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émotioqa]]y, and sooia11y. Work ™ ?ss1sts this surv1va] by proyiding
U

AdJustment to the world lof work 1s one of youth's most cr1t1ca1 pha?ii/
of development. During do]escence young peop]e f1nd out who they a

<' what they care about and what they. want 1nithe wor]d It is also-a

¢

_ time of tension and conf]'ct and of search1ng for identity, )
- [ \ 4 . “0 \ . ¢

In o}d§r>to proceed as adults and‘fynct}oning,ﬁémbers of society: .

.a]though youth may have completed Eoeir ph&sica]\deve]opmént, they

" should be prepared te be receptive througpoot.their Tives .to Contin{

uing social, emotional and intelledtual déJe]opmént. The educational
. * 3 . L
process needs to present a process of self-direction which adults can '
f N - * 1 , N v
pursue independent]y,'integratfng'it into their living ski]]sf\
" .o

-

« An inﬂegra] part of the edUcat1onaﬁ, gliidance ano work, support -

system of APPS deals oragmatica11y with an indi;idua]izéo learning
system, an applied method of enhancing vocational motivation, a pre- e

paredness and an on-the-job Public Service skills expe}ience. Lt

T

_— ‘ I
. .
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. i D o B \
- v . ( : . . ) V:Q'n F\'. * ->§~
¢ Lo Work must advance to becominq moreuthan,Qust a coping tool,
. It effects not only the students individda] 1ife style, but collec--
< - .t1vg}y the ultimate qualqty of our c1v111zat1on and as such shou1d b
jg_ ’ "rat be viewed as an 1so]ated facet oﬁ.support to a single life processl

) ¢

-
-

.

VOkStatistics show that of every ten students non in grade five-- - ..

‘three will not finish nigh schooJ bn]y two“wf]] complete. four ‘years

~ < \

‘of col1ege and one will have attended a two year col]ege of thé—re—

maining four or 40% approximately. 5 3% or s11ght1y more than one- haﬂf

\ person will have completed. traditional vocational educat1on. . .

' Terminally educated students who' have not enrolled in vocational
. - Z : J‘."%
programs suffer most from unemployment. Current rates of unemployment .

- -~ .0

o0 for young peop]e reinforce®™he urqent need for new vocational skill

~ M /
\\ areag_\ : ot . C
N o n ord r to make rea]isticIPublic Service occupationa1 choices,
Lt s perative\tnat accurate information about occupations be
dissemfna\ed This manual, propér]y utilized, 1n;conjhnction with
_ -classroom ach1ng and student au1dance attempts tos: .-
. 1:' De ine needs of the labor market and uhder1y1ng cond1t1ons.
t . 2. Set pr1or1t1es among Publi¢ Service needs as def1n§g.by
. ) Y
the Tabor market survdy. ' N A
S - . .
B Y \\ R . .‘“‘
.+ "' %S, Department of 'Health Education and'Welfare ‘
. , b4 “ -
’ ) - ¢ ,’P' ‘
‘ " : t \
: o ' 11 )
. ' »
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. . ‘ 1abor market and the 1nd1v1du§1
- 4. -Deve1op{programmat1c apprQ§ches.

. - " s, ,Neqptiate.trainﬁng expericncés,analyzé and approve final
r o *
working agreements. B . .

’~

6. Monitor trainming progréss.

- 7. TEvaluate results : y

N

>

S 8. Replan - using results of existing activities to better

' ’ satisfy needs . ' o~ .

v ‘ Pa,ti};lér emphasis wi]] be p]aced'on the continuation of growth k >
R after entry- 1eve1.sk11}}.and ﬂ%acement have been reachsd - the pr1or1-
. tieg of upward mob111ty and the avoidance of dead-end jobs., Although
‘APP§ addresses itself to the Publ¥C Sector, it is' recognized that'
\ overlap exists and that future needs cduPﬂ’EEEe]erate or become diluted

—

but the va11d1ty and adaptab111ty of this tra1n1ng w111 remain.
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INTRODUCTION 10 APPS

9

" This manual is'developed to assist teachers and administrators
. ve ' * - <4 -
in planning and imp]emqgting the Applied Program of Public Service

-

in existing secondary school vocational curricula. "It consists of

a‘ an introdyction and five sections and contains the’basic insFructiona]
i material recommended for pub]ic:service preparation. It offers ;n, : :
| overview of APPS course content, and teaching mate?fa]s; as well as o .
-Jists of manuals and reso\rces so that teachers with minimal experience _ 5 o

in the publfic service sector can &gadi]y teach the APPS;cqurse.

¥ L]
r

"o . The‘App]iéd Program of Public Servide is an.fhndVatiVe‘éppnoach
. , to Public Service employment at the entry-]eve]l Public Service ; T

Careers have been broken down into eight ((8) community service units

e

R Tl ° 4 ;
known as major occupational groups. The eight gglups as designated

L} . ] ‘ By
by the Unfted States .Office of Edugation-are: 'y ° o ; R
' 1. Educational Services ‘ T Lo n EVEE S A
. . : . e ot £ S0 e
. * 2. Social and Economic Services I T _ =T
| . . N , '/’f\; P . ’N .s .
A 3.7 Gevernment Aggncy Management ‘ . .
° ' 1 : - LT : . it
-4. Transportation-Management : . : ) PPV
s t 5. Regulatory Ser¥ices and Recorbls  ° . A S S5
1Y | - R e . . LIS - ) }
‘ . . _ R T
.Qg:" 6. Public Safety, Corrections and Judicial Servlges 3 — =
‘ 7.  Urbans—Rural and-Community,Déve]opment . PR
. - ¢ ‘ i B : ’ LA -
© P48, ResourceS«Managément P ’ . L
’ . N . ‘ | . S .
. . Y ..
J / 4 A L 2
I .
+ . ’Q R - /Q . N
° ! ) ¢ ’l ,J ' 5o~y
' N
. B . . .
» A
¢ , ’ - .I ‘- ( ] '
~ ' . N
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v

»

pétiona] grbups are further breken down into job families (see

The specific services which come under each of thesé major occu- “

the following attachment).

. . The APPS program is ‘designed for a minimum of three academic an
) A . s .
‘quarters of study. These courses are designated as APPS Orientation, .

H l
- APPS Common Core and APPS Work Fxper1ence They are scheduled 1n

that order for tenth eleventh, or twe]fth grade students. However,

. 1t is not necesse;y that they a]] be taken 1n one academlc year

’

For example, it s QQSSIbne for students to schedule 0r1entat1on in

o

the tenth yrade, Common Core in the eleventh’grade, e{c. A sd@ge§ted

limitation is that Common Core ‘be scheduled as hear to thewwork experi-

ence quarter as possible. Common Core or Work Experiegce may .be taken

for two Semesters, particularly'if students' special needs in develop-
ing entry-level skills -have been identified. '< -
Each quarter of APPS earns five (5) academic duartet hours credit
< ’ ) - *

with the exceotion nf Work Experience which offers ten (10) academic

-

'qqarteh fours. .~ : 3 b e
- N . “ &
Ne have deve]oped a package of mater1als that contains all manua]s

'

and subJect mater1a1s for the APPS proaram

Th1s includes both the .
—7

" : e

siubject content and the activities so that the teacher and adm1n1strator

.

are supplied with the 1hf0rmat19n,necessary to implement the APPS- pro-

-

gram. In addition, in order to make the prpgram operational, some
. . ), . i R
. " IR . N ¢ .
* N Vi < Q\V\
’ N -
> .
¥ 1 l . N v‘ - >/
A € ,’/
- - * - 2 PRI
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PAruntext provided oy enic JIIES
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N
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°
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.

commergial materia]sihi]] need to be added (see appendix). Indi-

) . /
vidual studept manuals will also need to

©

be provided. )

/

Completion of the three academic quafters of APPS Q?ﬁh passing
4

grades entitles the student’'to APPS Certification. Inasmuch as
students can be failed at any of the three écadquc quarter levels;.

». it should repregent an hone’st completion of tHe Public Service

segment of vocational education. "
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A

SECTION I - INSTRUCTIONAL OBJECTIVES
ORIENTATION .
it 1.

Since Orientation is'the first»df the three APPS courses and
pub11c serv1ce 1s an intangible subJect the: teacher' B present§t1on
must stress .a creat1ve and dyndh1c as we11 as an academi¢ approach.
Fo1IOW1ng are the 1nstruct1onﬁ1 objectives: (Tne nethodo]ogy will ‘ .

be accompanied by nine (9)_APPS students' manuals and their related

-

‘' teacher guides) . ¥ . B ‘ *f’
‘gﬁ. An 0verv1ew of the Applied Program of Public
, Service.

& dn ¢

LI. Decision Making in Public Service

LN

I1I Selection of the Students Major Occupational Group.,

. . < .
RN .
¢ B
.
'
. . J
- v . .

I. A genera1 overview of the Applied Proéram

. o
A

‘of Pub]ic Service wi]] be introduced The
pqe11m1nary concept w111 be similar in many.
ways to a social studies courser The teacher .\
will exp]ain_the duties.hfunctions and impor-
) tange of tne Public §ervice occupational grounsq
s ' He/she will relate nub1ic.service to th studentsf
own living exper1encesj e.g. Public Safety,
;duca¢1on, Soc1a1 Security, etc., and broaden and

-

’ d1ver fy the occupational instruction fo 1nc1ude‘




» a Lt 3

‘I. continued
a,"§other groups as Orientation progre;ses. Films
\ and other visu§1 aids of sigquicant\Fse in this
: unit are identified appfopriateﬁy in*the teacher's

. quides. N b ] .
‘ é . .

//4}. Introduction to Decision Making is the Key unit in
Orientation. The student manual contains standard
testings %oh rational sg]ection'and actiQities to
accompany them. Trait and se]f—éna]ysis testings such
as the Holland Se]f—DirecteﬁTSea%ch are adminfsterad‘

« ih this unit and the teacher confers with in&ivi;ua]
§tudents‘toward a;sessing their potentials. isolating
‘fheir prioritie; and their values toward stimulating f
self-conceptualizations. This unit is.not-only crucial
to‘Orientétionlde is a 1?f€:sk111 proéess‘that can be
repeated pg'give credibi]fty to other decisions, “

"A.. The student Wil critique {wo’of the eight major

BéCUpatiqnal gr6ups: Thg stuaent'ménua1s and .

teachel's guides appticable to thesd choices will

bé.the primary source of iﬁst«uction.‘ Films,
ifbrary and other resource materials as desj ﬁaged

>

in the manuals are primary teaching aids, APPS
b . v

student manuals and teacher guides are explicit Yo
Y -

£




IT.

. the structure and work produet'of,théﬁsit;'visited‘

. ancwer students' duestions. Speakers can a]so be

(continued)
in terms of instruction and resource materials.
The tgagher will plan at least one field trip to

a public service agency during this quarter, Em-

.phasis is placed on-acquainting the :student with . |

as well as’ﬁdentifying thg‘procésses taking 'place

N

in the-kind of work being dode. . E o

~

The L«tchers and Etudents can plan a Major Qccu-'
pational Group Fair. In this activity speakers

are brought together from severa] pub11c or priz
Vatesnon profit agencies to tatk about their own"~ .

N :
Jol,. their specific serv1ce to the pub}1c and to

recruited on dn’iﬁdividual’bas1s. Examp]es of
4 ' L ] “~
agencies and services who might seqd representa-
tives are the firé department, building and
zoning comm1ss1on, social service§, the court
syster, po11ut1on contro] agénc1es, etc. Letp'r
wr1t1ng, written reports and development of m‘
personal adult reTﬁt1onsh1ps are additional
of this activity qnd are included as actir}mies i

student manuals.




IIT, » In completing the final objective, the teécher assists
_the studentsiﬁtfhg selection of one major field of study
in Public Service. This is achieved after the stuéénté\
have determined their own personal priorities, interesfs =
:,4 " and values. JThe teacher reinforces the students'
. ﬁecisions by h%lping the studenfk.concethaiize themse1ve; .\
in terms of attitudes, abilities and determination in order .
« to complete their profiles. The diversity oflfhis.unit
/. ‘ a]]owsefo;'great creativity and shoyld teach the students .
ta make rational decisions based oﬁ self-evaluation and
know]edge-of the requ%rements of the major bub]ic service

- J -
- ‘ areas they have selected. o




N ‘COMMON CORE

Unit 11 , N 4
& .

Instructional bbjectives: ) e
I. Review of the students' Major Occﬁpatiqnal Gréups
\ IT. Prepgrétion fpr applying for a job' . '
. A.~_0}a1 an&'Writ%en Communica®ions
‘. _B. Report Wrifing—
C. \Bas{c Recordﬁkeeping '
D:"Inférpersonal Ré]atioﬁs " o

<

" E." Good Grooming

. ' - R Applica%ions and Interviews

*

)

I. Review the Major Occupational-Groups. Emphasize the, subjec

f

matter, and review the student's .decisions. ’ .
A The studenf& learn to&iden;ify jobs fn their vocational

category by usin§ the *Diqfionary of‘Ogcupational Title

*The 0cqypationa1.6utloo& Handbook “and *Vocationa1(f

Biographies as resources to¢f{nd_ﬁéé:ua1'information .
- about‘}he job options JVaiJable n their occupational

group. ' A student manual with nstructionil activities
iQﬂ;i_teacher's guide accompanies this unit. Following

) - _ the unit completion the syudents write their o¥n voca-

t

N B
. ¢

N

e

o

S5



e

1 II. Teach the fo]]owipg courses to prepare the student for

job‘interVieWs, their work habits, interpersonal re--

. b

lationships and other skills necessary for job success, ®

Student manuals with planned activities and a teacher{s
* !

guide accompany this unit.

“A. Oral-andwritten coMmun%catiqns including speaking

before groups, letter writing, and filling out job

applications.

B. Report writing is an essential part of the erftire

-2 APPS course. Reports about occupations, public

v . .. speakers and resource information are represent-. -

- ——,

3 . ative of acceptable subjects as-are book~reviews
T 1

*

. and newgpapor or other media informatiop. Teacher
guidé#gg and some methodology is presented in

2

Orientation however the course study is Yormalized

C. Basic record keeping is an essgntial;paft of most
PR "; enfry-]eve]spubiic service jobg. S%mp]g filing.
N ' . methods and thg organizatién of matgria]s’are acti-
- . fities‘directed in thSLstudeﬁt manual. Films rein-
force this course study.
D. Relétionships with other people is an intensive ﬁnit.

-

. that is carried out in conjunction with all units,

s
o

in Coﬁmon;Cdr fiith stress on system and organization,

.



‘D. (continued) \
Oral and Wriftén Communications qnd Interviewing
skills utilize interpérsoné] relationships at
their core. The students are made aware through-
out APPS of the impact éf their personalities on
Jjob §uccess. Role §1aying, pub]ig speaking, even
their critical choices come under this unit objec-
tive. The student manua1s,éontain'a multiplicity
of activities and‘;eadiqg,exercises to reinforce
" this key facror.. ‘Fiims are also available. The N
teath: is an éctjvé particibaqt ip helping the f
‘studegl realize his/her fu]]iﬁotentiai. co
E. Good groomina is a commén gensg area. This unit
differs bnfy in that grodmigg is jGB ofieﬁ&sg and
- is designed to bridge the dap between the student
' wo;ld aﬁd the work world. .L?bra%y materia]s,ang

| films are-graphic in their QesCription of the -

acceptable and unacCeb;ab]e. Stress is placed on

proper épqearance for interviews and the necessity

LI e

of appropriateness,%n order to make a positive
impreession|on the hiring agent. .
The APPS s:udents‘1earn'fhe rudinents of filljing

k]

ot app]icitidhs, writing resymes anqdjnter iewing

through 'reqding exercises and other, activities in

Y




..

(continued)

the student’manual withvteacher guidance. Clarity,
comp}eteness, cprrect grammar and spelling, etc.,‘
are the goals set for this unit and students dre
presented with many different app]ication‘formsu
gathexed for tﬁjs 5hrpose.’-Remediation‘may be
necessary . Again student maqua]s and teacber's

guides g1ve d1rect1on Resources jinclude over-
head v1éwers, *11m2i'aed 1;brary materials. The
components D, E,hand F\tu1m1nate'ﬂn the practice -

. of interv1ew1ng techn1ques. Ro]e-play1ng°;s a key'
factor in this and can be as simple or as soph1s-
tlpated as the teacher considers appropr1ate to the
“class Jevel. However each” student must u1t1mate1y

be prepared to app]y both in‘writing and Jn person
for h1s/ﬁé?“ﬁ¢Fk Exper1“te~tra' i Job&"r

- . .
§ . r ., * -
N ) : ¢ - Iy
C . ' oo =
€
3 . )
/ u ‘5‘?«'
“
/ : 4
. 4 -
s \ ' .
~
- -~
S e N ;
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.
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A ‘Composite of Instructional Objectives’

" Course Study
Public Service Overview

‘ Materia]s -

Credits

e

Self- conceptualization” APPS Manual - 0r1entat1on _
L. through study of values - ;Students Manuals (9), ~ | Five academic
- I Orientation - + to give the/ students R Teachers Guides (9), Re- quarter credits.
. . . a criterton for select-. . source Lists. . .
.- ing two major occupa- “ o ’ e
: tional groups, and reduc1ng ¢ et '
% -t . < these choices to one group of
: A — ——
Continued study of Pub— ‘ APPS Manual -. Common-
. \ , lic Service occupational «| Core Studemts Manuals (2), | Five academic '™
cmoice.. Teach the stu- .t  Teachers Guides (2), Re- quarter credits. ~
. « dent entry-level job. source Lists. . ‘ -
; »{_ skills such as oral and » :
II. Common Core -|" written cenmurTications, Vo - _ . 3
- L grooming, interviewing v .
: techniques, Basic Record ; : .
. * Keeping and Reports, pegr - v - D e
sondl relationships amd *.:} . - on
applying for a Public ° - . '
- . Service job. <t * ) .
’ ", : )’ N . - . -
, . ! Deve]op an entry _leve] . APPS Manual - . -~
: ' job .in the pub11c gervice |- Community Component, Ten academic v
- .o . . , area’ of“the students major Supervisory Guide, quarter\credits -
. TII. Work Experience interest. -Guide the super-, Time, Attendamce and ,
R s . visor in assisting the-stu- Review“Forms, Student -
2 ) dent to becoming success-+ and Parent Perm1ts, Work-
. - ful in that job. Permanent. Site Monitoring Forms, *
full-time job. Pubtic:Service related | APPS Certification
N \ " job descnfpt1ons, APPS -
A . ¥ Certificate.- : :
, - ! . s . § c . . ,\
) : - 23



WORK EXPERIENCE ] N O
e o Unit II1 ‘ .
/ ¢ \ !
Instructional Objectives:

L,_/ - ? AN

' v I: Develop strong public service'entry-1eVe1 traﬁnihg jobs
in public or pr1vate ron- -profit agenc1es
IT. Write mod1f1ed Jdb descr1pt1ons of the jobs developed.
_III. *ProviJ& transportation for the ARPS students pq the1r

| work-site. (> ‘ o .
o » 1v. Implement the system of work exper;;péé guidance and
‘ | moniforing set up by the APPS Prqgram. ‘ )

V. Develop permanent jobé for the students .upon graduation.
] v .
[. The teacher uses the media for announcements coﬁcgrning

,l o
- the APPS program. He/she speaks Bbefore civic groups such

| as Rotary, K1wan1s, churchesjghd fraterna] societies.

He/she expapds know]edge of the program through the news
:m¢d1a such as 19ca1 newspapers and trade Journa}é par-

- ticularly those of public serv{ce agencies. The APPS-* T
- Advisory Comm1ttee shoujd be contacted for their 1n -put

SR
and 4is an %pd1t1ona1 resource. The‘teacher should be
oo

A
able .to write:the news releases. Radio interviews
. ’, v ” * . \“‘

A are also vq]uéB e liaison and the teacher should seek "
. * . |

community progran 'fd% this opportunity, most stations

-«

* L e s 5,
" » work experience v1ab111ty. X ) N
\‘ . ( ) !“)/;. . . . @ '

ERIC " SR




'(cdntgnueq) .

y
events of interést. Thesé activities lead to

, A ./ -
general public interest, student enthusiasm and

N

have daily 1oci§,programs or bulletins covering

set thestage for déve]bping public service enfry
> jobs. - Ve ’

.
N

\The teacher makes peréogp] contact With the heads
oﬁ pub11c service agencies; presents the-basics of
the' program, explaining the agenc1es respons1b111t1es

»
and so]iciting their cooperation. At the time students

T are ready to enter the Work Experience unit the'coop; ’
b Y

*gerat1ng areas representing the students maJor occu-

pdt1ona1 éroup are contacted, the superv1sor; des1gnated
“iﬁéhd the job descr1pt1on written, fitting it into a
modified standard descr1pt1on from the Dictionary of .
Occupational Titles (U.S. Department of Labor). This’
manual, contains ; section of public service enE}&
level job descr1pt10ns in. Section V./ .
I1I. Transportat1dh for the Work Exper1ence students should
be arranged with ‘the school" pr1nc1pa1, and/gr the
-county educational office with tﬁg Advisory Commi ttees’

guidance. Forms for -orderly procedure, including wa?ver%,

. , 5
insurance forms, etc., are included in this manual -n

“section I11-D. .o -
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ITI. (continued)

+

L}

s

Mindi-buses usually best fill the students' needs ‘

L4 ¢

“but fegu]ar school buses can be used. The -teacher

will map the bus routes for maximum efficiency.

bt -

_ R
The training time i< usually two (2) hours a day.

The students! schediles should be aligned with this

L "time biock“!

a
- -

Supervisory training’%essions‘and privaﬁe conferences
plus the matérial” in this manual pfepére the super-
visor for the students' work experience. Forms .for

tine and attendance, a student review and the spegifics
of Supérviso;& Training and gujdance are ﬁjéé contained”
in this manual under Section II-b. -, oo
Throughout the teacher'é}cbntact with~£hg various

agencies, the éoncept of permaﬁent joBs for the students

should be dis&usseq'with the supervisor, the agency -

{
b

head, and ;he student. The bottom 1ine of the APPS pro-

1 - - e .
gram is a permanent job; howgver, if on completion of

the APPS progrém, some students, have becote motivated to .

- continue peir education this, too, must be considered

.« r
o Y

success.

i‘\.
4

-

I

-

»
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Student Enrollment
Public Service Program Overview

D ision Making

Testing

Major Occupational Group I

Study

+

Méjor Occupation

Field Trips

al Gr

ad

iy

&

External Proqramming

oup II

<

Zl

END OF FIRST QUARTER

O

ERIC

Aruitoxt provided by Eic:
.

\

Student ‘Enrollment

BLOOm%9h work Sites®

14

-
.

Communications

Interpersonal Relations

‘3,




o
Y ‘ ' ,
3
o 3
~ Written Communications
. 9 :Basic Report Writing
(<)) o .
| Ay
~ /__'f: ) . ‘ ; b s
4 <. Record Keeping . l ) :
B “a. . oo o+
: ] . . ) .4 .
. & Job Application
o - o Interviewing Skills )
(7] * -

>

. K . Field Trips A ./
-, MOG Fair )
' Examinations ‘ ,

!

Sunervisory Trainine

i

21

CEND BF SECOND™RUARTER

3| NPAYDS OURWAOSAIg sayﬁLquav.
Sdd¥

' Student Enrollment . o
—_ Supervisory Training
» ) ’ . .
~N .
= . First Student Review /
NI A . -
.om ( )
SO 1 .,
- o ?
.3‘ ‘. ] ’
o 0 , , {
o Supervisory Workshop
ot . Second Student Review - ,
s — .
1%
~ > . . e
o \ ’ ..
v -3 -
2 .
o = [ »
ot
wn
m 4
L _*m
» - Final Evaluation
=) » Student Cprfffiqafidh
, Site Certification
r." _..Jk . . d -
L. ~ ) END OF THIRD QUARTER - EMPLOYMENT
. - - ). M
) - X _ ‘.Q
. * N ~
”‘*%ﬁ I'd L 1 2 B ‘.4[) -

-18 -

.




¥

FOR

-




‘ﬁﬂ p

.

" 6.

o~ The fo]]owing suggested chréno]ogy designates the brep]anning-by
e

" A, APPS SUGGESTED CHRONOLOGY

- 8 , Iy
- v

appropr1ate schoo] system personne] other tRan the teacher. HoweveY, )
the complete chrono]ogy is 1nc1uded in order that the teacher maylbe
aware of the APPS backgrﬁund before assuming his/her respons1b111ties.:
The c]assroom teacher's direct 1%v01vement begins with Step 7. ) '
Request made'for APPS Program to be 1nc1uded in Vocational
Education Department. ) e
.?A. Prgposa] submitted by participating educationg] institution.
. (including budget). ° : ‘ ‘ .
2. School and community needs-er¢e§ made and.questignnaire’submitted
.to,re1evant\panic service egencies and government sponeored employ-
ment services. ~ - > . .-
3, Not1f1cat1on to APPS of accepted proposa] and ca]endar “of proaected ¢
lead- tﬁme ' : “
4. Staffing for APPS (if not a]ready degTﬁn;ted) )
5. . J]ann1ng an Qrgan1zat1ona1 Sem1nar involving administrative stdf?
APPS Adv1sory Comm1ttee fornied. ) .
7. "Meeting between part1c1pat1ng schoo] off1c1als and APPS tra1n1ng ‘
staff (cor®- curr1cu1um In-Service Tra1n1ng) to coordinate exist-
ing reenurces.' B ) , .
8. Proposal start up and preparation monitoring and assistance.A

-

3




9.

¥

10.
11.

." )‘

°

1?7

13.

Work-shop training for mew project staff,,retradﬁing for con-

t1nu1ng prOJectsi APPS methods , act1V“%1é§, etc ‘-

\
A. Materials for curriculum and community component disseminated

C “* -
and discussed. ‘ ’

Initig] meeting with ptojected 35b-sipes. Introduction toVAPPS.'
Student Tecruitment started ‘ ~
A. Public relations component activated.
‘ 1. Evaihate enrolled student's inlerests, ébi1i£ies, =
skills, and current curriculum. .
B. Enlist Bssistance of gquidance department for reéruitmeqt
and scheduling. .
Curriculum Activities and Mefhodo]ogy WOrk§hop;
A‘.vSpecial EEane]ing for vocational choice within APPS
System.. '
B. Related library, audio visual énd\recording'matéri§1s
Tists-submitted and utilization correlated.
C. Special tiaching activities pfésented.
D.- Use of APPS materials introduced and use demonstrated.
Interim Assessment workshoé for me&shring progress.

A. ?eedback - Program discussion. <T

14, Preparation begun for work experience quarter!

A. Confirm commitments of community component.

t

B. Presentatjon and utilization of»éupervisory and égyncy

kS

. forms.
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"ERIC

Aruitoxt provided by Eic:

. [ Agf; oo
N { N
J i 4 *
' L ;
14. (continued) ; )
/
C. Effect mor;ﬁtoring techniques. @
D. Hold Supé%visoﬁy Training Workshops. EE
15.-Case s udy,reForts.coordination. ' o .-
16. Seminar on evaluation’processes. (teachers and administrators)
17. Evadua 1on and interpretation. Lo -t
N ﬁw«'}
18. Rep]ann1ng Workshop to systemat12e and,s;mp11fy procedures for

effectiveness, adm1n1strat1ve viability and‘ver1f1cat1on

I'd ;‘
'\ » »
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[ ]

B. LABOR MARKET NEEDS ASSESSMEN? AND SOLUTIONS.

.
1] ve
0
i )
~ - - O
. .

The Problem: ‘ |

1. Obtain occupational data. ‘
!

2. Establish-a collection and c1ass{fication ﬁystem.

3. Project future needs on a short-term basis% ‘
, !
4. Devise a universally v1ab1e system' for entTy -level. jobs.

5. Deve]op a simplified method that m1n1m1zes;ma1ntenance
f

-~

v
and maximizes effectiveness.

The. Solution: . . L/

s

. _ N
1. Reﬁresentatiye ex1sting agencies for dissemination’of
'}abor market {nfotmation are: The Mefit System of
Personnel Administration and the LaBor Infefmatio
. System of the State of Georgia, Georg1a State Emp oy-
ment Serv1ce The Gw1nnett County Personne] 0ff1C . ‘

The Federa] C1v11 Service Commission. These sou® gs are
d

useful to the APPS system not on]y for obta1n1nq data
but for the purposes of educat1ona1 p]ann1ng, curr1cu1um
deve]opment career guwdance determ1n1ng staffing neeés,

+ and deve10p1ng counse11ng 1nformat1on,

> . -
I | , ¥

Visits showk! be made to as many public agencies as ,

— It

)

&
]

Note: OccupationaT.Outlook Handbook 1976-1977 Edition
U.S. Department of Labor, pages 11-19 for '

) additional methodology.

-j - 23 - 3\)
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v b
¢

possib]e to outline the piij;?m goals and enlist their

¢

cooperation. .

- ) . 2. The APPS system has collected and c]assifieq job”deé-
criptions adaptable to Public Service training jobs, -

" These héve_bgen orcanized and classified according to

N the United‘States Department of Labpr's Dictiorary of .

. ' R .b\ .
Nccupational Titles (DOT). In use, these become guides

for mndified job d@scrintions thch permit new and
e.panded job areas within the Public Servite Sectgf.
.Tﬁe Liaison‘or job developer from APP§ then meets with
the Pub]ic:Se}vice Office contact and secures his/her 5
: coopération in accepting and training an&APPS student.
S An analysis of the work to be done and the ;skills to be
developed are identified. The classification from th;
Dictionary of Occupational Titles is thF moddfied ac-
cording to the needs of the job within the pProvince 6f_
the Public Sevviéé group and the abilities of the job
SUperQisor'£o,tra?n. This is a community coopqn§tive
-component -and as such the benefit to the commu iﬁy and
the agency—aste]] as to.fhe stqdent should be stressed.

o ‘ The average length of time that the student will spend on

the work-site is 720 hours .- in approximately two hour

’ . ’ e %
-

- - 24 -




- / . . ’
,b10ck§. Successful comp]etioh_pf Ski]]:training as SN

e

/‘ : L ’ .

ascertaiﬁéd by APPS, the work supervisor and’ the deparp- )

ment head, secures skill certification for the student

as wé]] as course credits. North Gwinnett High School-

8 ; R
has evaluated Orientation and Common-Core as five-credit. ™

. /
courses. The work experience term is q‘ten—dredit course,

The Public Service 'skilis.areay the Georgia State and "
\

0.S. Departments of Labor, and the local labor market

statistics plus APPS experience can*coordinate ih pre-‘

-

dictiné short-term and Tong-term labor needs. These -

needs should be reflected by constantly updating the

N O
Orientation %and Common Core c]agses to meet the labor v

3 <

. ‘markex and the work trainjng experience areas. Many of = .

the skill areas are those a1most'insatiab]éﬁif“éﬁf;y-'

4

s

level, others ére emerging areas which-have not yet

-~

\ .
become overcrowded. Direct observation and statistical

§

-

data of attrition rates and expanding or diminishing

\Y

job market trehds are important resources to draw upon ey

s . »
for maximum effectiveness.
' ) »
APPS materials and educational resources are trdn§portab1e.

a
N

-The Orientation and Common Core Curricula<for eight

major occupat1ona1 group1ngs are pr1nted and ava11-

.able through the 0ff1ce of Adu]t and Vocat1ona1 Edu- .

cation. Ihgag are an innovative series of manua1s

S

}
/’f);

.
wJd - .
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Thet Solution: (continued) : < " ;
} . #'- ’ N

-

» e , 4. which include fhe coursé‘study}‘related activwities and \S-
reference sources inc]udiﬁg bibLiograph%és.anJ'audio- _ R

; ' - visual aids. In additidh, teacﬁerj//aénuals, organizing
. ' AN

. and guiq?nce methodologies are included in the APPS * -

«

- packets. . .. Lol ‘
- - ) - & et — !

Job descriptions .and labor market'referencesfﬁave a}ll
been standardjzed éﬂ% maéjmum-ugg has been made of state, -
] . Jocal and federal resources which are available to all 1»
schools. , They are referred to ébpfépriaté%y and arq3;
adaptable to any community. Thé ijeétive,.Qf cqursé,

' . 7-* is to match manpower supply witﬁ.manpower needs.” State

.and local governments have méchanjsms that“are.univé;sgl T

. N ‘ and readily aVﬁi}ab]e. These have beén enumeratéd.&n /;

« . 4

L page 23. ST - -

[
N . ¢ . - , - ° <
¢ ' * i
oo

As a resy]t of APPS research,aconéepts that are too com-

. . plex or too costly have begn discarded. The completed
’degign"is one that ig/gasi$§(§ﬁpervised, ‘economically

produced, and adaptahle to staffing skills and ,abilities
) S eas%v]y obtainable in school Sf.(ér.ns..‘APPS has attempted .
. to be pragmatic/raiher théh“charfsmatic.‘ SinQlicity has

s

resulted in pure and'effeétivé programming.
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_’a.

ORGANIZING THE APPLIED PROGRAM OF PUBLIC SERVICE
w_ ' .

APPS , . .

;!

-~
+ .
(S

1. Planning ' .- " [

A(PianningjiS'a fun%tion of the administrative staff and they
should be included in the planning process). v

A.” Conduct indepth student surveys in coordination with

-+ school administrators, counselors, ‘or curriculum advisors.
LS ~ '

B. Contact Public Sérvice employers for work-site availability .

and suggestions germaine to their'ski11-needsf
City and County personne] offices and Un1ted States Employ-
ment Service are- a few of the’ resources available in afl
eﬂmmunities. (See page 23 - The So]qtion)
- C. Develop bhdget, a]]dwing f]eiibi]ity in permitted areas. ’
D. Develop standards, setApol1c1es and - 1hstruct1ona1 qoa]s
Inc1ude var1ab1es in order to allow for a broad range of
student part1c1pat1on -
E. Se]ect tra1n1nq, c0unse11ng and/or otﬁer profess1ona1 and
oparat1ng staff. Most staff will serve in dual roTles e.q.
~Teacher Counse1or Sécretary- Aden1strat1ve Ass1stant
F. Write or coord1nate cur?ﬁcul\, adapt and eva]uate to meet

the specific agreed upon gpa]s as arrived at “by ‘the teacher,

counselor, student and work-site.

.
(\\ - : !
. . i
N

F ,r). ‘ ° ‘
~ ' . ol k

227 - . .
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JOU G. Make provisions for validating progrgm'content, progress
. . ~and results. This can.be accomplished by standardized

'.\;; T .-+ tests, ‘obseryation, empirical studies and the success

e N .

factor. (employment) N

< I C%Drdinating

o0 A. Organize an.Advisory Committee. It is suggested that this

include two standing members from administration and four

-
@

" members on a rotating basis from the community, two of . -
o . . - > ) 1 . .

" whoin would be wo%k-sgte representatives. (one semester tenure).
Provide for initial liaisod with werk-site (at the Admini-,
2 : .

strative 1eVe1) o -

-~

Hes]

* .

C s Assist students in schedu11ng APPS as an elective course of

o . I3 / ’
- . ‘tudy. Scheol gu1dance counse]ors /can help 1mmeasurab1y 9 .
. in* this. . ‘. L A
L)

D. Ass1st students in adapt1ng the1 curr1cu1um content to
1nc1ude sk1115 needed for Pub] o SerV1ce vocat1ona1 goa]s~
Most Public Service, jobs requ{;e strong basic educat1on

1

S - which reinforces judgement.ﬁﬁéas. ‘Remedial needs should be
evaluated for equy }dentificatidn'and reso]utioﬁf
é: Set“up an-effective transportation system; so thdt the
" ' ’ ) training siteslneéd not be 1imited by this Handicap}
,/%, F. Collect effecgiye—"Ho@ to" resource materials to aid the
v student in obtainiﬁé Qrivers' 1icen§§s, sqcialfsecurity
cards, hea]th certificatesiand other services that are

<

‘ job related. :

O I

- 28 -
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‘ ' " B ! .
. , )
_I;. Coordinating - continued ) , ’
G. P]an.for'monitoring work-sites and the studént worker, B
'_;‘;;y//'. collecting data such as time and attendance; st;dent‘ i
reviews, etc. & o T
) . H. Set up‘suﬁervisory fraining consistent witn5student needs .
and work-site acceptance. ’
RN 13 Instruction (Oriéntation, Common Core, Work Experience) « ‘
- A." Train for specific APE% instruction (see MOG's) actiQ?ties, . .
- : field %rips, and on-the-job training, efcw —
. B. Provide facilities, library, consumable igéms an& other
j~ - reldted teacher and student experientﬁa]'maferia]s. A
,; ' . C. CPnfirm plans for or provide’ remedial needs barticu]arfy )
. _ g ¢ in basic skills, e.g. reé&ing, c0mputatioga1-skills*;ﬁ S
*/ ;o D. Create broad and inclusive opportunitie; for: oral and\
- written commfinication skills. , -~ >
) Tl B, Seek supélgmegtary innovative and creative mediums for -
. - . 'inétrqctioi. ) g ¢
- IV, °  Counseling ) . . ' -
. A. Recruit studénts through personai'intéréiews, guidaﬁhe
o department, teacher cooper;tion and bromotiona1 methods, .
E — - B. Confer with jnterested sthdents‘ﬁndi%jdua]]y as téatheir -
. \ interest,:understanding. adaptability ‘and tentative goa1§.7 '
s z °

C. Confer with educational staff regarding student's needs

v




'\

*

- - ~
IV.  Counseliffg - continued . !

and preparing to meet them.

2N “‘
. Confer with parents, preferably with student ceoperation

P and attendanceiioward support of the studen£§"aims'and
motfyapion. . - - ‘ Y
' E. Ero%ide for on-going EOordination oﬁ the above effprts.
\\with\personal and vocational counseling., ..
v. Assessmenf\and Evaluation e ..
A Adminisie¥\§tandardjzed evaluations (such as testing) of

the entering APPSusﬁudents through the counselor or
teacher. These may be se]f—eva1uations. .

"B. Set-up-a system of student progress checks‘and.balances
ehroughout the \APPS pfo@ram.

C. Observe, test aad evaluate to aseertain work reaginess;

using program norms as guides. - PO
and further deve]opmentﬁgay take place.
The APPS Progranleaou1d be constant]y changing and

deye10p1ng. This ‘means providing for changes, updating

I
| o
. \? for flexibility toward cont1nued deve]opment

' LY
\Eva1uate eommun1ty needs and -keep. abreast of efmployment
T.,ww N R ° )
d1\eCt1on S e . : N

X

F. Be aware of current 1egis1atﬁpn effecting public service

-~

jobs. ./ | L o a

*

D, Evaluate prog}am impact so that f]exibi]ity; improvement ,

7/

Bl




" _ ,

°

Follow-up « . . . .

(N
EN

=:An Evaluative ng}em has -been develgped for immediaiq
assessment . _Lack of adequate follow-up has" Tong clouded the
ability to éccurateiy evaluate vocational p;Bgrams aTthough
beﬁause of the publit monies used they haye been most vulner-

abte to gustific@iionu "Follow=up" is a term which is often

B

_used loosely+and in f@ct‘is ge]dom adeqdéte1y carried out,

Statistics alone cannot portray the APPS progpams' success

fadtor fully and accurately. Figures "do not lie" but

they frequently tell half-truths..

“ A

A strong case can'bq‘made for a three year follow-up
of the APbS‘program and this needs to-be included in the
initia%—ﬁ%ﬁﬁﬁing{ otherwise it is impossible to judge the”

ﬂrogram impact and draw accurate conclusions as to its
‘ i ' .
vocational viability. . . . -

.

. vt




. ) ¢
is essential that their participative communications Be clear

~ FORMS, WQIVERS, COMMUNICATIONS
' " and

'STATEMENTS OF INTENT

Y

Communications among the staff, student, parent and commu-

nity’must be maintained and most often in written form, APPS,

15 1 new and unique vocational system, needs to be both informq:
tiv§>and educational in its communications in order te clarify
goals and .,ain supbort for the program objectives.

L]

The'Yollowj;g tommunicative forms have been found usefuf,
They haQe been kept simple and their vé]umé'at a minimum. A
pape} heavy.project discourages administrators %nd cpnmmmﬁty—
based(supervisorsaand rarely.adds to proéram quality.’ Addition-
a]ﬁy, the educational competencies of.ggngﬁts véry'wide]y and

if they are to bé kept iﬁfonmed, égﬁserative and supportive, it

-

and dirept.

e
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AN
-FORMS, WAIVERS AND STATEMENTS OF INTENT

1.. Safety Waiver. .
Work Activity Waiver

°

Safety of the APPS student when traveling to and from
the work site is paramount. A waiver is necessary from the
 parent which.affirms %nsurance cbverage for the student, This . N
can be jn the form of, or augmented by school insurance.
Public Service work-sites are invariably state or federé]1y
;egulated, so although site-safety does not ordinarily present
. @ problem, the Site Ana]ysisyrecognizes safety Prob1ems and

makes note of any-uypusual conditions that exist. {attachment 1)

In replanning, iﬁ W recommended that a course in first-

aid be required of all APPS students during common core, just

e

6rior to the work experience.‘ The student will be certified

by the American Red Cross.

-

~ AN - P : '}
2.a Site Analysis Form * i ,
- ) -,
,/ . -
The Site Analysis advises the APPS sponsor of the suit-.
ability, the hazards, special “con itions and prevailing phy-
sical conditions at the work-sitg. It also explores the
] ° a

-« . °




'Site Analysis Form - Continued ) -

presence of peripheral ind#tive training materials and .-

the capabilities of the supervisory personnel to add sig-
. £ - .

nificantly by sharing their vocational experiences with
< ; —

the student. (attachment 2) . : . S

K

]

3. Vocational Skill Deve]opment‘%greement

. b N A4 ‘
In order to maintain structure and focus, an agree- .

ment is made among the student, the.train}ng’sitg and “APPS,

" Each agrees to perform certain specific tasks. The Public ‘

o~

Service work-site agreed to teach a described skill to the L

~

student and to relate that traiﬁing to a classified and
acceptable job descnjbtion. The student'agrees.to.bring
‘ . ‘ wi]iingness, cpopengt}on aﬁd_ﬁe]f—discip1iné‘to the train-
- _ing process. APPS agrees to prbvide the student with re1g—
vant know]edge,'skill, hdtivairoﬁ and Phe necés§ary preparé-
N tion to maée him/herfreceptive to skill training, (att;chf

- L}

ment 3). o

1

- . [

4. Time, Attendance and Student Review : . .

4 - .
: - o
3 £ - ., * -y

This form is submitted to the training supervisor every ”;\;/)/

. . four weeks of the work experience quartér by the APPS Monitor,

d »
- 34 - . «
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. Time,“Attendance and Sfudent Review - continued

~It recprds theAdaily time and the attenQahce of.the student

" at theiwork-s%te and, provides a subjective analysis of his/
her participation.and gki]]tprogress. In addition, hb/she ..
is graded three times during the quarter by the work super-
visor. This tri-quarter grading is completed in conference
with the student and becomes a tool not only to me;§ure~the
student;s proéress, but a]sg is a direct means of communi-
cation which zeroes in on the strengths and weaknesses and
provides guidance for the supervisor. It is a teaching,
1e§rning, qnd counseling tool in one Brieﬁ qnd specific
form. (attachment 4) T - -

, o , ' \

Regulatory Guide (Student) .

iThis form, a composite of regulations for proper con-
duct on the job, may seem superfluous. These are primarily
reminders which cbordinate‘qgréed upon behavioral patterns -
developed'in common core. They arevthe students' ‘own stand-

“ards of job conduct. (attachment 5)




6. Supervisory Guide. =

2

Manx céba;}e superv%éors arearetfcent'tb‘assume ng§ponsi;
bility for a student trqinee. This guide reagsures them of
- their abi¥ity to'do 'so and counEerécts any misg%ving§ they
might have as to.APbS supporg of Ehejr efforts. .ft is also
N : a mérkeiing‘aid. It frequently helps convince a work-site to
cooperate in APPS Vocati&naT Training. (attachment 6)

-

6-A. Many wonﬂ—s%tes have seminars, workshops, and various
external training ava11§b1e. This form is retained in
the student's folder to regond these additional educa- -
tional experiehées. 7 .

. ‘ K 7. Job Classification Modification Form .

( ‘ " The standard job description from the Dictionary bEQOCCUpa-
tional Titles is, in general, a reasonably accurate guide to

tﬁe work. to be performed. Inqsmuch as fhe standard'Occqpationa]
» Outlook ;as also been’checked in order to broaden the descrip-
.. tion and State and Gounty Merit ClaSsifications have also been

ﬁseﬁ, re]ativg]y little Jjob modificatﬁon has been necessa}y.

However, to insure accu}écy and guide superviso?s, this fbrm

- serves a useful purpose as a formal and agreed upon modifier,

(attachment 7)
' ¥

40
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8. Memo to Parents

L)

APPS feels that its Public Service Vocational Skills Pro~ -
gram should be clarified for the parents. APPS is a new con-
cept, so it follows that it is differenigfrom other educa-
- tional experiencest Memos to the parénfs not only explairn |
the program but enlist their assistancg in helping gpt{vate
the student toward. his/her goals in APPS. The méﬁogyinformhtive
nature also becomes a community re]at%ons bonus., (attachment 8)

’ ’

4

9. -APPS Monitoring Report

Thé APPS Monitbring Rep rf is desfgned to be compléted by
'ﬁhe APPS répreseﬁtqtive aftet briéf meetings (approximately
;;fﬁhreé per semester).' These meetings should be bre—appointed.
K\The superv{sor, the APPS teacher and the student should par-
gﬁcipate SO thatasuccessés, problems and solutions can be
shared.and the monitor can receive an aecurate overview of the

training site and. the interpersonal relationship as well as the

progres% in“méét§ng the predetermined goals. (attachment 9)

10. Certificate of Completion
- A%

Upon succgssfu] completion of all phases of APPS

:} (Orﬁentation, Commoﬁ Core, and Work Experiehce), the student

[N
-




10.  (continued) '
is granted APPS Certification. This certificate is signed
by the APPS Diréctor or Coordinator, the student work )

supervisor, the school principal, &d the APPS teacher.

Its presentat1on guarantees that the student has sk1115
and tra1n1ng in pub11c service which w111 make him more

- qualified to fill a spec1fac po§1t1on than an uncert1f1ed.
stueent. Included in certification is tacit agreement

that recommendations and hiring priorities*wi]]rbe given

.
’

to the student. -(attachment 10)

- N e

11.  Site Certification .

4

The cooberating Public Service work-site after having

°

met theqtraining,'gupervi§ory ang physical standards of
APPS receives an APPS Certification document to be displayed

in its office. In addition to stating ALPS approva], it sig-

nifies that .the agency is cooperating with the educational 1nst1--"

4 ¢

* tution in training youth in a Public Service sk111. (attachment 1) .

’

12. Eya1uétivh‘Réport .

-

This could be designated as the first follow-up, Anasmuch
> »

as it takes place at the completion of the students work
. 7 , B

4

[€aN
0\
I
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12.  (continued) - o ’ »

: experience. It is a composite of whether or not the student,
work-site and job skill expectations havg‘béen fﬁ]fi]]ed. It
is also the fifst‘step in developing agency training sites of
§ﬁ£1ity for the next quarteF: It is\import;nt in that it ‘§¥Q ‘

: objecti;ely measures the success (or failure) of the work

experience and identifies the weaknesses and strengths towards

developing better jobs, better prepared students and_a better

F 4
. course of study. (attachment 12) -
L J
;.“"- [
{ .
. ~
® .
M
' bl R » .
4 ) -
5 .
;3 .
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- . ”? Attachment 1
- . . ' K ~
Work Activity Waiver--
' \
4 ! . . . ’ . &
JT0: // North Gwinnett High School APPS  ; °
2 ) b] . IS <
FROM:  Parent or Guardian T - *
[y /:.,: N ‘ f’ . >
I hereby give permission for 5t ‘ to

(Srudeng) = < .
part1c1pate in the Work experience *phase of” the Applied Program of -

&

Public Serv1ce(J I understand that this w111 Eigg place on regu]ar

school days from to

(Time)‘ (T1ﬁ4) ‘ (Location)

.
It will be necessary for ‘ . to @
(Student)

_travel to. this work-site. Please check below as to whether you pre-"

fer APPS tfansportation or if you wish to provide an a]ternative; >
N Y ' ‘
"[ - : ~ s .
aPS e,
- ": N . . . s
Alternative Y AR .

-

( P]ease indicate if you ‘have school in5urance or-other insurance

r

<+ to cover liability 1ncurred while 1n°trans1t and at’ work
- "a‘

_ . ] School Insurance . )
. .. Other \/4} L
. ‘ L ‘

£

- ~ SIGNED:

(Name of company) &=

/ | \ Address:

E

ed

, Date: : . N

- 40 -
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“ o Attachrient 2

’

SITE ANALYSIS OVERVIEW

L

The AéPS Site Analysis was prepared to be filled out by

* the APPS teacher, through observation and question}ng. It N \
will be necessary that .the work-site monitor (APPS teacher)
conducting the survey understand the basic requirements of the

- ’ o work to be performed before this intervie@; In other words,

the teadhe? who monjitors the work-gite shoq]d make -a thorough
Study of the.applicable job description énd arrive wat a pre-.
determined conclusion as to aéceptab]e standards- for the work-
site in accordance with~the training to be accomplished. The
Site Analysis shgu]dfnot be epmq]eted in the presenqé of tbg
training superv?sor since the qua]ityﬂgﬁa_bhysical capabilities

: . of the work-site’should be assessed independent]y»accordiné to

APPS s‘tandards. (Notéé are made, of course).

.

The APPS Site Analysis has several objectives.' First, and .
most obviouk; it informs the APPS vocational staff of the phys-
ical g?d'regu]atory requirements and restrafnts of the joh and

so permits hard facts to be added to subjective judgement' in

placing a student worker in a specific work-site.




T -
. ) N . -
I ) . | ! , r’\’ .l
; Second, it surveys thelﬂgtklsite from the] stand point of
. 1ts‘use as a.bocatﬂona1 tool and, in a sense, gssésses the ap-
1 proach, thoroughness, and ability of the site to accomb]ish the
.necessary training. 4
¥ Third, it assists in supervisory training and the results
‘can bé used in workshop sessions. There 1; aflways some chance
' that this analysie will eliminate or "se]f destruct" somé train- , ~

been realized. i

. 3 ‘ /
Lastly, it~z{eates an awarengss
be used as aﬁtheck 1igt by the sites for its

L g

f thelinductive'learn1ng

e
~

climate_and may

e




€&

PUBLIC SERVICE CLUSTER __ .

STUDENT PLACEMENT

'APPS

§ite Analysis

.o ™ Special Conditions
Site:

¥ Supervisor:

- o ~ Telephone:

. _ Physical -requirements: '

* Tolerance for periods of inactivity

Enter needs-qualifications
. ‘ .

v

Carrying

Stooping

Heavy Lifting

Sitting ” )

&

Tolerance for noise

~Specific voicg qualities

~—

(h|
o




Q
Physical requirements - continued
« ., , ~ -
Specific appearance _-
, [y
Driving ability ' ’ -
Personality attributes )
Other )
ﬁZa]th and/or Safety Conditioné
./\‘
. i \ .

S = Q - L -
Contracts or Agreemehts
Restraints

¢ T . L '_ Ty ..
Additional I \ L
Reading Materials - S =

Which of these are availab]e at this work site?

¢ Notices and“signs on work s1te that pertain to students
- work attitudes or are 1nformat1ve

N
Catalogs, brochures or printed advertdsing (traininé
related). 1‘f‘

N
[ —

- 44 -
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P

"~ Site Analysis

‘ (continued) .

____ Manuals and/or whittén instructions.

Séhedu]eS, if applicable.

. e

Reports, pamphlets or ‘other publications relevant _J .

to the students vocational training interest. ‘

Other work-related materials (e.g. trade journals).

7 .

Additional - . N
Pe MRS
‘ o ¥

)

able to help the APPS student? .

Critical thinking: 1Is there. . . .

3

Thought projégtion and planning for present training -
performance and future goals available?

Citizenship: Is the supervisor able to. . . .

about the impact of various facets of
our place of busﬁyess? (e.g. OSHA) ~

Answer questio

nswer questidns)about taxes that effect employees
. (e.g. Social Security, income tax withholdings)?

Answer'questions about regulations, .codes, reétraints,
etc.. that effect this work-site and evaluate their -
___relative merjt? . : -

A

A
e
ha

In which, gjﬁiQF foliowing "performance" tasks will the supervisor be



B L) —

5

»

. Personal and Social—Déverﬁment: Is the supervisor able and
*  willing to.

Assist a student in identifying and analyzing a behav%or
pattern that should be modified or eliminated?

Listen to and evaluate a students' observations?
“ . ° :

Creative Development: dIs the supervisor able and willing to. .
— ‘

.o

astit is expressed «dn this area?
. - /S Toes ¢
Help*a student identify creative methods or products at

-EtilyéFk-site?
!

\ ¢ ) NN

A3
.

‘4 ‘ 0 \t w -
. - -
. ! : -
A / ~ ’
B .
: @ " t /
- L} .
- l
»
. s v
b
- N .
. > A
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. * Assist a student in understanding.and fostering creativity




Attachfient three

L ¢
» i
o) ™
pes o @

chatidna] Skill
Dg@e]opment Agreement
oIt {;/:;;;;;tood that ;;ier completion of prerequisite cTass-
rdom.inst}uction my- participation in the APPﬁ.vocational work
v exﬁérienﬁé will include thé fsilgwing:. ‘ q
"1 Dai]& regular attendance at my wor% site.
v ., . 2. Informing ﬁ@ supérvisor when I am unable to be -there;

v being certain that I am absent gply for valid reasons. )

3. Performing the required tasks wi]]%ng]y, capably, and
. ‘

respénsjbly.v
- . 7 .
4. Informing the APPS staff of important problems, which ’/
arise in the performance of ﬁf?duties. .
oa“. .
5. Conducting myself in a manner which will fairly = LT

-

represent North Gwinnett High School and the APPS Program,

~

Co T v Signed: 2 : :
! ) . (Student) .

* APPS will provide.the following:

v,

1. Public Service Exploratory courses.

I g

_A. Orientation

. ‘B. Core Curricylum . - )
. q . ]
i~ z 4 . % aat . . .( . . N ¢ .
2. An.approved Public Service work-site.

yi - .. L.
’ A, ‘Work-site analysis . -
a oo -~

é?w\ﬁdequate transportation to the job site,

C. Job, personal or educational Egunséling.

L\ ‘- . b
- ] - . < ‘

Y C e




[4

related problems which’ occur at the work-site.

» »
/ - sn ’
. ¢ .
. . a -
7 o
—~
[
; » ,—-
;. .
"‘ ' o
i
. % &
*
-;{ o .
- l,‘ . . @
+ . b
roy

x S !
3 ”APPE1Cer57fication bn completion of thevcourse'reqdiremgnts.
A. Certifﬁcatg sigﬁed by program and employer.
B. Comp]efed'eva]uation;form.
C. Job déscription included in school foider.
. »
© SIGNED:

3

=,
(APPS) |

/1t is understood that

(Work Site) ‘ .
will ,provide Qork skills related to this Public Service Group in

general and the speciffc tasks to be acgompiished éccording to
the'CJassification referréd to in the "Dictionary of 0c€upationa1

Titles".  ~ °
= (Work Site) °

- ~

will also coopeﬁate'with

the APPS Program in submitting t{mg and attendance records,

student work reviews and informing the APPS staff of stlident
g . ) ’ s -

, X v g Y 4
*  » SIGNED:, |

! »
f‘ JESEY . psi R
.

{Work Site\ReBrgseqtat{ve) '

L

s,




Work Site

Dates

Month

[

“Hours*. .

1.

o \\ S .« . Attachment 4 = . ’

U
- IR S :
Student's Name L e P
to " Supervisor's Name )
[ :
. ) . - !
l . v
— ‘ R ‘Mﬁ »
{ i, N
T | ;
: g ) |
Student Work Review: Please circle one :
I.consider this student's seriousness of purpose: -
- |
Qutstanding - Good - Fair = Poor
.- 1 consider his/Her cooperation and motivation: - W
! . . |
Outstanding - Goad - Fair - Poor . . S
His/her attituée.is: .. , ) Tl
‘ . |
Pledsant - Unpleasant - A Problem.
In the area of job readiness - I consider this student: : /ﬁ‘
- .o
Advanced - Average .- Not ready - Not progressing - &

-

- *Please compute the time within % hour.

- . - —

His/her ability to grésp new concepts and tasks is:s . '

f
t o !

Odtstanding - Good - Fair - Pdor . .

On"a scale of 10-1 - I‘consfder this s%ﬁdeqts overall progress as:

v 93

. : + P S 5
(Circle one number) 10 9 8 7 6 5.4 3 2 1 -

|
. . J
. .
s .

-

Outstanding
Gdod
Fair =
Poor

L




L4

LRIC

-2

—-

“Comments

. . P
~ - - .
-« 3 ” \
)
P g
. -
.
L]
-
)
»
ol -
.
s + .
P
t ' s . &
N P
A s ’ - v
b
.
® . #
. 1
- L]
1
.
»
.
i -
>
R
{ b
-

PY

8. 1 have‘giscussed this review with

SIGNED:

(Student's name)

Review Date:

Supervisor

XY

/
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to coo

., I will contact a member. of the APPS staff immediately. should any ;- -

v

Y ' . 1Attachme‘né 5
N |
_ Name APPS Telephone No.
Work Site Supervisor's . .
\ ’ _Telephone No. ] -
A

APPS Student

"Regulatory Guide . o/

-

I will be at the parking lot by the gym each day no later than 12:40

p.m. for pickup by £he school bus which will transport me to my work -~
site.

. o '
If, for any valid reason, I am unable to meet'this commitment I will
either call or-contact the APPS staff and my superviéor no later than
9:00 a.m. of the.work day. - v s . ce e
Priog to makihg any other arraﬁgements for my transn"tation I will
contact APPS for apprgxal. - |
I will wait at the same prearranged place at-the ‘agreed upon time
(about 3:09hp.m.) to return from my worE site.
In the unlikely event that I miss my ride I will call APPS jmmediate]y

so that substitute transportation can be arranged.

I will try my best to be at the wﬁrk site every day and will endeavor

rate toward acquiring a ﬁmaningfu] skill.

"%

work related problem arise. % i CL 4 i

% » -
.
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* . . - * Attachment 6

{
APPS

§‘° Supervisory Guide
. ' e .

{

9

A Thé APPS Proéram of welcomes &ou.to

its supervisory staff. Much of the success or failure of the student

in this Jjob will be due to your constructive participation. It is

L4

espebﬁa]]y important for you to know that the APPS program appreciates

) . .
and will support your efforts in helping the student become a meaning-

ful worker in a Public Service area.

. These are;some of the questions you may like to have answerqg by.

P

the APPS Program staff:

~

a Quéstﬁoh: How does this tra%nez differ from anyoneelse I might hdve

hired for this entry-level position? A

1

~ Aﬁswer: He/she will a]ready‘have a strong intere§t in thé\job to be
+ accomplished, apd Be fu11y<aware of most of it; réquérements.
. . He/she will understand specific acceptable work bractices
< and will reuire less 1eaa-time in ‘learning new tasks. He/
v . ) qbg will be'ab1e to reason and e*ert begper judgement in your
work area due to his/her APPS training.’hHe/she will be con-

‘ vinced of the value and purpose of this job because of[hih/heF

APPS training. ° - 7 I

‘

p -
S : . '

- E Simp]y‘S ; : : .
. Stated: AﬁPS students will be more motivated, more knowledgeable and

-

more cooperative when they become your employees.
’ . p i

A »
SN

N . {"1) . P
\J A

X L - §2 -

»

P
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- ~ Supervisory Guide

E

(continued)

°

Question: Will I be able to ask him/he; to do the same tasks as-a
- . regular émp]oyée-traiﬁee?‘ '
Answer:° APPS will be disappointéa if you do not. During the hours
" he/she spends with you he/she is your regular "in-trainijng"
emp]oy;e. K .
Queétion} What if he/she i§ not cooperative, or is tardy or absent

-

often? - . . °

Answer: First, we hope you will approach these problems as you would
with other employees; however, APPS stands ready-to support
or mediate any problem should one arise. You will have the

te]gphone number of an APPS staff member.and will be visited

cegularly on a prearranged basis. ' -
Question: What are my responsibilities? ]
) Answer: ' Yodr respons}bi1?tie§ are to instruct in and Supervise the
o work.a§vou£1jnéa in the job description we wi;?p:gxeoagreed .

upon.

" Question; What are the related pluses?
Answer: 1.' You will haye an ppportunigy to participate in trainiﬁg
- - - . a young person for a position in Your chosen field, ’
2. You will be training and a$sisting a young pe}son in
g@innett County ana providing‘a bett?r‘1abornpoollfrom

which to draw Public Service employees. o (

. 3. Vou wilf?\ﬁwe areiéure), feel proud of Watgﬁing éighificant ;

»

- career growth through Your efforts.
4. Lastly, if you were an uncertain youhg persoﬁain an uncertain

. world wouldn't you like to have this opportunity? |

P
¥

- 53 -
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" APPS.

v Nork Site

¥

N
-

Additional Education and/or Training

Student Trainee

Job Title

Work Site £

Supervisor Title -
Description of supplementary edUcatiqn
* -
Ve
Title (if applicable) ¥ - i
Date ‘
s t .
i~ ; , \l " i
{ ~f !
. . N
\‘ s " 5} .\e/
6 4 /!
é ﬁg% . e
} , - 54, -
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Attachment 7

z

Job Description Modification Form
) T

> f
[ 4

1. T06s the proposed job description meet the actwal training,needs?

° —

3. In what order and with what frequency will the training take p]éEg?

’ D
. -

-

=

Ay
[N

In your opinion is theSsupervisor committed to the traiﬁing'goals? \

- -

. v

N

Exactly what, in the superyisors op%nion; wj]]tfhe trainee he able

4

~

to accomplish on successful completibn of this pﬁblic service//,,f'
. ¢ ha s } . -~ \

occupational training?




At?achment 8
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MEMO TO: - (Parents)
FROM: APPS, North Gwinnett High School

‘
oy

- DATE:

has comp]eted the class-

'

room Qork”of the Applied Progﬁam of Public Service. He/she s now

approach1ng—¢he final, or work experience phase, at the conclusion

of which he will become an APPS certified student

If you are not filly aware of the details involved in the work
expertence a member of the APPS staff will welcome a conference with

you or will telephone you so that you can know more fully of your

sons/daughters participation. Conference| | "Telephone call
] . . S
Date requested:
R ) . ) .
‘?1ease ask ' to return this memo to

" ys as soon as possible.
¢

-

SIGNED:

\ . . (Parent or*éuard'an)

St
vy
o |
N
(o))
]
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' - , APPS, - i )
’ o sMONITORING REPORT
Student: f , ___ Supervisor: '
- Date: v+ Telephone No.: . T
"{*’[71 - ° - . wat ’ v 4
G, Work-Site: ~ . . __ .
L Mgnitor: . . .
- - - = mm——— = b e e oo e \ J
*1.- Narrative Report: ' .
arra . P - . , o ~ “q
. ~ ‘ ] b ); o °
_ N //'(—// ‘ x . - o
o _ / .
—-“'/ . ’
¢ — ;
—v’/ -~ °
_ ‘/ - ‘ -
2. Are the training expectations being met? . :
-8 - 3. Any 4spec1'a'l problems? o
’ . ‘. Kt N
- 4. Agreed upon solution: P . /
*Notes may be taken but report is to be written after work-site
- “visit. . v S .
A’s
. :
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This is to certify that -~ ‘ ,(‘ (n

\

2

3
e

has successfully completed all the entry-skill - . T 23 ' )

requirements for
of the APPS Program with)the cooperation of

Cs
L, .
. N

q

»* Teacher
t . .
(13
AU

~

S

-

K i, Principal
' Student Supervisor
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APPS
EVALUATIVE REPORT

-y

o

. ' '
Student o . Work Site
. , i
~ Supervisor L Address
- Dates: ‘From _To _-

o

Att&ehﬁent‘]Z

Job Glassification

\
]

I. Site and Supervisory :Evgluatien

é

3!

drawn from the "Site Ana]ys1s"7 Comments

-

-

1. Was the qua11ty of the work training site cons1stert with the

e

gncluswrs

-

time and student ab111ty peé ? 3 ‘!
. 4
- " yes

A. If the answer was "no", please explaine

-
T [

[

|
L

no

IT. Did the skill tra1n1ng agree with the f1na1 Jjob descr1pt1on insofar as

¥

-

e .é_;_lkqﬁ )

’

o * 0~

@ of t1me and ability as, II i —1
. . \' &es no
If an§w§f is "no", please explain. y .
< .
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I. Site and Supervisory Evaluation . L.

Continued ‘
* . )
IV. Has the supervisor agréed that skill certification of the APPS student
3 ¢ : % : ' :

.’

is realistic?

R \
i « e - .
L - . .
een | S . i
<2 '
. .
.

If not, please explain. "
/ ‘ .

U : "\
V. What semester grade on the 1 - 10 scale, would the supervisor give the

*

student?

-

>

VI, In which of the following areas QQsi\fhe superv{sor consider the stu- ~

- dent has improved (1), Regressed (R)} or was already satisfactd?y (S).
A. ‘Attendance _ B _ F. Initiative - o
8. Work attitudes ___ 6. Adaptability

\"- C. Work habits .. H. Dependability "

’ D. Skil prog;ess o - I. General work readiness o
E. Cooperation . ' - ' s

[N

VII. Does the supervisor consider the student's work experience a bona-fide
‘ )

e s 3 * ——— ’ .
¥ ' . bd

"job credential?

‘ } ! i v ‘
¢ N Land ;
> . : |- i b . . N |
.t 'ves no . ' T ' |
oo v" g . . ¢ - \
- s If not, please explain.
B ' i T B , . 4 )
o 1]
- »Q ‘&;‘
T
) . .
N P _ ‘ ‘ ) : )
- v . - v . N .
) , é .
v,
H - - .
’ -
' - 61 - -
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Site and Supervisory Evaluation

A -

\

Continued

VIII.. Would the sipervisor hire (if a-yacancy‘éxistéd) or recommend the *

+  student for an entry-level job iﬁ this occupational group? [,

.

yes

Jf answer is 'no", 'state reasons.

e

,

.
" [}

IX? " Has the supervisor had a final coqféreqce with the student?.

C .. ' yes no

-

o

X." Would ;he supe}visor recommend that his/her agency participate in the

APPS_program again?
. . l . |
- : yes

'

L

N S .
= [f the answer 'is "no", state reasons
. ] <

P L]

’

What comments, observations or suggestigns in addition to those iﬁc]udéd'%,

[y
+

did the supervisor make? ) =

i S

’




- T APPS ' T
. ] ‘ IT. Student Evaluation
. . /‘ LR ;\i i
7 .
l. In what wa¥s did'yoy feel (or not feel) personally prepared for
your job experience? (Answer with one word). R
] N .
A. Rn]at;qnship witb the supervisor? ) ) \

B. Manner in which work was presented to you?

K M '
C. Attitude of other staff menbers toward you?

/
D. School course study preparation?

Additional comments?

E
N

——— e i fe e e e - e e = oo =

’ v

IT. In what ways %id you  feel (or not fée]) preppréd igl;gik related

area<. - (Answer with one word).

. . »

A. Job expectations? ] " .
o 1. Kind of work
& - 2. APPS information about the job

J \
>

111, Did you learn new skills?

Explain. _ __ ' ’

3 ¢ .

- s
3 7
N v

- < -~ -

v]>‘“ﬁid you feel that you were useful in tbe"atcompliShment of the

work of the agency? .
2. What do you think was your most important contribution to the

worksite? . . <,




&

! * . :
) -3. What additional related tasks could you have accomplished had -
{f you had’ the time or been asked? / : |
% ’ »
, \ 3
. 4. Were you keptmbusy most of the time? .
‘t{ - . , = R - 4 ! ' t, ¢
%‘% _ L . * ‘ .
’ 5. Did you change your ideas about your career goals because of
. N this work experience? ‘ .
‘ Please explaia. I

: —_— , _
A o | | ‘ |
6. Would you recomend the APPS work experience ko other students?
v | - o - ‘ _ SR | N
7. \_DO you feel more job-ready? - P ) “

- e

- 8. f)ic_i this experience makeé you feel that you will need ‘more

-~

education to accomplish your«‘égoals?\
4 ¥ " ? * \

P]eése_ write any other thoughts you have on> the work experience

" de clissroom $Mdies. ‘ -

L3

o
-4

T O

i . . . . ) _




] — ( ¢
‘APPS
{ .
_ ITI. Monitor's Evaluation
i i ‘ ) : .
I. Whatijs y%ur own ‘evaluation of the various components of the work-

site on a sézﬁe of 1 -10?

A. Skill training?® -

B Supervisor's ahility to understand young people?

Supervisor's ability to train student?

st
(]

D. Supervisor's interest in student training? /

E. Supervisor's expectations? ’

F. Site suitability?

3 G. Training atmosphere?

- H.” Red® work accomplished? \‘“25

I. Site equipment for training? .

J. Aqcessability of work-site?

2
Ir. Would you recommend that this agency be céntinued as a training

*

- sPte? b
4

yes no.

If your answer is "no", please explain. |

1

t

I
I

|

[}

¢

.
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'JII. Monitor's Evaluation

continued
3

-
~
-

ITI. Summary: Write a concise case history of the student from

2

~elasstoom studies through the work experience as they applied
E ] .

to helping the student in adjusting to the work-worlg and
accomplishing the goals of the chosen majbr occupational group.
— »
R ,
)
S N - e
* |
~ ‘ < - ¥ :
- 14 |
|
> 9\! - .\
\- : .
: N Lt




SECTION 111
- INTRODUCTION TO APPS STUDENT GUIDANCE
g . ,

—_—
r—

The APPS concept for the feacher-counseler- is based on a

famil{ar role in the classroom. Most teachers, princiba]s anﬁ
other educators have been cast’in the role Bf counselor, with-
out pofbfo]io, because of dq&]y contact and human'empathy. Common
sense and professional license usually are the only lines of
dEmarcqtion. Necessity, hpwevgr, requires that the APPS teacher
be prepared in specific areas and in pthers be able: to recognize
oo the need for referrals. The goal of the APPS Guidance.Phi1o§ophy
| is to hake the idea of work undérstandab]e - that work is good, nec~-

,essary, joyfu] and satisfying. .

rhé‘APPS teacher is a specialist. Not only in i£;1em§*i1ng
the pub11c service vocat1ona1 program but also in those problems
and opportun1t1es whlgh 1end themselves to life and work skills
and a specific vocat1on§1 field. APPS will be viable with youth
only if fhey,aie\provided with ﬁecéssary 1if§;ski11s as we11'as :
- career options and training. It is 1ogic}1 that the 1inkage be
| inseparable. The ability of the student to be gu}ded appropriately
can r.ean the d;fference batween succeﬁs and fai}ure. That happens

) whén\the door closes and the teacher listens to the student.




=

Additionally, sending the student infb the field for work
ekperience thrusts him into the(workfwor1d when the APPS system
can only be effecti&@ if continued student counseling at Epis
entry-point remains significant. APPSoneed; to use this oppor-
tunity to maintain ré]a?ionships which, from orientation through
work expsﬁjeﬁce, will prove to be suppgrtive. You are the étudent's‘

primary resource both educationally and in terms of se]f—ﬁ?scovery. .

The latter should be your counseling imperative. ,x\\\

The various compga§nts can be divided into several major ) -
.counseling service areas. A1l of these need guidance provided . ' 'b

by APPS. These areas will encoﬁpass: s

1. Who am 1?
Orientation 2. Why am I here?
3. Why must I plan?
4, What plan will wocy - how ]/ ,

: Curricuium - e do I know it will?
5. What if it doesn't?
6. I'm not sure I'm ready<"

Work experience 7. Hg]p!
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s Gy

o

The totality of students needs has always been d1ff1cu1t '

'*to meeg. There was a time when teachers taught counse]ors

- counse]ed merchants engaged in business and government was

Y

considered separate and apart from other career functions,

LY

T Career prep;ration and training (APPS) has changed this

concept radically. As-a resu]t the APPS teacher must engage

in d1fferent comm1tments and pract1ces

He/she must be com-

mitted to he1p1ng students identify their 1nterests w1th

uhderstand1ng, the1r abilities w1th honesty and the special needs

of adoléscence “with compassiop and comman sense. A tall prdey <

4

for any educational innovator. We have‘d%scussed:the guidance

needs from the standpoint of those students most in need, and

those most adjusted. There are Spec1a1 respons1b111t1es sig-

nificant to a number of other students.

°
&

APPS guidance becomes an art in direct Qipportion to the
-

1ife and skill experiences of@the students. We haye indicated'

* the intangibility of our subject matter pbefore, but it _should’

be repeated. The youth from a public service or management -

J

oriented famiTy<w1P1 assimilate the'subject matter quickly and

will very 11ke1y have home support Their responses to the

APPS program,may be automatlca11y goal oriented and the1r Tevel

»

ey
o




“education will satisfy this need.

”to foster‘this.

© visor shou]d be drawn upon to effect a successfu1 resoiut1on for:

of aceomplishment may be read11§ perceived. .0;;7»5"
4 " ’ j

: But,ﬁihm?ts\hgst ideal “concept APPS becomes ‘the conduit

for talent that might not ordinarily reach Public Service'jebs: %

<

The young persons‘whose knowledge, exposure and.expectations have

not\gllowed them to believe that.shey can ever become_a part g; >

[

middle c]ass emp]oyment o R ) , ‘
|
l
\

Education has 1ong been the stepping-stone from the 1ower to

thesmiddle class. An 1mportant reason has been that teach1ng was >

’ w

the only professwona] sk111 w1th which* they were famikiar and also

.

sypported.

one wh1%g;was state Other areas of Public Service offer

sjmilar,opbortunities today. APPS opens new vocational fields of

service to the poor or disadvantagedi .. ‘
. | .‘ 5 | '
The APPS teacher-counselor will often encounter a student, e
so capable, so-insistent on his*interestithat on]y continyed
Every effort shou]d be made w :

Parent cooperat1on coT]ege.requ1rements, scho]ar-

. “ ,1
y . . \

®

ship possibilities and the resources of the school and work super-
° 0
coord1nat1ng these supports and gu1d1ng the student to achieving 1

‘his/her .goal.

g @+ . . . *

: L .
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The student who loses interest at an early stage is oftenv - . . ]
the one who is,in‘é hurry and cannpt ée?;eivé achievement as an’ ’ ,
oqftome of anﬁgntry—]eve] job. -Cé@mupiry resource speakers, -

career days, field trips, éﬁd=cpmparab]e motiVating factors’

. should be introduced to lend 1ntgr§sﬁ\ahd~to remove any cloister-

ing factors. Mgst important, howeveps” fs to comprehend that there

C oo - ' T —
youth's aspirations catch aps . i - T
N i "_ - -~ -
/ ~
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EEN a '//
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"ORIENTATION
B
- . LY

Typical APPS student§‘entering orientation aré fifteen*
years 019. Their work experiencegsﬁave been 60nfiqed chiefly
td household maintenance chores; career planning to answering

questions concerning what they will be when’they "grow up".
) ' ) .
Career ehdﬁpebkhaVe¢been limited to the immediate environment

and vocations ,projected through that environment.

R d s 7’

.- " . 4
The first phase of quidance is the process of “"counseling> )

in'. Befgre“stddents have chosen their electives, the APPS

[

“teacher should discuss the program, its content and goals with -

each individual student who is considering enrolling in the APPS

- N . £

"vocatignal course or seeking-information about it. There are '

'bﬂbad and viable differences in students"]eve]s of expectations °

"and wh11e, for example many trade or manual dekxterity areas
5. are related to public serv1ce JObS, students shou1d not be m1s]ed

1nto’belﬂeV1ng that these k1nds of vocat1ona1 object1ves ‘are’

%

offered by APPS.: Students shou]d bé d1rected to the school gu1d-

W
-

% -

‘iipe departmene-for comparat1ve 1nformat1on and/or related sehed-
Lu13ﬂg.k The APPS teacher ‘should have written information about the

~




-

»

£

. - N v .
‘b?ogram available for students to ‘take with them for discussion

ey

P -

I

with their parents and/or other teachers. The coutse ‘of study will

-

be vast{y different“from gther cmurseé students‘have encountered;

when they enroll they should be well infprmed, motivated and already

i 4

.challepded. »

4 . o

-
As the sub;ect matter is introdUCed the ab111ty/9f he f1f—

steen year old to picture himself in an act1ve working role ofteq

creates confyf1on both vocationally and persona]]y However, 1f
the students can relate the APPS program to'their personal des-

t1%ies, they—w111 feel thgy have some contfsﬁ over them.

It is herd the APPS ‘teachex cari kridgé the gap. | Persenal
.conferences, discussions with other.school personnel and pats)‘
lvement can be coord1nated to reso]ve these prob]ems This

3
period is a sensitive one and it is also most influential.,

. Whether students continue their inteiest ig-vocqtiona] publig

‘service or drop out may depend on the relationship developed and

' - . \ . q
the use made of teacheristudent guidance techniques.,
. R R

Personal E%nferences are presumed to be se1f~exp1anhtoryi'

The teacher must decide on-the mood and temper.of the one-to-

ohe conerencei }his,'of course, depends on the stﬁﬁehtsﬂ

- L4
[N

- 73 <
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: S ' | y
‘ interests, progress and problems, if some exist. This combines (

“Who am I with “why am | here?“ It is a cha&]enge.and‘an L. e _

»

opportunity - both vocationally and dsp1rat1ona11y

- CT ! h ] .

o \‘ A typiral situation which’cou]d arise i; that of the ﬁgu-
‘dent who 'is bored, imnature and perhaps physically small. Fre- .
quentﬁx é‘“Pntér"Pan” compléx ha» already Béen‘diagnosed through

_» Yissroom ivtavior.  ihe APPS teacher has -several alternatives,

3“<'ucr_qu.dante may be disciplinary in tone; 13 }hat "Peter Pans" ¢

tend u» beeome class pranksters, ur he/she nhy recommend dropping

-~ jv)’q

Y Orientation ungil the young person matures, or he/she may confer oo

n1th the stgdent - he.pznq im aort out his expé%tatlons, the - .
. . stumb11nc 1orks and the sequential factors. Re]atinq the :.' .
-\ ) ' o .,
. ices to nare 1d%£?1f1ab1e exppctdt1ons At 1east until this-

e . -

v - - - <

wtudent rafghes up and sett];s down, may be the preferab]e manner. ;

3 .\ g ) “ it . -..
) A follow-up with parents is most helpful toward'achieving -
. , : 4 .
undeystanding and support. The APPS orientation’icourse is -an s N

w cL . v >

N abstraction to many students. f+ 15 made fahgihle ‘hrough the =™
) N . * * ' 4 » N : " - A
“combined ¢ rforts 'of the teacher. the*%edchdng materia]%; the home, '

. - ’ )
\aud the a1d of other classroom teachers Under thi&ggodpined . , .

qu1dance, 1t,becomes less mysterious, more worthwhile andi there- Tty

fore the studepts interest is heightened - Why am I here7 becomé&

B - self-evident. - : . B ) . e .




_A éi@nificant‘gu(&ahce function in Orientation is the unit

. re]ated to decision mak1ng Specifica11y, aftep.having con-
cludeu an overv1ew of &1 819ht major occupational groups as
des1gnatad by the Office of Educat1on U.S. Department of Health
Education and wetfaﬁe, students will choose two occupations fo

study and ultimately one field for concentrafed study.

.

. &
The APPS teacher will assist the students in their final

[

' choiceé by heLpiﬁg them assess their interests. aptitydes, abilities

and motivatiOnsf The teacher should also add his}%er observations

v

and empiricai” nn0u1edge in helping the students arrlve at viable

»

detisions as to which of  the eight maJor oLcupat1ona1 groups they’

are best suited. [his selection is a critical step in the APPS

vocational system. ' =

Th1s is nor to 5uggest that Orientation will a]wa‘é need re-

1nforcement ’ However with st dents who fa]] read11y into estab«

.~‘

Tished cuva u;un/patterns,‘lt 'S ,t111 rewarding to 1nc1ude other

¥

teachgz§ and oarents Sn Lhat 1inés of communication will be estab-

']1shed and w1¢t support CarEer d1reht10n .The APPS teacﬁe? having

. + -

'estab11shed rapport and coord1nat9d for(es will be more readily

»

ab]e to guide the students in schedu11ng related subJects or in

-— . . 4

¢1nf1uenc1ng scho]ast1o dec1s1ons that increase competenc1es

a
-
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TESTING AND GUIDANCE

C . - . .
\n, ) ) ,
- 'uu »

Testinys which have .identified hoth preference,and(worker*

3

e Lo . .
traits and temperaments may be helpful in communicating 'to the . < A
students rhe need for individual jgdgementkand also demonstrate \T~;7 _ e

~the breﬁdtt of their choice. As has been ment1oned befores young -
reople nf* infre ue 1y will chaose occupational group1ng§ and
. “fater “eo.-t thear chbices. Conejdening the innovations of the
APPS cubject @étter a-few may ftndldifficu1ty in relating to the
&Pbs,system: The use of tests and thein;inteépretation may assist
the teethe:-counselor iﬁ he]pina students jn-the abpraisa] of their, .

.0als vy nxtla1n1nq the adaptat1ons, accomp11shments, and re1evanc1es .
+nd1eatee " for e 1.H'e, as students learn more about career cho:ces -
the duties, ski]ls, the educational requirements and the persona1{ty

> :
rraits requited they may deve]oﬁgzgsat1sfy1ng field of serv1ge

1ndependent1y. A]ternat1vely, some students may not arrive, at
) « A ¥

— 4

any conclusion. ,-f _
) ‘4 ~ . \ ' / B Y

Using. te>t1nq W1th other }Udlﬁaté?o, te APPS Couns::e‘]ot~ has ' 1'
) i

[ s N » . [ N

ar® opportuniiy to. he]p gtudenrs structure or restfucture thelir

.
. ¢ ’ t

K-
goals and.re- der1ne the1r 1nternst€, 50 that they are gu1ded voca— Lo o

tionally into potentially satisfying areas,. This présents the Ce T o

A

© students \ith a positive outlook and may cause them to wa1ver

o




N

ability to effect success inductively.

wr

[ 4
.

between different lic service groyps. The life-skills tauaht

will be of‘permanent use in any‘case. Teachefbcounseling is a
significant baek-up for occupational testing. It assists the
teacher in helping the stﬁeents conceptualize their goals so
that apt1tudes can be re1nforced or alternatives presented

"Ta1k1ng it out" with the teacher W111 be re1terated through- *

out, because only student se]f—rea11zat1on is a satﬁsfy1ng

so1ution As 11steners, teachers 1ncrease the1r own,_ 1nnate

P

- .,
7 ,; v
2 o~ " ")
> o > P
: . ‘0
< ~ = #
x - o
v o
. . )
« . . . ’ A, .-A"
(Attachments 13 and 14) - Vocational and Otcupational Testing .
. L
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|

N ' - R o
' VOCATIONAL AND OCCUPAbeTﬁL/TESJS Attachment 13
. ) : ' - &
- : Grade : —“ .
- Test Levels Aptitudes Measured _ Time Scoring Method
| "HaT1.0ccupation4] Grades | Need-values and job tharacteristics 60 - 90 | Self scoring
Orientation Inventory | 8-12 Stimulates vocational minutes Self interpreting
< - . exploration
. Y
High School Person- Ages Measures 14 fraits coveainé;tota] 40 - 50 | Quick and easy
ality Questionnaire 11-18 personality "minutes [ scoring by test.
= ' - - : admiristrator
: - & —
Ohio Vocational *| Grades | Data, People, Th1ngs o 60 - 90 Scored by Pub-
Interest Study 8-12 *+ | Stimulates Vocat1ona1 Explorat1on minutes - 1isher (Ohio -
(OVIS) ‘ : State) . )
k . = - \ ) .'
L™ " - . . . N
* - - . ; . i - R
Kdder Occupational. Gradeswk/éorced cho1cé test, providing scords s ‘ y L -
Interest Study - C10- &7 (in 10 areas; outdoor mechanical, . About -1 Scored only .by . )
: . : Up icomputatiens, scientific, persua " 30 . .* SRA
. artistic, 1iterary,- mus1ca1, soc?\k minutes- |- .
] serv1ce~and rlermcal . - - ’ . :
- : e # - < -
Strong Vocational High, ‘ 2 . N ,
Interest Blank School, Professwona] care??-cho1ce -~ Not recomm@nded for ARPS Group R
(SVIB); - Collegg . _ .= .= L S (an genera - perhaps{specifically). - /
. b __.‘,-»:-\' ; . 'S,i,i - e - -‘ - . d |
. & eyOﬁé‘-.\irx' i - _ . . 2 j
Super's Work Grades |- Measures 15 Values H1gh1y correlated R R A
Values “Inventory o 7-12°, | with, work4@re?enence part1cuﬁar1y im- 15 Scotred by test. . : ‘
SR T . -1 -portant in determining individuals minutes administrator Lol |
' _satisfactions andfsuccess\in/ﬂ1s/her e ' o - :
. ¢ vocatiom. .- .. LTt T 3. ) o
—t— . — /' . * N ] -t - 'r't _' '.‘ -‘)- T . BE . .' B . : '»\
..: - - i/’ . e ';':':: :/‘ . :'f - ‘:‘l N~ . " ". - - t ‘ S ] [ - ' ' / B
- - -~ . hd - : - . . ‘- - . » ; *
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VOCATIONAL AND OCCUPATIONAL TESTS

4

Attachment 14

; __ (Continued) . Page Two
Grade . .
Test Levels Aptitudes Measured Time Scoring Method
. * !
Armed Service Grades | Measures 5 aptitude areas - general 2 1/2 Scoréd by test
Vocational Battery © 19 - 12 | technical, clerical administrative, hours administrators -
: R electronics, general mechanical, and : immediately.
. motor mechanical Norms: National
= percentile ranks
; T o - ‘- 2 .
" |General Aptitude Grades -| 12 tasts measure 9 aptitudes - learning {"2 1/2 Administered and
“ |Test Battery 1825 Up | abilityy verbal aptitude, numerical apti4 hours scored by U.S.
(GATB) Cr tude, spaciat. aptitude, form perception, ) Employment_Service
clerical perception, motor coordination, or.trained GATB '
* finger-dexterity, manual dexterity i testerg.
. : e \
Self-Directed Searchs |Grades |Mssess. personal resemblances to each f ) '
(Holland) 7 719 =12 { of 6 personality types- - --- .Self scored
B o . c ¢ ’ Self directed
v SN S
Gordon Occupational - ,Gn&des Identifies work activities. students Keyed to the
Check S 1 18% 12{.1ike to do. . . - DaT
B ‘w0, 7 2 d i
.l.; ) : "_‘fAT' \
, . :g-' "’ 3
; b ’-:,‘L ." e i,
" [ ' Y. :5;'\":’1}_ 4" “. I .Q / -
. B o :
. - C N Y
. L A -\‘U.‘?« o ..
gy, W oA .
" ) s i | 7
. SRR ! h ’ - -y
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"~ GUIDANGE AND PRANNING TO COORDIl{ATE
. 'occupATIONKL"CHOICEgITH SCHOOL CURRICULUM
[ R . ~ . . . s,
° 2 ‘ . o A /‘l\ -
o . ' Ds’ .
Ty TN

The support of.the pqrticipating school isbest activated®
. F - :
by conferring first with the principal theh with the‘?Choo1 .

guidange department, supervisor(s) of.curriculum and of course

e;assr m teachers’ '

istratiive positio

o1nterest and effort be expended His/her leadership in ex-

“Plaining and’ support1ng the APPS concept is invaluable and
will set.the pace for)the extent of cooperation received from
ether staff. members inc]ud;eg.the guidance department. He/she
<an also help in student transportation’, public relations and
community'support. He/sﬁe will reflect the posture of the school
in'promotjng and assimilatingﬁthis new peogram. He/she will

- give diénity and status to the APPS éystem of vocational choice

which includes the in-depth occupational study of his/her owdn

A<
Al

profession.

!
'The-guidance department in most high schools is respon-

-

sible, among'other thirgs, for advising the individual student

-,

. w X
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—‘\sqnoog counselors be madp thoroughly aware pf the -sequence, s

N

“the curricu]um the work experience aspect and ‘the ultimate-

iconstruct1ve1y as part of . the 'APPS team. ' o= . .

-
° ' [ « . .

. . i

R4 ‘

- : LA

concerning his/her. course 3f study and subject schedu}fné.

Inasmﬁch as APPS will-be an e]ectiVe,,itais essential-that

.. . -
o

LS “ 4

emp]o)ment goa]s of Ad&? They are theh ab]e tq 1nformat1ve1y 3

recruit 1nterested students and éncourage part1ctpat1on The1r7< 3 .
ass1stance in. c1ear1ng the way Por APP§ 3xheduk1ng is 1mmeasur- e .
ab]e Add1t1oha11y When prob]ems effectﬁng a student ar1se the S

gu1danqe counse1or will be.hble $0 work. WJth the APPS 1nstructor

e

- 0 O

wir e - . ( B
s

(3

Some APPS stgy‘hts will have, scho]astic problems or'wifl ‘ o

have specific 1nstruct.ona1 needs in order to be emp]oyed an , -
d v 4 Te a

pub11c service.” It.is here that- the c]assroom teacher can be

* . s

of service. Reading, wr1t1ng and computatTona] skilkls® fre- - iy o "
quéntly need_remediation énd/or'imbﬁévement'iﬁ the, students.are .
tQ meet the requirements of theig vocational cheice. . These needs ‘ -
v ) N ; ) ) “"‘ "4 ’ .4 -‘o ; »

ommunicated directly fo the ' ﬁi

are identified in APPS and can

N

appropriate teacher for remediat

- ! .« . . - » < i _) . '
The APPS vocatioha] system fhou}d.rengeZEHt/;/tota]1ty of o0 ; .

\,f’ S * s o4

lf'.p .- 0. 1 .
n or schedulg~restructuring. . "

-~

effort from all staff in order to best, serve the students 1n ful-
) .

filling their potentia]s. ' L g i “,‘ oL ',, . ®

0°




.
‘

~

&

occur in the classroom and in personal counseling sessions,

s

COMMON CORE ,
3 - .

s

Unique to APPS is ‘th® broad spectrum of student ability, , .

Because-of this wide range in abi]ities, teaching and guidance

become somewhat more Ebmp]ex tnan most required secondary school

' »

.curriculum. APPS Common Core can.only be successfui>on an

1 .

individualized teaching basis. The.demands of Pub]ic Service jo&\

are broad - so it will seldom, if ever, be necessary to "counsel-

»

. . t "
out" - a guidance and instructional tool which could be used un- °

wittingly.

enrichment and information with variables being dealt with as they.

-

-
L4

- - -

»
t

Some attrition is normal - guidance requires certain subu

L4

Jective decisions., A teacher‘who éEZié students must comp]ete
APPS-at all costs, is denying the very structure of the APPS

system - Orienfation particularly, is exploration énd the ul-

timate successfu] climax going into Common Core may be feWer B

‘students. Guidance iNorder to maintain class 1eve1s should be

guarded against or work experience and job piécement may fail,
chcice may become FBrced3 and the program's integrity become ™

quistibnable. T ; l ’

-8 -
L S0,

]

. It need not be an "either-or" proposition only one of™ |

© \e

—\
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Having comp%eted 0r1entat1on, the APPS teacher Wil con-

c1ude that students returning for Common Core are productive o

and automat1ca11y adJusted to the program, and consequent1y

-

NI o AR

\r o

that they will re]ax and get “down to the basics of chooging

)

. their Mafor-Occupatibnal Group. Pragmatic studentg, however;

are concerried about being locked ihto 1ife-vocations too soon,

" -
even though th1s may,be ra1s1ng & false spectre Integrity in =

the classroom, the ability to present a]] groupings in an equible
11ghtg the! fact that-the teacher has- personally chosen a Public
Service profession, the inclusion of speakens from other pro=

fessions, the field trips to. broaden public séervice know]edge;

“are all inductive counseling experiences and can reverse this’

fear. The 1nd1v1dua11zed re]at1onsh1p est%b]lshed in Orien-

tat1on between the student and teachér should be cont1nued and |

.
.

should be even more effective.

N . " . ] \ -
Add1t1ona1 1nforma&1on can be of ass1stance as the student

becomes more mature ahd his/her att1tudes and aspiratébns change.

_Open communication with other school departments will become even
. thore important. Effective independent readihg program? can be -

set up for the“students."with all of tte/other integral .elements

in place your personal rapport still remains.an irreplaceable .

-

- o

instrument for success. - . . -

L3
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Y. ﬁ 7 ‘ " WORK EXPERIENCE GUIDANCE - ° - . .
’ . , F ~
. . > ’ ¢
e e — e ,/._/-. — et
! Community ag cies prov1de the cu1m1nat1ng act1v1t1es Sof ®
’ \
the« APPS sys Am: 14 is an opportunity for the APPS system to
i ) demonst te the vf1at1v1ty of” educat1on to’ the work world. " As i R 3

the’ inale it shoqu cooFﬁlnate all oﬁ the studentsI 1earned

exper1ences, and to be’ sruly va]uab]e, 'should offer & broad 1

range of choices &0 the Students under the aeg1s of capab]e and

efﬁect1ve-superv1sors The pub11c sector can offer students oppor-
I ..

tun1t1es ‘to ‘see*and work with peop]e and facilities not ava11ab1e

e  in schoo]. The commun1ty s where the work gets done. The APPS

1

teacher-tounse]of 1svnesponSJb1e for,prepar1ng the,studentsfpr T
‘ , . ‘ - . N "
' .+ Where the "action is". Orientation] Common Core and individual
/ counse1ing-shou1d,have giyen them an opportunity to lTearn.. the

. LY . . -
/ ' kind of responsibility, discipline, cooperative action and inter-

dependence that are {he facts of adult Tife.

¢ ~
- . v -

Th1s dﬂrects the attent1on of the APPS counse1or teacher from

the qua11ty of the work-site, which is 1mportant but is a constant

to the work superv1sor who i¢ the integral, 11nk and more subJect \ g
A to .influenc and gu1dahce . Fhe-work superv1sor in the commun1ty L ‘*jf
frequent]y VO nteers for the-task of supervqs1ng an APPS student
r’ " -
2 — .
' ‘ A
! ' - !
) !
' ' - 84 - O
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\to support the APPS concept.

e1thet because . of the need, for a trainee .or because of a desire

In choosing work-sites, the former

F1rst beoause the comp]et1on of tra1n1ng is more
‘ -
11ke1y to- produce/a permanent JOb opportun1ty apd second]y because

1s.preferab1e

-~

the: needs requ1rements W111 effect more pos1t1ve and well defined

skill tra1n1ﬁ§ The agency who part1c1pates §tr1ct1y from an

1nterest stture shou]d not be d1scouraged but the work super—

vi SOY‘ ma

g
¢

need more guidance than the 'site where a. prescribed

o~

RS

need afready exists. . .

‘ /<K1th°U9h‘1nitfh11y,é11 job descriptions are carefully struc-’ y

is no reaL work for the trainee to do. Frequent]y a11 t t 15// ‘ '_

needed is to guide the superv1sor in. def1n1ng re]ated kills/n /

entry job could be greated.’

work sites;co]]eéts
A T

confef's with the éuper—
PS work exge{i ence,

Concur-

The teacher'-counselor while monitori

.

.
-
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L2200 <

. - d//f' (
rently the student is counseled individually and guidance {is
_BpOV1ded for' the superv1sor o) that they both can achieve

. measure‘of se]f‘d1rect1on and self- evaluat1on This "mirr r"

. e _—

'\\_\

N / ¢ A ‘
tion. It becomes espec:a]]y effe t1ve.1n work expe-
- U 43 s

rience_ training. It\promotes self discip 1ne and strengthens

taspect Zﬁ counseling is one fostered in the APPS svstem from
p

its inc

the students work att1tudes Self-appr isal is equally effec-

v -

tive in training«neophyte supervisors. The site eva}uatiohican
. be used. restr1ct1ve1y in this context (attathment 3). Thé A
" brief superyisory guide accompany1ng the” Student Attendance and .

¥
Progress report also has indirect supervisory training, (attach-..

-

ment 4). .

I Throughout +he APPS gﬁper1ence one shou]d be mindful that the
u1t1mate obJect1ve is a pub}1c service entry -level job after gradu— -
ation w1th1n the student s occupat1ona1 group Teacher—gu1dance
shou]d constant]y emphas1ze the requ1rements, attitudes and dis-
ciplines’ necessary to achieve this as we]] as “the job sk1fls which

. -are in the.provtnce of the s pervigor, but are an APPS training

and guidance respons1b111t§ . ! ‘

FRTAR



X

. SECTION IV ., -
'THE COMMUNITY AS PART- OF THE APPS CONCEPT

' . . N ‘A - \“‘ - »

-

The APPS concept Kas been deve]oped to br1ng<young peop]e

back into the mainstream of commun1ty life thrpugh a subst1tute

11v1ng, working, 1earn4ng concept in Pub11c Serv1ce vocat1ona1

b] <

areas. The 11st can be “as 1ong as there are workers in the
[ .
commun1ty willing to share the1r expe?1ences with young people

who learn by 1nteract1ng with adu]ts 1n rea11st1c occupat1on61
sett 1ngs coOrd1nated with structured c]assroom activities.
-
Before techho]dgy and specialization sent adults tc uork}
and children to schooT'the change from adolescence to se]f

reliance occurred natura11y Youth grew ﬁnto'fami1y members,-.'

) c1t1zens, and wage earners byebe1ng 1nc1uded in da11y aet1v1t1es

They 1earned about wor& s1de by side with the1r parentS in the

=

f1e1ds, or the fam11y store or in the home . They acqu1red commu-

nicating and computing skills wh11e-agtua11y-perform1ng tasks or

so]v1ng the prob]ems and were-essentialato the fam11y s econonfjc

hea]th. The whole commun1ty was the1r c]assroom L1v1ng, working.

-

and learning were not separate worlds. o

RS , . )

o . .

" No 1onger exposed/to that adult world of necessary work, and ‘

opportun1t1es to be~usefu1 y0ung peop]e can become exper1ence—

podr'and.isofated behind the ¥our wa]]s of a classroom. The

-

_‘community can'he1p alleviate some.of the:restrict1ve factors,

s v .
‘\ . f. '

. .o ’ - 871"[} ,

»®

[
WA
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e . COMMUNITY COMPONENT - .
: o © OVERVIEW «~..

LA .. .

- B \ Y

The Federal Government has adopted this definition- for Public

L) . .
4 -
. v I -

Service:

. . t I .
"public Service Occupations are those occupations pursued by

- persons performing the functions netessary to aécomp]fsh the‘missﬁon

of 1oca1, state and federal government exc]ud1ng the mi]itary and
trades requiring apprenticeship. These m1ss1ons ref]ect the services
desired or neeaed by.individuals and groups. . . Yand are performed k,

,through arrangements or organ1zat1ons established by soc1ety; nor-
\J Ay \

.

ma]]y on. a non- prof1t bas1s, and usually supported. by tax revenues

[}
N v

/ ' .
« At the present time app¥dximately one_ out of every seven workers

in the United States is emp]oyed in the public, sector Emp]oyment

[

prob]ems f0110w1ng the recess1on of the ear]y seventles and current .

gOVernmenta1 budgetary p]ann1ng 1ncrease the probability of th1s
trend expand1ng far 1nto the foreseeab]e future‘ Thus a large number
of individuals must be trained and educated each year to eriter public

_ seryice at all levels froh rural control to the federd] level.

" It is important that the quafityjand effectiveness of Pul lic

‘ - g . - .

)
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B this.

Service education be improved.

.sheer numbers, becomes more and mofe in

"tHese Public Service career opportunities.

, This-s
R

-

] ~
life in the United States.

a need for clrriculum in the schools whigh will prepare students for

A curriculum Whieﬁ meets the vocatianal needs of’ Public: Seryice

occupaxioﬁ§ ahd, one which can be structured to meet the vary{eg

opportinities available in the community.

-

~ costly in terms of moneyf t1me, energy and personal fd?f111ment.

. . . / e;

The choige of an occupat1on, pub11c serv1ce or otherwise, should

!{
not be left to random se]ect1on or 1uck/r These methods are far too

The-

", APPS Program is based on the premise that a career-ih Public Service

.

-

shou]d be undertaken w1th a thorough understand1ng of the occupat1ona1

field. This vocational approach to other careers has been time-honored

-

but because'of its intangibility Public Service as a vocation has not -

-

/
.
=

Been included in traditional curricula. . -

The choice of a career is developmental in nature, It cannot be

accompﬁished all at one time.

system, it is a three step précess encompassing ﬁrogreésive linkage

The APPS system is exact1y -

As conceived and presented, in the APPS '
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i _ wh1ch includes the student (the comm1tment$ the educator (the
— - curr1cul_m) and the wprk -site Q}.e co nnuniuy) . ._ \
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Appropria ge se]ect1on of a caréér requ1res an undersianding of

AR
not on]y the fie®d of servwce but also a rea11st1c comprehension of
the constant changes in the pub11c serv1ce.needs af the community. ¢
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:, COMMUNITY COMPONENT ‘
N L ORGANIZATION . - L

- LA
A ot

The APPS system represents one of vocational educations' first

comprehensjve attempts to'invo]ve the commun1ty in deve]oping its

own public -service labor pool Trad1t1ona11y, Publig Serv1ce while -

held in high esteem, has been the place of employment for efther

the we]l educated or for the unskilled whose udhard.mobi]Lty Jas

slow and thus frequently unre ard1ng or frustrat1ng. Secondary

_educat1on whi]e dealing ski]lful]y and successfulTy with - the trades

and c]er1ca1 tra1n1ng, has seldom stepped out of its role of pre-l
paring students in the manual skills, Because the student may have
had no exposure to Pub]ic Service jobs; he/she efther fell or was

pushed into these areas with Tittle 1nterest/and no .adaptability or '

.skill which could increase his/her upward mobiltty.->A high turn— '

L}
.

over rate is-Inherent to, this lack of preparat1on.

v (Ihus APPS addresses 1tse1f to the Community and dts 1nvolvement

. w1thout the community there you]d be, of course, nq need for APPS,

Th1s most sensit1Ve area affect1ng the 1ives and’ well being of our )

“entire popu]at1on has suffered most from . ;ben1gn neglect", -

®
Nay

e
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.

« -n the first stages of orggniigtiohaf Blanning; the defined work

H
o !

" So, of course, the cohhunity must be involved from the earliest

planning through permanent jobs for -prepared students, s

.
Y Ed ’

sites are contacted and included in the -curriculum throughout the-

o S o . L
program. ‘ ‘

7
‘- -~

- .- ) S
. ApPS accomp]ishes ihis 1h four ways/ First' -by visiting Public A
Service employers to gather information, _assess the1r needs and solicit

their cooperat1on This visit is usefu] in estab]ishing commynity work-

"1ng re]at1onsh1p§j}nd ta110r1ng the APPS curriculum to 1nc1ude some of

their expgctat1ong. In short 1t he]ps draw together/p 1abor market .

'profile for local pub11c(serv1ce entry-level jobs. Second; Pub11c:

. R ¥
Service employers will provide resource materia]s and speakers to acquaint

the students w1th the1r own skills, st1mu1ate the students' curiosity

and re1nforce their know]edge Third; superv1sors from Public Service

-

"work-sites shoyld bebincluded it Lhe composition of an APPS Advisory ..'

0

Committee ona rotating basis. \And last, but most important, after
f - -

14 v . ~

the APéS prepared stugent‘has completed Orientation and Common Core,
the, Publi€ Service Sector will he familiar with and knowledgeable df <he

students' abilities and goa]s Throughout’the;tommunity will flow train-

1ng JObS wh1ch will eventua]]y 1ead to permanent entry- 1eve1 Jobs re- "

qu1r1ng exper1ence and/or the ab111ty to pass the tests des1gned to "”aig

.
-, s
J, ;
’ \

r c

- LI
4 )
- 92 - . ?
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asseéss the trainees competence and qualifications,” ° C o
/‘ﬁ. ¢ . /_ ’ /\.

Yy -. Typica]]y,‘ngcruitiﬁg APPS jobs require;.much comnunity contact,
. Mindful of this, APPS includes at least th members at large fro@ the
commqpity on its Advisory Committee; These)ggmbers éhou{a be chosen
:from persons who.have’geménskrat?d'commﬁnity iﬂproyemeqfcifterest in

general and the vocational progress and developmeat of young people

Lo It .
' *\'in particular. They sho:&p be selected from Eétizens who have ‘shown
s . a desire to retain the ¢ munity's youné talent versus their d+Sper§a1

into other, communities. because of a lack of‘jobs in their home commu-
* . »

, nities. APPS, in action, will find its community component, coopera-
' g J N

\ . .
‘ tivg, creatif¥e and a nucleus for further development and progress, -

\. - s _' - . !

L~
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_ merit systems requ1r1ng testing and/or experience. Federa] Civil Ser-

operati}e in releasing print-odts of available jobs. Federal Civil Ser-

vice and Georgia State Merit'Systemhjobs have similar requirements

. JT;! Comm1s§%on and the Georg1a Merit System of Personnel Adm1n1strat1on~

COMMUNITY COMPONENT.
MANPOUER ". NEEDS

. -
v o . - D
.
. - - R

,
~Because of the significant growth of public sewvice Jobs dring
-1 ' ' . . C ..
el ¢ LN .
the 1ast decade ‘the APPS teacher should have a_finger on the pulse.
of the commun1ty at’ pub11c serv1 e personne] 1evels within commut1ng

d1stance Many of the°s]ots in county and tﬁty/gobs are f111ed through

-

Nork exper1ence, through APPS‘Jfrequently resu]ts in waiving part of
probat1on per1ods and prepares the student for required test1ng as

wéll as brovwd;ng re1nforcement’%hrough add1t1ona1 educat10na1 experiences
Bl oy , N .
such as conferences;, semihars and the use of related reading and visual

L]

4 « . . —

materials. .The  personnel officers of these agencies prove highly co- *

4 o2 ‘ .
vicefbulletins and The Georgia Merit System Directory describe needs on

federal and state levels and are ava1}ab1e through the U,S, Civil Ser-

0ff1ces The Georgta State Employment Service 1s an excellent community

L4

’source of jobs a]so and newspapers carry commun1ty jobs wh1ch must be

advert1sed by -law. Entry 1eve}'Jobs can be identified from the job

. : ¢ -
descriptions and used as mode]s for Orientation and Common: Core and -

the informatdon’wi11 he]pfidcatelareas‘bf potential public service Yo

~

’ hiring for sthde t trainees preparing for the work exper1ente component. -

¢ . ’

oy
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Labor.Market needs, community cooperat?on and students' expec—
=9
tations and apt1tudes can:be in opposition. Jhe APPS teacher may be
requ1red to reconc11e emp]oyment needs w1th student fu]f111ment
s, . \

Keep1ng current w1th Labor Market trends through commun1ty resources'

can prevent d1sappo1nt1ng students or’ prepar1ng them for non- ex1st1ng

jobs 1n the commun1ty while st111 ma1nta1n1ng the va]1d1ty of the1r .

I
-

maJor occupational interests. _ .
. . _ .

The f0110w1ng graph shows,w1th clarity the pr@Ject1ons for

-
., employment of high school stufents ‘through 1980. It is pf importancer

to ngfg?that those most easily emp]oyed are those who have had voca-

tﬁdnaféeducatidn courses in high school. This_primari]y incorporates

. 3 I
manual or clerical training.

percentage by the inclusion qf public service jobs. "

APRS programs could raise vocational

'
<

, .

in public servicesfor students

L

The'bottom 1ine of the entire APPS concept is entry-]eve1 jobs

The bar on the graph can be raised.

.

-

substant1a11y thrduph commun1ty cooperat1on Business, 1ndustry; and

the qua11ty of 1ife in_the commun1ty w11] *benefit econom1ca]1y, intel-

1ectua?ﬁy and mora]]y from the 1nc]us10n pf additional vocationa]

Nd

- . employment. . , N .

L}

v ’ °

Attachment: Graph .
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COMMUNITY COMPONENT \ ) A e

L A SELF FULFILLING PROPHECY i
d ’ ‘ ) /E . Pr

nity involves itself in the impiementati n of. the APPS system. Let °

us- examine some thrusts: R \ ~ o : Do

Community as defined jh Webster's Studént Dictionary is "an inter-.

acting populatton of various kinds of individuals in a common location".
)

Common good ar common interest is included by implication if not by

definition through "interaction". ’ - ‘ ‘
b f ‘ ’
“Youth should be inc]uded in this interaction The more purpose—

-

ft]]y young peop]e are drawn inte the commun1ty, the more they are
4 ‘

‘encouraged to 1nteract pos1t1ve1y w1th the establishment, the more

11ke1y they will be to 1dent1fy and . prdtect the1r 1nterests, pr1or§§1es

and futuﬁe in it. Many of touay s yourg people” 1eave the1r communities .

N

w1th/re1uctance and*while we_do not suggest, that a~popu1at1on must be.
static, we do believe in choie - that ‘our young people should be

forted to leave theih communities through lack of opportunity is patently

unfair to them and counter-productive to the area\cqﬂ%erned.

APPS has prov1ded not on]y the stugent w1th cho1ces, ‘but also the
commun1ty, S0. that roots may be established and ma1nta1ned through common-
tality.

- . N

L3
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* APPS has included in it5s operating procedures a brief summary
of applicable job descriptions which have been modified from the

u.s. Department of - Labor Employment Services Dictionary of

0ccupat1ona1 T1t1es 1 are Pubiic Service or1ented The job

.titles were chosen for their un1versa11ty and ava11ab111ty withins
most’ communities. They have'been adapted to entry-level or

trainee status. Approximately 25% of the job descriptions have been

-

: e . ¥
mbdified to meet the spe;jf1cat10ns.of active or potential work—

sites.

—y

Th]S 1ndex f§ arranged both a]phabet1ca11y and according to _

0ccupat1ona1 grodp1ngs for the instructors' conven1ence and ready

&3‘* T
‘reference; ,’%#’:‘

The direéiidns for using the Dictionary of Occupationdl Titles

aré féund in Volume 1, pages XV through XXIV and Volume 11, pages

s

Ty througK VII The 1976-77-Edition of the 0ccupat1ona1 Outlook Hand-

1{

bpok was ut111zed as an,additional’ resource. Job,_descriptions from

tne Gwinnett County Personnel 0ff1cer%were also referred to for

: iy RN
some job descriptions.




Index of APPS

{ » _“Occupational Titles |

| . Occupational Title Page Number

Air Poﬂu‘.cion Aide./. . . . . o . oo oo 120

Animal Keepers'Aid ...... s Lo . 121

Canine Control Aide e Co. 122

Child Care Aide W e e e R K

\ Community Servi es Aide . . .- o oo 0oL S 134

Community Worker Aide ‘.:g ...... v ... 135

Cc)’nservat"ion ..... e e e y 123

:\‘ Correctional Aikde .......... P .13

’ Deputy éhey.i’ff's Aide .. . [ . L e

Braftsman ’;\ide (Mapping). . . . . .. ... ... 131

Emp]oymeﬁk'Aidg PN PO

- Family and Children Services Aide . . . . . . . .. E 137 -

Fire Protection Aide. . . L Ce e

Fish and Game Warden Aide . . . . e 124

. Food and Drug Ifispector Aide. . . . .. 116

Forestry Afde & o o Lt 125

U Club Adde e . 105

" Health Services Aide. . C e ff ......... 138

. _ Hqstgriéaf Site Aide . . ... L PRI 107

Instructfona Aide. . . . . PP -, 104

| Library Assigfﬁh%s Ride o oo 106

[y | - | # e

¢ - 99, -

\;,( . .. . ‘li:
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Occupational Title . ' ’ Page N;mber
‘Meterological Aide. . . . . . P 5 ... 126
Park. and Recreation Land Technicians Aiae C e e e e e 127
Police Dispatchers Aide' ........... Ve e . 15
Psychiatric Aide. . . . . . . .. . 2. o ... ... 139
Psychiatric Case Norke;'Aide. Ce e e .' ..... 140
Public Health Afde. . . . . e Lo
Recreation Leade}s Aide‘t . ...-.;.~. . ,A. ... 142
Regional Plarners Ade. - . . o o v i st B 132
Social Services Aide. . . . . . . I L&
Soil ConserQat1on Aide. Y R ‘. AU ; .f;'. .. {28
Student Aide (Leérning'Disabled). S T8
Tax Assessors Afde. . . . . . . . . .. ",' R L},
feacheré-Aide (Elementary). . . .. « 4 v « « « o« « v ... 109
‘ Ipa;hé#s\Aﬁdé (Pre~School apd'qusery). . ,:{3. Coe ?‘? 1}0
Tour Guide Trainee, . . (. p o AT I Lo
\;Vi.taL'Sta:ﬁi”stics\Aide L T "'." \ .. 1*18'
?é;”‘f;/; iwas;e Water Trpa%mgnt Opérator's Aide . :'l Cee e o 129
© Water Plant 0;:rator‘s Aide : . .. S e . lﬁg
'we{QHIE and Measures Afde . . .. .. % Y 159
. i
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. Educationgl Services

Devetoping individuat competancies
and inteliect,

AN e .

. . .

Educational Services . ’
4 Page

Instrugtional Aide. . . . . . . . . . L. v e

© oo BSHClub ARde . ... ... 08
' Library Assistant's Ai?e. P 11
Historjcal Sité Aide.’. . . . . . .. . ... - - 107 .
' Student Aide (Learping Disabled). . L e e e e e e 1081
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Aruntoxt provided by Eic

P

-

A Y

, e r—-—-(Toxohon

}—————(Public_Records

Regulotory Services ond Records (1 hon
(Insp

Organizing ond monaging the requiatory |-
functions of locol, stote,and federal gov- L————-@ommohon

)
)
)
)

ernmental agencies ond organizotions b—— (Licenser

S b—————{(Census

)
)
)

. ~

Regulatory Services and Records

Food and Drug'Inspect@r Aide. . . . . . . .. . o ..
Tax Assessors Aide « o . o v v e
Vital Statistics Arde.'f e e e e e e e

\]

(weights aﬂaiMeaSurés Aide.”. .~% . . . ... .00

T \——— (Customs B Immigration

’

- . . / ~‘..\ ”.a._.-—-—(P'o(ks

»
: * o e -—Forests
- Resources Monagement « Aqrcullare
Preserving, mangqing and restoring v C——:_

natural, ond/or manmade environments ‘—*—@\servan_un

within the public domoin Y/ p———(Fish & Gome

s

) S (Resouﬁces Management

Aih bg]]ution Aide . . . ... .. \é:‘xj. e e e e
N Animal Keeper ATde - v ot e C e
Canine Contrg) Adde, . . .. . ... . ... ...,
Conservation A{de. &£ ...‘: e

. kN

. Fish and &ame Warden Aide (Conservation)' . . . , . . . .
- ,. 4

Forestry Aide. . © . . . « . o . e o e e e e,
< )

- v, -4 \ .
Meterological ‘Aide . . . . . . . . .\. o o o ... L.

—

Park and Recreation Land Technicians Aide. . . . .7 . .,
Soi1 Conservation Aide . . I . . ... ou a0
Waste Watqf Treatment Oberators Aide . . . . . . . ..

Water Plant Operators Aide . . A

v  (Poliution Control D
. N ’

*

.



) - Community “‘Action  ~
. Rural, Urban ond R -—————-——D
Community Development C:,, —m Planning )

Planning and orgomzing vorous® t—ﬂdlng 8 Zonng )
elements for orderly (growth Acquisitian D)

e

- Rurdl, Urhan and Community De\)‘e]opmentA°

*

Draftsman Aide (Mapping): .
‘Régiona]tP?énnersﬁﬁide.

i yA
S¥CET ond Economic Services
Increasing opportunities for sociol on?'e Assistonce. . "’\ ’° )
econgmic bettermentamong the dep d, Eehobmiohon = -
the disadvontaged, the underemployed, /. h “ ! >
wd the .unempioyed . Employment )

Social and Economic Services

“ . N R . ;

M ’

. Child Caré Aide .

.
-

., Community Services Aide:.

ERTRS
W e o

Cqmiunity Worker Aider. -

Emp]oyment.Aide‘. . ‘,... .

Family and*Children Services Aide
i

’

ﬁea]th‘ngvfces Aide. .
ngchiatriESAidé.‘. .‘, C e
" 'Psychiétgfd*CaSé Worker's Aide.
Public Health Aide. . . °
Recreation Leader‘s Aide
“Soqial Sérvicg‘@ﬁde ’

4-H'Club Aide

O

Aruitoxt provided by Eic:
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~ INSTRUCTIONAL AIDE 092X228* .
ro. >

L)

. X [ .
1= Assists in.maintaining order on playground,

i

- s :/’
Contact .
Telephone )

‘ student Placement J.

' \ ‘L‘ v

.
i '
'

cafeteria.and class-

“room as Tequested. ; N ,
2. May assist in planning and\presenting %uch subject ;materfal as '
- social science and physical science.** f .
3. May bperate-audio V%$ua1 aids. | : ;
. 4, May aid in cra¥t anﬂ handwork activities. , } C A
A g
. !5TL May be respons1b1e for orderly storage.of 2quipment.
. 6.‘ May take rol] and record attendante
e ~7. May ass1st 1nd1v1dua1 pupils in spec1f' skills on a tutorial L.
- " basis. - *
8. May aid in check1ng workbooks,»etc and recording data Te -
9, May make appointments for teacher w1th parents by te]ephbne
A 10. Will perform other tasks related to.th1$ occgpation as’ requested.
Tooe : ;l /
Additional -.- ’ v
¢ \
. * T
i . ” R . -~ ) “ -
*Note: - "X" is used in-place of the decimal 1h 6ccupational code to
) denote that trainee is not fully qua]ified to completely
perform any job in classification but has qualifications -that
-~ .make him/her partially qualified. This allows trainee status.
P within the occupational title. ., :
. ~ - ' &y
- **This segment is added at _supervisor's request amd in this respect !
it differs from “Teacher's Aide" (E]ementary) e T
- 104 - {18 -7
Q ‘ /




A
E

Site Locat1on . \. Contact

€
Te]gphone

Student Placement

(A-H CLUBAIOE - 096X128*

’ /.

R
/
2.

May part1c1pate in. gat%}y1ng matgrigls and 1nformat1on for use

- in livestock raising.

a

May assist in uke of visual and auﬂi§ aids.,

. (
May be responsible fﬁi/orderly filing and/ar storage of 3-6:

Eart1c1pates in tasks related to eﬁhvb1ts, events such\as

|

State .or County Fa1rs and other 1nqemt1ve and recognition
s oo
programs. - v z ‘ )
Assists, as reguested, in other tasksﬁre]evaﬁt to this occupation,
¢ ‘ - 7

: [}
7 Additional:

-
1

*NOTE: "X" .i5 used in place of the decimal in occupational code to
. denote that trainee is not fully qualified to completely
perform any job in classification but has qualifications
that make him/heb partially qualified. This allows trainee
@tatus within the occupational title. , .




Y

9.

s ~Site Location B Coptact:

TeTepqone:

i e
« Student Placement

249X368% ' S

-

LIBRARY AS%&EZANT'S AIDE

¢ L .
(May also, be designated as: book loan clerk; circu]agjon clerk;

desk attendant$-1ibraryshelper).

2

1. Will aid in housékeéping duties such as dusting books, shelves
. i 0! >

-

and.unpacking or packing library materials.

4

~ ¥ - .
. *.May inspect returned books for damage.

- o

4, May becbmg\responsible for orderly filing acco?ding to system.

4 . - N
library materials using tape, paste and

LR}

5. May.repair books aQS
brush? ) -
. »>
- 6. May answer inquiries of non-professional nature on telephone
-or in_person and refer pérsons requiriqg professional assisf
tance to 11brar1an '

7. May aid in sort1ng books according, to c]assif1cat10n system

and returning them to shelves, files or cher storage.

2. May sort and shelve books according to the established system. - -

~

« ) 8..+May compile ]is£»of pverdue books. . .
. - \ ' ¢ ' -
Additional: » o R
- i - y |
*Note: "X" is'used iniplace of decama] in occupational code to denote

" that trainee is not fully qualified to completely perform any
job in classification but that has qualifications that make
him/her partially qualified. This allows trainee status within
the occupational title. )

- - : 1.‘/3() Co ‘

- 106 -
&5
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N . L o ? "
Site Location Contact
‘ * ) Te]ephone“No.. -
L, ) . Student Placement =
» A

May assist ih agtivit es of éta;e-or 1oca1”ﬁisfor1cal society
?’ as directed. i ‘ ~ .
. 7i2. “May assist in conducting istorical research. -
A3. May organize and file reports, research materialsvénd publica-
; tions. . N__~-
4. Ma;'assist in editing written materials. . 3
5. - May as§ist iﬁ'assembling and diSp1aying hisfbfica] materials
* to iqﬁﬁre Presérvation and avgi]abi]ity to the public, .
6. .May as§isf7in acqliainting &ub]ic with the soc1éty and, 1ts .
e cb]]ectiops. . . i
7. Méy solicit memberships, promote pu?]ication salés and encobrage
interest in histbkica] preservation.
8. 'Nifﬂ\g@rform related tasks such as dugging or c]eaniﬂg hﬁstbr1ca1' .
properties as requested and under dir‘ectio.n. 4
b 2 . N ‘ . .
. Additiomal:. "} . =
E . T ,
_*Note:ﬂ ny" js used in ﬁ]acevog the decimai in occupational cdde.to‘

denote that trainee is not ful]y qualified to completely™
perfornt any job in classification but-has qualifications
that make him/her partially qualified. . This allows trainee
status within the occupational title.

[ 4

J o . . , ) .

- 107 - . S
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. Site Locatfdb _ Contact .
' T Telephofle "No,
) . Student P]acement , ’
v - "J - ~ " . ‘
, TEACHER AIDE (Learning Disabled) *094X228
L w ,Q’ ' - ’ ]
‘(To be designated as)
- ) * ”%;\*
STUDENT. AIDE (ungraded) ’
—~ ) ~
» 1. May aid teacher in pupil assessment within the bounds of
confidentiality. . e~ N 4

2. May aid in arts dnd crafts “and physical education to develop .
" interest and abilities.

3. May aid in manual+skills and coordination actiV1t1e§.

/f‘\f\\\ 4. May participate in obéervatipn'fok‘the purpose of testing

- fo® presentations in these‘areas. '”b
’ oS B
*Note: - "X is used in place of decimal- to dedote that frainee is not  °
‘ fully qualified to completely perform any job in classification
_ *but that-he has qualifications to make him partially qualified.
" This allows him to have "Traineé":statys within the eccupational
©otitle. | .o S
T ‘ \—/ 108 - (oo et o
v (] * , ‘

or behaviér progress as,deemed ghitable.

. N3 3. € .
5. May €dordinate and shelve or file relevant library, audio-

. e, ) . ’
© visual aids, etc. ’ -
) " . i
6. Will aid, as requested, in maintaining a safe, pleasant, and
.o N ’ s ~
. At s '
orderly facility. - . > :

? . ‘.
R .

Additional: Will'assist in teaching, usUa]]y on-a tutorial basis.

L2

| " 'y a ’G * :
Wi1l assist in arts and crafts, grooming and take responsibility

\

ety




0

Site Locati:kh ) " - Contact - " /) L

: ’ Te]ephohe 2

—_—
L)

’Student Placement

TEACHER' S AIDE .(E]\emental:‘y) 092x228*
e May aid in maintainir{g. order in clagsroom and on the playground. ° b
2.' May‘aid in correeting~aapers/and recoréing results. -
3. May a1d in setting up and operating audio- visual equipment.

-f K ’(/) 4. May take attendance and record it under direction.
. 5. May assign lessons ‘as requested. . 4 .

6. May give tutoria] servjces t;\7ﬁﬁq;fdua1 students as aseigneq

“(within the,classroom). o

7. MazLaid in gg;ﬁnistering and monitoring tests.

8. May ass1st 1n ma1nta1n1ng order in lunchroom.: ' :

9., May d1str1bute teath1ng mate91als, such as books, art supp11es etc;
10. May aid in housekeepnng dqt1es re]evant to a c]ean.and orderly

classroom.

N. Wi perform other related tasks as requested.

-

Additional: Will assist in teaching science and.art. L

rz

-
*, . ¥ . -

s
LI ot ' “W;
H]

“*Note: ny s used in'place of the decimal in occupational code to -

~denote that trainee is not fully qualified to comp]éte]y

N 7»“ . ' perform any job in classification but has qua]ifications that . ¢
- ' . - make him/her paftia]]y qualified. This allows trainee status ’
7. within the occupational title. " ‘
Fo 3 - 7 ~ - ..
: * ‘ T ) ' > ’ ’ [ ’
»@ 7 )" 1 *. —- - ) | r

X . 2109 - R
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-

- * . [
Site Location -Contact

Telephone No.

Student Placement

TEACHER'S AIDE  359.878

(Pre—SEhbol or/ Nursery School)

. . \

Mé& :{d in.organizingﬁéndileading astivities:of prekindergarten children.

. Helps children refhove outer garments.

. - Organizes and'barticipafés'in gameslpnd other recreationa1~3ctfvities.

. ‘Readsrto qpiidren and‘paj>aid teacher in activities such as f%nger
painting, music, hand work, and similar activities.

May help while children are eating, resting and toileting.

(regulatory) .

May help children develop habits of self-care.

May .serve food or refreshment and help regu]ate-rgst periods.

'Will aid; as requested, in maintaining a safe, pleasant and orderly
. v v )
facility. .

Additional




} ® \
= - '
Site Location : L €ontact: .
< Telephone: T
. - N )
. " Student Placement: ’ o N
w K . s ‘ . . < . ! : s ;'\2&,' ‘~
) * . \ » ’ >M LS L k-.' .
TOUR GUIDE TRAINEE 353X368, ‘ L $ s
///égtate, Federal or Local Installations - Historical Preservation Sites,.etc.) "jn,
- ': -, l R

1. May escort a group of people through an estab11shment such as . -

a museum, aquar1um, public or h1§tor1ca1 bu11d1ng
l‘
‘2. May escort a group of peop]e through an historic or scenic

outdoor spot such as a batt]ef1e1d or cave f0110w1ng a spec1-

< v

fied route ’ .

»

3. May 1earn to point out features of interest and g1ve other

1nformat1ona1 data pecu11ar to the s1te ‘ . Ll . |
» o

- 4. May assist in answering quest1ons-and d1str1but1ng brochures 2

‘ 5. May aid in assuming respons1 111ty for the safety of the pqrty
;." 05, .
6. May collect fees and solicit patronage. R

. . N\ . . ) o
7. Will perforh, as requested, other tasks r%zfﬁﬁd to this!job
classification. . ‘ j‘ e ~ A
Kdditional: ) . Ta

v .
4 N
\ . « . . ~
- s . he ;
. |

- . . : »

v

‘e

' ;
*Note: "X" is used-in the place of decimal in occupat1ona1 code to denote .
A that .trainee is not fully qualified,to. completely. perform any job in .
ctassification but has qualifications that make him/her partially quali-

fied. Th1s allows trainee status within the‘occupat1ona1 title.
. -~ PR - P




Site Location . ' Cod%gct: ’.

‘ o TeTephone’
' \?g, : . 1 Stddent-E]acement: \
DEPUTY SHERIFF AIDE ~ 377.868 oY
- " ‘ : -

1. May aid in preparing arrest records under superv1s1on

Y

2. May a1d in processing arrest records . .
3., May aid in other record1ng and report1ng procedures as _assigned.

4, May file or cata]ogue such reTevant materials as f?nger print

. records, arrest records, etc. - : . o
o —

5. May aid in receiving and recording calls for police help (switch-

. = .
anrd)‘. \ | N

6. Will perform other. tasks as requested pertinent to this

* occupation or the operation of this office and in accordance

-

within pre-=established safety procedures.

>

Additional:




|

CORRECTIONAL AIDE 372X868*

1
]

.. May a%d Jin guarding prisoners in stat16n%ﬁq

. . e
. May aid in respons1b111ty for needs of’ pr1§b: ;

Site Locatfon ) i ) .*Contact ,

(Physical Examination Required)

Telephone

SfﬂdentaPlacemént

3
- .

|

v

3& May a1d in body search for weapons, va]uables or drugs. .
4] May serve mea]s to pr1soners - f;ﬁég o
\ ) -
5. May obta1n medical aid if needed )
. 6. May aid in prepar1ng arrest records identifying prisoner»and
Zﬁarge aga1nst him. ' - EE _,{ﬁﬁif
7. May a1d 1nd%;epar1ng prisoner's food , . ’ \5
8. May ass1st in general housekeeping duties. ‘
9. Will derform‘other tae&s, airreqhested, within thisgjdb class-
Jification. ) o Lo
- R 0‘
- Additional: B
= S
o Tﬂ ’
3 o et )
) 3 _
J
5 " . ]

fﬁDTE:

_ 4

o

"X is used in p]ace of the decimal in occupational code to
denote.that trainee is not fully qualified to completely
perform-any job«in-classification but has qualifications that
make him/her.partially qualified. This allows trainee status

within the occupational titie.
b N ,

« - M3 -
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Site Location : . Contact _. s

Telephone No.

.. . , ‘ Student P1acemept

. . ’ \
~ FIRE PROTECTION AIDE * 169X168* |

W

. May aid in compiling and coorq1nating materials on fire
‘prevention and control. . . ' . 1.‘ ) '

. :\k . - 2. May observe during inspection. of forest(%reqs and oth a;eas )

| '.éf high.risK or hazardaus condition.

3. May aid in compiling log(s). - " o -

4. May participatelin maintaining (non mechanical) fire fighting =

-eduipmenﬁ. .

-

5. .May learn first aid tqchniqﬁes esbec1a11y as they apply tE fire

Y

. victims (i.e. burns, falls, shock, etc.)
. 6. May aid in preparation for emergency ca11§{ \\;
. . ’ ’ i , ¢ .
E 7. Will perform other related tasks as:requested that are relevant’ ’
? : to this otcubation andswith{ﬂ pre-established safety rules,
Additional: > '
-~ .' - P
: <
b
L - ‘ \ . -‘I N
1 R Y - ) ' . . ) Zf
’ *NOTE: "X" is used in place of decimal in oc upational code to )
P, denote-thdt trainee is not fully qua\ified to completely perform
. any _job in classification but has quaNfications that make him/
her partially qualified. This allows nee status within
the occupational ‘title. :
= » . ‘ i
_ . /
128
’ “‘ -
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Sixg Location ' ' ¢~ ,.  Contact

>

Telephone

Student Placement
N

” 1

-

POLICE DISPATCHER'S AIDE 379368

Ny » .

L} . ' N ' .
1. May receive and relay complaints fromvpubt}c concerning police

emergencies and crimes. )

'3

May broadcast o'rderé to po]ice-radio_patrol units lin' vicim‘ty/' /
to investigate complaint. )

May relay instructions or questions from remote units.

A

May record calls broadcast and cohp]afnté received.

May relay calls for fire, ambulance and ‘other emergency

¢

equipment.

May be ﬁeqhi?ed to coordinate calls and relay inspructioh% to

-~

radio concerned. - o

: .Will assist in other tasks related to this occupation as“requested.
Additional: ) .

-

*Note: "X" is used in the place ‘of decimal in occupational code to ,/;fp
denote that trainee is not fully qualified to conpletely perform
any job in-classification but has qualifications that make
him/her partially qualified. .This allows trainee status within -

" the occupatignal title. - .

kS

-
.

"-15129




I
¢

Site chgtion_ £ - - Contact

FOOD AND DRUG INSPECTOR RIDE  162x287% =~ -

(Any regulatony- area such as meat, fish, cosmetics, etc.)

[ 3

O'\«U'l E]

-

]

iy |

, _lelephone No.

Student Placement
» :

13 "

&S
v

s
~

-

W

b4

May aid in inspecting establishments where food, drugs, cosmetics
and similar consumer items are mahufactured, handled, stéréd or
.sold to eﬁforce legal® standards of saqjtatién, purity and grading.

Visit specified establishments, with supervisor, to investigate

. sanitary conditions Ehd health and hygiene habits 6f persons

’r

. .

handling consumer products.

\
St

.. May collect samp]es'af products for bacterial and chemical

.

- laboratory analysis.

‘May give out specific regu]ations fo establishments, as dire&ted.

1.

“*NOTE:

. May assist in using test equipment such as u1tﬁay1o]ent.lights{

“May destroy product subgrades . - M

May gather reports and record eV1dence to bg_g;gd for prosecut16n
] = i t\
of violators.. ‘Qf . %%

S

May check to ascertain that required licenses and permits have

been obg;ined and are disp]ayeé. . A

Aid in preparing reports on each establishment visited inc]ﬁdngiiﬂ
- . L_ hE o)

~

findings and recommendatjons for action.

May aid in grading products according to specified standards,

Will-perform tqsk§, as ;equestéd, related to this oéﬁupapion.
. L 3 ) ™ )

“X".is used in place of the decimal in occupat1ona1 code to
denote that trainee is not fully qualified to completely
perform any job in classification but has qualificattons. that
make him/her partially qualified. This allows trainee status
w1¢h1n the occupat102?//t1t1e AU . i

- 18- 130
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*Site, Location - Contgcth \‘ . :

:

5

N s r ' Te]ephqpé\Numb?r
- . Student.Placement :
’ ) - N
. . P
TAX ASSESSQR'S AIDE 188%188* . .7 | '
(.f // /- . ‘- g

. Become familiar with Gwinnett County mappingjazj/ii1ing system.

. 2. ‘Througﬁ the use of ta§ maps and proper record prdé belab1e to‘ T ~
C o , ) . -,
locate specific propérty as toiownersh1p: E <l»'
3. With guidance from Chie? Apbrai;er measure improvemedgs sifué&éd IO =
) on specific parcels using simple arithmefig céﬁcu]atjng sﬁhare ~ g
footége value of subdivision Ioigi L.
4. Through the use of tax maps and depth cha;ts arrive at,ifont
footage value of subdivision lots. . T o ' ’
. 5. 'Using sales data arrive_at front and back acre %até on aéréage @
D B tﬁqeté of Tandsh o oo oc '
. 6. .Using a]]ﬁof the above arrive at tax va]qg of property ét
: "ad valorem" values. ' : . - R l) " { i A

. 7. Draw sketches of residential, commercial and-industrial jmbrove-,
ments, to sca]e:_on property record cards showing dimension!ﬁthereon.

8. Assist tax assessors .in other areas when called upon. .

-

Additional: - - -

-«

.
- . »

' *Note: "X" is used in place of the‘DOT~de£ima1 to denote that the: - .. i

' - . trainee is not fully qualified to-completely perform any %ob.
in this ;&assification, but -that she/he has qualifications that -
make himiMher partially qualified. This allows him/her to .
‘have trainee status within the occupational title.
o e ‘7' o @ T
‘ L - -y 131 -, |
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‘. <‘ Site chat1on . o Contact
. . .~ N /‘ felephone’No. . t_
' - ' - :,f Student Placement Lo R
. . ,2, ¥ ¥
© & VITAL STATISTICS AIDE  188X168% . .

jStrong mathematical aptitudeJ./

1. May 1earn and use procedures for reg1strat1on ‘and certification
of borths, marr1ages, d1seases, etc.

\ 2. May becomé familiar with compiling statistical data such as birt'hé,

5
".__geaths, mariiages, incidence*of various diseases anpd SUppleméntary / )
- ' material:
! 3 May aidﬂhkco11ect{ng,‘recoraing and the tabulation of vftal /)
< " statistics., S ‘ . .
e 4, May ass1st in implementation of special stat1st1ca1 stud1es) i . ¢
- requ1red by State government ‘
5. Mag_;;arn, under superv1§1qn, proceduré-for converting raw data
) é‘ “into statistical form. - Sl ’
——= W 6. iMay ass1st‘1a gather1ng data for spét1a1 studies requested by .
- 1egas]ature, and other 1nterested public or private groups.
. 7. May become™ know]edgeable concerning acceptab]e analysi§ 4
- | aréaédurgs. I T .
8. Will pekfo?mapther tasks, as requésted,crelevant to this )
; ‘ Uccupatisa’and the orderly praaégure of its business. _
T N , B '
‘ Additional: - ° ~ _ .
NN .
*Note: "X" is used in place of the décimal in occupat1ona1 code to .
' denote that trainee is not fully qualified to ompletely ~
e perform any. job in classification but has qualTlfications that .

ey make him/her partially qualified., This a]]ows trainee status
' within the occupational tijtle. .
o <

v

cong- o7




. N~
. j‘\ B
: y, | X
. . - . . 8y I8 _<\"
Site Location i - Contact .
? - M a
. ' . Telephone ~”
' . Ash .

StudentfPlacgment

. ’ ) s . A . % . .
WEIGHTS AND MEASURES AIDE.  168X287 : ‘
-~ N
(Math Aptitude Required) L .
. \> , .

ar

5 L May‘aid in inspecting and:ie%ting retail sca{ps, mete;;, conta%ners
; \%gnd ofﬁér Eeasure to protect pybyic ag;inst fraud qr-defeqfive edL{pmeﬁts
2: ,May place st;ndard weights on sc‘}es ;oqverify,accuracy. -
3. May £i11 containers with pre-Me'sﬁred.ambunts~to verify their Eapacity.

4 Mayzaid in checking prepackageﬂ merchandise to verify 1abe{ weight
3 May a1d in test1ng fluid measyning meters- such as gaso11ne pumps.

-.6:1 Méy a1d in ver1fy1ng linear me sur1ng dev1ces us1ng approved tape

_10. May aid in coordinating repofts of'fihdings, actions taken and/or

11, Wl pérfdnm otheé tasks [relevant Eg‘this occupation as requested;

* . MAdditional:

‘.

*Note: "X" is used in thg place of dec1ma1 in occupational code to
. . denote that traihep is not ff1ly dualified to completely. perform
- . . any job in clasgification buk has qualifications that make
him/her partially/qualified. This &llows tra1nee status w1th1n\\
- ~the occupation itle. ’

- 119,- .
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AIR POLLUTION AIDE *©  012X281* .

==

1. May assist in analysis of air in industréig'estab]ishments or

-

B other work areas to determine amount of suspended foreign
particles. . ' ‘s > .
. 2. May aid in checking effectiveness of control méthods , using-

-

dust collectors.
S 1 vy P
3. May aid in operating dust co]]ector apparatus that prec1p1tates

[ 3

- dust on tubes, plates e]ectrodes or 1n flasks. . ) ; . .
4. May weigh or otherw1se determine amount of collected pertic1es.\
. ’ '5. May assist”in compari;p weight or partit1e weight with air vofume.'
% ) 6. May learn to complete percentoge oftconcentration per tubio foot
" o of air tested mathematical and/or chemicgl formutasr— N
\ 7y ' 7. May aid in prepqrjpg summary of findings.
i 8. May record other related ddta- CL . ' N
T . 9 "May help. 1n prepar1ng reports recommending gemed1a1 measures.\

>

~10. w111 perform other tasks, ‘as requested, relevant to this

occupat1on and-the orderly procedure of its work.

¥ N

Additione]: / ’ )

s

JNOTE: X" is used in place of the decimal in occupational code to
denote that trainee is not fully qualified to completely
perform any Jjob in classification but has qualifications that
make him/her partially quaTified. This allows frainee status

N ' within the occupational title. . @

\ ‘ . : ; s
P /
B ¢ ! - <
. -
.
&
.
134
39
q
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i
S
%~

Contact': . .
. - ﬁ

P -~

e Site Location

-

“ " Telephone

' Student Placement o
‘ 3 - N3 \o

&

ANIMAL KEEPER AIDE  356X874

-~

(Under established safe§y°regu1ations) Check insurance of agency

1. May feed, water dnd clean animals upder direction,,
- 2. May clean and sterilize cages and quarters,

3: May qbserve and report sick‘ah}mé1s and birds. q .

>

4., Méy assi;;?in providing hinor’medica] treatment or in dispensing

> medicines. *l, g ) ;
. 3 N

- 5. Ma¥ assist in bathing, grooming animals and in utilizing in->

. ~ .

secticides .- .
T 6. Cﬁay assist in keeping rec3?H§~of any of the above, -
7. May assist in the pubTic.ré]ations"éctivities of the organi-
% . .
" zatdon. ( - £
. P . 4 - .-.
. .. 8.. Will dooperate, as requested, in any other tasks'relgxed;to this

N

" occupation subject to the establiShed safety rules.
' : ~

.
¢ . .
. .

Additional: N . : L ' .

. -
A v 4 - - - . o

_ . *Note: "X" is'used in place of decimal to!henote that ;:éivee is not .
. ) ’ - fully qUalifie¢/to completely perform any job in ¢ assification
' but ghat he has qualificattons to make him partially qualified,
This allows him to have trainee status withir the occupattonal
title. , ,,: oo

- . -~

o
1
5

< I




‘9 N <
Site Locatien . . . Contact )
" - o . "Telephone )
i * Student Placément . -
CANINE'CONTROLfAIDE - 379x878% - . )
S - . ' ) ws !

- 14+ Will perform other‘tasksf

v

4. Assists in capturing and impounding unlicensed, stray or uncontrolled
" animals. e ’ . - '

 ° *

2. Snares animal with net, rope or device,

3. 'Places animal in cage of truck under supervlision.

4, May drive.truck to shelter. ..

5. May assist in transferring animal from cage;to enclosure,
4

6. Supplies food and water 'to detained animals.

7. May gider pgrsgﬁa].carefto animals. ‘

‘8. May assist in investigating complaints of animal bites.

9. May examine. dog licendes and rabies tags forvvalidity and issue -

~

s

warmings br summonses to delinquent owners, L

10."May aid in déstrbying unclaimed or rabid animals,
o ) - . ,
117, May assﬁsf“ﬁp aniﬁa]‘adbp;ion‘area. ) .
12. May'assisg in~ﬁaﬁn£aining,fi]e on number of animals and’ disposition
c. . b ,
?”% of each. . . . . . \
13: M@y a1d in housekeep1ng duties 1nherent to the maintenance o. a

s requested, relevant to this occupation,

L]
. -
-~ s N

. c]ean and ordérly fac1htjZ

RN AIRY »

Additional: . s - ' .
»

f
,'.
i 8 o

*Note: "X" is used in place of the dec1ma1 in.occupational code to

¢ perforpf-any job in classification but has qual1f1cat1ons that
make-flim/her partially qua11f1ed This a]]ows tra}nee status
‘within the occupat1onaﬁ title. - =

- q

2 .
136 L

den:f:ﬂ}hat trainee is not fully qualified to completely -
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| [ f . - " . U

¢« . s

£ Site Location * , "+ . Contact o, - ]
-Telephone -
“a ‘
: Student Placement . e

3 . - ' .
-~ ~ .

CONSERVATION AIDE  406X158*

. (Plantsy trees, and floyers)

1. Aids im propagation and growth of‘trees, shrubs and flowering
plants.
2.» Aids in determining kinds and amounts of pfénts to be grown

using. fraining skills concerning plant germinatibn, soil content,

growing‘habits of plants and needs. - N
3. May he1p‘se1eét and purchase seed, fertilizer and gardening ) %
b PF Y ) . .
equipment. . .
¢ Q * .
4. M;A assist in 1nstruct1ng persons'as to p]ant1ng and cu1t1vat1ng ¢ .
LI
ornamental plants, trees or shrubbery.
5. May ass1st,in manual skills such as potting, soil mixinﬁfaghd
. preparing plant and“seed beds." ‘
- 6. May fum1gate p]ants to ki1l insect pestseN, - o .
o % . 3 \
7. May assist in graft1ng buds on trees or shrubs. ‘-
- \
, 8. Wir perform other tasks related to this occupation as requested. . cucomeer
Additional: .
' i
. v "
‘“ ~ ‘
CE AR
C e T .
3 *Note: "X" is used in place of the decimal in"occupational code to
denote that trainee is not fully qualified to completely .
pérform any job in classification but has qualifications that 4
make him/her partially qualified. Th1s allows tra1nee status | -
- within the occupational title.
o - 123 -
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Site Locatiof N " Contact

Telephone

Student Piacement > .

N .
v . - . \
R N
.

FISH AND GAME WARDEN AIDE  379X168
(To be des1gnated as) ' . =
- CONSERVATION AID (No D0.T. title as such)

1. May aid in prevention of game law violations,

—

2. May assist in compiling and cqordinating reports of damage to
o . crops and property by wi]dlafélé ‘

3. May assist in compiling b1o1og1ca1 data.

'74., May co]]ect and report 1nformat1on on’condition of f1sh and
wildlife in thsir habitats.

5. May assist in identifying areas of pollution,

Gf( May aid in Public Relations and.hunter safety training by
correlating materials, contactiag sportsmen's groups, answering
1n5;?;ies, etc.

7- Will.perform other tasks pertinent to this occupational-group

and the operation of this office and within pre-established

-

rules. of safety.
- '

dditional: |

I

Al (3

] —
*Note: "X" is used in place of decimal to denote that trainee is not
' fully qualified to completely perform any job 1n clagsification
but that he has qualificatfons:to make him partially qualified.
. N A " This allows him to have trainee status w1th1n the occupational
' title.

o ' ' - 124 - 138‘




Site Location - ‘Contacp
. : Telephone No.
4 ‘Student Placement ’ )
1Y r _
FORESTRY AIDE  441X384% . | : \? }

-

~

1. May aésist in mapping 1ogation5"aq? é%timating the amount of

such resourcés.;s.timber, game she]ter and food, snaw and water .
and forage, - ~

2. .May aid in determining areas that need trees planted, sequ *

scattered, d1sease or insect contro]

iy

3. May &ssist, as.directed in se]gcting and marking t™es to be

-

cut. ‘ - .

g - - ~ e -

4: Méy aid‘in patrolling camp grounds, collecting feds and giving

-4 r
o~

5. May aid in filling out permits.
6. May assist in fescug)efforts or finding lost hikers.
- 7. May aid in fire detection and fighting forest fires.

i » 8. Will assist, as requested, at other tasks related to this
occupational area. ‘ - C

/o : g :
Additional: L - :

*NOTE: X" is used in place of the decimal.in occupational code %o
" denote that trainee is not fully qualified to ompletely ’
' perform any job in classification but has qua¥ifications that
make him/her partially qualified. This .allows trainee status
within the occupational title. 4 :

: * ) N - 125 - . j .
O ' - - . . . . ,
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. Site Location Contact
,.Te1eph?ne ¢
§ . Student Placement’
. \ o , 7
METEOROGICAL AIDE ‘025X288* - ' ’ ’
. '\'1. May Bid in observing and.reEording weather conditions for use
N in forecasting. F . ‘
) 2. Under direction and in the ééocess-of 1earniﬁ§fﬁhy observe .
X general weather, sky and visibi]ityvéonditions. R
3. May read weather instruments, including thermometers, barbmeters~
and hy:EBﬁgzéré to ascertain‘e1eme;ts such,;s temperéture, v
. barometbic pressure, wind velocity, Vgéibiiity\and pre;%pitqﬁion[ o,

2

4." May record any or all of "3 L.

5. "May aid in 6a1cu]atiqg\winds by ?o]]owing balloons ascent and

" . —

using theodolite.

\ . ' 6. May aid.jn‘converting readings into wind speed and direction
. L

- AN
" using charts and tables.
l 7. Will aid in other tasks related to this ochpation, as requested.

Additional: o . &
3 , <

: : 5 \ .
*Note: "X" is usedti%/zh;\pﬁace of decimal in occupational code to
: denote that~Ttrainee 5 not fully qualified to completely
perform any job in classification but ha% qualifications ‘that
make him/her partially qualified. This allows trainee status
within the occupatiop title.

a‘> ' . . , \ . )
! %
o ) , E . \/ g




Site Location ° ; ) Contact

*—f\\\\\\\\ : S Te]ephone

o ' * Student- P]acement

e

PARK AND RECREATION LAN TECHNICIAN'S AIDE  441X181T*

. 1. May-assist in day to ¢ay‘operatioﬁs of thé park areas.’
N .
2. May aid in landscape plantings..
3. May assist in maintdining the grounds;
<. " -
4. May direct people to various areas of interest within the
_ - —— - .';A .
park.
' -, - ! -
. 5. May aid in compiling and writing reports as required
6. May act as gu1de to expla1n such th1ngs of interest as
N p1ant material, historical sites, nature trails, etc.
" 7 w111 perform othér tasks, as requested, related t0 this
occupatiﬁn. ’
AddipionaI:
G N
.. -8
“*Note: "X" is used in place of the decimal in occupational code to
: denote that trainee is not fully qualified to completely perform
& any job in classification but has qualifications that make him/

her part1a11x¥qua11f1ed This allows trainee status, within the
occupat1ona1 jtle. - - ' .
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B
-

‘Site Location a ~ Contact

© .SOIL CONSERVATION AIDE  040X081*

"NOTE:  "X" is used in place of the decimal in occupational code to

-

. Additional:

. .

~

Telephone No.

"Student Placement

—"‘ ) ”
1. May aid in collecting and identifying soil samples.
2. May assist in classifying soil according to standard types.
3. May assist in 1aboratorj gpxdetgrmine best soil types for *

different plants.

o

May assist in making chemical analysis as;requested.'
5. May assist in responsibility for clean and orderly storage or

placement of equipment.

[

(o))

May aid in recording laboratory data as requested.

A

— . . . 0 & )
7. May assist, as requested, in studies of soil productivity ;§/>* ,

practices (ti]hage,‘fertilization, crop rotation, etc.)

&

-8. May_accompany supervisor to examine problems of soil stabilization
< r
and drainage.

9. Will perform dny designated task related to this occupation as -

N

requested. . . B

,

denote that trainee is not fully qualified to completely

- perform any job in classification but has qualifications that
make him/her partially qualified.- This allows trainee statys .
within the occupationaJ title. )
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~Site Location ) . Contact o

WASTEWATER TREATMENT OPERATORS AIDE 955X885*

8. May report needs for equipment repairs. CoL .

Telephone

'Student\P1acement7\\4; ¢

*+ -
// ’ -
L4
.

4§f .

1. May assist in opedating and maintaining sewage. treatment plants )
and okxidation ponds. ‘ . ? |
2. May assisg'in makfng regular inspections of plants ahd'equipment ‘.

to ascertain that they are in proper operation.

3. May ass1st in co]]ect1ng samples and skim scum and grease from

-~

setting tanks.v

4;- May assist in rep]aciné chlorine cy]inder; and regulating the
flow of chlorine. ‘

5. May grease pumps, change oil where necessary and ésgist_in making

repairs to a variety of pumping equipment

6. May perform housekeep1ng duties in plant such as sweep1ng and

mopping floors, washing windows, cleaning g]assware and pa1nt1ng
’
7. May start or stop ande-aid in mdklng m1nor repairs- to pumps,

motors and equipment.

9. May maintatn sewer lines and manholes., .

10. May keep records and aid in making reports.

L f
11. Wi1l perform other related"work as required. .

A <

e

Additional:

-

*Note: “X" is used in the place of decimal in occupational code to denote

" 4

that tratnee is not fully qualified to completely perform any

job in .classification but has qualifications that make him/her °

partially qualified. This allows trainee status within the
ﬂ\occupat1ona1 title. ‘ T ’ =
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. f I )
Site Location - o Ty Contact =
; ‘ Teiephonev
p ,
: Student Placement
WATER PLA&T OPERATOR'S AIDE 945X887* . ~ /;

(Physical Examination Required)

. Ji

_._ ments as made.

«

]
1. 'May regulate flow of chemicals such as lime, alum and chlorine

according to prescribed standards and record readings of adjust- - °

2. May transfer chemicals from storage to automatic feeders and,change

filters,
&

3. - May maintain proper water levels in filters and clear wéll.

1

4. May wash filters as~necessary.

. 5. May control pressure and water. flow in distribution system through

dperétion of pumps and maintain-good level in system Etorage tank

by use of gauges.

- 6. May make routine tests to ensure that treatment process is function-

ing properly and that water is properly purified,

7.7 May make daily inspection of'é11 mechanical equipment to ensure

proper operation.and report defects to maintenance department. -

8. May,ass1st in cleaning of building and .grounds.

+ 9. Will perform related tasks.ds requested.

*

b
.

Additional~ .

-

*Note: "“X" is used in the place of decimal ip occupational code to
.denote that trainee is not fu]]yggu511f1ed to.completely perform
any ‘job in classification but has qualifications that make .
him/her partially qualified.- This allows trafnee status within
the occupational title. -
144
.
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‘. ¥ /
Site Location A Contact - .
Te]ephonez "
// “ v _ Student ngcemeﬁ% 3 .
(/ - ' - L .
: w
DRAFTSMAN é}Dt (Mapping) ]7X28]* . .
., 7 i Ie

<o ae .
*

1. May aid‘in categorizing and classifying maps. -

“

2. May aid in préparation of trade-tools (set up and system).
3. May aid in éha]yzing survey data, reference maps and other
records to determine location of such featuresias primary or

sécondary roads, ovehead powerlines, railroads tracks, etc.

@

4’ May aid in keeping clerical records.

i

5. Will perform othér tasks pertinent to the job occupation or

<

the operation of the office.
’ a
- - - - ~ -
Additional: - i .
. i) * .
* ‘! N ©
- ' -
€ C ,
' ? " L
. s '?“ T e ;:g‘
ot +°
W ¢

~ « . * @
. . L4 -

fully qualified to completely perfgrm .any job<in classification
but that he has qualifications ake him partially qualified.
This allows him to have trainee status within the occupational”
t]‘t]ec ’ °

*Note: X" .is used in place of decihal\z:/;knote that trdinee is not
h

L - 5 ' -

>
~~e




Site Locationm . : Cdntact
3 . -
Telephone B

=

Ssin,

Student Placement

-

REGIONAL PLANNERS AIDE  199X168*

(Examination usyally required in Federal, State or, Loca] governments)
- - ‘7 ) ,‘ \/

1. Assist the Professional Planner (who works withinié framework ~*

~
Y

set by the-comminity government) in the following typical

- . dareas as requested.

¥

G. Prépare detailed studie haf‘shqw the current use of land.

perform any job in classification but h
make him/her partiayly quatified. This aJlows trainee status
- within the occupational title. :

- 132 - \
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Site Location ~ ‘ Contact . * -

>
Telephone
-, . © Student Placement - )}
s <
R
CHILD CARE AIDE = 355.878 : ¥

“Additional:

-
~

1. Aids in care of chiildren housed in city, county or other non-
profit 6regovernment institutions (under supervision.)
a) May aid in dressing and feeding children.’

" b) ' May aid in supervision of play facilities. '
c) .May partﬁcipaté or give instrucEiFﬁgﬂto children in games @
and o?hef recreational activities. ' —

d) May aid in mindr béhavior control. :

e) May aid in hep;;L and hydiene acfivities and iﬁ;truét in
personal areas. .

%)_ w111 ‘aid, as requested, in the accomp11shment of an effective,

p1easant and orderly facility suitable for, the needs of gp11dren/,) »
N .

—

L . i . .
N ‘
. E

\ /




-

Sjte Location ‘Contact

Telephone

Student Placement

D

195X168*

)

COMMUNITY AIDE (Community Services Aide)

T

1. 'May aid in studies and assessments of communitymeeds. -

2. May aid in preparing reports. | .

3. May assist in ¥und raisiné efforts. .

4. May be\assﬁgned'tq render assistance in specia]izgd fields
e.gfﬁagind;-jqégnile delinquency, housing;zmentalfand physical
health, etc. ‘ . |

5, May be assigned to a;sist in field operatfgnsl

6.. May aid in reéord-keeping, filing and other relevant.procedures.

. 7. Wil perform other tasks, as requestedeQQ;tinent to this job’/
. ocgcupation and £ﬁe operation efqthe office. E
. 5

Additional:
’ L]

L 7
~—

*Note: "
fully qualified to complete
but that he has qualificati
This allows him to have tra
title.

¢

- -

X" is used in place of decimal to denote that trainee is Mt

1y perform any job in classification
ons to make him partially qualified.
jnee status within the occupational-




> AN
Site Loedtion Contact
- - - ,
Telephone
) N Student Placement
N -
COMMUNITY WORKER AID - 096X128 ) ' ‘ . -
. . . N

1. Aids in developing programs to improve family life.
- ' -

2. May aid in demonstrating techniques in such subjects as hutriﬁion,

/‘

clothing, home management, home furnishings and~cﬁTTd\gane.

3. May accompany agent on home visits to assist family in prob]eﬁs

such as budgeting or home remode]iné. .

4. May aid in organizing commuﬁity,plubs for home/life enrichment.

5. May aid in demonstrctions of stch subjeéfs as sewing and food

preparation.

6. May aid—in preparing written reports, 1eaf1ets, etc., for the”

BN a

d1ssem1nat1on of .information.

7. May serve as Liaison between homes and agency.

. 8smMay aid in 4-H Club activities.

9. Will perform other tasks, as r&guired, relevant to this occupéfion.

Additional: - .

=

*Note:

”X" is used in place of the dec1ma1 in occupatwona1 code to

denote that tra1nee is not fully qualified to completely ,
‘perform any job in classification but has qualifications that -8
make him/her partially qualified. This allows trainee status
within the occupational title.

149
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] o,

"> Site Location o . Contact

7

S T Telephone

:/ -Student Placement
' /

PERSONNEL-AIDE . 205X368* .
) ;_(lgtbe.designated as)
EMPLOYMENT AIDE

May d1rect c11ents to proper off1ce or agent
cl‘;. ’.
May aSS]St c11ents in f1111qg out app11ca£?bn forms. f,g :

-

May ass1st in process1ng +and f111ng application forms. . 4; ‘;g'

May/u/r;pack distribute and d1sp1ay, broghures and printed*ateria1s.~

May co]]ect reports and recoFHs‘for supervisor.

May answer te]ephone and give out rout1ne 1nformat10n as‘ﬂéquested

[ 4

May. make application-file searches as directed.

. A . \ -
May aid in ‘coTlecting employer data on EOA and OSHA, Labor Market

Statistics, etc.

AA itional:
N ' ;

14

~

P -

_ ¥

*Note: "X" is u5ed in place of dec1ma1 to denote that” trainee is not
" fully qualified to completely perform any job, in c]assification
but that. he has.qualifications to make him partially qualified.
This allows him- to have - tra1nee status within the occupational .
t1t1e .

'y




-\\‘

Site -Location B Contact

Telephone

Student Placement

. . 3
’\ N .

CASE WORKER AIDE 195X108* )
' ijNbe designated as) ' ' ) PR N . )

N - - )
w . %

FAMILY AND CHILDREN’S SERVICES AIDE ¥

.
S ~

- {

a T
1. May sgreeh clients in reception areas and direct them to related

assistance a. ! -
- RN . ¢ . \/ -

)

2. May aid client in completing forms and reports.
3. May coordinate }orms, poster, and resource materigl for the use

of profess1onaTs

—
~ 4 May ma1nta1n’/i1%g or 11brary of re]ated mater1als - -
\\ 5. Ma § aid in securing supp]ementary 1nformat1on such as emp]oyment
L \ med‘] records, ar school r'epo -
6. Will perform other tasks pert1nent to this occupat1ona4,group )
* and the fperatwn of this’ off1ce i . ) . ©
. o ) ) 7
Add1t1ona1 = . Y- .
X‘ <'> . > i
T ! ) 7 N ™ ,
P ? : ( *
3 / ‘Lk
¥ ¢ < v
- 3 . ¢ 4
s /

I

) R
*Nofé:’ "X" is used in pia&g of decimal toéélnote that trainee is not
fully qualified to comp]ete]y perfform any job in classification
“but* that he has qua]1f1cabﬂons to make him partially qualified.,
This allows nim to. -have tra1nee status within the, occupational *

Ve o title. .
S 151




. ¢ 5
Site Location i Contact <
. * ) .
. . ‘ . . Te)ephone No.=
) - T - ‘ Student Placement -
-
T - HEALTH SERVICES  AIDE °  187X118*"
(Phy§%ca1 Examination Required)
1.~ May aid in inspection of public facilities for health hazards.
v 2. May observe negotiqtiSEs with authorities such a$ school, state,
federal and community groups to formu]ate-hea]th standards.
o - ! 3. May part1c1pate in estab]1shment of new facilities such as
. -l cancer detection agenc1es - -
4. May aid in'brépaying or carrying out public relation campaigns.
. ) ¢ .
. - + 5. May distribute public. relations materials. )
6. May observe inspection processes which insure conformance to
accepted standards (e.g. sale bf‘unsafe milk).
7. May observe methods used in imposing quarantines.
‘ 8. Will perform other fasks, as requested; rélated tosthis oéiupation.
. ° N M * ’
\, ’ - - s T + . \\_/ .
. Additional: )
! ) -
v ’
— - - ,
‘ W *Note: "X" 15 used in the place of decijfal in ocqupatlonal code to ;
C - denote’ that trainee is not fully qualified to’ comp]ete]y perform
g . any job classification but has qualifications that make him/
d her partiaTly qualified. This allows trainee status within
th?\ggcupationa]‘title. o
~ . 5 - .152 ~
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. Site Location i,af”‘” . Contact
’ Telephone s ‘
’ : . Student RJacemént )
Y ‘ *
s, ) .2 . . . %
. ' . : 4 ¥
PSYCHIATRIC AIDE

3554878* ' ; Lo

‘ TR I ”ay assist mentally i1l patients, workingfunder direcfiog of < '
‘ nursing and medical staff. :
+ 2. -May accompany patients. to shower rooms and a§sist.€hem in,
bathiﬁg;and dressing. ' n'
) 3: ng assist patjengs in grooming. /fJ _
. 4. May accompany patients to and from rooms for ‘examination and
- ), ‘ treatment. - ' ﬂ'—_ o -
5.‘ May assist-patients in becoming adjusted to hospifa] roufine. ’
' 6.; Méy encourage and aid b?%%ents in participating in social and":
. ' recreat%ona] }ctivitiesu T . \ - ‘ )
v\7. ‘May‘observé paiiénts to insure none wanders_%rom groy;ds. : T
' 8.; May aid 1n~féeding,patf€n;s and_pensuadiﬁbhihem to eat (not;nd
: o reasons for rejection of food). *© . . R v
9.” May accﬁmpany-patients to areas ;uéh if liyraéy, aiding in the ) i “‘('
] ., \ se]ectionwof reading maﬁgria]s,4etc. e i . :_ ; U 2 i

N -

f . Lo, ‘si
. Will perform; as requ?jybd, other duties relevant to this job

: + classification. - R C .\\\\\J) : ) S
o ‘.5» . & S . o : 4
Additional: . ® ) - . p
. [} P »‘( i', o
- 1 { 7 o
. ] , : ‘/l‘
*Note: "X" is‘used in the place of decimal-in occupational code to

denote that trainee is not fully qualified to completely perform.
. * .amy job in classification but has qualifications'that make him/her <
partial1ly qualified. ~This allows trainee status within the -

’ {occupational title. £ 139 :153 ) -

)
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-

Site Location - . Contact ‘ )

—

Te]ephone No

Student P]acement

& - 4

PSYCHIATRIC CASE WORKER'S AIDE

‘' +

© 195X108*

. ) J
1. Assists as part of team in related para-professional areas.

"7 2. May record in?ormation‘as‘requestédé*“.%;ﬂﬁ@w
.o . 3. May assist in screening. ' ‘ . ~
4. May assist~(in para-professional manner) in checking background
. 4 f . N P

facts for professional(s). .

5. May assist the patieﬁt in physical or adjustment areas as requested.

s 6. May assist in work with’patient's family under direction

7. May~refer patients to-other community resources as ‘directed by .

\ - . \

rofessional. ! A
p )

" 8. May be responsibte for organization and distribution of printed

. . materials., , .. -

. \_ . - . * "
Y9, Wil perform other-related tasks as requested. )

>

o . Additional:’ . o | v/
~ . \

*NOTE: "X" is used #n place of the decimal-in occupitional code to
N denote that tratnee is not fully qualified fto completely
-5 perform any job in classification but has dualifications. that
make him/her partially qualified. This alflows trainee status
- within the occupational title.

~~ N

) . v’ .l..'..l 4'0 - 1 5 'i '
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Site Location . - :

e

PUBLIC HEALTH AIDE

'

Contact

Telephone

/ Student Placement

-

»

Coroxnigx ) s

1. ;May condﬁct‘commpn{ty surveys under direction.
2. 'Miy aid in determining communify health needs. 7
3. May distribute aﬁd disseminate public health in%ﬁrmation as
‘ ngqyestéd by his/her supervisor. , -~
4. May aid in Dibrary’ﬁ? ageacy or aid in responsipility for and
operation of audio- J?Lua| equ1pment /
5. May he]p select su1ta61e 11brary or audio-visual materials -
as needed. } )
j 61, May ‘display and histfﬁbutgﬁbrochures bnd pamphlets: - o
7. Will perform other tasks as requested pertinent to th§s occupa-
tion or to the :beratjoh of this office.
Additiéna]:

UNTY used im p]ace of decimal to denote that trainee-is not
fuTly qualified to completely perform any job in classification ¢
but that he has qualifications to 'make him partia]ly qualified.
This allows him to have trainee-status w1th1n the occupational
title. ~

"4’

2

4




Site Location . iy ~ Contact

- Te]ephone

Student Placement

RECREATION LEADER'S AIDE 195X228* ' A

(Physical Examination Required)

-

- ]
1 cond - .

Conducts recreational type activities with assigned groups.

’ 2. Aids in organizing, proﬁoting and developing iqterest in
activities such as arts and crafts, éports, games, music,'
dramatics, camping, ecc. &
i 3.'7Cccperates with othei’scaff in conchting community e{sft§ qnd
‘ working with neighborhood groups to determiné recreational i
d interests and nceds of all ages. )
:M‘ 4? May work as coach or'ump1re for te;ﬂaevents‘ "L )
5. May conduct cgcmun1ty‘§urveys to assess needs.
6. May be respons1b1e for minor ma1ntenance, operat1on and storaging
. ® of related equipment. ) .
) 7. May be assigned to work' with special groups such as chi]dreﬁ, youch,
eldeMy in.sports or crafts. \ 4’.. . |
8. Will cooperate in orderly maiﬁtenance of work site.
\ 9. Will accept relcted tasks as required.
Additional: - | ) '
. o
’ *Note:' hX” is used in the p1ace of dcc;ﬁal iQ occupational code to
, : denote that trainee is not fully qual\fied to completely perform °
> . any job in classification but has qualt{ications’ that make

. him/her partially qualified.’ Th1s allows tra1nee status within

156 | ~.' ’ l\ Ty
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the occupational title.




" Site Location ’ ' Contact

- ' . Te]eaﬁane

Stugent Placement

SOCIAL SERVICE AIDE 195X168*

1. Will serve as a link between professional social workers or

. counselors and persons who seek help from social agencies.
. S

»

2. May explain the agencies services and facilities.
3. May help new applicants fill out any required forms.
4. May.]ocateopersons for agency.

5. May assist in chefking documen£5 such as marriage licenses,

-~

_birth certificates to determine eligibility for services.
, * o

R -

Hﬁay keeg ;ecords of clients up-to-datél

()]

7. May maintain a fi}ing,system of reports or a control system

1

for periodic case review.

S.ZLray serve as advocate for clients by accompanying them’ to c]ini&s,

for welfare or educational services and helping them effectively
. ) S
o communicate their needs. ‘ ‘ .

9. TWiN berform oﬁher tasks related to 'this occupation as.requested.

-

Additional:

+

*Note: ."X" is*used in place of decimal in occupational code to denote
that trainee is not fully qualified to completely perform any
job in classification but has qualifications that make him/
her partially qualified. This allows trainee status within

. \Y% the occupational title. | v - -
O B ~‘ ' : ) ~157
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APPENDIX A ‘ | :

APPS
SUGGESTED LIBRARY RESOURCES

t

°

N

Survival in the World of Work - D.S. Halacy, Jr./Charles Scribner's
and Sons, New York, New.York - 1975 ’

.

_Careers in Environmental Protection - Reed Millard and Sciente Books
- Associates/Julian Messner (Division'of Simon-Schuster), 1 West 39th
Streety New York, New York 10018 - 1974

Creat1ng the Future - Beitz and We1soaum/8antam Books, 666 F1fth
Avenue, New York, New York 10019 - 1974

. L T
Alternatives to Collea2 - Hecnt and Traub/Macmiilan, 866 Third,
Avenue, Mew York Ciry, New Yool 30022 - 1974 '

snet1ing/The New American Library,
. New Yorx, New York 100!9 - 1969

The Opportunizy i eboe o - kobert 0.
Inc.s, 1321 Averue oFf Lae Amevteas

far | quarnmenf Joh ~ Lukowski and Piton/
“hov Roulevard, N. ., Washington, D.C.

Stratess 247 Tacrics
Potomac Boox Funlisrers, ic~
20007 - 1972

Paraprofe331ﬂns - Sarah Spiaver, Julian: Messner ’D1V1J1on of Jimon-
Schuster}, 1 West 39tk Street, few York, New York 10018 ~ 1972

. Sian/Hart Pub11>h1ng Company, New

?:7' | . , ,

Values Explecration through Role ~laving - Robert C. hawley/Hart
- Publishing Company, New Yorg ., \ew York 10003 - 1972

Values Clarificarion *
- +York, New Yorx 18303 -
"Young/CEBCO-Standard Publishing
{ity, New York 10011 - 1974

Basic Skilis on the Job = Elear-r R.
Company, 104 Fifth Averue, Mew York

Helping Others - Norma Haines/The Jonhn Day Company, 257 Park Avenue,-
South, MNew York, New York 10010 - 1974

The Mora} Imperative - Vincent Ryen Ruggiero/Alfred Publishing Company,
-~ . ’ Inc , 75 Channel Drive, Fort Washington, New York 11050 - 1973 )

s+ Careers in Focus {Sertes ot 14) -\McGraw Hill, Inc » New York City,

“. New York - 1976 : . \
Settings for Change - Center for the, Study of Instruction (San Francfsco,
Ca11forn1a)/Harcourt, Brace, Janovich, New York C1ty, New York - 1972

¢

Vocational Cducatasn inc Guidence, A System for the Sevent1es - James A.

Rhodes/Charles E.

1

- 146 -
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Merrill Pubiishing Company - 1970
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— ‘ - ) ey
e ADDITIONAL LIBRARY RESOURCES o

-

Annotated B1b11ography of Curr1cu1um Materials in chat1ona1 and- Career
Education/State of I1linois, Division of Vocational Education, ‘1035
Quter Park Drive, Sprﬂﬂ/f1e1d I1linois 62706-- 1971

Dictionary of 0ccupat1ona1 Titles - Volumes I and I and Supplements/
U.S. Department of Labor, Superintendent of Documents, U:S. Printing
Office, wasthgton, D.C. 20402

Occupational Outlook Handbook/U.S. Department of Labor, Super1ntendent
of Documents, U.S.-Printing 0ff1ce Washington, D.C. 20402 - 1976—

1977 Ed1t1on . .
Encyclopedia of Careers and Vocat1onai Guidances - Volumes I, IJ, III -
William Hopke/J.G. Ferguson Publishing Company, Chicago, Ill1no1s - 1975

The Teenage Employment Suide - Allan B. Go]dentha]/Regents1Pub11sh1ng
Company, 200 Park Avenue, New York, New York 10003 - 1969 \

- , '
-

Business Filing andeecords Control - Volume I - Bassett and Goodman/
Southwestern Publishing Company, Cincinnati, Ohio' - 1974 )

Opportunities in Forestry Careers - E.L. Demmon/Vocational Gnidance
Manuals, 620 South Fifth Street, Louisville, Kentucky 40202 - 1975
Opportunities in Environmental Careers - Odom Fanning/Vocational

Guidance Manuals, 620 South Fifth Street, Louisville, Kentucky 40202 - 1975

Comparative Guide to American Colleges - Cass apd Birnbaum/Harper Row,
10.East 53rd Street, New York, New York - 1975

.Barron's Handbook of American Co11ege Financial Aid - Proia and D1Gaspar1/
Barron's Educational Series, 113 Crossways Park Drive, WOodbury, New York
11797 - 1974 : ,

Taking Tests .. . and Scor1ng High - Fred Honing/Arco Publishing thpany,

- 219 Park Avenue, South, New York, New York 10003 - 1973

Pract1ce for Scholastic Apt1tude Tests/Arco Pub11sh1ng Company, 219 Park
Avenue South, New York, New York 10003°- 1974 :

*

15) o/
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"APPENDIX B - -

- APPS
-SUGGESTED AUDIO VISUAL RESOURCES

<

Avenue, New Rochelle, New York 10802 -
7AW7A'Career“in Education - Carol Deegan
< A Career in Law Enforcemenp’ Q
Careers in Community Service - Curt Golby .
Careers.in’cénservaéion - Caéo] Deeé n
Careers in Goﬁernment Service - Tama®# Sprung
Careers in Social Work - Lu{se'ﬁﬁtééhpx 1

»

\\ggréers in Environmental Management/Coronet . Instructional Media,

East South Water Street, Chicago, I11inois 60601

Associated Press ;-Pathescope Educational Media, Inc., 71 Weyman

N i
§ i

——

¢

- Making it in Human Services - Ruth Lembeck-Dell Publishing Company, Inc./
Current Affiars, 24 Danbury Road, Wilton, Connecticut 06897

Making it in Government - Rutf Lembeck-Dell Publishind Company, Inc.[ .

Current Affairs, 24 Danbury Road, Wilton, Connecticut 06897

Street, Chicago,‘I11inois 60601
he \',L Y

g
:9 - X& .’# :

4

Publis Service Workers/Coronet Instructional Media, 65 East South Water ¢

<
R

3
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- { . 3
. SOURCES FOR FURTHER PUBLIC SERVICE VOCATIONAL INFORMATION

. - ~
N “ . . ‘ »

- Vo - <@
-Aeronautics '
_American Institute ofvAeronautics and Astronautics, Inc., 1290

g" Avenue of the Americas, New York, New York 10019

P ' Agriculture

American Society of Agritu]tura] Engineers;, 2950 Niles Road,
St. Joseph, Michigan 49085

F
Society for Range Management 2120 South B1rch Street, Denver,
Co]orado 80222

Conseryation _::)

Soil Conservation Society of America, 7515‘Ankeny Road, N.E., Ankeny,
Ioka 50021 .
Drafting © . =

American Institute for Design and Drafting, P.O. Box 2955, Tu]sa
- Oklahoma 74101

American Society of Landscape Architects, Inc s 2013 I Street, N.W.,
Washington, D.C 20006

Environmehtal Protect1on

“American Society of Horticultural Sc1ence, 615 Elm Street, St JOSeph,
Michigan 49085

Bureau of Outdoor Recreation, Wash%ngton; D.C. 20240
Department of Hous1ng and Urban Deve]opment Wash1ngton, D C 20410

Ecological Society of America, Connect1cut Col]ege New London,
Connecticut 06320 . ) o ]

Nat1ona1 Institute of Env1ronmenta1 Hea]th Services, Research Triangte
Park, North Carolina 27709 . «"’




3

Fish and Wildlife Con-.crvation

The Conservation Foundation, 1717 Massachysetts Avenue, N.W.,
wash1ngton, D.C. 20036~ )

National Wildlife Federat1on, 1412 16th Street N.W., Washington,
D.C, 20036 ° .

o

Forestry v

American Forestry Association, 919 17th Street, N.W., Washington,
D.C. 20006 ]

Society of American Foresters, 1010 16th Street, N.W., Washi gton:°
D.C. 20036 °

Meteorology

American Meteoro]og1ca1 Society, 45 Beacon Street Boston, sachusetts

02108
' ]

. American Society of Metals, Metals Park, Ohio 44073

Pollution Control

Water Po]]ut1on Control Federation, 3900 W1scons1n Avenue, N.W:,
Washington, D. C. .20016

2

Vocational (General) ,

National Council of Techn1ca1 Schools, 1835 K Street, N W., Room 907,
Nash1ngton, D.C. 20006 . Lo

°

waste Water Plant 0perat1on

o

American Public He§1th Assoc1at1on, 1790 Broadway, New "York, New York 10019

N 2

National Sanit

( .
on Foundat1on,<P.0.‘Bo§ 1468, Ann Arborﬁjﬁ;;higan 48106




CALIFORNIA STUDY .

A ] Q’ ~
(TEACHER ORIENTED OBJECTIVES)
Y _ . \

—-

¥

materials for a program in public service as opposed to the teacher-

~

oriented objectives of the California State Department of Education

Public Service Occupational Plam (California Education Section, Study

of Planning Unit). The fo}]owing comprise the sections and units
prepared. o X 3 ’
~ . ‘ , - ’ ) \ "g‘

SECTION I - GOVERNMENTAL AGENCY MANAGEMENT

R

Unit I - Nature of the Field

‘
B ~

1. Ability to define government (public services) in his own
words. _ ' ' ' .

2. Abi]fty to identify in writing two distinctions. between
federal, state and local government., . [ ,
. o L

1

-

3.4 Abdlity to name,major trends related to government agency
management. ot < “ )

o

Unit II- - Governpenta] Agency Management

v v

1. Abitity to demonstrate some knowledge of the nature, impor-
tance, and characteristics or organizational objectives.

e :; 2. Abiljty to deseribe the major tasks involved in govérnment
' Cy. management. y ,

»
-
°
(2 alhs T
.

o N , ’
One.of APPS stated project goals was to-develop student-oriented -

5




%

¢ Unit I - Nature of the Fie]d i s

L4

Unit IV - Functions and Duties of Workers {

L Ab111ty~to discuss the general respons1b111t1es of managers

¥ in public serv1ce organizations.
A

’( .
2. Ability to demonstrate %ome knowledge of the upward mobil- L

ity of individuals in different governmental areas into.
. . management positions. . .

»

Upit V'- Employment Qualifications’

rience, education, and special aptitudes and values for at.
Teast twq government agency job families.

2. Ability to-discuss the similarities and the differences
, between a four-year degree, a community college degree, a .
profess1ona1 degree, and a liberal-arts decree>

Unit VI - Employment Prospects \\ ~

1. Ability to d1st1ngu1sh betw§En federa], state, and local .
employment trends . , .

[

SECTION II - SOCIAL AND ECONOMIC SERVICES

-

[4

. 1.7 Ability to identify at.least five prob]ems hand] ed by
social and/or economic agencies. ;
2. Ability to identify the major job families in social and
economic services, as well as to describe the nature of
< the work for each. . .

yUnif V - Function; end Duties of Workers

*

1. Abi]ity to discuss the general nature of the duties
performed by workers in the f1e1d of social and
economic services.
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1. Ab111ty to discuss job qua11f1cat1ons, including age, expe-

.
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Un1t VI - Prof11e and Recommended Quatlifications of. WOrkers e

-

1. Ability to,dxscuss the recommended qua11ff3at1bns of a -

worker in the sdcial and economic services, including -

;age,A/ducat1on, and background. - , . ®

2. Abi]1ty to eva]uatg his own q a11fications and compare
them with the recommended qualifications required for
entry level jobs. ‘ © - . .

Unit VI - Career Lattjcesvand Employment Prospects -

.

1 N

1. ,Ab111ty to 1dent1fy at }east ﬂ;ve preprofe§~ipna1 entry
Tevel jobs in social and economic services. Lo
]
2. Ability to construct a typica] career lattice for-at
least one of the JOb families in so¢ial and economic
services.

. and statistics concerning the mployment putlook for the
field of social and economic €ervices>

? SECTION' IIT - EDUCATIONAL SERVICES ~ °  /
)/

3. Ability to identify.at least ;:)ee sources aof information _.

Unit I - Nature-of the Fie]d'
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1: hb111ty to identify the maJor job fam111es in educat1ona1
services as well as to-descrjibe the naturé of the work
for each ‘“ ,1 ‘ & N
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Unit II - Basiq Introduction to Educational Services

-

»

. 1. Ability to exp1a1n the componggt§jand the structure of.
public education in the United States.

4 .
- 2.f/Ab111ty to discuss severa] of thesmajor issues confronting
the unmet need$ in education to include knowledge.of the
findncing of public education ahd the rolés’ of the Supers,
1ntendent and the Principal. .
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Unit I1 - Basic Introductjon to Educational Services - contjinued -
. . . .
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3. Ab111ty to 1dent1fy the various types of 11brar1es, exp]ain
their funct1ons, and typ1ca]‘organ1zat10n. :
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Unit T1I'= ‘Function®and Duties of Workers- . = -~ - .
{ .‘b. - . . 'r.
! - 1. Abitity tofaiscusé the general operations and the duties
. ) ’ of'workers Jin schoo]S libraries, and museums
\ :
2. Ab111ty to ﬂescr1be the threegﬁaJor categor1es'Uf dut1es
’ * performed by workers 1n educat1ona1 sérv1ces g Y
3. "Ability to describe the duties and the activities of
N " selected workers at the preschool, e]ementary, and sec-
: ondary levels.- ) . . ) Y-
“Unit IV - Prof11e«and Recommgnéya Qua11f1cat1bns qf workers )
1. AS111ty to discuss the 5;comménded qual%{1cat1on§/of an
» educational services workers,-\including age, educgations,,
° 1 . "and background qua1qf1cat1pns X -~/ < .
] . ~ - . [ - 3
' 2. Ab111ty to eva]uate h1s oanQUa11f1cat1ons required for
entry 1eve1 Jjobs. L : -
: ' \-"4‘ ~ ‘ . *, A
Unit V = Career Lattices ard MobiTity - T . Na e
> 1. Ability to identify preprofessional entry tevel jobs in
the educat1on, ]1brary, and museum job-families. . .
2. AE&11ty to consYriuct a typical "career lattice" for theA : o
” s education, 11bra , and museum job families,
a,,: ! ’I . i
. 3. «Ab111ty to descr1be typ1ca] entry level jobs for pre- - “
professional workers in the educat1on, library, and museum )
. JOb families. - ., . e
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Unit VI,<"Employment Prospects . SRR

1. Ab111ty to identify at 1east three sources.of information
~and statistics concernlng emp]oyment outlook in edhcat1on-
- al services. .o
2. Ab111ty.to compare data dealing with the employment expec-
tations of jobs in educational services w1th their own
job goa]s ,

SECTION IV - RESOURCES”MANAGEMENT

Unit I_: Nature-of the Field .' - /

1. Ab111ty to identify at Teast four major JOb families founq
. in the field of resources management. ‘

?
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Unit IT - Exploration and Conservation. of Natural Resources

Y -
,1. Ability to identif\ the three major categories which are
used to classify na ura] resources. ’

2. Ability to discuss the concept of #she new env1ronmenta1 .
. and resources ethic. - a

‘

Unit IV - Governmental Resource Management Organizafion

!

T f bility to identify the major federal departments concerned
w1th resources management ) Ve
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Ag111ty te\ﬁescr1be the ro]éf;f selectedragencies in an
area of resources management of_ interest to them.

' T . ) " 3
Unit V - Career Lattﬂ%es and Mobility . . .
N _ : e
1. Ability t0\1dent1fy and descr1be preprofe551ona1 entry S 5
level jobs and basic qua11f1fcat1ons for at least three of ,\\ﬁa} .
. the major, job families in-resources management. .. - :
. . ) s
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Unit V - Career Lattices and-Mobility - continued . - -

2. -Ability to construct a typical "“career lattice" for at.
i least three of the magor Jjob fam111es in resources manage-
- ment. " ) . ] )
. Unit VI - Manpower Needs in the 1970's * -
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1. Ability to identify, locate, dnd use at least three sources -
of information and statistics concerned with manpower re- . )
- quirements in resources managemen®. . L s
2. Ab111ty to 1dent1fy and describe present and emergent jobs
found in resources management.

- | . N

SECTION V - RURAL, URBAN, AND COMMUNITY DEVELOPMENT \ .
* . Unit I - Nature of the Field
- 1. Ability to identify the maJor JOb fam111es in rural, urban i .

; and commun1ty development. ' , .~_f

3

Unit II - Basic Concepts of Rusgl, Urban, and Community Development

“

.1. Ability to jidentify the need for rural, urban, and,ommu-
nity B]anning in everyday life.

ﬁ%it IIT - Functions and Duties of Workers B

Ll ‘ .-~

, . . | S . .
. 1. -Ability to identify the, responsibilities and duties of

- e workers in each of_the four job famtijes in rural, urban, .

o - and Qommun1ty devé‘opment . ‘ o

P ' * ) ’

. 5,’ Unit IV - Recommended Qualifications of Workers ; » .
. - P ) e e, - , i )

R 1. Familiarity with, and ability togdistuss, thé typical jvb-

e A <, entry qualification, such as age, education, and background
) “experiences for the rural, urbah, and commun1t1_deve10pment
worker.
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- Unit V - Career Lattices and‘Job Mobility :

)

1. Ability to construct a typical career lattice for elements
within the c6mmun1ty action, planning, bu11d1ng and zon1ng,
and acqgis1t1on job fam111es C o ‘ ‘

2. Ability to describe typical entry level JObS for prepro- )
. fessional workers in the field of rural, urban, and com-
munity deve]opment
/ ' .

‘Unit VI - Employment Proépects )
. B

L.
1. Ability to identify at least five sources of information
. and statistics concerning employment.outlook in rural,
urban, and community development.-

"2. Ability to compare data dealing with the employment expec-
“tations of jobs in rura], urban, and commun1ty “development,.
and with student's own jgb goals. .

3. Ability to d1scuss the overa]] employment trends,: both
short range and long rarige, in the general area of rural,
urban, and community development.

SECTION VI - PUBLIC SAFETY, CORRECTIONS, AND JUDICIAL SERVICES

L3
-~

Unit I - “Primary Functions of Public Safety, Correct1ons, and Judicial
Services

1. Ability to 1dent1fy the three maJor branches in the Ameri-
can system of government, and ‘to explain the posit1on of
public safety, corrections, and judicial services in the
structure of the Amer1can system of government. !

" 2. Ability to 1dent1fy the major’ job fam111es in publijc safe- !
© ty, corrections, and judicial .services, as we11 as descr1be
~ the nature of the work for each. . ~
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{ . " Unit II - Background, Organizat%on, and Operations --Public Safety,
- -Corrections, and Judicial Services : o

1. Ability to'demonstrpte‘knowlédge'oﬁ law enforcement agen-
cies and their roles at the different levels by identifying
aﬁ']east four general objectives of law enforcement.

2. Ability to identify the various law enforcement agencies,
. explain their functions, and typical organizational pat- = _
. . . t&m/- N _ . .
3.; Ability to demonstrate knowledge* of the mission of police
by listing the basic police purposes and at least five .
major tasKs the police must perform to accomplish ;heir co
missions. ‘ o . A
4. Ability to identify. the major fire safety and prisons joper- '
. ' ations, and explaim the functions of firemen.and correc- '
< . tional officers. ’
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- Unit III - The Judicial System in America

- * 1. "Ability to demonstrate knowledge of. the qonéept of justice
by comparing the past and the presept efiphasis_on justice,

_ang identifying the main ways of providing justice. ' w

/
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2.~ AbiFity to demonstrate knowledge: of the governmental system
) of providing justice by listing the primary duty of at
" ) _ least six of the criminal justice agencies.
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Unit IV - Functions and Duties of WOrkejs and Working Conditions .

. 1. Ability to discuss the éenera] operation and\the duties of .
workers in public safety, correqtions, and judicial sys-

tems. . @ﬁ%ﬁhﬂ
2 2. Ability to describe the major duties performed by workers
in public safety, corrections, and judicial systems.

P

3. Ability to dis;3nguish and describe the entry level jobs
. that ‘exist within public safety, correctionss. and job
families.
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.Unit_ V - Recommended Qualifications of WOrkeré ), -

1. Ability to discuss the recommended qMa11f1Eat1ons of public

¢ S safety, correct1ons, and judicial _seryices workers‘ : £
22 Ab111ty to eva]uate his own qua11f1cat1ons and compare them
with the’recommended qualifications required for entry
level jobs. . ,
l hd 4 ‘ . .
Unit VI - fareer Latﬁices and Mobility k

i l.#Ability to identify entry level jobs in, public safetyy
corrections, and judicial services.
[

, 2. Ability to describe typical entry level jobs for workers
4 ©* in the six major job families. . P
. ~ ‘

Unit VII - Employment Prospects

- N
.

S o
1. Ability to compare data dealing with the employment expec-
- tatjons of jobs im publig safety, corrections, and judicial’
serviges with student's own job godls. \h!"

SECTION VII - REGULATORY. SERVICES ANRDS
- ,

: Unit I - Nature of the Field
@. " gn ) ) /- ]

-~

1. Ab111ty to list at 1east three reasons for regulatory ser-
vices and records. . '

‘¢

2. Ab111ty to-list the pr1mary functions of regu]atory ser-
vices and records. ) )

e

Unit II - Regu]atom755ervices'andntheir Functions i

1. Ability to identjfy the major job families in regulatory
services and records, and describe the nature of the work’

“i; each.. S o ///
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Unit IT - Regulatory Services and their Functions - continued

iy

2.. Ab111ty,to Jist at least four federal and state regu]atory
. § ) agencies’, and describe their ma1n3funct1on %

- Unit III - Functions and Duties of Workers

1. Ab111ty to describe the major duties performed by workers-
in regulatory services and recdrds .

¢

2 Ab111ty to make @ 1ist of the typical jobs in regulatory

: ervices and records, and describe the duties performed in

t least six‘of the jobs.

) 3

Umjt v * Recommended Qualifications of Workers

/

~

: ! d. Ability to discuss the recommeqded qua11f1cat1ons of work-"
ers in regulatory services and records.
- M . .
ot L. o 20 Ability to evaluate his own qualifications and compare them
oL with the qualificationssrequired for entry-level Jjobs,
S x “ AN
Unit v - Career Lattices and Employment Prospects
- :-{"<~_ f::~ NN Ab111ty fﬁpﬁdent1fy at least four sources of information
ARSI _*".r. . concerning emp]oyment prospects in regulatory services
SN R ‘and records.
gg;‘ S T2, Abal1ty‘to identify entry-level JObS in regulatory services
Tt ST and records.
RN O .
S - s AbiTity to~tonstruct a typical career lattice for at least
e ‘ * . three of the major job families,
‘ 4. Ability to compare employment expectations of jobs in reg=
- ylatory services and records with.his own job goals,
7§§
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SECTION VIII - TRANSPORTATION SERVICES

Unit T - Nature of the Field .

2 ‘ ) 4

1. Ab1ﬂ1ty2Xo describe transportation management in terms of
its major goa]s and purposes Y

2. Ability to 1dent1fy the maJor transportation systems for
which transportation managers are responsible. e
. ¥

Unit II - Management Oroan1zat1on, “and Role of Major Transportation
Agenc1es ’

1. Ability to 1dent1fy the major federal departments and/or ,
agencies concerned with transportation management and requ-
" lation. - .

2. Ab111ty to describe the role of selected departments and/or
agencies in the area of transportation management of inter:
&t to him. t\\xg .

. . PR N

Unit III_- Functions and Duties of Workers

1. Ab1lity to describe*the’ major duties performed by workers —
in transportation management ’

- 2. Ability to make a list of the typical jobs that exist 1n
transportat1on management and descr1be the duties performed
in at least six of the jobs.

Unit IV - Qualifications, Career Lattices, aLd\Fmp]oyment Prospectf

’

1. Ability to discuss the recomménded qualifications of work-
- ers in public service transportation management.

2. Ab111ty to evaluate his own qualifications, and compare '
them with the qua11f1catlons required for entry level JObS

>




