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‘. .
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IN’PR\()DUCTION
Becluse most high school guldance
prograqns tend to offer'more services than,
their resourtes can adequately support, one
of the first tasks prescribed in CPSS is an

assessment of ‘resotrces available for use in
your new program. The mformatlon about -

. resburces will enable the Steenng Committee

to select goals for your new program based
not only on what students need, but also on
whether there are resources avallable for*
goals to meet thpse needs. Without such an
assessment, an otherwise sound program ~ A
could be lneffectl ~)because resolirces are

not used efficient i{.

The CPSS regource assessment will
help your school identify appropriate ma-
terials, space, equipment, people, and fiinds
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 f or
these tasks are included in thls 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 Steermg Committee during
assessment. Two other faculty/staff r’ém-

"bers and four students compnse the-rest of

the task Eorce You may want to assign a’
pair of students to work closely with each
faculty/staff member, e
‘. The task force’s job is to compile:
(1) a'list of current, career guidance activ-
itigs in the high school, its feeder schools,

.

=

and the state_ard district; (2) a list of avail-
\\ éble school and community resources that
» could be used in career development activ-
ities; and (3) a description of the school and
community that includ®s population statis-
-tics, occupations in the community, and
eourses offered in the school. All three kinds
of, mt;ormatnon will,be helpful to the Steering
Gommittee as it makes decisions about the
scope and direction of your new<areer 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-
menf activities. This information about re-
sources will inglude 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 background 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 wil] be-working with.
The procedures in this guide will tell you how
to direct the task force in filling out these |
items. The list below summarizes the ltems
their subject, and suggested sources of infor-
mation: i

Item

1 ' [ Administrators, tejchers,
counselors, and/or taff
in your/school

2 ¢ Current career%

f guidance Pfgators, teachers, and/
activities staff. .
3 , State board of eduea‘tlon
and local school district
= — administratpi's

4

5 o
6 > School
7 | resources
8 .

Feeder-school adminl-

Administrators, cqun-

<" selors, teachers, and/or

staff in your school




10
-11
12
13
14
15
16
17
18

Community
_resources

19

20

21
22
23

24
25
26

28

¥

School and
community
description

o

29

‘ \ specific items. If informatio

[ Periodic and special
reports prepared by
&tate 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-
L izations)- .

— .o e
.| -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

" Information’on both the school and
community shouldspe factual unless only

. estimates are available. In those cases, es-
timates should be noted as such. If the

. information located is based,en categories
that are'different from the ones used in the
items; you may advise task for¢e members
to use the available categories for those
s

for certain .

M\ items is already available in another form,
s you may suggest that task force members
simply attach to the item or reference’

copies of

it is available, -

merely examples. You may advise task force

%h:gormation and note where

Information sources listed above are

members to usé any other sources-that are

available. The CPSS Advisory Committee

\

members may be the best source of infor-

. mation about the community. Advisory Com- *
mittee members myay already have the infor-
matién you need, may be able to acquire it,
and/or may be able to verify or suggest a

v source for verification for informagion the
task force has alfeady 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. ! .

*

I

- If another s;hools in your-district are’
using CPSS, you, the CPSS coordinatot, and .
the 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 commu-

p nity will be the same for all'schools and will
mean that no one school will have to collect all
the information. If you dd work with other
schools, the coordinator Will act as Jiaison be- /
tween your school and the other schools 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.

4

O\nce 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 your access to informdtion, you will be
considered the school’s expert on resouxces.
You will be called upon to aséist career devel*
opment unit instructors in assigiing resources

/ to each unit.. As the school’s most knowlegdge:

N

able person concerning resources, yowshould

be able to make valuable contributions to the’
CDU'’s and to make the-CDU instructor’s job

easier. . » i

\ i
. Resource actounting activities—keeping

track of the use of resoftrces—begins omce’ .
's . your new career #idance program is operating. .
You alone are respon3ible for t&ese tasks, which

require f illing out CPSS Program Information
- itgms 34-39. Reference c%piqs of these iterus

'

’




are in the Appendix of this procedural
guide and instructions for filling ghem
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, vou should
make necessary changes on the items
Y uur responsibiiny 1or resource ac-
countipg is ongoing throughout

the life of your new career guidance pro-
gram. -~ )

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

.. Your procedures for fulfilling your re-
sponsibilities 4s resource leader begin on the
next page
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) / . - RESOURCE ASSESSMENT PROCEDURES
' F e / - J

Step1  Study this protedural guide. (A reference copy of the CPSS Program Information File
items dealing with resoutces is in the Appendix#f this guide.) Addl\@ all questions to
the CPSS coordinator. ! -

Step 2 At the request of the coordinator, meet with Him her and the principal to consider whether = ° 4
vour school will be filling out items 5 and 9-23 in conjunction with other schools also using _ -
CPSS.. If so, detide how to proceed. You may want,to have the taskéforce skip those items .

Tor now ard work on other items until you and the other schools decide which items will %

be completed Ry which schools. . e - ) b

bt ]

: . - .
Derideghether to permit task forct members to contact Advisors Committee memberg

tor .n\gifsld!l('e with items 5 and 9-23 (owthose of them that vour schodl will be responsible
tor) Are these spegcific Advisory Committee members who are likely to have information
needed for particular items? ~YOU May want to contact the TPSS coordinator tor assistande.

Step .

N

. 4
Step 4 Estimate how many copies of each 1tem the task force will need for resotree assessgnent
tdeciding, for instance, Whether you want all'members to have 4 working copyv of every
itetn})  Make sure to includé in your estimate one extra copy of each item (dalled the
final copy in this procedural guide) tb be the copy forwarded to the coordinator for filing
m the CPSS Program Information File. Ask the coordinator to duplicate those copies for
vou plus one copy each of resource accounting items 34-39. You won't need the‘a/ccounb ‘

ing items until after the task force disbands.
. ) .

o) '/%;\ S




. . .
< . B . .

b . . . ¢

Steb 5  Hold the first meeting of the Resource Assessment Task Force,
» ~ * * - - g
. . , .
- A.  View AV-1and/or AV-2 with all membefs of the task force. Viewing AV-1 should be
necessary only if members need ot want an overviet of CPSS at this time.
* B.  Explain resource assessment, answering all questions and making sure that the task
© " force members understand their responsibilities.

C oy

C. Distribute working copies’of all resource assessment items your,school will Be reépon-
.o sible for and review them with the task force, \ ) Q
' D. Divide the work related to the items among the members, helping them decide among
themselyes who will complete which of the items you distributed. v
E. each member to prepare a rough draft response to his/her items before e next

. meeting. Each member also should identify the sources of information for the response.

1. Mention the sources of information 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.

. 1

2. If information isreadily available for certain items (perhaps items concerning
. the school descriptioq), suggest that task force members merely attach copies .
of that information or reference on the items the place where the information /
is stored.

3. Indicate that information-about both the school and community should be factual
. unlébs only estimates are available. Estimates should be noted as such.

.
- D -

"4, Tell the members that, for those items asking for information that is categorized,

they may use categories different from those in the{item if information readily
available is organized around different categories. -

5. Indicate that more than one source of information may be appropriate for a
. . single statement, especially if.the task force member has reason to believe that
the sources may contradict one another. s :
/. ’ .7 {
6.  Ask members to leave blank those items for which they cannot find factual in.
formation or reasonable estimates. : ’ L '
v l R .“ . N - /‘ j
s1. Tell the members which Advisory Committee mLmbers could be helpful with. - 1‘
, specific iteis, depending on what you, the coordinator, and the principal de-
P " _  cided in Step 3. The Advisory Committee should be contacted only after ather
R sources have been exhausted. Caution the task force that Advisory Cbmmittee
e . members are likely to be very busy people and t"nat they should carefully for- ’,
\ " mulate the questions theyplan to ask before thgy contact the Advisory Com- |
mittee members. ’ T

! -

. 1
3
N «

*F. Decide on a date, time, and place for the next me?tiné of the task force, allowing i
ample time for the completion of items. -




Step 6  During the second and a$ many other meetings that you.need, lead the task Torce in a
review of all information prepared to complete the items. -

.’A. Consider the probable appropriateness of the information (for example, look at
- the date of publication if the source-of the information i a report, etc.).
» - s ’
B. If there is more than one source of information for a single item and the information
is contradictory, decide which set of jnformation appears to be-most appropriate or
- resolve the contradiction. ‘ .
$ " ) .
C. If anifem was left blank because factual information:is not available, make an’esti-
mate to supply the information and write an “E” in front ot it. If you cannot maké
an estimate, leave the item blank. o
' D. Add and completgfadditional items if you ;\ink information about resources not )
covered by the CPSS items would be useful in pJanning and implementing career '
development activities. | *

Step' 7 k one or more task force members to prepare a draft of hre completed jtems. " Give
opy of this draft Lo the CPSicoordinator for (eview by thte Steering Committee, and
keep a copy yourself. o

AR

. A}

Steg 8  Receive the reviewed items from the CPSS coordinator. Make any corrections'or addi- . g
., tions deemed appropriate by the Steering Committee. :
~ ’ - , =
Step9  Ask some task force members to neatly write or type the final version of all‘items. Once - b
this is finished, the task force should disband.. .

- ’

Step 10 Mak(e a copy of the items for your files and forward the final version to the coordinator.

Step 11  Once CDU developrﬁent 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 resourees and, if necessary, to assist in finding ways
to acquire the necegsary resources. If the same resqurce is bein‘é;onsidered by more than
one CDU instructor for use at the same time, you should inforfty the CPSS coordinator
and the CDU instructors involved of the possible conflict. L

-

. NOTE: Both y&u and the methods Zpecialisi deal with career develo‘pment materials.

- The methods specialist identifies materials that are appropriate for a CDU,
whereas you deal with the availability of those materials (in addition to
appropriate people, space, equipment, and funds).

i

fad

- / a Y
v .
* - 0 -
s \ o, Vo
o~ . E3 N

;o Step12 Dhring the Stee ing Committee’s review of each CDU before im’ementation,;advis‘e the
i committee of the appropriateness of thé resources identified tor it.
. ' .

s Step 13  After each CDU is approved, record the appr’opria;te information about the resources as-
h . signed to each CDU on items 34-39 (resource accounting’items). '

W ' !
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Step 14  Eater, make appropnﬁe chapges in these items when a CDU is modified or terminated so
so that the items filed in the CPSS Program Information File continually reflect which .
resources are.cutrently being used and which are available for assignment to other CDUs. .
. . R \‘\. R . ) i Y ) . -, b
Step 15 - Make sure that y6u update gontimuously resource assessment items 2-33 initially com-
EY . - -
-, pleted by your task force. s ) “ .
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RESOURCE ASSESSMENT'. |~ . " ’ "
Current Career Development Activities ' ‘ - .
, . 1. Descriptive and Evaldative Data on the Existing Career Guidance Px:ograrp L T
"~ 2. Current Career-Related Programs in Feeder S¢hools
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1. Descriptive and Fvaluative Data on the Exustapg Career Guidance Program.* Insert after this
page descriptions ol career development activities being conducted by your school prior to the
. 3 start of CPSS. Also provide dny available evidence that indicates that the activities are effective. '
- If possible, limit the description and evaluative data for each prior career development activity o
n to one page. A suggested tormat for documenting an existing activity 1s given below-

- A. Name of Actiity Use only ¥ theactivity has an official and-or popular designation that s
most people in the school will recognize. -

v - ~ L —_
. . B.” Goal(s) List the(swed\gﬁoal(sHor the adétivity, if available
> “

2 '
C  Objective(s) Last the stated objective(s) for the activity, it avalahle N
&-‘_ . ~ i * ’ ¢
D. ~Activity Leader(s) * List th¢ individual(s) within and, if appropriate, outsile thg school 4
- who has prime responsibilify tar the activity.

2 s j o
s ! = .
=~ Infusion Point- Identif¥"where the activity is being conducted.
v 7 . >
F Schedule Provide.the date(s) or ime period(s) during which the activity 1s conducted. *
G. Activity Bnefl{sl/ describe the activity If possible, inelude a description of at least the
following- (1) methods, including matenials usedin the order of their use and (2) the
amount of timeineeded by students to complete the method.
- P T :
4 H. Resources: 1 . ¢
- L}
a. People —élst the names of all individuals who are éesponsnble for instruction, coordi- .
nation, counseling, etc., in the activity. For each individual, provide the amount of
N time utilized for the activity. ‘ ’
b, Materials — List all materals used, such as pamphlets, films, books, @ms, etc., and
X the amount of time each is used. ' ‘
“
\ c. Equipment — List all equipment, such as projectors, tape recorders, etc., used and
\\ the amount of time each is used. )
\\’ ~d. .Space — List only unusual space requirements. .
. e . 4 B ’
. ’ e. Funds — List the n&my that is being spent for the activity: N
. . . \ A .
I. Eyaluative Data: Briefly describe evidence that indicates that the activity 1s effective. ..
. If gvailable, cite the degree to which students achieve objectives and their reactions to
- parficipating in the activity. 2
1Y * L] '
3 \
: . \
- - K !\
.~ *Information fokis item is colletted only once. ' ‘ ‘ :
SN . N . . . . :
-, . - A -
s . - ‘ , -
— 13 ' o N
T
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2. Current Career-Related Programs in Feeder Schools. Identify and briefly describe career: N4
related proglﬁms currently being conducted at the schools (elementary, middle, and junior ..
. high) whose majority oﬁ;t/udents eventually attend your high school. Use additional pages *__
If necessary. ’ ) ) : .
By
[
~ School . ,Graﬁevel(s) - " Kind of Career-Related Program(s) -
& ‘ .
|/ ’ » = ®
. ] : . ) X
. : o
3 . ) .
. K .
/ .
-4 . -
V. (
» ) J. , m.
O ‘ '
W \,vl , ‘
” - . -
1 I‘q &
¢ ,
: \ - >

(4
I
\ ' ']
‘ PEERN : \
‘ -~
s , )
¢ ¢ '
. . e
{
R ’ b v ' “ ‘
1 . . Information accurate as of
g " ’ . - (date)
e . LN 'y
. 14 -
| B C
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State and Distrjet Career Guidande/Dgrvelopment Goals. Attach or write below.the career
guidance or development’goals prescribed or suggested by your state educational agency or’
locakdiatrict. 4 - ‘ . -
- . L
~ ' . :
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. 1. Faculty/Staff. . . ..
~ N ] ¥ ’ f.
/ CLt, p N o, ’
! a.  Now many faculty/staff members (administrators, counselors, teachers, teacher’s aides,
~ " secretaries, etc.) does your-school'have? List the faculty/staff members.by ‘unit or de- -
N © ., ' partment (administration, counseling and guidance departm'enf, verbal’ communication
. ‘ department, social studigs department, etc.) and by type of people (administrator, teacher, .
C etc.). The list already printed below is just to get you started. Please qdd‘appr.opriate po*&’
: sitions. p i
N . - . . < .
= ., . . 7 ,
~ ) . . . . .
Organizational Unit/Type of Personnel’ ) * Numpber i
. ' ; ) \.
\ Administration . - ‘ '
. I ¥ N .
= Admini§trators - . L Co ) oo .-
' Secyetaries ' ] - '
N . T ' . .
-~ N ) ’ ~ - A Y
. 1
. * :
|2 - ‘ L6 ' ' 4
) , ' , ' i » . }
. , Je A
’ Guidance and Counseling . ’ . ) ' I
e s € »
} - " Counselors . - - . -
/ } . '
L 1 3 e o
- _ ) - &
I 1
s \ R S
. , . -
“ . N '\
» P
\ K .7 -
————
»
] R ]
A o
‘ Total Number of Administraotrs = A .
) Total Number of Department Chairpersons = -
Total Number of Teachers ‘e =
) Total Number of , - = . .
* Total Number of = ' - ) 4 .
’ . . Information accurateasof ___ . _
. date
, o S N
- h Y [y i
- v . - - 1 A - 4
L
\ ] . i
- R l‘ : 1
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bt st the support personnel assigned to your school (such as psychologists, social workers,
speech therapists, etc.) and the extent of the services they provide to your school.

[y

+ % Time

»
»

B e

in School Duties
]
® +
<]
/ ) L4
4
»
5
I
L3 a
Information accurate as of
-
19 N
23 '
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Career Development Materials, - \ ' )

a.  List below the types of career-related materials in your school and their numt;er, ége, R
location, and the perso(nft?ontact to use them., There is no need to duplicate infor- B

- mation Here. If the infgfma}ion is already catalogued somewhere, just reference lits
!

> .
i

location.
. . N
. co- . . . { | ’ . f R \
Type of Materials ] Number of Publication Date T gontact EVAR .
in the School . "Items Oldest | Newest |- Location Person - ‘ .
1 L] R . -
Books - . ‘ . ; ' / s
vt . .~ . //’ j
~Pamphlets ' - - ) o VR
P : ot : /- A
. X s
Career Kits (SRA, etc.) : ’ ‘ o ‘
X . oy
1/ >
-~ " R »
5 / > ,E
/ .
- ( / - .
- R S /
Films or Videotapes / .
. . ° [ ” '
Filmstrips / .
. \;
Job Kits . : A .
/ : -
Records or Tapes ' R
- 1
Periodicals .
. 5,
Other (Specify) ! ;
. y;j
wi j =
r
/’ A Y
- fﬂh . .
[
- ) o L
* ,s / }!l .
i . )
, . %

/

/ .
-~ . ‘ Iil’/fqmnation accurate as of
‘ ' ’ ) . P .« (date)
- ‘.,
. %
.20
i 24;‘




L} s L
* b. Identify any agencies or units{such as media centers, film li’)raries, inst’rugtio}ual services
centers, etc.) in your school district, state department of education, local libraky, labor -
organization, etc., that store and distribute career development maferials. Also specify
the,way(s) specific materials can be identified (for instance, by using manuals, or cata-
log!.&es) and theprocedures for acquiring the materials for §our schooks use. There is no
need to duptieate information here. If the information is already catalogued somewherc,

)

just reference its location.

i

‘/ e . Procedures for o/
Agency/Location Method for Identifying Material - Acquiring Use of ‘Material
' { _ R

[ “

[
“.
e

~ \
h ]
. a
Ld
v L]
i 7
! ’ ‘
‘-A‘ .
L g A
\ 1 -
!
L . ¢
\ \ ’v
» !
" . JInformation accurgte as of
R { (date)
v ' - X
' , ’ .
‘ 21

25




6.. Equipment. Identify the types and specify the number and lo'cation of equipment in your’
5 school that could be used in a eareer gwidance program. Identify th® individual responsible’
" for schéduling the use of the equipment.

-~

N
Type of Equipment Number L@ cation Contact Person
’ B 7
° . K \‘ ' " 3
Overhead Projector . s ) '
Slide Projector U . .
Movie Projector - <
Tape Recorder : ) ’ .. L
Other (Specify)
~
O Crmr
N \ - ’ ’
. : - i "
» y i
.ot & »
i r
e A ',
T A . .
. A
. :
- 1 I ’
" Information accurateasof <~ .
’ (date)
. 22 .




[

Sgdge.‘ Identify the rooms thatﬂmay be used\{or career development activities. Give the capac-
ity of each and mention whethgr the room ca} be darkened tor film-viewing. Identify the per-
son responsible for scheduling the space. -

- apr Yo 6 ‘ ) .
Identification May Be Period(s)
of Space €apacity " Darkened Available Contact Persop

/

a

PN .
- E

Information accurate as-of

dwe)

- -




€
b

8.  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 1nd|v1dual re-
sponsible for spendmg these funds.

5 N ,
Types of Funds A’nount Available ‘Restrictions Contact Person
¥ . .
' - /.
- ) B .
¢
. , w
¢
’ ’ ‘\ -~
. ‘
- ,
)
\ v
-y .
- , .
. &
v
L ]
- )
- F 4

Vo

Information accurate as of

{date)

»
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9. Universities and Colleges. List the dniversities and two- and four-year colleges in your metropolitan area or county. Identify .
ther general programs, the persons to contact for information and/or assistance, and their phone numbers. |

-

13
A

~

University or College Co .
and Location General Programs Contact Person Phone
oo N .
-
. ) ,
4 a
7 . &
- ~
LY : )
i
. ~~ N
= - 1 N A
- . —_—
' \
e ' >
1 . ’
i 4 ’
i &> ‘
) ' ) i . ' ’ ) . - -
- (Source: , ) ) Information accurate as of

—den, *

(date) \

*
-

o - . . ' ."- "I 31
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10. Oceupational Prépa{ration Schools. [List th}e private and public vocational and technical irfstitutions and other occupational
breparationschools 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. ’
—

- “

S‘cﬁool/L&ocation * General Programs _Contact Person

 Phone Summary of Entry Requirements

T

LI

Information accurate as of - :
(date)
3

A




82

11. Occupational Pre aration Programs. List the or

oot bopurs

programs, and ather formal occupational pre
politan area or county. Also list the programs

—

izations that offer apprenticeship programs, formal industrial training

tion programs not listed in the previous item but available in your metro-

offer, the persons to contact for information and assistanece, their phone

numbers, and a summary of entrance requirements. Attach additional sheets if nec«ﬁ,ary. .
LAy , .
Organization and Location | Programs . Contact Person Phone" Summary of Entrance Requirements
4
. X )
. . } '
A - i

(Source:

Information accurate as of .

b
¢
4
:
i
!
‘s
£,

(date)

2




‘ . Y
12. Post-secondary Assistance. List the organizations (not previously listed) in your metropolitan area or county that now pro-
vide or could provide students and former students assistance with obtajning information on identifying, selecting, and en-
tering colleges, universities, vocational and technical schools, and other occupational preparation programs. Also list the
services they offer, the persons to contact for assistance and informatioh, their phone numbers, and any constraints relevant
to the programs, such as limitation on the number of clients, etc. Attach adtiitional sheets if necessary.
1w

Organization and Location Services Offered Contact Person Phone Congtraints

-

"*’;,:: .- -,

Information accurate as of

(date)

. 37
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13. Occupational Selection Assistance. Ljst the'organizations in your metropolitan area or county that now provide or cbuld
provide students and former students of this school assistance with selectin

testing, work experience, etc.). Also list the services they

phone numbers, and any constraints relevant to the pro

ditional sheets if necessary.

£

'

g an occupation (such as occupational awareness,
er, the persons to contact for information and assistance, their
ms, such as limitations on the number of clients, etg. Attach ad-

Constraints

Organization and Location Services Offered Contact Person _ Phone
e e
. 3
& p .
{ .
’
\ N °
4 / ’
. : ’
v e s '
»
- . : *
(Source:. 0 ) Information accurate as of
: i I 1 - " (date)

- >




‘ ' 5 . . - ' ‘ . * PEEEY A . ' ‘
. . 14. Job Pla ent Assnstance List. the organiations in your metropohtan area or caunty that now pro‘qde or could provide
) * . job placethent to students ang fokmer s&i ts 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 sheets if.necessary. , . ‘ .
. . - _ L
o r'y i
% Organization and Location Services Offered | Contact Person Phone Lonstraints

. .
' : ' '
. . R
B A * 4 .
. . . .
- B . -
.

L34

- . -

- ) . _ Information accurate as of

’
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15.

the services, such as limitations on the number of clients._

. P ' ¢

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 pgrt-time employment. Also list what services
~ are offered, the persons to contact for information or assistance, their phone numbers, and possible constraints relevant to

- .
- .
- R \
Organization and Location Services Offered Contact Person Phone Constraints
— N o .
~ . 'L .
. t & o .
- .o ) *
. v ) ? T
l) ‘ , , \\ .
4 . . -
. N .
8 - .
e f
£ r +
*
M «
\ ’
, | N . e ,
’ ’ ’ - [ -
N ' L .
. (Source: . ) Information accurate as of
\ ' (date)
> ey “\4 . '
4 2 j - ! p
\ . 4

L
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1
%cial Proigams. 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, suchas -
remedial reading, and speech development. Also list the services offered, the persons tascontact 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. :

£

Organizatien and Location Services Offered Contact Person Constraints

<

)

Information accurateas of

-




v
17. Helﬁ for Emotional and Physical Problems. List the organizations in the metropolitan area or county that now i
could provide students an former students ass; i i i . i i

the persons to contact for informatio

. such as limitations on the number of clients, etc,

// . ‘I
o Organization and Location Servigés Offered ’ Contact Person " Phone Constraints X
- iol
- . :
oA e +
] . ;
;
- i
. i
. o
. /) "
s .
L. ’
e
/ 4
. - L 4
. " “ -
. . )
"(Source: . ) ) - Information accurate as of
, . ) : . (date)
} -
[}
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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 aythority overseeing guidggce/career education activities. If it
is not clearly shown on.the organizational chart, provide a list of names and positions of
primary decision-makers. ™

v
(% 4
-

&
. I3
. .
/ {
) 1
;
g !
g Information accurate as of <
$ . {date)
’ -~
. § /(__/"
1
* . 35

45




4

Using the most current-information you can findmprovide 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

-

Information accurate as of

( aate)
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19.

People. List\below the names of persons
and former students with specific career i
straints upon utilizing them as resources.”

in your metropolitan area or count
nformation. Also list their career

y that now provide or could provide students
expertise, their phone numbers, and any con-

N

Name Area of Expertise Phane _ Constraints
7
- /’—\-"
~ Z v

i

\
- k‘\

o,
»
- 3
- »
LY S
- 1
/
Information accurate as of
' (date)

51
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] . )
20. Population. Usipg the most current ihlt'ormation you can find, fill in the blanks below, cr‘ossing
out’inappropriate designations and stating the source of your information. %

- ~a.  The number of peopfe who live(d) in your mgtropolitan area (Standard Metro'politan .
3 Statistical Area as defined by the U.S. Burefu of the Census) or county in19 . _is/was .
- : ’
-  (Source: 4 . R )
b. The number of people who live(d) in your school attendance area (the geographlc area in
which the students of this schpol live) in 19___is/was : -
(Sourée: : ) . )

-
4 -

21. Population Changes. Using the most current information you can find, fill in the blanks below,
crossing out the inappropriate designations and stating®y 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 Statlst:gal Area as de- .
fined by the U.S. Bureau of the Census)/county:

Increased by percent between 19__ an8.19__
Decreased by percent between 19 _ and 19;

(Sourge: . : ( . o )

b. The population of your school s attendance area (the gedgraphic area in which most of

the students live): . . e
N -

Inereased by percent between 19 and 19__

Decreased by percenr between 19 _ and 19__ . ) :

- (Source: ) . )
3 » ’
. v
1 » 3
’ hd . e )
. . r |
. . { . .
' - . Se——, /
’
)! R .
A
Tt
- ‘ ~ 39 - .

03 '
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a hd . r
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¢ v o4 *
. . hd y
- F 9
! 3
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22 Occupafions. Using the-most current fiformation ou can¥ind, fill in the blanks below or on’
# themext page, The clasiric fw% used b .

the next page, The classifica¥ions helow are those used by the UU.S: Department of Commmerce,
Buteau of thé @ensus~On’the next page (items 22c and 22d) are the classifications 23 listed )
)frb;n'm the ¥.S. Department of Labor’s Dictionary of Occupational Titles. Use the list which best

. corresponds to those,classifications used in your location. If neither set seems appropriate or "

/A

“covenient, you have the option of crossing them out and writing in comparable classifications.
. . Q‘ . b . LI
a. ‘During 19 , residents of the metropolitan area or county were employed in different
occupational areas as follows:

"
+

‘G_Q_Eﬂpaﬁoua.l Area - ‘Percent of Distribution in Metropolitan Area/County

. o ' _ Men ’ Women 5 Total
. v Professional g . — e
. Mahagerial o ' _
" Sales
. Clerical
Craft workers
Opetatijves )
Nonfarmlaborers
Farmepsand farm managers
¥arm laborers

. Service workers eiccep_f
private household '

Private household
~ (Source: . ’ ) . )
- - L4 \ . . ‘ ‘
During 19__; workets in the United States were employed in different occupational areas

as follows: e ; .
[ 4 A - ~ K

-

Occupational Area |, . ) . Percent of Distribugion inU.S."

P Women Total
Professional ’
Managerial
Sales
- Clerical
-Craft workers
Operatives
Nonfarm laborers
Farmers and fartn maragers
Farm laborers

Service workers except .
private houseffold:.

Private ho'hold

) (So"urce:

L]

S~

Q v
SPXDU &N

“

-y

[y
[y
.




DO NOT COMPLETE THIS PAGE IF YOU CQMPLETED ITEMS 4a and 48 ON THE LAST PAGE.,.

L2
« Dyring 19,
tional areas as follows:

c.

¥

Occupational Area

Professional, Technical,
Managerial

. Clerical and Sales
- Service

Farming, Fishery, Forestfy,
and Related Occupations | .

Processing
Machine Trades
Benchwork
™
Structural Work
i aneous

4
(Source: O

-, workers in the Unlted States
»

uring 19 -,
follows:

1

a
-

Occupationél Area’

Professi&;nal, Technical, and
Managerial

Clerical and Sales

Service

Farming, Fishery} Forestry,
and Related Occupations .

Processing
Machine Trades
Benchwork -
ructural Work
--Miscellaneous

S
»

5
6.
7.
8
9

(Source:

»

. ¥ &
5

e N

residents of the metropolitan area or county were employed in dlfferent occupa-’

Percent of Distribution in Metropolitan Area/County

en Women ATotal

)

were émploy_ﬁi,'m different occupational areas as,.
. . ' oF 4 . ‘ .
. & -

Pewent. QLDlstnbutlon in U. S

v

’

Women

LY

4




23. Unemployment. The average unemployment rate in the metropohtan area/county (furing the
> Jast year,19 wéq as follows: , v =

(You may expand or revise.the rac;al/ethmc categories in the tables to reflect the racnal/ethmc

‘ composiflon‘m your area.) . - )
D 4 M - . L] I
. . . ¥ -’ "
‘ N “ 13 »
o . SEX .
, RACIAL/ETHNIC . ) . TOTAL
GROUP \ Female \ Male .
L 2 No % * No % No ) %
- - oy . ' ¢
, Black . .
“ — s
White T i -
s .
' , J * “\ s
’ , . &
1 .
k ; {
) - . » 'S
1 e .
97 6ther J
u-d‘ -
it _ :
] TOTAL ’ Y
] ’ 1
Information accurate as of '
' S e '('dateL . . _
PR Py » . 3
. "o - - . 2
. 42 A ) ‘ :




. o
& ‘ ‘ ' !
.
- - ?
’

~ L ]

24. School Boundarigs. The boundaries for the attendance area oY this school are: .
(attach map if available)

' . 1 s
) \, o ke ) )
25. Distance to Boundary.- The dstance from t_ﬁis school to the farthest point on the boundary -
»> is miles. ‘
Y . )

N Ve
-1

26. Size of Attendance Area. Tfle size of the attendance area i¢ square miles. ,

’
“x

- -
»

27. Bus Transportation. The number and percentage of students who travel to this scool by

school bus are: £ R 4
K ’ ® VA ' T ’ Lt
—— . ; e . . . » .
C %of the student body . _ : -
‘ . : : o .,
L . . «
0 .
—_—~ . , .
Information accurate as of "~ . :
. (date)
43 :

>
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28. Student Enrollment. Using the most current information you can find, cgmplete 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.)

L4 .
\ " :

a.  The number (No.) and percentage () of students, by racnél:éthnié‘group and sex, that
are eprolled in this school f;or the present academic year (19 __ ) are as follows:
‘ - - \

J

RACIAL ETHNIC - GRADE LEVEL

GROUP AND : .U
SEX . [ % T No.

’
4

F'ema]e Black

v
Female'Whites

/-

Female Other X

Male Black

Male White
/

Male Other

Information accurate as of

- (.date)




-

The number (No.) and percentage (“r) of students, by racial ‘ethnic group and'sex; that
‘are projected for the next academic year (19__ ) are as follows: (If this information is
* not easily projected or estimated by racial ethnic and sex categories, simply provide
Jotals.) . N ) ’

[ 4
.

—— ’ GRADE LEVEL
RACIAL ETHNIC . : )
GROUP AND 3 TOTAL

SEX N No. | 7 T~o.

Female Black

Female White

Eemale Other‘

Ma‘lel Black

.

Male White

l_\‘lale Other

TOTAL
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29, I)rogoufs. The number and percentage of students xylm‘dmpped out (not transfers) from your

school during the past three years are-

Year ]

19

19

19

—

—

N . . =1
. N IR , Vg
o Number Percentage
. ’
1 4
»,
2 * -
[
&
Id

Information accurate as of

(date)

46‘ |
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30 Course Otferings. Using other sheets it n®aded or attachig any intormation already prepared,
list the course areas (Enghish, mathematies, ete ) and types and levels of courses your school
offers iy each area I

\\I‘LJ ’ Tvpe and Level of Courses
<

Information accurate as of

{date)

»

ERI
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31. Class &hwuﬂgﬁystem Describe the sc}fedulmg system used in this school (number length,

and types of time periods; length of school dav term, year). Attach a’schedule if already pre-
pared and appropriate. )

‘ : Information accurate as of

(date)
"o ‘ r — o




s 4 ] -
32. In-service Education. Describe the following, using this sheet'a attaching any other you may
need.

~—
™

. N .
Describe all in-service education curréntly being conducted or planned in the area of
career development. Include the names, positions, and amount and type of education
received. :

7
- . -

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. ‘

3 - +

Information accurate as of

ERI
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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.

Information accurate as of
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Resource Accounting
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34. People. Faculty/staff m

P

/ . .
embers of this school who are currently involved in career deve!

opment activities.* o

4

rY

Name

Department

Title

CDU/Activity

Time Period

Y

|

}i—-\..,- JURUIRUVUNI RN

Day Time

*For a listing of ali t‘acu‘fy/stat‘f, see item 4 in.th

-

a

‘e

é(C,P,SS Program Information File.

i é

67
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)

‘ "
eat activities.*

v

oL . »
35.. Equipment, *Equipment used in the school to support career deve .
' ' N B - Time Pericd e
-~ Type of Equipment » +*CDU/Activity Date Tinge r
- . e - :
- - ” r h
. 4 7 + x
$ P 6; B L
[N s . . é ’ A 4 - . *
. q .. . * - -
& - - -
- N -
| | »
L Y » v
E 7 ’ v 4
. g ..
R - k -
. ..
iy ’ "B
jN . ' \
> i . ) { ’ 4 ’
I3 v ' . ’ "_ |
¢ i N - -
- .
. r] - § ‘_, N Y /
® . ;,‘t . ~ i 1.
' L AdB .
' r - . ’, B - ‘L ' "
-~ ‘s - N, - *
) . . r. o 4 ‘ .
. © . .- 'f/-‘\ “ - . - Il
- . ’ . 1\\ . t . 3 - r
*For a listing of all equipment see item 6 in the'CPSS Program Information File. - ‘ A
: Y | Y / .
( : :
- P . ’ - ‘
. - -
) 68 - ;. ’ . - ‘ . 6 9
- 1 - b
: B \\ - = ' L 2 L N
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.-
- [P . . . ) TR v
P 36. Materials. Materials-being used in the school to support career development activities, * - - .
4 . ﬁ— . ~ . . . - . . " .
- ) ' - \ A -t ’ )
) - i C - T Time Period . *
- ' . Type or Name of Materials CDU Activity .- .~ S -
. : . ypeg ) Ce Yo Date._ Hour -
i . o . . . hidant
* ‘ -
A - . . - N " R ] -
. . , .
. 'eg . e i i
- ‘l \\
- ’ b \ v
v ) et . .
- RN N . - o | -
.‘ | - o . o . . At
* - - - - L] . ) . ; -
. . ' 2 |
. * . . ' 7 LN .
{ - * < . : .
Al s . LY - *
e . i i .
. . & . L
.. . T . . ' - 11 . '
Ky K3 bl ’ » A \, ¢
z ‘. . 4 . - ! ‘ [}
- ] Pl . M r . .
' ’ . A g
h » [ : - . - N - h
' ‘ . . ‘ - | .
v [ | \ g AN ) , "
- : A » . I\ 4
R .
bl . t~ » , R . N
- - . Py - - "
- . ?
- . \’? " ~ 7
A\ - -: r +
.. .
. - 4 ° L . ' ’ .
*For a‘lisjing of all materials in the school see item 5 in the CPSS Program Infarmation-File.
- ~ ° ﬁ‘ - - -
Fd ~
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37. Space. Space in the school that is being used for career(deve‘lo;')ment actiyitjes.*
- \J ! 4

« ¢ , .

Time Period
Date Time*

Ider;tification of Spate - _' : CDU/Activity

S . - .

" - *For\é listing of all rooms and the ci;paciw ofithe rooms see item 7 in the CPSS*Progfam Information File.

-, o , 4

Aruitoxt provided by Eic:
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’ -, 38. Funds. The amount of mgney being used to support career development%ctivities:" .
A “ B ! ’ !
Type of Funds Amount Used ‘CDU Activity
.\f
-
F)
_ \ )
4
s » “‘ : K ‘ ~
. e AMJS::‘; ¢ o ' ’ )
-} R 4 £ 1
~ 7 . Y
¢ v : v
- - \ >
¢ ’ \ g .
/ ! ) ° ‘ ’
. ‘ . / - -
L4 ' ‘_ t -
. . ‘ = L3
T g ' 4 )
*For a complete listing of all_fl.‘as see item 8 in the CPSS Program Information File. ‘ .
' e v :
Q ’
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39. External Services. Services provided by agencies/or

ganizations in the community in support of this school’s career develop-

ment aetivities.* -
[3 . ! Vi -
External Agency Organizati Type of Service CDU Activi Lime Feriod
Kternal Agency Organization e of Service I Activity® .
- gen g . yp y Date Time
- .
. .
U‘ »
-3
]
A%
— - ’
\ s L3
3
-~ f '
’ ‘ -
3 8

*For a listing ofall external services available in the community see items 9 - 19 in the CPSS Program Information File.

.

» ’ =
.
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