to parents, administrators, and faculty.

e  Establish a peer counseling program using students trained by counseling staff. -

A - '
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Parents <.

N -
Parents should play a vital role tn planning the career guidance program. Parents who take full
advaptage of the information given them by school staff members can: :
\w'.;i« -
1. Serve on career guidance program task conmittees.

N -

2.  Serve as resource perséns in the school.

- s

3. Assist in providing work experiencés for students. - ( N
' - -
-~ . 4, Participate in planning and condticting field trips for students. ) -
5.  Assist in organizing guidance-related special events in the community. ot

- * o - . -

v

Workable Ideas for Parents

®  Conduct evening sessions for parents to provide them with an overview of career develop-
ment and career guidance programs.

® Provide the opportunity for parer(:’ to observe their children’s classes.

L4 Have parents participate,in work:hops designed to build knowledge and devélop skills re-
guired for'implementing the career guidance program. -

®  Conduct parent seminars related to career guidance.

= . - -
v, . . sas
®  Send periodic newslette!s to parents concerning career guidance activities.

®  Make materials related to career guidan%available for parent use.
® Encourage parents to make work site visitations.
®  Provide situations where parents give leadership to guidance-related activities.

. Community Members -
Educators and parents must be ready 6?9 wilhing to team up with other community members in
planning and implementing career guidance, programs. The roles and responsibilities of community
members include: . :

-

. 1. ‘Partncnpate in the formulation of career guidance program policies and procedures.
' '
2. Assist in completing various tasks associated with planning and implementing a career
gutdance program
. — X
3. Act as resource person. ' .

4. “Provide w'oﬁk experiences for students.

5. _ Provide information about current and firo;ected job openings, available training programs, .
and information related to jab characteristics. -

50 . e
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. Workable Ideas for Cotnmumty Members* e . ‘ R
c e . Conduct open house for community members to 1earn about the school's career guidance * ' K
. program. Lt ' T . ‘
® Vst employers and othet community members to explain the career guidance program.
L3 0' . - R
®  Send newsletters refated fo career guidance, activities to community members.
® [nvite community ménbers to partjcipate in career guidance activities.
. ® Provide opbwtumtnes for community members to review career guidance materials. \/\/
®  Establish a s%?jes of seminars for communijty members. -
°

2
O
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guidance’program to community organizations. ” .
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%Formulate a rationale for career guidance programs. P

T~ '
‘ Appendix A .o *

-

"CAREER GUIDANCE PROGRAM STAFF COMPEKENE}ES -

) 7
o

Organize the development of a career guidance committee composed of staff members, stud
parents, afid community leaders -

~—

Communicate about career guidance to the administration. /
T : - a *
Know effective public relations techniques.

Convey the cg[yzspt of career gtfﬁ’ance to the community. ¢

. N ~ .
Establish commitment of-the school and community to Ehe program.
Conduct a meeting.

. Design a stepsby-step program to reach a goal. s
s )
Identify a working definition of ca@/er development and career guidance.
’ [}

ents,

Delineate basic principles.that underlie career development. = ' T e
p

o

+ . .
Use needs assessment diata for developing short and long term comprehensive career guidanc
gram plans. - .

. . . 3 . - .
Know financial requirements for career guidance program delivery.

Maintain liaisen with state department offices. ’ .

Develop a sound fthancial management plan for career guidance at the local level.

-

s

Provide active leadership. 3 /\ ) :

Obtain pol'icy and budgetai;y support for career gui&ance program. \

Motivate, work with, and Jead professiohal individuals.

’
epro

Organize career guidance program within the time, resource, and energy constraints of the

district. ] ¥

Maintain district commitment for career guidance program. ) ) :
Extend leadership for jn-service education. % * )
Understand the purpose of the career guidance program. :

i

-
-
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. ’ . ) . ' 4

. Work with both community and educational personnel if Yeadership and supportive roles.
'x‘ p - . . . > '
Provide ongomgun-servfce programs as needed. - R
. .
Understand current legal requirements which affect career gu@ance program planning. ~
. — - Needs Assessment : .
k N . + . -
Interpret results of needs asSessment to staff, parents, students, and community.
- "Develop clear statements of needs based on data gathered in survey. | )
- g
w °  Know of gvailable caréer interest survey instruments.
Identify major goajs of career gutdance. .
. Collect needs assessment data. _ . .
T.abulage and analyze'needs assessment data.
- - N
- Interpret needs assessment data. - .
Plan and conduct a comprehensive community survey to assess career guidance needs.
= : - )
U Develop items for needs assessment instrument. ’ .
Goals and Objectives - - i
Write measurable objectives for the career guidance program.
5 ) . : . . 6;7: 4
. Know career guidance goals and objectives. ‘
, Know techniques for writing career guidance goals and objectives. % ‘ %
A "!dentify career guidance goals and objectiv{es based.on career development concepts.
’ -
- , ~ .
. . Develop career guidance objectives'in the cognitive and affective domains.
l»’ ' / ! s
N Resource 4 Assessment
N - N . Ad - .
. Know ofwarious career guidance resources, throughout the community and state. B
Gontact and use resources. -
identify financial resources in a local education.agency needed to support a comprehensive career
guidance prdgram. ) - - !
Develop and mamtai«(a community resource file. - )
. Identify resoyrces and/or services available from the community for enriching the career guidance
‘- program. - . y
> t . . - ’
. C LK , . .
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/ .
Identlfy types of facilities needed for a career guidance program.

\f\ Evaluating-Outcomes
. -~ 1 - ~

Administer ability, interest, and achievement tests to students’

Know of instruments available for measuring career development.

-

Design a system to evaluate career guidance objectn'ves.

= . - )
Report results-of evalua,t|on,\ : ) . ‘ P
» . \\—/‘ " ) ‘
Develop questionnaires and other insttuments.
Identify the evaluation and feedbgck procedures that,will be used to assess progr‘essj o

Use pre- and post-assessment techniques.

_ Placement
N 1 « - .

Know of current careypportunities available localty. - ' . -
Know of career opporfunities for women. ' )
wap? r

Organize and maintain student data in files.

Ay

Develop good w?)rktﬁg relationships with organized placement agencies in the community.

» Identify resources and Wnties ava:labzli) for placement througbﬁ{ubhc and private -
. .

o 2:,, a*ncies.

Organize and maintain placement materials so they are usable by students, parents, and staff. '
Identify information concerning post-high school job placement and school selection. .on

Place students in appropriate educational institutions. / -

Identify careers that require a high school diploma.

Obtain informat®n on employment trends from the local state employment services.

-

\

. .. . [4
Maintain job resource file. . ‘ -

Maintain rapport with potential employers for students.

Follow-up T T )
. . -

Design effective follow-up instruments and procedures.

Determine what types of follow-up data are needed. -

i
.

Implement a system for the efficient retrieval of follow-up data.
. ) . . h . ®
55
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Counseling -

-

! Interpret test results to students and parents.

Assist students in the assessment of their own career{ieveiopment needs.

-

Assist students in planning their own educational and personal programs in relation to their own

career choices.
/ .

. Use individual guidance techniques.

Use group guid ancextechniq ues.

N

Use career materials such as games and kits in career guidance.

- Present career options available to students.

Apply skills designed to reduce conflict.

Use human relations skills necessary to assist students with career development

\\\

Know human growth and development processes.

identify students wih special needs and refer.to appropriate agency.

Career Guidance Practices .
Integrate career guidance activities into the curriculum.
Design and conduct career guidance classroom activities. *

Relate course work to students’ future life planning.
, .

Select, organize, and classify materials for a career guidance resource center.

Know the existing curriculum within the school.

s

Develop learner activities that achieve career development objectives.

Identify subject matter concepts c_o'mmon?y taught at each grade level to determine how career
development conegbts fit with the curricuium, ’

Teach career development skills to students.

i

Develop a rationale for infusing career guidance into the curriculum.

Coordinate career guidance curriculum development.
Develop learning activities which infuse career guidance concepts “into.appropriate levels of
curriculum. - :

RIC : B
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_ Develop a system for working with parents regarding career planning for their children. ¢

Implement parent education activities which focus on the relationsiip of the home to the career
development of the students.

Rural CommUwity Perspectives i

Identify and use instruments, strategies, and techniques for @stitutmg programs of attitudes and
. values expansion for staff, parents, and employers. —
Develop broad ranging programs of attitudes and values expansion for staff, parents, and employ
. ersbased on empirically derived as well as’subjectively derived data.

Deal with attitudes and values in a positive way in order to facilitate more satisfying life role '
assumption for youth. o i

—

v »  Analyze their present attitudes towards career guidance.

Know that students become vocationally mature at an early age and that stereotypic thinking
on the part of adults may limit the career potential of youth.
—————

Understand the backéround of ethnic groups as it affasts career choice. o

Recognize the occupational potential of youth regard|less of sex, ethnic background, or socio-
economic status -

- . Py

«  Help staff broaden their life-role expectations for students..
. [ ]

Assist youth in expanding life-role gspirations.”

r

Know how federal and state laws on sex stereotyping affect career guidance actuvities.

( EY
Understand the economc, sociotogical, and psychological aspects of the changing nature of work.

- -

Commuriity Relations and Involvement

-

lnvolve{)_a\ré‘nts in school career guidance activities.

‘ - N
Involke community members in career activities with students.
Know effective public relations techniques. /\
/ . -
: Maintain network of communication between school and community. .
Use techniques for coordinating school and community resources.
Implement a public relations program, . /7
Serve as liaison person to the comq{u_gjty.
. . A .
, ; .
\
. & - - 4
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Maintain liaison with community groups ’ .

P

Establish and maintain working relationships with local business, industrial, and labor personnel

in devefoping-or improving exploratory work program. C .

Arrange for and conduct field trips.

Secure support for career guidance program from influential community groups.

Speak at community group meetings to describe career guidance program.

T Contact personnel offices to obtain written information about job opportunities.
¢

'y
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Appendix B-

L3

-

STAFF DEVELOPMENT QUESTIONNAIRE

-
>

What skills do you feel you need to develop in order to work effectively in a career guidance
program?

’
Methods or techniques for classroom activities Ty
Individual and/or group carder guidance lesson plans
Assessing students’, communities’, teachers’ needs
Other )

.

What topics do youTeel are important to cover an in-service education séssion for the career
guidance program? ,
- ‘
State and national career guidance models
Career guidance materials
Career guidance resources

What techniques do you feel are most valuable for in-service programs?

‘e Roleplaying

Small group activities
Large group discussions
Case studies

Other

-
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- .

Y STAFF SURVEY

=

The following statements describe possible competencies needed by counselors for a career
gutdance program. Please respond twite for each statement. First, indicate how important the

_, competency is for the career guidance program, and second, indicate how much in-service help you

need to develgp the competency. - . - . .
. \\
Importance . - Need for In-Servic
None Little Some Much Great . - . None Little Some Much Great
—%:=2 3 4 5° 1. Ability to use career materials, such 1 2 3 4 5
S as games and kits, in career guidance.
1-2- 3,4 5 2. Ability to communicate about career 1 2 3 4 5

guidance program to the administration.

1 2 3—4- .5 __3. Knowledge of current career'opportuni- 1 2 3 4 5

‘——-_4“"‘4““’{.& E SRRV £ R
1 2 3 4% © o4, A’Bility to help teachers integrate 1 2 3 4 5
—— career development into the curriculum.

1 2 3 4 5 5. Ability to coordinate career guidance 1 2 3 4 °5
programs with.curriculum, instruction, '
-~ and other student personnel services.
1 2 3 ™% °5 6. Ability to develop a system forworking 1° 2 3 4 5
= with parents regarding educational and

- ¢ — occupational planning for their children. * «
1 2 3 4 5 7. Ability t& accurately organize )and 1 % 3 4 5
. i mdintain student data in files.
1 2 3 .4 5. 8 Ability to relate appraisal data to the 1 2 3 4 5
T s total school instructional program.

1. 2 3 4 5 9. Knowledge of information concerning 1 2 3 .4 5
post-high.school job placement and
school selection. )

1 2 3 4 5 10. Knowledge of effective public relations 1 2 3 4 5.

techniques.

1.2 3_4 5 11 Ability todesignand conductclassroom 12 3 4 5
o career guidance activities. ¢

1 2 3 *4 8 12. Ability to help teachers relate course 1 2 3 4175

work to student’s future life planning.

61 ;& . -
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Importance Need for In-Service

¥ N
Noné Little Some Much Great None Little Some Much Great

1 2 '3 4 5 13 Knowledge of instruments.available 1 2 3 4 5
- #for measuring career development.
. ’ N .
1 2 3 4 5 14, Ability to write measurable objectives 1 2 3 4 5
for the career guidance program, Co

1 2 3 4 5 15. Ability to interpret results of program 1 2 3 4 5
evalwation to staff, parents, students, '
) and commu nity. : e

N

Adapted from Career Competency Survey, California Pilot Career Guidance Center, San Diego
& County Department of Education, 1974,

M
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STAFF DEVELOPMENT PLANNING GUIDE .
- Goal - ~
Objective:
. “ Resources Leader Learner Resources . Communication .
Audience Available Strategies Strategies Needed Evaluation & Promotion Time 4’ Cost

e
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STAFF DEVELOPMENT PROGRAM

(Covér Example)

gEER Ep )
\ ‘\\\v m» ’y!
= A

. e Roger Comb’s
L ’ Career Development Coordinator
Trimble Local Schools

—
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Agenda Example

. . . CAREER DEVELOPMENT WORKSHOP

A /’ ! " TRIMBLE LOCAL SCHOOLS PROGRAM )
Theme—""To Make The Best Better” ~ # ]
o s
Purpose— To provide career development orientation for Tnmble Local Schools personnel
(g
k4 .
AGENERAL SESSION . . . . . . . . . . .‘ e o T ... 9:00-9:45
’ - Welcome—DT John Melghan At Co: Voc. Scheol . . . . . . . . . L L. 9:00-9:10
Career Education . . e e e e oo ... 9110940
Comments and Announcement; RC. . . T AR 9:40-9:45
After the break all participants will meet in groups -
in rooms as indicated on name tags.
L l//’ *

BREAK (5 minutes to regroup)

SMALL GROUP SESSIONS

N

E
Program orientation for each. level fllm and discussion concerning seven \
developmentalareas . . . . .7, . . . . . o 0.0 9:52'3?10:25
@ Motivation (K-6) Room ’ ) o
. Orientation {7-8) Room 1 .
Exploration (9-12) Room , e
- L VY « .
_BREAK:coffeeand doughnuts) . . . . . . . . . .. .. ... .., .. . 10:256-10:40
Orientation to seven developmeptal areas . . . . . .. . . . . . . . . 10:40-11:15 . -
. ¥ ]
NITTYGRITTYSESSION&/. e e o ... 11:20-12:00
rainstorming to prepare lists of activities to provude_development in each
developmental area __ A . )
” M--1 Room Facilitator ’ N ’
M-2 Room Facilitator
M-3 Room Facilitator
" M—4 Room Facilitator -
0-1 Room Facilitatpr o
. 0-2 Room” - Facilitator N . et T
0-3 Room Facilitator » - . .
E-1 Room Facilitator ¥ : L
~ E-2 Room . Facilitator R . .
E-3 Room Facilitator . o
LUNCH . . . . o oo 12:00-1:00
‘ ” 4
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NITTY GRITTYSESSIONS . . . ... . . .. .. . ... ..% ... 100-230
“This is Where It's At''—integrating activities with specrfnc lessom

objectives for varidussubjects . . . . . . . . . . .. . ™. . . . . 100-2:30 »

+ -

MATERIALS DISPLAY . . . . . . . . . o ot . 2:30-3:00

'
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, Appendix F o, ’ R .
) - ’ . ' " . .
Y . ‘ * FEEDBACK QUESTIONNAIRE S N
“ -~ - - ) ‘
» Directions. This questionnaire is designed ta obtain your reactions and suggestaoqs fori nmprovmg
- future staff development workshops. Please respond to each item and prowde addi-
tional comments to explain your answer ‘Where necessary. . .
» 1. The content of this in-service program was adequate. \ Yes OO No OJ )
. . ¥ ‘ . ’ t
Comments: * . . CoL . .
‘ - 4 . { . .
2. The learning activities helped me achieve the'wowshop objectives. Yes (J No [
4 -
Fd . ) T
Cor/hments:

v
0

. * 3. The learning activities were approprlate to the knowledge and . ’
skulls being taught. : 4 ) Yes 3 No O .
. ' i . -
Comments: . oL . v
4. "The wotkshop leaders were qualifiéd to present the knowledge - . . .
and skills. ) _ * Yes O No O e
#. *
. Comments: ] . ‘ . ¢
ri ! / . ‘ -. e ‘ . - ) : ‘ j .
5. Sufficient resource materials were available for use. - . Yes (J No O
Comments: ) ) .
- ¥
6. The learning-activities were logically sequenced. . Yes O No O
\ > : .y
. Comments: = SRR )
v - ) . “, ¢ -~
7. The handouts prowded useful mformatlon Yes (7] No ¥ \ A
,« I C.omments _ ’ ‘ ' .
8. | feel | have learned the skills presented. ) Yes J No (3
Comments: ’ .
. - § i
. . v
‘£ L ‘
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- i :  Appendix G
L)
< ’ \
TEACHER SURVEY QUESTIONNAIRE -

’

If we can assume that you as a teacher feel that students should become more involved in

1.
- curriculum planning, would you be willing to support efforts in forming a student curriculum
committee?  Yes No A )
Why or Why Nat?.. .
= ./ ’ ’ - . F
~—~—__
N A
. 2. If acommittee of students were to be formed, would you agree to the following. two students
from each grade level, the staff development leader, a teacher, and a counselor7 Ye\s
No
If nd, who would you suggest to be included on the committee? -
]
3. Would you be in favor of the above committee p}anmng a student all day in-service workshop
to be held later-this year? - Yes No
If no, Why? . . - -
L] - B . bt
4. |f astudent in-service day were planned, would you attend? Yes No - s
If no, why not? '
L4 g
‘O
N\ - .

.72
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This rural school career guidance project represents an effort to build ‘upon the unique strengths of the rural setting

«

' “r

CREDIBILITY REVIEW PANEL MEMBERS

2

and to overcome the problems faced by educators, parents, employers, and students in rural schools and communities.
The use of local credibihity Yeview panels was designed to provide an assessment of the relevance and feasibility of the
ruralized processes and products generated as a result of this project. Individuals representing educators, students,
parents, and employers were organized into fifteen review teams across the states of Michigan, Wisconsin, and Ohio. The
following individuals gave freely of therr time and competenc.es Ovel' ayears penod to increase the effectiveness of our

efforts.

Yy v —_—
— .
MICHIGAN

Kenneth Groh, Adminstrator, Powers..

Dennis Stanek, Administrator, Rapid River

Bill Wininger, Adminutrator, Reputzhc.

Davs Gallinstt:, Administrator, Repubnc

Peter Rigoni, Administrator, White Pine

Esrl Ellason, Tescher, Champion .

Dave Morin, Tescher, White Pine

Ray Pomroy, Counselor, Laurium

Berbers Stebler, Counsslor, Hubbell

John Petsrson, Counselor, Gladstone

Charles Kathosfer, Counssior, Stephenson

Bonnis Hansen, Counselor, Powers

Michse! Meldrum, Counsator, Marquetts

Kenneth C. lvio, Counselor, White Pine .~

David Hooker, Studgnt, Ahmeek

Mett Amenn, Student, Gladstone

Therssa Lepthien, Student, Escansba ,

Keith Johnson, Student, Republic

Reats Mayo, Student, Republic

Anits Nismi, Student, Republic

Craig L. Kinnunen, Student, White Pine

Cynthis Miytield, Student, White Pine

Edith Jenich, Community Rep., Laurium

Roy Swanson, Community Rep., Escanaba

Lols Miron, Community Rep., Republic

Ben Kykksnen, Community Rep., Republic

Susegh Bekkala, Community Rep., White Pine

Dale Hanes, Community Rep., Calumet

Capt. Robert Hartmsan, Community Rep.,
Gladstone .

Special thanks is extended to the fotlowm?
Career Education Planning District {CEPD
coordinators who provided much leader
thip and coordinstion to the msterial review
Process.

Thomas Plsrton - Marquatts -
Algsr Intsrmadiate School Distriet

Paul Kimball - Copper Country

*  intermaedists School District

W. Latoy Lilmakka - Gogebic Ontonagon
intsrmediate School District

fvan Ryan & Karl Arko - Daita-Schoolcraft
intermediate Schoof l?lmlct "

. 'b ; ,

ERIC

Aruitoxt provided by Eic:

<
3

JTTOHIG L

rd Pogue, Administrator, Porttmouth
Wilham Mann, Adminustrator, Heborn
Hagar Sphrigck, Administrator, Wheslersburg
Ray Tesrney, Administrator, Fremont
_Geraid Snydey, Admimistrator, Chillicothe
. Everett Park, Administrator, Chillicothe
. Helen Snyder, Administrator, Waverly
Derold Figgins, Administrator, Montpelier
Stanley Miller, Administrator, Clarksburg
Max Knisley, Administrator, Chillicoths
Carl Fogie, Admnistrator, Navarre
Tony Zuppe, Administrator, Alliance
Ksnneth Schppen, Teacher, Canton
Mary Lou Wachtel, Teacher/Massilion
Milton Miller, Teacher, Navarre
John Smith, Counselor, Canton
Robert Mason, Counselor, Granville
Joyce Windnagie, Counselor, Deflance
Donald Anderson, Counssior, Bainbridge
Donald Kerr, Counselor, Westeqville
Waesley Snyder, Student, Canal Fulton
Dallas Chaffin, Student, Chillicothe _
Jim Hoover, Student, Nspolson
Jill Deckaer, Student, Sherwood
Kim Burton, Student, Portsmouth
Oudley Nichols, Student, Portsmouth
Vance Holter, Student, Johnstown
" 'CarBtyn Ford, Student, Johnstown
Pauls Morgan, Student, Chillicothe
Wads Golay, Community Rep., Cangl Fulton
Mable Alley, Community Rep., Londonbarry
Meri Bsuman, Community Rep., Nagoison
Willlam Hall, Community Rep., Whealertburg
Lsna Rows, Community Rep,, Portsmouth
Janet Evarstt, Community Rep., Johnstown
Lisyd Bixter, Community Rep., Newerk
Psm Whaley, Community Rep., Wauseon

Charies KnppHCommunity Aep., Chillicothe

Al

WISCONSIN

Ted Kakaliourss, Administrator, Bangor
Fred Ponschok, Administrator, Shewsno

Al Szepi, Administrator, LaFarge

Eugens Hawk.nson, Administrator, Beimont
Jim Well, Administrator, Platteville

Alan Beeler, Administrator, Johnson Cresk
Theresa Worachek, Administrator, Reedsville
Jim Romskog, Teacher, West Salem

" James Leavitt, Teacher, Beimont

Mergo Thieds, Teacher, Platteville

Leona Chadwick, Teacher, Ft. Atkinson

Grant Mattes, Teacher, Reedaville

Susan Zimmaerman, Counsslor, Onalasks

Theds Gill, Counselor, Platteville

Terry Van Himbergen, Counselor, Johnson Creek
Larry Olson, Counselor, Reedsville

Charlotts Buckbee, Counselor, Shawano

Kevin Berg, Student, Bangor.. .

Jo Ellen Hetssiberg, Student, Sperts

Jackie Buckhop, Student, Beimont

Ron Voigts, Student, Belmont

Thereta Stushler, Student, Watsrtown

Mitch Wintsr, Student, Johnson Creek

Kathy Welch, Student, Reedsville

Tim Wenzel, Student, Resdsville

Steven Broder, Student, Shewano

Steve Darm, Student, Shawano

Jusnite Resch, Student, Shawano .
Chariotts Hotfmann, Parent, Bangor -
Shirley Heins, Parent, Bsimont

Mr. & Mrs. Willism Daley, Parents, Greenleaf
Lioyd Niedteldt, Community Rep., Bangor -
Joseph Klsin, Community Rep., Cuba City

Halen Krauts, Community Rep., Johnson Creek
Betty Lemberger, Community Rep,, Whitelsw
Willlam Becker, Community Rep., Shewang ‘.
J. A. Kesten, Community Rep., Shawano

" Charles Marohl, Community Rep., Shewano .
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Rural America Series
- Career Guidance Program Support Information Documents
State of the Art Review ) .
- . L"“"“i e Ty ’ - ° '
Life Role Development Model

Career Guidance Resources ‘

k4

oy T

S

o Career Guidance Program Process Handbooks
. Planning and Implementation ’ .
4 » ) -~ T, [ 4
Career Development Needs Assessment s
Behavioral Objectives -
Resource Assessment
Deciding via Evaluation T ) )
Career Guidance and .Counseling for Groups a}md Individuals Handbooks _
/Care;er Counseling in the Rural School
Desk Reference: Facilitating Career Counseling and Placement
An Individualized Approach to Career Counseling and Career ' "
Placement - : .
"> Transitional Career Pldée;nent in the Rural School
.
édréqr Guidance Practices
"' Gareer Guidance Progran_w‘guppoh Functions Handbogks -
B . StafffDevelopr:tbnt T s
;Community Rela[‘ior;,s and Involvement N
| ¢ " Rural Community Perspectf'ves toward Career Det;elopment
Fo‘r orderng information (indiwidual and QUanti'ty price:s) and/or in-service training technical
assistance, contact: . . 3 o
-7 The.Center f;>rVocationaI Education-- -

CVE Publications
The Ohio State University
1960°'Kenny Road
Columbus, Ohio 43210 .

(614) 486-3655 | .

.
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