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...The Center for Vocational Education's mission is to increase the ability of diverse agencies,
institutions, and organizations to solve educational pro ems relating to individual career planning,
preparation, and progressi6n. The Center fulfills its rhission by:

Generating knowledge through research :,

Developing. educational programs'apd products r
Evaluating individual program needs and outcomes

Installing educational programs and products

Operating information systems and services

Conducting leadership development and training programs
I
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.
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Mr. Paul Shaltry, National Field
Test Coordihator, 1974-76

Dr. Marshall,Amesquita, Developer, 1974-76
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Ms. Carolyn M. Burkhardt, Writer/Developer, 1976
Vs. Noreen Hayes, Developer, 1974
/11 r. John Howard, Developer, 1974-75 ,
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Beciuse most high school guidance
progrni tend to offer'more services than
their resourk,estArt adequately suppoft, one
of the first tasks prescribed in CPSS is an
assessment oflesolirces available for use in
your new program. The information about
resources will enable the Steering Committee
to select goals for your new program based
not only on what students need, but also on
whether there are resources available for
goals to meet those needs. Without such an
assessment, an otherwise sound program A
could be ineffecti ..because resources are
not used efficient

The CPSS ource assessment will
help your school identify appropriate ma-
terials, space, equipment, people, and funds
in both the school and community. Happily,
such careful attention to resources may help
you "discover" more career guidance tools
than you knew you had.

In addition to resgurce assessment,
CPSS requires other activities associated
with resources. Although they are not pro-
perly considered assessment, procedures for
these tasks are included in this procedural
guide since you, as resource leader, will be
responsible for performing them.

A seven-member Resource Assessment
Task Force, headed by you, will assess re-
sources available in the school and com-
munity for your career guidance program.
As resource leader, you are responsible for
making sure that the work gets done and
for acting as a liaison, between your task
force and the Steering Committee during
assessment. Two other faculty/staff item-
hers and four students comprise theest of
the task force. You may want to assign a
pair of students to work closely with each
faculty/staff member,

The task force's job is to compile:
(1) aist of current, career guidance activ-
itis in the high school, its feeder schools,

and the state"d district; (2) a list of
able school and community resources that
could be used in career development activ-
ities; and (3) a descrip ion of the school and
community that inclu s population statis-
tics, occ,upations in the community, and
courses offered in the school. All three kinds
of information will,be helpful to the Steering
Gominittee as it makes decisions about the
scope and direction of your new.career guid-
ance program. The list of current guidance
activities should be useful when integrating
successful current activities about your new
program. The list of resources will provide a
single-source reference concerning all the re-
sources available to support career develop

activities. This information about re-
sources will include such things as who should
be contacted about their use and any constraints
that may be placed on their use. The descriptive
data about the school and community will be
used primarily as backgtound information.

The task force will be filling out CPSS .

Program Information File items 1-33 during
assessment. For your reference, copies of
these items are in the Appendix of this pro-
cedural guide. The CPSS coordinator will
give you duplicated copieS of these items that
you and your task force will b- working with.
The procedures in this guide will tell you how
to direct the task force in filling out these
items. The list below sumntafrzes the items,
their subject, and suggested sources of infor-
mation:

Item

Current career
guidance
activities

School
resources

Administrators, to hers,
counselors, and/or taff
in yourIchool
Feeder-school adm. in

kliators, teachers, and/
staff.
State boardof education,
and local school district
administrators

Administrators, awn-
selors, teachers, and/or
staff in your school

. .



9
10

11
12
13
14 > almmu nity,
15 resources \
16
17
18
19_

Periodic and special
reports prepared by

4state and local govern-
mental agencies (state
board of education,
local school district)
and non-governmental
agencies (universities,
banks, labor organiza-
tions, business and
industry, publishing
companies, social,
cultural, service organ-

_ izations) .

20
21
,22
23

24
25
26

, 27
'28
29

School and
,community K
description

\

-Administrators, coun-
selors, teachers, and/
or staff in your
school

Reports prepared by
the Bureau of Labor

`Statistics, U.S. Labor
Department, Bureau of
the Census, Center for
Educational Statistics,
U.S. Department of
Health,Education and
Welfare; yOur local
bureau of employment
services

Informatiotion both the school and
community should.e factual unless only
estimates are available. In those cases, es-
timates should be noted as such. If the
information located is base:lion categories
that areifferent from the ones used in the
items; you may advise task forte members
to use the available categoz'k ail those
specific items. If informatiofor certain
items is already available in another form,
you may suggest that task force members
simply attach to the item or reference'
copies, of hat information and note where
it is availab

Information sources listed' above are
merely examples. You may advise task force
members to use any other sources-that are
available. The CPSS Advisory Committee

J

members may be the best source of infor-
mation about the community. Advisory Com-
mittee members flay already have the infor-
matiOn you need, may be able to acquire it,
and/or may be able to verify or suggest a
source for verification for information the
task force has already collected! However,
task force members seeking information on
the community should contact Advisory Com-
mittee members only after exhausting other
sources. The Advisory Committee may ad-
vise or help, but the work of assessing re-

'sources belongs to you and the rest of the
task force.

If another schools in yourdistrict are
using CPSS, you, the CPSS coordinatot, and
die principal will meet before the task force
begins its work in order to decide whether to
assess community resources in conjunction with
the other schools. This is possible because the
information to be collected about the commil;
nity will be the same for altschools and will
mean that no one school will have to collect all
the information. If you cici work with other
schools, the coordinator still act as yaison
tween your school and the other sChbols in-
volved. You and he/she will have to work
closely so that the efforts of all schools con-

. tribute to a good resource assessment.

N '
Once items 1-33 are completed, the task

force will disband. Your responsibilities as
resource leader, however, will continue. Be-
cause of your experience at assessing resources
and Our access to informatiOn, you will be
considered the school's expert on resourtees.
You will be called upon to astiSt career devel-
opment unit instructors in assigaing resources
to each unit.- As the schools most knowledge:
able person concerning resources, youshould
be able to fnake valuable contributions to the-,
CDU's and to make theODU instructor's job
easier.

Resource a0ounting activitieskeeping
rack of the use resources begins once'
your new career ance pr am is operating.
You alone are respon for t ese tasks, which
require filling out CPSS Progra Information
items 34-39. iteference ctpies of these items

ti
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are in the AppendiN of this procedural
guide and instructions for filling yhern
out are in the procedural section. The
information that should be recorded
on the items should, be available im-
mediately after each CDU plan is ap-
proved. You should complete the
items at that time. Upon modification
or termination of a CDU, you should
make necessary changes on the items
1 our responsmilit 1.3E- resource ,1(
counting is ongoing throughout

the life of your new career guidance prCi-
gram.

Another of your-responsibilities is the
tontinuous updating of resource assessment
information (itVms 2-33) initially collected
by the task force. (Item 1 need not be up-, dated.)

._ Your procedures for fulfilling your re-
sponsibliittes as resource leader begin on the
next page

t
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RESOURCE ASSESSMENT PROCEDURES

.1
Step 1 Study this procedural gulde. (A referende copy of the_CPSS Program Information File

items dealing with resoutces is in the Appendixttf- this guide.) Addr\ess. all questions to
the CPSS coordinator.

Step 2- At the request of the coordinator, meet with him 'her and the principal to consider whether
your school will be filling out items 5 and 9-23 in conjunction with otter schools also using1.
CPSS., If so, decide how to proceed. You may want.to have the task6force skip those items
tor now and work on other items until you and the other schools decide which items will
be completed which schools.

Step :r Deeide.,..whet her to permit task forct members to contact Advisors Committee memberk
with items 5 and 9-23 (Gt.-those of them that your scho61 will be responsible

tor) ,Ve these specific Advisory Committee members who likely to have information
needed for particular items?.,You may, want to contact the CPSS coordinator for assistancte.

Step 4 Estimate how many copies of each item the task force will need for resource assessment
(deciding, for instance, whether you want all-members to have a working copy of every
item) Make sure to include in your estimate one extra copy of each item (galled the
final copy in this procedural guide) tb be the copy forwarded to the coordinator ror filing
in the CPSS Program Information' File. Ask the coordinator to duplicate those copies for
you plus one copy each of resource accounting items 34-39. You won't need. theaycount-
ing items until after the task force disbands.

.sr
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S 5 Hold the first meeting of the Resource Assessment Task Forces

A. View AV -1 and/or AV-2 with all membeils of the task foice. Viewing AV -1 should benecessary only if members need want an overvie of CPSS at this time.

B. Explain resource assessment, answering all questions-and making sure that the taskforce members understand their responsibilities.

C Distribute working copies'of all resource assessment items youriachool will 'Be respon-sible for and review them with the task force.

D. Divide the work related to the items among the members, helping them decide amongthemselves who will complete which of the items you distributed.

E. A4k each member to prepare a rough draft response to his/her items before line nextMeeting. Each member also should identify the sources of information for the response.
1_ Mention the sources Otinformation indicated in the Introduction of this proce-dural guide. Indicate that the listed. information sources are simply a suggested'

starting point and that task force members are free to locate other sources.

2. If information readily available 'or certain items (perhaps items concerningthe school description), siiggest that task force members merely attach copiesof that information or reference on the items the place where the informationi=is stored.

3. Indicate that information'about both the school and community should be factualunless only estimates are available. Estimates should, be noted as such.

4 Tell the members thatx for those items asking for information that is categorized,they may use categories different from those in thefitem if information readily 4available is organized around different categories.

5. Indicate that more than one source of information may be appropriate for a
single statement, especially ifthe task force member has reajson Co believe that .the sources may contradict one another.

I
(6. Ask members to leave blank those items for which they capot find factual in

formation or reasonable estimates.,

,7. Tell the members which Advisory Committee rninbers could be helpful with.specific itetns, depending on what you, the coor inator, and the principal de-cided in Step 3. The Advisory Committee show be contacted only after other
sources have been exhausted. Caution the task force that Advisory Cbmmittee
members are likely to be very busy people and that they should carefully for-mulate the questions they plan to ask before tint/ contact the Advisory Com-mittee members.

F. becide on a date, time, and place for the next meeting of the task force, allowing 4-1
ample time for the completion of items.

I
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Step 6 During the second and as many other meetings that youneed, lead the task force in a
review of all information prepared to complete the items.

'A. Consider the probable appropriateness of the information (for example, look al
the date of publication if the source-of the information igra xeport, etc.).

B. If there is more than one source of infdrmation for a single item and the information
is contradictory, decide which set of information appears to be-most appropriateOr
resolve the contradiction.

a

C. If an item was left blank because factual information,is not available, male an'esti-
mate to supply the information and write an "E" in front of it.. If you cannot make
an estimate, leave the item blank.

D. Add and complet dditional items if you ink information about resources not
covered by the C items would be useful in Wanning and implementing career
development actiAties.

Step' 7 iek one or more task force members to prepare a draft of *ire completeddiems. 'Give
opy of this draft lo the CPS coordinator for review by t Steering Committee, and

keep a copy yourself.

Stet 8 Receive the reviewed items from the CPSS coordinator. Make any corrections'or
tions deemed appropriate by the Steering Committee.

Step 9 Ask some task force members to neatly *rite or type the final version of all items. Once
this is finished, the task force should disband.

Step 10 Maice a copy ol the items for your files and forward the final version to the coordinator.

Step'11 Once CDU developnient begins, assist the CDU instructors at their request. Your task will
be to identify resources required to support the recommended activities and to advise each

..,CDU instructor on the ayailability of resources and, if necessary, to assist in finding ways
to acquire the necessary resources. If the same resource is beinmonsidered by more than
one CDU instructor for use at the same time, you should inforlti the CPSS coordinator
and theCDU instructors involved of the possible conflict.

. ,

NOTE: Both yihr and the methods specialist deal with career development materials.
The methods specialist identifies materials that are appropriate for a CDU,
whereas you pal with the availability of those materials (in addition to
appropriate people, space, equipment, and fund's).

54

Step 12 During the 5tee ing Committee's reviewpf each CDU before imNementation,.,adviSe the
committee of e appropriateness of the resources identified or it.

Step 13 After each Cl) is approved, record the applopriile information about the resources as-
, signed to each CDU on items 34-39 (resource accounting' items).

6
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,Step 14 later, make approprle charges in these items when a CDU is modified or terminated so
so that the items filed in the CPSS Prog'ram Jnformation File continually reflect which
resources are.currently being used and which are available for assignment to other CDUs..-

.
,

Step 15 , Make sure t,hat ydu update dontirtuousry resource assessment items-2-33 initially dom:,
pleted by your task force.
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APPENDIX

Items (Inforniaticin Tables) 40 hich
the Resource Assessment Task Force and

.Resource Assessment Leader Will Document Information
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RESOURCE ASSESSMENT'

Current Career Development ActivitiesI 1. IYescriptive and Evaluative Data on the Existing Career t;iiidance Program
2. Current Career-Related Programs in Feeder Sehools
3. State and District Career Guidance/DevelopMent Goals

.,. .. .,
SchooLResourc,es '...

Faculty/Staff
5. Career Development Materials

9, 6. Equipment
7. Space
8. Funds

Community'Resources

9.
10,
11.
12.
13.
14.

"16.
17.
18.
19.

Universities and Colleges
Occuphtional Preparation SchRols
Occupational Prepagation Programs
Post-secondary Assistance
Occupational Selection Assistance
Job Placement Assistance.
Part-time Ittiiployment Assistance
Specie' Programs
Help for Emotional and Physical Problems
District Guidance/Career Education Administrative Services
People

I

"NO

Community arid School Description

27.

4

Bus Transportation
4-20. Population

21. Population Changes 28. Student Enrollment
22. Occupations 29. Dropouts .

23'. Unemployntent 30. Course Offerings
.24. "School Boundaries 31. Class Scheduling System "Th25. Distance to Boundary 32. In-service Education
26. Size of Attendance Area 33. Determination of Course Colteni

RESOURCE ACCOUNTING

34. _ People
/35. Equipment
36. Materials
37. Space -
38. Funds
39, External Services

1' -14
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1. Descriptive and Evaluative Data on the f:x.istgig Carer Guidance Program.* Insert after this
page descriptions of career development activities being conducted by your school prior to the
start of CPSS. Also provide tiny available oviilynce that tridWates that the activities are effective.
If pcAsible, limit the description and evaluative data for each prior career development activity
to one page. A suggested format for documenting an existing activity is given below'

A. Name of Actkvity Use only if the activity has an official and 'or popular designation that
most people in the school will recognize.

B. Goal(s) List thestA-t-ed_gpal(sHor the activity, it available

C Objective(s) List the stated object ivets) for t-he activity, it available

D. 'Activity Leader(s) List th¢ individual(s) within and, if appropriate, outside t4 school
who ,has prime responsibili6 for the activity.

f\r.- Infusion Point. Identitywnere the activity is being conducted.
,

F Schedule Provide.trie date(s) or time period(s) during which the activity is conducted.

G. Activity RI-rit/ describe the activity If possible, include a description of at least the
following- (1) methods, including materials used in the order of them use and 42) the
amount of time needed by students to complete fhe method.

4 H. Resources:

a. People 4,1st the names of all individuals who are responsible for instruction, coordi-
nation, counseling, etc., in the activity. For each individual, provide he amount ,of
time utilized for the activity.

its

b. Materials List all materials used, such as pamphlets, films, book, vms, etc., and
the amount of time each is used.

c. Equipment List all equipment, such as projectors, tape recorderg, etc., used and
theamount of time each is used.

d. Space List only-unusual requirements.

e. Funds List the m ney that is being spent for the activity.,

I. Klaluative Data: Briefly describe evidence that indicates that the activity is effective...
If ivailable, cite the degree to which students achieve objectives and their reactions to
participating in the activity.

*Information for t is item is collected only once.

13
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2. Current Carew- Related Programs in Feeder Schools. Identify and briefly describe career:related progr ms current! being,conducte4 at the schools (elementary, middle, and juniorhigh) whose ajority of tudents eventually attend your high school. Use additional pagesif necessary.

School ..GrarLevel(s) Kind of Career-Related Program(s)

4

'TA
4

14

lb

Information accurate as of

'44Ir'tN

(date)



3. State and District Career GuidanCe.(Dorelopment Goals. Attach or Write below,the'career
guidang_or development goals prescribed or suggested by your state edu tional agency Or

I

4.

15

19

"
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Faculty /Staff. l

go

4 vi,a. Row many faculty/staff members (administratorS;counselors, teachers, teacher's aides,- secretaries, etc.) dogs youschool'have? List the faculty/staff members.hy'unit or de-
: ,partment (administration, counseling and guidance department, verbaecommunication

departrrkent, social studifs department, etc.) and by type of people (administrator, teacher, .

etc.). The list already printed below is just to get you started. Please aCiddappropriate p
sitions.

Y

Organizational Unit/Type of Personnel° Nom

Adminikration

Administrators
Secretaries

Guidance and Counseling

Counselors

Total Number of Administraotrs
Total Number of Department,Chairpersons
Total Number of Teachers
Total Number of ,
Total Number of

Information accurate as of
(datel4

rAr

4 '3* "

WI%

r



Organizational Unit/Type of Personnel

ire

1822

v't

Number

1



t the support personnel, assigned to your school (such as psychologists, social workers,
speech therapists, etc.) and the extent of the st-prvices they provide to your schodl.

Type % Time
in School Duties

7

CI

19

23

Information accurate as of
(Date)



5. Career Development Materials.

a, List below the types of career-related materials in your school and their number, age,location, and the person t ontact to use them.; There is no need to duplicate irifor:
_ oration here. If the ilf rm idn is already catalogued somewhere, just reference itslocation.

Type of Materials
in the School

Books

..Pamphlets

Number of
Items

Publication Date
Oldest Newest Lc;ction

Career Kits (SRA, etc.)

Films or Videotapes

Filmstrips

Job Kits .

Re Cords or Tapes

Periodicals

Other (Specify)

20'

ontact
erson

Iiffolimation accurate as of
,- (date)

21



b. Identify any agencies or unitsisuch as niqdia centers, film fitraries, instructional services
centers, etc.) in your school district, state department of education, local libra , labor
organization, etc., that store and distribute career development materials. Also specify
the way(s) skecific materials can be identified (for instance, by using manuals, cata-

i.Log es) and the procedures for acquiring the materials for lour schoas use. There is no
nee to thiptitate information here. If the information is already catalogued somewhere,
just reference its location.

Ageicy/Location Method for Identifying Material

21

25

I

Procedures for,
Acquiring Use of Material

4w.

nformation accurfte as of
(date)



6. Equipment. Identify the types and specify the number and location of equipment in your
school tlot could be used in a career guidance program. Identify the individual respon'sible.
for scheduling the use of the equipment.

Type of Equipment Number laination
c

Contact Person
t

Overhead Projector
. .

Slide Projector .

Movie Projector -
c .

.

Tape Recorder

Other (Specify)

_,..- .

,It......,

a 1

0
.

.

ow...4w .

.

..-

4
.....

..

, 1

.

.

.
.

.

.t
. .

. I 1 i

2

22

2.6

InfoYmation accurate as of ^4',
(date)
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, .7. Space. Identify the rooms that may be use or career develOpment activities. Give the capac-
ity of each and mention whether the room ca be darkened for film-viewing. Identify the per-
son responsible for sch'eduling l'ehe space.

Identification
of Space

*

Capacity
May Be

Dakkened

.

Period(s)
Available Contact Perso,n

...

.

.

.

.

4=

.

i

.

w

,...

11)

r
,..,

...

.

0

.

V

.

d

.

.

.

.

.

.

.
.

..,

.

(
. .

.

..,

.

.

.

.

V

.

.,

.

1'

.

.

I

,

.

.

-

.

.

1

,

.

4

..4
1

Information accurate as,of
.

i
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8.

1

k
s

funds. List the type of funds that may be used for the implementation of career development
units. List the amounts available and any restrictions on their use. Identify the individual re-
sponsible for spending these funds. ..,-

\..

Types of Funds Amount Available "Restrictions Contact Person

4

4

. 4

4

4
1

)

r

0

4

I.

A.

- vk

t oa

Information accurate as of
(date)"
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.
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9. Universities,and Colleges. List the universities and two- and four-year colleges in yoUr Metropolitan area or county. Identify
their general programs, the persons to contact for information andi,or assistance, and their phone numbers.

University or College
and Location

(Source:

.44

General Programs

4

Contact Person Phone

1

0
Information accurate as of

(date)

31



10. Occupational Preparation Schools. iList the private and public vocational and technical i tituti,ons and other occupational,{reparation schools in your-metropolitan area or county. Identify their general programs, e of persons to contact for'information and/or assistance,. their phone numbers, and a.summary of entry requirements. Attach additional sheets if neces-sary.

Saooldiocation treneral Programs Contact Person / Phone Summary of Entry Requirements.

SIP

(Source
InfOrmation accurate as of .

!date)
4'4



co

34

Occupational Preparation ProQams. List the or izations that offer apprenticeship programs, formal industriil trainingprograms, and other formal occupational pre tion programs not listed in,the previous item but available in your metro-politan area or county. Also list the programs offer, the persons to contact for information and assistance, their phonenumbers, and a summary of entrance requirements. Attach additional sheets if nec?ry.
,4111111147

Organization and Location Programs ; Contact Person Phone Summary of Entrance Requirements

.

.

.

.

.

.

i

.

..,

i

..

..,

.

.

t r-

/

.

.

,

.

.
.

.

.

.

,

.

. .

.

..,

...

_ ..

_

.

.

..

.

1

,

.

.

.

,

1

,

,

\
,

.

(Source:

lI

Information accurate as of .
(date)
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12. Post-secondary Assistance. List the organizations (not previously listed) in your metropolitan area or county that now coi'o-vide or could provide students and former students assistance with obtaining information on identifying, selecting, and en-tering colleges, universities, vocational and /technical schools, and other occupational preparation programs. Also list theservices they offer, the persons to contact for assistance and informatioh, their phone numbers, and any constraints relevantto the programs, such as limitation on the number of clients, etc. Attach additional sheets if necessarjr.

Organization and Location Sep/ices Offered" Contact Person Phone Constraints

fx ,

- .

.
.

. .
. . _

1

"13 .

-2,

- ''44 .

1

, ,,.. ,

.

(Source:

36

Information accurate as of
(date)

37.
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13. Occupational Selection Assistance. List the'organizations in your metropolitan area or county that now provide or cbuld
provide students and former students of this school assistance with selecting an occupation (such as occupational awareness,
testing, work experience, etc.). Also list the services they er, the persons to contact for information and assistance, their
phone numbers, and any constraints relevant to the pro ms, such as limitations on the number of clients, eta. Attach ad-
ditional sheets if necessary.

1

Organization and Location

.

(Source:,

v*

Services Offered
o-

Contact Person Phone Constraints

1

a

..

a,
) Information accurate as of

(date)
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14. Job Plac ent Assistance. List.the organietiortsin your metropolitan area or county that now prXide or could prOvide
,

job placeirint to students ancl fomer sqtents of this school'''. For each organization, list the services offered, the persons,to contact.for information and assistance-, their phone numbers, and any constraints relevant to the programs% such as limi-tations on the number of clients, etc. Attach additional sheetit if.necessary.
...

Orgattization and Location
40.

Services Offered Contact Person Phone
11,

,Constraints

o.

4,1

714

'14

Information accurate as of
"(date)
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15. Part-time Employment Assistance. List the organizations in your metropolitan area or county that now provide or could
provide students and former students of this school assistance with acquiring put-time employment. Also list what services
are offered, the persons to contact for information or assistance; their phone numbers, and possible constraints relevant tothe services, such as limitations on the number of clients._,

Organization and Location Services Offered Contact Person Phone Constraints

/

1._

_

.....

_

.
,..,

116 .

.

.

.

i.

.

.

,

.

5

.

'''

, .

.

(Source:

or

4'

Information accurate as of
(date)
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-16. Sucial Programs. List the organizations in your attendance area, metropolitan area, or count that now' provide or could

provide students and former students of this school assistance with selecting and placement injspecial programs, such as

remedial readi4g, and speech development. Alio list the services offered, the persons tcucontact for information and assis-

-tance, their phone numbers, and any constraints relevant to the programs, such as limitations on the number of clients, etc.

Attach additional' sheets if necessary.

Organization and Location Services Offered Contact Person Phone Constraints

g.

.

.

.

,

.

.

.

p

\

1.-.

.

.
,

/

Ai

.

l.

A

.

.

. 1

.

..

OP

.

,

A.

.

.

.
it

A

.

1

1

I

I

(Source:

44 ,

Information accurateas of

45
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17. Help for Emotional and Physical Problems. List the organizations in the metropolitan area or county that now provide or
could provide students and former students assistance with emotional and physical problems. Also list the services offered,
the persons to contact for information and assistance, their phone numbers, and any constraints relevant to the programs,
such as limitations on the number of clients, etc.

Organization and Location
Servi0s Offered Contact Person Phone Constraints

'(Source:

I

It

Nit

a
)

4

L,

Information accurate as of
(date)

47
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18. District Guidance 'Career Education Administrative Services.

a. Using the most current information you can find, show the school district organizational
chart, including lines of authority overseeing guidQce /career education activities. If it
is not clearly shown onthe organizational chart, provide a list of names and positions of
primary decision-makers. ---,

%

* 35

4S
4.-..---.

,

I

e.

Information accurate as of

"W.

a

f

(date)

1.------'



/

r

1

ii.

b. Using the most current-information you can findNprovide a list of names and positions
of other district staff/persons who'have responsibility or interest in the areas of guidance
and/or career education.

Name Position

.

1

40.
41*

r

Information accurate as of

49
l

I

do-

,

ANNENIMIli

(date)
L

c



19. People. Lisfbelow the names of persons in your metropolitan area or county that now provide or could provide studentsand former students with specific career information. Also list their career expertise, their phone numbers, and any con-straints upon utilizing them as resources;

Name Area of Expertise Phalle
.

Constraints

.

k

_

.
.

A

,

T -

,---
,

..
,

.

... ,

isp
..

.

I

.

.

.

. .

.

.

.

,
s

...

.

,

50 c\
InformatiOn accurate as of

(date)

51
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Community and School Description

38

4

52



20. Population. Using the most current information you can find; fill in the blanks below, crossing
outinappropriale designations and stating the source of your information.

a.
.

The number of people who live(d) in your in rop-olitan area (Standard Metropolitan
Statistical Area as defined by the U.S. Bare u of the Census) or county in 19 . is/was

t
...e (Source:

b. The number of people who live(d) in your school attendance area (the geographic area in
which the students of this school live) in 19 is/was

(Source:

21. Population Changes. Using the most current information you can find, fill in the blanks below,
crossing out the inappropriate designations and statineby what percentage the populationin-
creased or decreased between the last census and the one that preceded it. Also state the source
of your information.

a. The population of your metropolitan area (Standard Metropolitan Statisti9a1 Area as de-
fined by the U.S. Bureau of the Census)/county:

Increased by percent between 19 an 19_,

Decreased by percent between 19 and 19

(Source:

b. The population of your school's attendance area (the geographic area in which Most of
the students live):

Increased by percent between 19 and 19_

Decreased by percenr between 19 and 19_

(Source:

1 I

39

53
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220' Occupations. UUsing the.most current formation you can'find, fill in the blanks below or cm'
the next page, The classifications pw are those used by the ,U.S: Department of CoSwnerce,
I3ureau of flit Gensuse-On'the next page ,(items 22c and 22d) are the classifications as listed
frl:km the U.S. Department of Labor's Dictionary of Occupational Titles. Use the list which best

- corresponds to those,classiCications used in your location. If neither set seems appropriate or
'corrOnient, you have the option of crossing them out and writing in comparable classificatiOns.i,

'During 19_ residents of the metropolitan area or county were employed in different
occupational areas as follows:

' 4,

Osicap.ational Area

1. a Professional
2. 'Mahagerial
3. Sales
4. . Clerical
5-. Craft workers
67 Operatives
7.5 Nonfarmlaborers

.8. Farmeeand farib managers
9. 'Farm laborers

40. . Service workers except
private household

11. Private household

- (Source:

b. During 19 work
as follows:

Occu ational

-- 1. PrOfessiontil
2.. 'Managerial
8. Sales
4. Clerical
5. ,-Craft workers
6. Operatives
7. Nonfarm labelers
8. Farmers and 'tarp mabagers

.0 9. Farm laborers_
10!. Service workers except ,

private houseeol&
11. Private ho bold

N:

4.

'Percent of Distribution in Metropolitan Area/County

Men Women Total

Ala )

in the united States were employed in different occupational areas

ea Percent of Distribution
Men Women Total

(Sources

1.1

6

40

dt)

54



I

DO NOT COMPLETE THIS PAGE IF YOU COMPLETEP ITEMS 4a and,ON THE LAST PAGE,.,
09

c`. Dvring 19 residents of the metropolitan area or county were employed indifferent occupa-'
tional areas as follows: I

Occupational Area Percent of Distribution in Metropolitan Area/Colipty

Men Women Total
1. Professional, Technical,

Managerial
S .

2. Clerical and Sales
3. - Service
4. Farming, Fishery, Foresily,

and Related Occupations .

f
.5. Processing
6. Machine Trades
7. Benchwork
8. Structural Work
9. Miscellaneous

d.

,-;it

(Source:

uring
follows:

1.

4,

19 -, workers in the United States
, .

were employ4,in different occupational areas as,
I, ,L

as,
Percent 91' Distribution in U.S.

.
Occupational Area .

Professional, Technical, and
Men' Women Total

Managerial
2: Clerical and Sales
T. Service
4. Farming, Fishery; Forestry,

and Related Occupations
5. Processing .
6. Machine Trades
7. Benchwork
8, structural Work'
9. --Miscellaneous

(Source:

IP

a

*Or )
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23. Unemployment. The average unemployment rate in the metropolitan area/county during the
last year, 19 , wik as follows:

(You may expand or revis&the racial/ethnic categories in the tables to reflect the racial/ethnicz
comprosition- in your area.)

.. .

RACIAL/ETHNIC
GROUP

SEX
Female \ Male i TOTAL

No. .
....._

% No. %
\-

Nb. .4. 07%

Black .

1

,

.

White
. .

.-

.

A

.

4

.

, .

t

,...

4

. ,

.

.
.

.

kr

,

.

,

,

4

-

.

...

.

.

...

.. -

.

.

.....i.. Other 4

. J

Turin,
.

_ \

_

Information accurate as of
-(date)

42 1

56
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24. School Boundaries. The boundaries for the attendance area a this school are:.
(attach map if available).

Q........,_ , ,
1

25. Distance to Boundary.. The distance from this school to the farthest point oh the boundary
is Miles.

-,.

26. Size of Attendance Area. The size of the attendance area is square miles.

27. Bus Transportation. The number and percentage of students who travel to this school by
school bus are:

p

% of the student body

43

57

o

Information accurate as of
(date),
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4.

0

. ,

28. Student Enrollment. Using the most current information you can find, c9mplete the following
two tables (You may expand or revise the racial ethnic categories in the tables to reflect the
student racial/ethnic composition in your particular school.)

a.
. ,

. , .

The number (No.) and percentge (%) of student's, by racialethniC.'group and sex, that
are enrolled in this school for the present academic year (19 ) are as follows:

,...
year

e

RACIAL. ETHNIC
GROUP AND

SEX .

9

GRADE LEVEL
10 11

,

12 TOTAL

No.4 % No. % No.- No % No. %

II

,

Female Black

Female*White

/,

Female Other

.

f ,

a

.

.

.

.

.

"

-

.

r 1

..4----- .

.

Male Black

.

Male White

/

Male Other
.

.

.- .

.

,

,

.

3

TOTAL
fr 4

Ir.:.

100%

,, -

1-00%
.

100% 100% , 100%

Information accurate as of

4

(date)

44

58

,
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b. The number1No,) and percentage (".) of students, by racial'ethnic group andsex; that
°are projected for the next academic veal ( 19 ) are as follows (If this information is
not easily projected or estimated by racial ethnic and sex categories, simply provide

totals.) o .

RACIAL ETHNIC
GROUP AND

SEX

. .

GRADE LEVEL
9 10 11 12 TOTAL

No No 1 r% No. . -c No. r;- No. . r:

.

Female Black

Female White

.
.

Female Other

.

.

-4.--

-

.

.

-

.

-

ri

i

.

.

,

Male Black

Male White

Male Other

r

.

.
,

r

(

.

I

, ,
,

IN

.

.

TOTAL i 100'.
. .

100'; 1310',

I

100`",'

V

.

j

..

100`",

.....
.

Information projected on:
(date)

45

59
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29. Dropouts. The number and Percentage of students 1,vlio dropped out (not transfers) from your

school during the past three years are -,

Year Number Percentage'

19

19

io
/

1.

.

..-

,

/

,..

46

..

/

Information accurate as of
(date)

GO,

.

r
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30 Course Offerings. Using other sheets it Hided or attaching any inttirma-tion already prepared,
list the course areas (English, mathematics, etc I and types and levels or courses your school
offers mr each area t

-7

r

a

Area

k

*
4.

41

4

47

61;

Type and Lei.el of Courses

40

c
44.

Information accurate as of

e

(date)
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31. Class Scheduling System. Describe the scIfeduling system used in this school (number, length,
and types of time periods; length of school day, term, year). Attach a/schedule if already pre-
pared and appropriate. _

4

1

I

I

410

.

Ili

r

,

Information accurate as of ..

(date)

48

62
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32. In-service Education. Describe the following, using this sheeE ar1d attaching Any other you may
need.

a. Describe all in-service education currently beiiig conducted or planned in the area of
career development. Include the names, positions, and amount and type of education
received.

b. Describe the in-service educational requirements for faculty! staff of this school, including
the amount of time required, the subject matter, and the means by which requirements
are established.

4II

ti

V.

1'

Information accurate as of

49

(date)



33. Determination of Course Content. List below the procedures for determining the content of
courses or guidance services offered in this school. List also the names or positions of those
Who make decisions related to this activity.

a. Procedures:

1.

$
2.

3.

5.

b. Names of Positions of Key Decision-makers.

1.

2.

3.

4.

5.

tir

do.

Information accurate as of
(date)

69
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34. People. Faculty/staff members of this school whoare currently involved in career development activities.* deo

Name . ; Department Title CDU/Activity Time Period
,

Day Time

.r..,

.

.

,

la

.

,

--__

,k,......---.

. .

4.

..

.

..,

.
I

1

. ti

..

.

,

.

,,

46

,

..

.

.

.

.

1

*Foi a listing of all facuky/staff, see item 4 in,the CPSS Program Information File.
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35.. E ui nient, 'Equipmetit used in the school to support career deve eat activities.*

*For a listing of all equipment see item 6 in the-TPSS Program Infogmation File.

,

so

69



36. Materials. -Materials. being used in the school to support career development activities.*

_ , Type or Name of Materials .
CDU Acti/ity

.
.

,.

Time Period -

}Sate_ Hour
'

al

4.

1

I

.

S--......

.

X .

.
t-

.

.

'

....

, .

,
.

.

.

- .

-

...

\

.

. '

,

.

.

.

,.. ,

,

.

_

.4--

...

.

' ..
I.

'4

?

4.

.

.

r

.

.

.

.

-..

'

.

r

.

,

.

.
.

.

.
.

.

.

s

.

.

,

4

40 '

.

.

. ..

.

,

..

.

.

.

.

.

.

.

.

r

.

.

.

r

.

. .

.

.

A

*For aispng of all materials in the school see item 5 in the CPSS Program Information-ile.
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37. Space. Space in the school that is being used for career development actiyities.*

Identification of Spabe CDU/Activity
< Time Period

Date Time

.

.

,

. .l,
.

,

.

.

,

,

,

.

.

'

.

_

,' ..
I

I

.

,.

.

..

. .

.

--

-

.

.

.

.

.

.

.

*

.

. .

.

. .

A

.,

.

A

.

1111P

.

,.,
l

.

.4.

.

.

.

,

:,1 .

t..

.

.

.

.

,

.

-.

,

,

,.

.

t

f

.

.

.

, ..

'101P *For
1
a listing of all, rooms and the capacity ofthe rooms see Rpm 7 in the CPSS^Program Information File.

,90 .-
. -
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38. Funds. The amount of mciney being used to support career development activities.*

Type of Funds Amount Used
r

,

CDU Activity
.

0 ....

. . .

.
.

. I

i

. ...-

.

__....
. .

. ..

e
.

.

.."
, .

'IN

.

\
"VP

?

.

t1'
.

10

a .

. . . i

.

.

*For a complete listing of all fues see item 8 in the CPSS Program Information'File.
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i
89. External Services. Services provided by agencies/organizations in the community in support of this school's career develop-
_ ment activities.*

...---

External Agency Organization
.

Type of Service
..,

CDU Activity
-Time Period

Date Time

f

*

.

.

.

.

4.

.

.

i

.

.
.

.

.

. .

.

.

.

di

*For a listing otiall external services available in the community see items 9 19 in the CPSS Program InforMation File.
,
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