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The Handbook for Careef Exploratlon Program Developmcnt has been written . 8
.specifically for those of you wh?Ngre responsible for developing career
.exploratjon programs wlth1n the RBS Experlence Baded . Career Ed ctlon

model . A

- [} ‘\. - .

Because of" xgun iﬁp&ﬁtant roléd In Implementing the RBS model, we want .
you to have $Some informatlon Ih addition to the Career DevePopment

materials avallable In the RBS Career Educatfon Information Serles. ' \:,f. . ,
This Handbook includes a description of your role and rosponsibtlltlesv SN
together with a pro¢ass and sarmple program,wlans you -can use'ln your

. career exploratjon program ' . .

~

During the year, please let us Know if you have any questions or ideas '
concernlng-this material, We are Interested in your comments because ‘ .
you will be util1zing the Handbook, and therefore, your:comments will

.engble us to provide a more use?u| .and valuab!e tool for developing-

career ‘expioration programs. \ ¢ _
® ’ v . '

Whenever you want to contact us for consultatlon, to dlscuss problems

you may encounter, or to exchange ideas on the Handbook, please rafer .

to the Technical Assistance and Tralning Directory on Ehe next ‘page. .
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i " Career. exDlpratlon programs, ‘hen a reprdlentat!ve sampllng of ',' i
' . bco?gyélty resource!sltes is used, offer high schéol students

i opbortqnltles to experfence the real‘world ‘of career pos!ibllltles !h
’ T . : \ \ » N . ' - . , » | )
PR a broad and orderly way.. S;udeﬁts“approach‘the,proqlse of suok careaer \

exploration with remarkably high expectattons, excitement and genuine
v . . N e \ : . T e
curiosity. Employers awalt the arrrval of the students with Intereut, »
v ) .
goodwlll and " the most useful career lnform@tlon aval)able on the . ) voooe
~ ' \

b professions to be exémined. What happens.ln the way of educatlon when

these expechgt and well*fnientloned people meet wholly depends on the
L\ \ ’
8 i \\ ‘quality of the learning experlences whlch heve been plannéa _The:

. _ qharacter and sequence of the learnan actlvltles at eath sjte proVIde

thé experlence base for Experlenced Basc¢ Career Edueation (EBQE). . .
| The maft sig;lficant forcq in formuleting this experlenoe ls ’ . '

s “' /
.

- _
4'\ o ‘ oxerted by the\cchool staff Members who are asslgnod maJor responslblll-

N : '

ty. for prqnnlng the grogram and developing leAr ing actlvlties at each ' 7,

¢

" iﬁ».\ . shte. Arthough employers act as co*planners and oordevelopers;of the
| Sy - ¢ .. :
. career exploration proogram as well s providing information on the

i AN

_ many resources of their orgénizétlons, school persoﬁoel will take the

\ “ ‘\ '\ . . A \- \' X * - ) r
‘ lead In every crlticaT"developmental task lnitlatlng and scheduk(ng
;Q N '[ ') igannlng sesjlons,‘outlinlng basic proqram objecxlves, and providlnq
\/" . e F - "
RPTE the turrltulum expertlse needed to ‘organi ze the re‘ources of eaoh .' \! ‘f e
| R . Ay ~N - I

program site . Gnce . tp% prqgram ls Tn operatlon, school taff membe;s,.

A}

. \ « play an lmportah role al itorlng the eFFectlv ness of prog M \ o
.{\\ . ¢ % W‘
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. activities and lnfluenclng tha :uccctsful revﬁslon pnd lmproxement of
. \ Lad - . . .
roorem learn'ng lctlvltles. ' "
_ ' e L ' . ' \\ ’ ' ' *
5 School steff membeds face a chlllenge of many dlm.nslons. ol
\ ' .
1. Qeadlng the cooperatlve effort of program develooment and ' . AN
revlslon - ' ' ‘ :
2. MWorking in new and constantly changing prqgrqml\oéeglbns ' ' .
'S ¢ : ‘ ‘ . o . 4 ‘ . : ,
- 3. Planning grograms in a ralatively short perlgd of time - AR
- \ . . L2 . '
. .o L. Schedulﬁng,maetings with amp oyers when the time ,
| . available-for such meetings may be 'imited by the | ‘ -
NV : . business schedule of the employer resource coordinator '
- AU - and/or by the clgssroom or counsellng commltmonts “of LA .
' <) o, . sghool pensonnel 7., N '
N * \ ) . ‘
In ofder to meet the szstantlal demands -of prdgram developmont, school . ? Yy
. - perspnnel wl!l need an economicef‘gnd ratlonal plannlng strategy as ’ - RO
'\ * ’ P . ) LN

.. well as developmental know-how. . ' .- .
- | N } N

Most emplo ers Wil request and eppreclate flrm-direction by

schOol personnel These employers may be Dlrectors of Personnel

-~ N . R L

Assistant Distrlct Attorneys, or ank panagers who might find it

3 dtfficult to imagﬂne themse}ves worklng with hlgh school students.
They\tend tq recognlze that thelr professional frames qf reference

( dlffJ; markedly ﬁrom that of the classroom, nor are they familiar wlth

-~

" needs anQ\expecta;lons They usually demonstrate, however, hlgh;

A ]
ey T
v enthusiasm and personal connﬂtment to the Idea of career exploration,
~ .f. _ _often clting their own lack of .preparation for choosing a careegdnd_

thelir chllq‘en's.need_For such'e progrem.

[ R

»
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Empldyor'perionnol wllt.bc eqy i pped and?wllllng to oxpllln the . .
naxure of tholr'organization ahd the’ caroors whlch are pursuod In rts
operat ion. They Wi know which of thelr qolldagues mlght qualify as

rogram partlclpant; and whlch facilitles mlght be avalliblo for program

se. They wlll also be able to. provldo cruclal blannlng informatlon

regardlng 2\0 f’easlpillty of proposed learning activities. o, Ly
Mdst employers will ask,two significant questions: .Wha,t’ do you
) \ . 3 . . B R

want me to do for ypyr-sfqdents? and How am | supposed to d6 it?

. . . ' < o ) .
, These two questions define the responsibility of school personne1 in .

b

‘7very slmple and dlréct terms. At the heart of the first question Is the

L _J

need to unders;and both the broad goals of EBCE and the'speclflc object* -

‘tlves of career exploratIOn program aatlvlt!es The second question

]
i

lnvltes the guldance and dlrectlon of school personnel ln~developlng

)
/ . . \ . L t

oy
actual program-actlvlties

This Handbook s designed.to assist school persoﬂhél to formulite

v

copcrefe'and flexible respoﬁses to the many challendes of déveloplng
exploratlon_programs_in'collaboratlon’wlth personnel from community

resource sites. The process of exbloratlon program development out-

lined here begins with establishing program object|ves and terminates

with suggestions for monltoring the program in order to reV[se and
_ R )

y : . B . - P

improve it.

“This Handhook does not provide any philosophical background

or broad conceptual overviews of career educatlion, nor does it deal

4

\ g ]



dirqctiy with administrative concerns, o.g.. transportaqion, rocdrd—‘

koaping. or budgeting. For information on auch matters, roadoro aro _ ' ”'?f
» . .

raf,rred to fﬁa carear davéiopmonb oioments in tha RBS Caroor Education .
_ w

y
.

Library.
| | ]

’ ‘
., ¢ . L

The cantrai opjective of this Handbook is to prosont a practical
Hanchoox

) davaiopmant procogfghnd sampies of prognam materiais to iilu)trata the | ,
| devai0pmant of exploration programs within an actual ompioyar sito.‘

The text is spacifidelly addressed to sohooi personnel who havo done ~. '
at least mdnimai pteparatory work and are’ ready to begin Performing tho

taﬁhs of .program daVeiopment with barticipating empiqy.r~§itas.
: >

Ghapter ! providgz\an overview of the daveiopmentai process. Each
seccessivc chapter proviges greater degaii on one or more specific tasks. h
- Sample program materiais based on those developed by experlancad schooi .,

personnel from the Research for Better qchoois,'lnc.'s pilot and

damonstration sites are ﬁrovided in the appendix.
-

The "art' of program dereiopment_For axperienoed based caree:'
axpioration is sti11 very much In Its infancy. “As yet, there ore no
full-fledged experts in the field. The procedures and materials of
those currentif working In career education are undergoling constant
reviaion in respbnsé to new information and the need for aitarnative {
strategies to accommodate.iocaiitios with varied ;ocio¥econpmic and

educational characteristics. While much of the developmental ground is

new or only tentatively charted, the people participating In career

~ . v
.

'
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. own capacltles ‘The best solutlons to the problems,of proq?am develop- .

. . .
P W . R . e »
- . . N A L

~ . . . ! ! i !

exploration programs must be preparéd to adapt such progrims to_th Ir ,5

R . _ . ,
particular objeqtives and needs. o T
4 The usars of thls Handoookxihould }furthirmore._bo.wllllng to trast

( /.

thelr own lmaanatlons and to use thelr own lngenulty. No oxploritlon

.~

program can be developed hy grlndlng resources through a ”productlon
1ine? of educatlonal prqgesses or. by shuffiing what may qppqar to be’

lnterchangeable parts. lndlvldual school staff membors and qmployers
g

. can contribute, unique strengths and vlslons ln thelr col“‘\pratlve . e

development efforts\ They should not feel that the ”facts” about an ~

exploratlon program exist somewhere beyond Chelr reach or bayond thelr

ment wlll be found durlng thé course’ of thelr shared development effbrts L .

A

and in the anormous learning potential of the organlzed llnkage of

school and communi ty resourées for career;educatlon. Developlng an

exploration program broadens the personal career deve]opment of school
{ 3 A

and employer personnel as well as student career development., It Is

"hoped that the practical development process and sample program

matertals presented here will confirm the value of what Is already
known and st¥engthen the confidence of ,school personnel by providing
them with a field-testéd process which can be,Followed in developing

thelr own career exploration program. PR ;
. ) [ }
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_ PLANNING SCHEDQULE FOR EXPLORATION PROGRAM DEVELQPMENT .

> w

qbool-sldo“ Planning Tasks?
DeVelopmental Pr.paratlon
by School Personnel

” 3

L

"Fleld-sldq" Planning Tasks: .
»Planning Meetings with the

- - Employgf

|
Estlbllshlng Program ObJect|ves

PRE-OPERAT | ONAL TASKS

Develop|® the Exploration Program,

e Sclecting and Sequencing

¢ Learning Activlt

e EBCE Obéoctives C .
e Carear Exploration ' ,
‘o Objectives - L
' S - - = - ! . L
i ) ’ ,\ ; . l' - .
) Goa! Presentation, So!slon ll
e Clarifying Goal
.o Dlscussing Sumnh y Data
i Sheet
‘® Backgqpund lnfor%otlon
v A s
: i iy
LI Slt. Analysls, Session l‘
' . i e Complating Worksheets
’ e ,Toyring Site Facilities
) ~ ¢ Discussing Program !deas
1 . .
v »

!
.

. Y] .
Presenting the Program Draft \\‘
Session #3 :

e Assassing Program Draft

& Revising Program Draft

Vi

Preparing Students for Program
Participation

vil

Implemerg tng the Program Day #1

e Trouble~Shooting
e Observing Program Activities

TN
Monitoring Exploration Program
e Observing Program Activitles

X

Documenting Monitoring Visits .
e Summarizing Observations
® Assessing Learning

Activities
e ldentlifying Revisions

OPERATIONAL TASKS

X

Program Revlslon:.Session.lk
" @ Presenting Monitortng Data
e Discussing ERC's Assessment
e Revising the Exploration
~ Program

. (Flgu;e 1) . S
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When -an employer has agreed to partictpate in the carc.r oxp1oratlon com-

ponent of a career education program, school porsonnol may begin plannlng thc

LAY

Instructlona! currlculum to be Implemented at the slte Dovelopmontal tasks N

1 N

can be separated into two distinct categories: .(l)‘Pre-Operationpl Tasks and °

(2) Operational Taskg. L _‘v oy

During the first phase of program development, the employer works wlth
v ) \
5chool personnel to define a serlies of learning actlvitles dasldngd to

ublklze the best site resources q;allable to achieVe program objocuIVes 'ln ,,‘

.

the . second phase which begins on the first day of tbe program opératlon,

» o "‘ [

‘ both planning roles and responslbllltles must be rignlfrcantry aTtered At .

thi; polnt, the employers begln to teach, tak(ng pontrol of the learnlng

N

process and esponging to student ihtere ts, needs and reactlons to program - -
Y A |

x
-

actlvltles—--whlle school personnel who, formerly directed program plannlng '

L]

and deve]opment, assume \owor profile§ as observers/eva]uator; of program

learning. phtivitles Although"monltorlng the program is lass demandlng n

terﬁs of time and enargy requ!red, it Is very important for further program
development. Judiclous ahd thorough program monltorlng will have a profound

?

impact on both program m&intenance and revision.

~

Durlng these two plannlng phbces, school personnel must perform a
serles of extremely Important tasks. The following list Indicates both

‘the scope and sequence of these tasks. ‘ ' .

+

S
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" prepared for the use of school personne! and employer Tesource

g

~ PROCEDURES FOR PROGRAM DEVELOPMENT

PRE-OPERAT | ONAL TASKS

ESTABLISHING PROGRAM OBJECTIVES: Establlshlng objcctiv.: for (a) the
overall EBCE program, (b) the career exploration program, and (c) spe-
clfic learning activities. A summary of these objectives should(be

coordinators. - _15

SIPE ANALYSIS' ‘Conductlng‘a rhdrdugh survey of each partictpatlﬁg

smployer site In terms-of ta) the organizational context, (b) all}

careers being pursued, (c) specific caraers to be included In the
program,. and (d) practical career information.

'DEVELOPING THE PROGRAM: Using program ohjectives and Information \
cbllected through site analysis to (a) select learning activities
‘and (b) saquence learning activities., - -

k]

ASSESSING AND REVISING PROGRAM PLANS ; Working with the employer
resource coordinator to assess and revise the draft program a&hd
prepare a detailed schedule of activities for each projected program
day.

PREPARING STUDENTS FOR PROGRAM PARTICIPATION: Orienting students to -
EBCE and career exploration ¢bjectives and procedures. )

OPERATIONAL TASKS
. b . ) . f . :
IMPLEMENTING THE PROGRAM: Operating the program by having the

students take part in the learning activities selected for each
program day.

MONITORING AND DOCUMENTING PROGRAM ACTIVITIES: Devising a process
to monitor program activities and document the findings.

REVISING THE PROGRAM: Discussing the program strengths and
weaknesses (déntified on the Exploration Program Observation Record
with the employer resource coordTnator Tn order to revise and Improve
the program. :

13

.
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A. PRE-OPERE\‘IONALXKS -

: TN e e e e

Durlng the pre-operational phase of program dovolopmcﬁt. school ltlff

will be Involved both in the world of school (and les rcspons!bllltln&)

-

wd the many dlfferent worlds of Indivldual'communlty resource sites.

Much of ‘the most c part of explontMro’grlm ddvolbpm.nt wlll .

occur In still a third area -- their lmaglnattons, beforo, -during and
after ghelr meetlngs with participating employersl* ‘

Employer contact time should be formai1y schoduled and used to
' accomplish the Speclflc tasks which are absolutely essentlal for effec-'-
tive program development. At the;outset, school staff should explain
th; planning process to the employer aﬁd claklfy the planning obJoctfves
of each meeting. |If a meeting calls for preparation by.the amployer's
reprasentative,ithe homework éequlred should be‘spefled out In.detail.

Business personnel are famlliar with concrete specifications and

meeting agendas. [f any written material is required, the emplofb(\'

¢
[}

should receive it well in advance of the scheduled medting.

One of the‘easlest and most pfoductive ways to economize n
expenditures of t ime and energy Is through the use of written materials.
Employers !nVaflabTy request literature on the schoo}‘s BBCE program'
althéugh they seldgm have enough tlme'to fead and digest, iehgthly'~

manuals or other training materials prepared for teachers and other

Schoolfstaff.

v

*Due to the challenging scope of program development and the many
conflicting demands which sc¢hool personnel will have to deal with,
it Is important for school personnel to simplify and streamline
their field activities as much as possible.

%

.14
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During the pre-implementation phase .;Sf. program 80}1‘!.opmcnt. school o .

parsonnel who are Involved in flald activities or in related counseling

components may want to prepare a brochure tontaining Information spe-

cifically written for prospactive employers. Having standard prdgram_

information readily available will enable Individual school staff = K

members to avold the time-consuming exercise of presenting basic
_ >

program data at every Introductory meeting wlith a representative of a

1)

+

¢ »

potential ‘program participant. \
If a brochu#bjor handbbdk.on the program is not avallabjeslschool o '
- staff memberé may want'to prépare conclse daéa sheets to s;pplement
their own’preSenta;Iohs‘at each tésk—orientcd planning meeting. Such
- .
\\\\3. data gheets could be~md?reé~to the employer before a scheduled meet ing >
or presented at the_beg]nnlng of the_meetlgg.' #fter eaEh session, the
employer may us;: tHe data»’ ‘eet to orient colleagues who MH act as .
learning supervisors. - ._
. _ ~—
The preciouq/hours spent in fileld méetings with employers should .
be used for tﬁ? highest order of developmental business -~ the sharing
of professional e;pertlse in order toidevelop effectfve student learn—
ing actlvltfes\_ Matters of logistics, for example, may be dispensed
with qufckly and efficlehfly, preferably b* telephone or by letter,
Tﬁe list of major exploration program development tasks presented
in Figure | on page 6 of'thé'ihtroductloﬁ shows a sequential schedule
of planning tasks which has been widely uséd"by pilot site.persognel. N
The‘illgstrétlon is divldéd vert!cally to show which tasks school
pe;sonnel will perform alone (or in the school) and which will be

. performed at the employer ilte in formal m:etlngs wlth the employer

>p
resource coordinator. Roman numerals’ Indicate the orddr In which ‘




Jpolnt &hroughout we following discussions of specific tasks; [t

B. PRE-OPERATIONAL TASKS - '.

. o “

these tasks should be parformed. The time required for the total -
developmental effort wlfl vary from school to sChool 'dopondlnp.oh
lead-time and staff aHocatlpns. A program at an explorilon slte

could be developed In two weeks, If school staff have the tlma for

concentrated fleld work. |f, on the other hand, several sites are’

4

taff membar, the

/ .
belng devaloped simultaneously by a single school :
. Lt M.

hs to perform,

developmental tasks grequired may take several

The schedule fllustrated In Figure | is used as a reference

¢ o

. . N ’
provides a concise andg’ concrete summary of the sequence, content,

_ _ .
and focus of essentlal developmental tasks. ~

~

.:; B

1. Establl}hing.Prooram Objectives:

(Estaollshing objectives for the overall EBCE program and
clarifying objectives fog the exploration program and '
specific learning activities.) , \ R

" The best‘é{undationschqol staff can have for exploration program
development ls ) clear and comprehensive under tandihg of the major / _
obj ctives of EBCE program Al school person'el assoclated with the

new career ed/:atlon program should partiicip in a searibus dlalogue

designed to establish a set of guldiﬁb program objectlves. School
planners/implementers should begin Wt a‘general level, by first
considering the broad.alms ofathe EBCE program qi}an ihtograted system
of component parts., Once these broad aims have been ldentlfled and “
speclfied participants may proceed to narrow, the focus of thelr

dlscussibns by concentrating on the specific content’bbjgctives of’th%

various program components, e.g., the career exploratloh program,
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In this deaavdF, the quantity of possible objcétlvds usuilly mltlgatcs'

against quality and specificity. Scheol personnel should attempt to Isolatel

and define those learning outcomes which are mos t significant ahd‘unldpe to

each program component, e.g., guldaﬁce functlons, exploration programs. =~
. : _ : ' .

Otfichal goal statements shéuld be limited to the major objectives -f the

overall-EBEE curriculum, although intended prodram side effects qnd spin-

offs certalnly.warrant some gftentlon. o
,For school personnel who are about to conduct thelr first plqhnlng ses-

. S . Y

sions with employer resource toordinators, a firm grasp of the EBCE hier-

archy of gbals will provide the most meaningful preparation. The broadest"
‘ «
goals of EBCE programs are located at the toplof the hierarchy,'whlle the

more speclfic goals of ‘the career exploration program and the still more

s
*

specific content objectives of site activitiul; which are located §9rther

down in the hierarchy oF gpal§, will recalve the mogt attentlon ‘during meet-

" _ Ly \ ;
Ings with employer resource 4Lordinators' If a written 3ummary of the

school 3 hlerarchy of goals is prepared, school personnel can use that

’ ‘ .
summary tc"bllect and order the most important goals or objectives associ-

ated with the e;ploratlon program, A copy of this sugmary should also be
provided to the employer resou’Le coordinator for his/her reference and fof’

- » . ’ -,
probable use in orienting site staff to the program. "

Although a clear understanding of program and learnlng actlvity objectives

will give the emp\oyer resource coordinator a great deal of dlrectioﬂ‘in per-

-

forming developmental tasks, school personnel ‘§ould also be prepared_fo

supply factual background Information. Most bartlcfpating'employers will

requesf information on the students they will be working with, the rolss

and responslbilit‘,ies of all program partlcl'p'\t_s, the other components of . . .

.
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. "' the EBCE prognm and, flnally." the other cgmunttv ru‘wm 'litn*tlkinv

“
¢ . L

part In thc career cxploratlon program. The. broaddr pnrspoctlvc thlt such

- “
) Informatloﬁ provtdos will kcup stto por:onnol from f't\lng ltolat-d from -( )
. the educational process and may supply ideas which the omployor cap_usq
: S - L Yy
\{ to give more parsonalized and effective attention to the students, -
The following outline [temizes the klhds of lisuqs and questidns
which employers often ask and which should be dealt with duringithd,“
 course of the first planning session: .
v | | | - \
(AY what kinds of students plrtlclggto-ln this progrem?
a. Agé rangeS |
b. Ablility levels
) ) .c. Career interasts ,
. ‘d. Reasons for choosing this parglcular site | ' Y
<&y Expectations for this site . | -
‘ - (B) WWat is my role? C G‘ - L
: . a. Should | be-a school teacher? . . : -
: y _ . b. Should { be an employer supervisl (student) workers?
) ¢c. Should I‘be a host entertaln!ng'v?i.‘ors? .
‘ (C) What is your- ro!e (;he school stlff) !p_;grms‘gf
g . operatYngﬁtHTi program
a. VIJI you Haqdl‘.discipllnary matters?. . *'
b. Who wi]l handle the bookkeeping chores, e.g., kceplng
"grade’and attepdance records? ) "

c. .Should | feel free to inltiate program changes?

(D) How. should the students view themse!ves while gt my site?
a.: Are the studen!s on a flold trlp? | D
b. Are they workefs on a job?

c. Are they special guests of our firm?

d

(E} What are the students daoing In school as @ part of tho EBCE program?

a. Are they Jearning basic skills? . . \
b. How will they use the lnformatlon they receive here?

. | ‘ I | ’ | ‘
: * : \ . 0 : .

18




v - (F) What other firms or orga
o Bt

b. What kind of-programs do thay plan to offer?

o ¢, How does dy‘bféihfi3&TQh flt'Iqtb”vbu?”b’bﬁfim'b‘lhf",'"
R iy _ -, . . N ' ‘I‘.‘ ~'\ . | . . I; ! ’
"y 2. Site 6nalysis: . : ,f‘ : o

A

L B

\

a. What othqr employars arelncluded I this carwer cluster?

*>

(0dnducting a thorough. survey of oaéh.partlcrpatlng.slfo in
Q. terms of (a] the organizational.context, (b) all careers belng
~ butsued, (c) speciflc careers to be Included in the program,
and (d) practical career Inforpatlon.) |

Thqiexploratlon site may be as new ' and, perhf s, as formldab]c to tho\ .
school staff member as It will later be for the'stgdpnts. Tﬁe second ‘
. session with thé ;mpioye?;resource Coordlnatér will, in effect, be car‘er
\ expiqratlon by;;he,school staff m&mber.kipce‘he or ‘she will_ have to.\carn a
great dga! abouk the slte‘ln_order to plan authéntlc'andlcff.ctlva .
léarnlng aétlvltles\ “n EOSt cases, the qu;llty of the leafnlng activi-
ties at a given site will be directly dependapt bh both the‘depth and
breadth of ;ﬁe scbqol stpff mémber;s know\edge 6f tﬁe'?rganizftibq's

mission and structure, the range of careers being pursuqd,~and its

material and human rasources. The site analysis procéé§\presented

- hare can be_fol]owed to develop the knqwledge'basc upon which the exploration

.program will be constru;ted. Because of thefvast amount of new ground ‘to be
su}veyed and IA%érmatlon to be recorded, the task of s]te analysis will'
rqulre the longest ;nd_most structured planning session,

.School per;onnel can fbliow the site analysis process to gather anq.
organize 1?formatLpn on thg:site and lts‘resddrég}. Worksheet | cin Be

completed to_profile the slte‘ln‘terms of drganizational goals, structure,

~and operations. WOrksheef 2, when completed; proy(des a detailed lnventory’

» .

.
'



T R
, . : |
‘ - ;.df the cacsers Belng pursued st tho sltn.-' in d'oﬁiﬁl‘d:iiﬁﬁ"%_ﬁkiﬁiﬁf’)'; o
| the carun selected for intensive treatment’ an analyud ln terms of |
major tasks, observable outcomos,.aqulpmqnt used, tralning matewlals, f;"'”"
a ' and_rolagod.lnform‘tlbn. The final form, wbrkshQnyZT\)Qﬁoqiﬁi”typlcil'
Qources for supp)qmontary_cdroor information. .\ ' | ;
School persohnel witl, of éoursa, become lncrﬁasln9|y~fpmllllr’wlfh
all aspects of a specific site durfng the course of thlr‘hon!torlwg '
actlvities.‘-lnltlalyy, hngVQr, fhey/wili ffnd thaf-rolatlvcly;sound, AN

r

introductory lnformatlon on the site |s ibsoluf&ly essential for the
A purpose of developing the program. Schobl parsonnel may augment the
lnformatlon c“}ectad in the site Analysls procass by roquosting a

comprehenslve tour of the site and by studytng coples of any availablo

llteraturc
_ . o | The iInformation gathered durlng a tour of slte fac!litles, coupled’
-;_ with the informatlon detllled on the slte analysis workshe%ts, wllt ' :
g provide the school staff member with many Ideas on potential program

resources. During the sl;&.ana{ysls sesSldn;.:he employéf rasodrcc
‘coordinator and the school staff mémbér will probabjy diScuss maﬁy
possible program activities., After the session, thefeMploYer sho;ld
. g:j\ approach any site personnel pursuing the spec1flc careers teo' be: i
_‘} . ) ’ included in the program to solicit thelr tooperation and to obtain
clearance to use apy equipMent ‘and mater!als which have been identlfied

for use In program activities.

]




' 3. Dovoloplng tho Pr ram:

s

‘ | (Uslng program objectivel and Informatlon colloc!bd thiough
: . site analysis to (a) select. loarnlﬂb actlvltlcs and (
_sequence learning activities.)

.o ‘The task dv schoo! portonqol during thli phage Bc‘progrum lovclopment

+

redufres lbave all § creatlve Imaglnat[on;  fho lnformatlon'colloctod on
éhe sjfcian;lyils worksheets mbstébo‘uiod to seiect'gﬁdVS;qUthQ Ioaf&lhg
. activitles fqr each program day. Although thé scﬁidglod ;tudeht-omﬁlgxpr
contacts should providg_sufficlent latltudg for spontaneous discusslqn and
Improvfsathn, it Is wise to begin operation of Fhe‘pcggram us[ng a high .
degree of both structure q%d sgeclflc}ty. Agendas which spell out the
.approxlma;e ulmé requ%fea for each gctivlty. the toplical conténé, and the

[}

materials and squipment required will save the employer instructors from /

¢

needless anxiety and confuslion and minimlize the loss of valuable program .
time by the students. . |

The Appendlx provides a number of'sample program materlals based on

4. Assessing and Revising Program Plans:

BN ' (Working with ;hu.employer resource coordlinator to assess and
revise .the draft program and prepare a detailed schedule of
activities for each program day.)

the learnlng actlvitles scheduled at actual employer sites. ,//

When a draft of the program plan has been prepared,'the scbool staff
. member should meet with the'employer resource coordinator for the final
e ' pre-operational planning session. At this point, the employer'resource.

'
L4 . . ~—

c00rdinator'3'expérflse will\be especially valuable in assessing the

feasibility and sequencin

pecific learning activities as well as .




the ov°rall structure of tho program. Slncc the preccdlng.pladnlng

- gsesslon, the employer resource coordlnator wlill have had an opportunlty

to obtain lnformation on tho avallablility of slto porsonnol and cqulpmcnt/

Furthermqro. his or her knowledge of the organlzatlon and day-to-day

" functloning of the site will serve to gorrect inY‘valous impracticalitlies

" in the time, location or sequencing of the actlvﬂtlos plan27d.

Usually anylsubstltutions'or rearrangemehts In the program lan which
are necessary can be made at this session, so that further planngng sessions
wlll not be required prlor to program implementation. Thls planning session
also can be used to solve ;ny logistical problems related to student lunches,
transportation, an appropriate mesting place, and the like. The employer
resource coordinator shoujq be given a égpy of the prograﬁ agenda, with all
evislons hoted, so that it can be duplicated for distrfbution to all

participating site personnel, Further questions regarding arrangements for

program Implemen;atlon can be handled most practlcally by telabhone.

5. Preparing Students for Program Participation:

At the employer site, students will encounter sltuations and

-

axperiences which will cause them to examlne'the world o?jwork and re-
. . K » ~ Q
appralse their potential for entering this world, oﬁ*a coq‘lnuing basis.

‘Orlentation sessions should be held before the students are scheduled

-
bt

to‘go to aﬁﬁiw sfte. ‘Ihq primary purpose of tWfse sassions |s to brief
tgem‘on what they will’ be doing and what they should‘eXpéct to learn from
thelr eXpeflénCes; |

bne successful way to ensure that studénts.recelve maximum benefit

from the<;?plorations, Is to prepare them on how Eo ask questions and

what kinds of questlons'should be asked.

B .
A brief outling of sample questiongJs llisted on the following page.

22
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_ 1-12
SOME QUESTIONS STUDENTS SHOULD BE PREPAR‘D T6_ASK
Employment Opportunities |
Which édro.&f are likely to drbw'rdpidly, which slowly, and
which not at all? | '

Where will that growth ocecur, In my community, or elsewhere?

How much competition will | have?
What will be my chances of Job securltY and advancement?
Where wlll.l |ive depending on the ;holces [ maki? |
How many Jobs are there now In this fleld?

Job Search Techniques
What are the access routes into the desired careor?s
What are éhé pferequlsltes?
How can.employers be approached?
HoQ can employers be sufficiently impressed to offe; the job?

How can | prepare for the Job Interview?

Labor Market Intermediaries
Wha{ organlzatlohs and Institutlions operate betweeﬁ employers and

employees to facilitate the process of matching people and
jobs?

Career and Occupational Characterlstic;
What would be my primary duties to be p?rformed?
Do | need special abilities?
What employée Beneflts are avallablé?

What are the entry requirements?

» : . é?c?
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\.C- OPERATIONAL TASKS - T

6. Implementing the Program:

(Opdritlhg the program by having the students take part In
the Iearnlng\fctivltles_SChedul‘g)for each program day.)

When the program begins, on Day #1 and Tltir as nepded, the school
staff member will act as a trouble-shooter, a source of emotional
support for both students and the employer and, perhaps, as

{ . .

al facifitator In handing student questions. Nq matter how carefullydand

horoughly the program has been planned, a certain number of problems can

. . ‘
(6e expected to occur; for example, the students may be retlcent, the

Tearning supervisors may be somewhat tense, or there may be problems In
‘coordinating program activities. |In situations like this, the only
person who Is acqual.nted with both the Qtudehts a'n}th'e employer
Is the school staff member; therefore, he or she will have to
*act as a general facilitator In order to provide a supportive éonnectlon
between the students and employer site personnel.

N

The extent to which school personnel are needed will depend on the

>

-~

confidence and ability of learning supervisors and on the qua})&y of the

-

program activities scheduled, As learning activities and personal
Interactions get under way, school personnel will want to assume a lower
profile. The students will have to relate directly to the employer

. . ' *
Instructors whose expertise will define their instructional authority.

*Although schoo! personnel (slncp they will not be teaching at the site)
may be tempted to leave site personnel holding the instructional bag at
this point, site personnel should fad] free to contact school staff on

any questtions and/or problems.

24
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Onco thc omploycr ha: establlshod an offocnlvo dogroo

of rapport wlth the studcnts. the school staff member will vlsit tho
slte as an observor to mOnltor program actlvlttos and 60cumont hls or

her findings for the future: zpvlslon and improvomont of the program.

7. MOnlgorlng_and Documgntlng Program Actlv[tlos: )

(Dovlslng a progcess to monitor program actlvltios and
document the Fimiings. )

When lmplementatlon of an exploration progrim boglns; tho.QChool
staff member should lttomp;'to caver the eﬁtlro.scopo o% schedufod
aét!vltles. Complete Information on what is really,ﬁapponing on site
is neaded in ordar to compare what Is ;oally hgppenlng to the fntended
learning outcémes of ;he prbgram's d;aper plang." .

. ) 1, ’
The results?of such a comparison can be useful In several ways.

Spontaneou; lnteractlon and lmprovlsatlon by program part!clpants may

be dlscovered to be mare effective and more Interestlng than the program
“activities lnltlally scheduled. Such unscheduled act‘vltles should be
Earefully_documented so that thy can be lntegrated into the revised -
program plan. 6r, participating employers may be found to have an

" Incomplete or faulty sense of what they should,be doing. In a égse ke
this, the s¢hool obse}ver sﬁould note the hature'of.tﬁi’problem for later
discussion with the employer. in otﬁer c?ses, the employer may be
implementing an activity exactly as It was%planned but‘wlth little or no
success., In a case.like this, the subst!tutlon 6f other activities may
be~n§eded. : | '

Often a angle QchOOI staff member will . not have enough time tofglve

a specific site the kind of concentrated and continuous coverage which fs

needed If the program®is to evolve in a positive way. In some pllot sites

. ' )
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filald responsibility has been. dtvldod:Lotwcon two or more program monltors

Although ono4‘chool stuff m.mbor retalns chl‘f rcsponslblllty for kooplng
track of program actlvitles at a spoclflc sl te, othor interested staff

members (alther counselors qr teache!&)“nke twd to four brief monltorlng

- Y

visits each month to that sltq. They report thelr“obcﬂrvationsato the

responsible school staff member who enters their comments on an Exploration

*

Program Observation Regord form.

Since monitoring provl%:s the lnformatloh needed.for revl;Jng and
improving the program, each monitoring visit should be documentsd in a
consistent manner. Pilot sites Bave developed various forms for use In
recording the findings of monitoring a;tlleles. Although thése forms vary
. from school to school, our experience suggests that a useful form provides
space for severqﬁ-klnds of information., Observers should pﬁi'?ge a'conﬁise
‘and relatively o‘jective description of specific learning activities as
they actually occur. Each activity must, at some point, be ‘evaluated In
terms of its effectiveness In:achfevlng explofatlon program ijegtlves.

Specific reComeﬁdatlbhs for change should also be included. The

Exploration Prdgram Observation Record provided here can be used to

document the findings of program monitoring activities.” ’

: [

<

A g

*After a program has been impleménted the first time, complate monitoring
is neither necessary nor advisable. The Initial set of program activities
will have been revised and the learning supervisors will have developed
greater confidence and instructional skill. They will have to deal with
participating students on thel own terms, without the continuing presence
of a schoo! ''chaperone.' .As thé-program contlnues, the schoql staff
member should visit the site only to gather ideas for program revision
monitoring only new activities or those of special interest,

LS
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8. Rovillng.tho.Pngram:-

(Dﬁ;cdss1ng'thl proﬁrlm'Itrinyths'lndﬁwtaknOtttt"idontqf}o6-pn~~fj----;-~3
the Exploration Program Observation Record with the employer :
rasource coordinator in order to revise and improve the program.)

After the first Inpiementation of a program (Its fivst cycls), the
school staff member will want to.mootxwlth the bmployerfresourco.éoordfnqtor
(and other site instructional staff, if poisible)'tq assess the gffoct 'nheisj
of prégr&m activities. If monltdring hﬁs Boen comprehe%slve and well
documénted, each learning activity can be-isse;sed.ln a d&:al]od ana
- meaningful way. +he employer, resoufée éooralnator.w!l{ be interested lnlthe

objective view of the program provided on the Observatlén Record and will be

ablé to contribute the very different a;d-useful Ideas 6f a'prograﬁ insider.

Working together, the people who planned the program initially will attempt

to develop new activitles to replace any obvldgs failures, to expand

sgc’cessful activities, to introduce any gxpct"ll.r.n_ehta_l actlvl.Ies which may ' .
have béen suggested by student interests aqd needs and,'perhaps,'to alter
the sequence of program activities. The work done In this planning session
may be the m;st important effoft in exploration prégram dévelopment.- While
pre-operational planning Is tentative, élthough characterized by many gbod
-(Tf~abstract) intentions, the work done in this sesslqnfls based on actual
prbgram_operatton. Many exploration programs have beea sucéeSsFully and
_extensi;eiy revised at this point. Although subsequent prograh revision

is tiﬂal]y less dramatic, planning sessions to discuss possible program |

revisions should be scheduled a®™ the end of each exploration program cycle.

i
-3
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CHAPTER 11

_ESTABLISHING PROGRAM OBJECTIVES

/s
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CHAPTER 2 - CAREER EXPLORATION PHOGRAM OBJECT IVES

A, EBCE OBJECTIVES

The vast majority of high school stu@onts, lrro:pqctl96 of fomily
background or academic gchloycmont, have had no offective opportunity
to assess their own lhtﬁr;sts, f.mporamonts,{br abilities In torms'of
the demands and rewards of real work. In ;thor WOrdg. thos§ |tdd;nts'
tend to défine themselves solely in terms of peer and parental Bopavlor-
al norms, wlthoﬁt ahy real uhde(standing of how gﬁb!r 11ves might be _/)
expanded and their gbliltles meaningfully appllied In th§ speclial con-
texts of work and the community. The decisions students make regardlnb
their place in these contexts will shape tholr lifa-styles and ldentl~
ties profoundly---yet more often than not, they will l'“sr.efect“ or drift
into a career without any true understandlng of the political, soclial,
and professional realities of the working wor M.,

In addition to these understandable limitations of self deflnltlon_
and career Informatlon, students tend to have a largely unreallstic or
limited view of the nature and range of possible careers. Students
have a vague idea of what thelr parents do to pay the bllls; Fhey have
a llmtted view of Qhat thelr iéachers'do, and they hear,.from time to
time, pfomotlons on speclflc4¢areers---usually presented by someone

with a vested interest of some sort-in promoting interest in specific:

Jobs.
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'Goncrully;'studﬁnts aro-not awari of a largo numb.r of gtho

career posslbllltlos except as thoy are prcsnntcd by tho mass medla:

(

glamorous, amorous- doccors and nurus hurrylng through hospttal corrtdors '

to triumph over a serlos of medical cptastrOphl.s, rook(q,pollcomon
"proving"! /homselves in repeated ;hootFouts; and dofqnsi attorniys
winnfng oj;‘ézip aftor3anothdr.for the good guys. _Thﬁso unrollistlc
carelr portrayals may bo supplemdn;od In the\;tudont‘s awaf.hoss of
career possibilities by a few horolc sports flguros, some public figures
in powerful ﬂ%ﬁltions, entertainment figures, journalists, and thelr
counterparts Ih the media. This kind of career information does not
provide.a factual or personalized Sasls»for career choice and prepara~

" tion.

Thus an gtﬁgptlve career eduéation program shéu‘d be do;igged fb

fulfi1l very specific studdnt needs for: v

1. A sharper and broader definition of each student's
Interests, skllls, abilities, and temperament.

2. A more extenslve and accurate picture of the range
of possible careers and the demands and satisfactions
of those careers.

3. An improvad abl‘lty to process both new self-
awareness and career information for use in
career declsion-making and taking the purposeful
action those decisions require.
This is a very large order, indeed. \for any one lndlvldua], the
accomp!|shment of these goals usually Involves a long, developmental

process which, under the best of clrcumstances, maly-take years and many

people. - Much of this arduous growth process occurs af ter hlqh.school

-~
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and is the result of an accumulation of formative experidénces well be-

2=\ . - . _ oL I, _

vond anything that the richest carear education program could provide.

Such proqram:; thif.foro, cannot rdasdnably bi'oxpdétddnio lniblo"'

students to reach an end-point or hulmlnitlon of carcir_dcvclopmqht.
Bette; objoctlvcs; or atvlqast more reallstic ones, arqfh,lltlv;ly
more modes f In scope: broader self- dcflnltfon‘by'studints“}morc
rat;\hal student doclsion-maklng and actlon, and expanded student
awareness of career possibilities. |

Experience-based exploration programs contrlibute most dlr;éfiy_to
the ‘last of these thre; objectives. They are dosignod to glve studfﬁts
a more extenslve and accurate #lcturo of the'raﬁqa of posslblc,caroqrs
by expanding available learnirig contexts as well qs.éiudept awmfenoss
of career possibilities. Although an explofatlon prdgrdm-doos, of

course, provide experienced useful for both broader self-definition :nd

decision-making prattfce,fthe development of these complex skills will

‘ - 9 ‘ .
_remafn the primary mission of counseling and teaching personnel associ-

. _
ated with the Career Education Program,

.
b

B. CAREER EXPLORATIOR PROGRAM OBJECTIVES ) S

'y , - - .. T
In order to accomplish the broad objective of expanding student

3

avareness of career possibilities, career exploration programs must

meet very specific objectives, In successful exploratlon programs uslng

" the RBS modsl, teaching efforts have been focused on four target areas.

These areas have not and should not be-isolated for lndependeht'

.

. 5;1
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treatment, but &1l of them have been included in career explora-

: _ - . \
tion programs. Learning activities typically are directed to one or

more of these areas to justify thoir bxbonso fn tormi 6( tlho iﬁd

staff involvement, The four major objectives for students lﬁ an ex-

' ploratlon program are:

1.' Understanding the contaxt of the employer or communlty
resource setting.

2. Géttlng a feel for the ranée of activitles In several -
specific carears. o

3. Learning and remembering practical facts about
successful employment. ;

k., Learning how to use facts, observation, and 7‘ ‘
experience fn.personal decision-making. TN

Each of these objective areas suggests many program activities,
More detail Is provided on tables 1A and 1B at the end of this chapter
an; in the discussion below: |

With the possible exception of highly subjective and private pur-
suits such as creaﬁlve writing or tHe graphic ahd performlng arts, most
careers afe defined, and to a large extent controlled, by the goals,
values; and management structure.of aﬁ “organlzaﬁlon.“' The complex
political, social, and occupatlonallinfluences within an organfzation
cre;te a context QLlch a worker needs to understand if he or {he s to
use and relate to 1t’successfully. Ldentlfying and ;xplaining_the |
nature and influencg of the career -context |s extremely Iimportant In
car::f explgratlon. Beyond the very direct impact of the organiza-

tiéﬁ‘l context lies the following teaching trulsm: Students Iearn'moré

3
3

. . a2

’




and fes! more comfortabls on new ground |f thoy-hevo e_eenee of the -v}
''big plcture.' A worklng knowlodgo3o? the.organizational context will
provide them with a frame of reference which they can use to Integrate

isolated facts, observetlon.'end\oxporlonce.
) Al though Inslghts about the orgenlzetionel'context-ero necessary
for the purposes of orlontetlon and wlll later add to student under-
standing of lndlvidual careers, tho.ceroors themselvos must rocolvo the

i

mos t concentrated attention during the course of the program,
The most valuable and lasting learning outcomes for Ceroer Eduoetlon
are those gained by direct exposure to the per?ormenoe of specific
career tasks in typical settings.

A large and significant body of career information may not be
Eead!ly ev[dqpt to students as they focus on the orgenizatlonal\context
and on'the\activltles of speclftc workers. This information Includes
-ooth'factual and procedural data related to Jjob trginlng; acquisi- g
tion, advancement, #nd material benfits. |

Objectives in the first three areas (Context, Careers, and Practi-
cat Career Lpformatlon) center upon the learning potentlelitnherent in
the compositlon end resources of a specific site. )Ih the fourth area
.of program ob)ectlves, the focus Is upon the students---as individuals
and as pdople wno will react to the employer setting. They will need “
and appreciate active assistance from employbf staff participants and ..
school staff In order to operate effectively within a new envlronment

and to process tne-barrage of new experience and information encountered
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there. Careful planning will bring the best of the site withlh thelr
resch. Making the learning potential of the site. useful for the stu-
dents [s the fourth program objective: Processing Program information = ¢

"and Experliences.

Ny Students arrive at an employer site wlth many unexplored apprehen-

slons,\axpeétatléns, interests, and outlooks. l£ Lf lmpdn;‘%t to deter-
mine what thelr Inltial frames oé reference are, In ordi?kfo—makc them
feel like real participants and communlcators In subsodugnt program
activities, By underst;;dlng where the students sﬁand at the outset, -
program coo;dléatbrs will be better able to correct misinformétlon and
to taiI;\ program ;ctivltles to th; specific legrnlng needs of the
students, ‘ \- : _ t ' - - .

As they move through a strange and seemingly-complicafed environ- .

ment, students may have many questions and comments which will remain

undefined or unarticulated unless participating staff members create

a congenial and effective forum for questions and answers., The studehts
will also Aeed help in organizing and integrating the enormous amount, of
.raw Information and experience included In progfam activities. Finally,
fhey must)be alded in apﬁlylng what they haQe lesrnéd to thélr own caréer ‘ - |
interests and future plans; olq career outioéks must be deflnqd and re- )
defined in terms Qf the new outlooks.provlded by the program, o

t, | Figure 3 ltemizeﬁ the kinds of circumstances and teaching Inter-
Vgnpfqng whichlfqpllﬁﬁgtg stqden;rintggfa;jqp and use of prqgrgmllnjr" )
formation and exberlenc;. ' ’ CL
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Exploring careers In an employer site ls in onormbuily cdncrdto.

and compllcated learning experience. It Is not by nature or Inteht,

an academic exorclso,ltho foregoing discussion of program OBchtlvqi

does not,-in itself, Indicate the ic:ual structure of an oxpTBngtlon

program; it merely provides some gUlddllnoi'thch can be used fo
e . ) . .

Identify in a comprehensive and ofdérly wdy the most important objec- -

tlves,of such a program. In effect, it should help program personnel
v ' - : 7 . v
to answer the first quqstibn in program planning: '‘What iInformatlon

/

and experience do we want to emphasize?"

Once the career exploration 6bjeétlve§_?oy your program have
been established, a summary'of those objectives and the objectives of
specific learning activities should be prepared for presentation to

-

all participating employers, , -

S
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CAREER .PLORATION PROGRAM OBJECTIVES

Context: ldentifying the }haracter and Hfsiion.or'en.6r§iﬁi}atlen”7””

Major product and service goals

Organizational structure ’
Essantial resources: materials, facllltles, axpartise
Speclial problems and other Issues unique to operations
Management blases, priorities, and expectations
Organizational Influence and interactfon in the communlty
Consumer access to and use of the orgenlzetlon

Careers: Defining the Characteristics of the worker and. the

OTMMoOO >

Scope of Work
Major career tasks and responslbllltles
Work outcomes in products, services, and performance >
‘Requisite abllities, skills, and temperamental traits
Necessary tools, equipment, and environmental conditiaons
Qutstanding satisfactions and drawbacks of the Job
Relation of a specific job to” the work of the organization
Worker's feelings about the job and the organizational context

Practical Career Information: Facts, Expectations, Procedures

A.

~ -
Job-Specific Information

Requisite training, experience, and ability
Training progrags avallable and opportunities °
for apprenticeships or other preparation ' ;?

D =

Salary ranges, fringe benefits, and prerequisites
Ladders of advancement and criteria for promotion
Appllicability of specific careers in other work settlngs
Current employment outlook for specific Jobs

[¢2 02 IS g VN

StandArd Employment Practices and Materlals
, . . J
1 Application forms and procedures
2 Entrance level testing and evaluation
3. Interview forms and related employer expectations
4

Pérformance evaluation criteria and practices "

“Invtsible Forces and Unwritten Laws” A

1. Notable ''don'ts'' of job acqulsition and maintenance

2. Employer expectations regarding the personal style ahd,
presentation of employees and applicants =~

3, Management attltudes on hiring women and members of
minorlity groups

4. Unlon organl!zation and Influence

5. Tha character and effects of theaFomlnant management style

Flgure 2

. ._ | 36 o /

4




V. Program informatyon "nd'cxphrln‘ncr' R

CAREER EXPLORATION PROGRAM OBJEﬁ*lVES
(contlnuod)

A. Establishing a Climate for Studcnt Employor Coopcratlon
and Communicatlion _ .

1.

2.

Appropriating a'physvtll sbate where relaxed and congenial
discussion can take place throughout the program
Conducting a chorough orlontatlon which:

a. Personally introduces tho employer !nstructor
to the students
b. Introduces the students to the employer in
terms of(’ :
(1) Their career Interests
(2) Their career background and experlonce
(3) Thelr particular skills and abilities
(4). Thelr program expectations - :
(5) ThNgir apprehensions and other initial feelings
¢c. Provides ro for student participation at the site
d. Defines student learning needs and intsrests
e. Outlines prospective program activitles.

B. Monitoring Student'Response to Program Activities

1.

- 2.
3.

Testing and strengthening the students' intellectual .
grasp of baslc facts, concepts, and principles '
Eliciting personal Impressions and reactions

Encouraging questions and responding appropriately

C. He!plng'Students !ntegrate Learning

1.
2.
3.

A )

Reviewing crltical facts, concepts, and principles
I1luminating relationships between experiences and Ideas
Assessing old goals and plans in terms of new career
information and experience

D. Helping Individual Students Use the Explofatlon in:

N —

Defining new career directions

Selecting avenues of future exploration and action
Evaluating program activities

Ut11Tzing the site as cltlzens and private individuals

=

-

Figure 36?5;
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CHAPTER 111 » SITE ANALYSIS

RATIONALE AND PROCEDURE =~ .«

After the objectives of a career oxplo?atldﬁ program have bdeq deter-
mined and clarffled, school stiff_me&ﬁe;l will Initiate thtlslti'analysls
process with site a:rsod%elf During a planning session, they, will survey
site reséurces and lift thbse‘wlth.the:best-potehtlal in terms of program
objectives, Since site analysis is a blg Job and the time avallable [s
generally limited, site personnei have developed the standar formation-
gatharlng'process outlined here. This process [s recomhend since It can
be used In a wide variety of employer settings and bpecause it conforms to
the major progr{n objectives of career ezxplorat.lon. The following discussion
explains how this proéess Is impleméntéd.' | ;M‘\--u~,¢

This procedure Is speélflcally tallofed to the needs of school personnel
who are developing career exploration programs for groups‘of students who
have had little or ho.exposure to the business world, The worksheets, thére—

fore, are based on the assumption that general, introductory Information Is

required which will have to be gathered In a single sessiom, supp lemented

-

by a tour of the physical facilities,

The cémpleted worksheets will provide Iinformation In three dlstincf
cétegorles wélch are directly relatéq.to the program objectives discussed
in Chapter !, Worksheet | Is used by‘scﬁool staff to identify the charac-
ter and mlsSlon of the employer organizatloﬁ. The answers pfovlded on
this worksheet, together supply a general ldea'df“rhﬁ;GbNTEXT 'n which
program activities will take place. Information from the empioyer in

answer to these six questions‘wlll tell school staff what the organization

39
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does, how it ls structurod and which units and services mlght be avallv

able for progrlm use. This informatlon may ‘also sugqcst-flcts, concopts,-
and topical Issues for Inclusion In p?.'s'.n:.'.':"tés;;. orlenting the students
to the orgaﬁlzation. |
WOrkshéots 2 and 3 conéoﬁtfato-tho ittontlon bf'iégbol b§§iéﬁﬁ“ on
the most Important ltearning resources for |ny caroor oxploratlon program=-~
the actual CKRE&BS being pursuod atgyho slte. Worksheet 2 provldos onough _.‘f
space for a complete 1ist of jobs (by career area or departmont) throughout l

the entire organization. -After a complete Ilst of jobs has been dovolopa&,

- schoo! staff members and site personnel should select a limited numbar of

Speclfic Jjobs to’ompﬁas!ze during !mplewenittlon. The selictldnlof_thoso
Jobs can largely be carried out through a process of “el Imiygypeen. The

five broad guidelines .1isted below can be followed to arrive i, a mamnage-

able number of significant Jobs: : . . -

'(1) Any careeys or career areas which are treated in a ¢

substant fve way by other employer programs in this
cluster or in other clusters can be eliminated.

(2) Any careers which are common to any buginess or insti-
“tutlon can be eliminated. Clerical, maintenance, and
other support jobs are usually ellmlnated. -

(3) If site personnel are convinced that certaln careers
will be completely off-1imits for students due to
securlity, union, or safety prohibitlions, they need
not be analyzed on Worksheet 3.

(4) School and site personnel should then declde which of
the remalning careers are most unique or most charac-
teristic of a speciflic site and list\those careers to
racelve special attention in the program.

(5) Finally, the school and site personnel should review

the program objectives and determine which of the
careers can best be used to achieve those objectives, o }

40
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Once the 9uldellnes listed on’ the prevlous pege heve been followed, - 3 | T‘:.:

progrem personnel should heve a llst of oereers whlch lre excellent pros-'

pects for inclusion at a given tlme.h ln order to deslgn leernlng ectlvl-'

tles to lllustrete what these cereers ectuelly lnvolve, progrlm developers-f"'

wlll heve to exemlne eech career In more detall, worksheet 3 cln bo used N

to unearth and orgunlze the toplcs and meterlels whlch wlll be most useful
in plannlng leernlng ectlvltles for each career expd!hre.- Remombery you
are not preparing a definitive job descrlptlon‘for use tn the lctlonerz '

of Occupational Tltles, rether, you are enelyzlng each Job ln terms of

_student needs and possible learning ectlyltles, For eech enelysls. the

official Job title {(and the related career ares or'depertment) should be
entered in the lefthand mergln of the form.
Learning actlvltles which "teach“ students about speclflc careers are

usually based upon major career tasks. ' These tasks become the focl for‘

both discussion and hands-on Involvement The flrst oolumn of. this work=

sheet, therefore, provides space for a list. of tasks (end related settings).

The four remaining columns can.be used for lnformatlon on observeble '.
products/servloes,'eoulpment, tralnlnormeterlals, end any available dls-
plays, collectlons,_or demonstratlon whlch instructors and students might
use In exploring these tesks As thls worksheet is completed posslble

learning ettlvltles will begin to ‘come into focus.

Worksheet 4 can be used by school staff to gather information related

N
L)

‘to the program objective entitled PRACTICAL CAREER INFORMAT!ON. Although -

v ]

a great deal of this Information is provided on Worksheet 3 (under Train-

ing haterlals,'Audlo-vlsual Alds), a great deal.of job-specific and

41



'sovoral typlcal support tervices. At tho lcft- and mnrgln of this form

organlzatlon-spoclfrc lnformntlon can' bc guthcrod from sltc p.rsonn.l In -

f?“f“m‘€°' facllltlos or support s.rvlccs are llst.d whlch utullly hava .

v -

a gkoat deal of concontratod, officlal Information.  Some 'of the rcsourc.l o

': avallable from theso sourcgs are detalled across the top of the form.- To* cot

completo thls workshcot move fr‘er"ft to rlght. asking the k!nds of ques-

" tions listed below:

Whlch of . your Pubtic |nformat|on Officers could speak
to our studcnts about your organization's. services?

.Doos the Public Re!atlons 0ffice have company Iltera- :
ture or other matorlals for student use? : L

Whlt audlo-vlsua! materials and equipment might we use?

qus the Public Information 0ffice ‘avo standard pro-
grams or demonstrations which we might see? :

Frequently, the r‘sour‘ces listed on Worksheet 4 will be: used In . . ‘
orlentatlon activities or In special program sogmonts which deal with ;
the organlzatlonal contoxt or practlcal career lnformatlon in some
cases (espeplally through personnel services), job-specific information
Y be lntegfated Ihto the activities related to séaclf!c CAREEKS.

copy of Worksheet 4 has béon completed to suggest the kinds of infor-

[ 4

mation program bdrsonnel may collect and find useful In planning program

iearplng activities, : _ T



WORKSHEET 1 = CONTEXT: DEFINING THE OROANIZATION

e e M ik

What are the major 90:'! of yéur br‘anliiflon 15 tofnu oft (a) the pro=-
duction of goods and materials, (b) performance of commarcial ahd soclal .
services, (c) community Involvement, and (d) other pous!b!o p vorltlos?

What are the ma jor departments or dlvlllonl of your organ!lotlon. “and
what |s the primary function of each? . .

L]

How are thess departmants or dlvlslons related to each other In normal
oporatlons? !
{

Does your organization have external operations, branch offices,
auxilllary services, or affillates vﬁﬂfh might be Included In the
exploration program? /

What facts, concepts, and toplcif ssues should be presented to students
so that they will understand the work of your organization?

What doscrlptlvo'lltoraturo and sudio-visual aids are available for
use In orlfenting students to your organization?

-
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VORKSHEET 2 = CARTERS: ' JOD

CATEOORIES VITHIN THE GRUANIZATION

DEPARTMENT OR CAREER AREA: -

»

JOB TITLE:

NI, ED. REQ.:

(Funotlon) ___ ..

JOB TITLL:

ra

.
J00 TITL‘:

JOB TITLK:

DEPARTMENT OR CAREER AREA:

JOB TITLE:

JOB FITLE:

33! flTL!z

JOB TITLE: o

DEPARTrENT~0R CAREER AREA:
JO® TITLE:

JOB TITLE:

Jos TITLE:

Jos TiTL!:'
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e e
WVORKSHEET § = CAREERS: - ANALYSES OF SPECIPIC JoaS .
) p N . : : : : {- .
WAJOR TASKS IN THEIA BEYTINGS|  OBSERVARLE OUTCOMRS  RQUIPENT, FACILITIES TRAINING MATER I - AVAILADLE O}SPLAYS,
. (PRODUCTS/SERY 1 CXS) OR SYSTENS AUDI OV ISUAL AIDS. COLLECTIONS,
| DEMONSTRAT | ONS
1 .L.. N
\ C
v ~ .‘
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5
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TYPI¢AL CAR!ER INFOMAT!ON R“OURO

non.n MA'rmALk mo noaws~

" PUBLIC INFORMAT ION

P.R.

SERVICES

POSSIBLE SIT!

SPECIALISTS |

VRITTIN MATIRIALS

AﬂDIO-VIOUAL HATIRIAL‘ s
"SPIPNINT

PROGRANS. DSNONSTRATEONS s
_TOURS:

Y

SERVICES

8-t

STANDARD CAREER ‘INFORMATION SUPPORT SERVICES .
EDUCATION/TRAINING | PERSONNEL PRACTICES &

FACILITIES

of

&

1AL LULLECT IONS,

FACILITIES
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TYPICAL CAREER INFORMATION RESOU&C

Sap AL R
Gk
- PRACL'

R b- '{ N

PEOPLEJ mmm.s, AND. PROGMMS

t;

PUBLIC INFORMATION ¢/
P.R. SERVICES

~ POSSIBLE SITE
SPECIALISTS

| VRITTEN MATERIALS

AUD'O~VISUAL HAT!R]ALS (3
S !QUlPMENT

PRDGRAMS DEHONSTRATIONS l
TOURS -

-3_

Community Affalrs
Offlicers « °
Public Relatlons or
Public information
Officers

Brochures \
News releases -

Clipping file .

Trade periodicals ...

'
dn 3

Dclcrlptlvo ind_prdmotJOnal
films and slldes

Documentary films of
community services

~

p—

OrlcntatROn programs
Programs for public groups
e.9., speech at the
Rotary Club

PERSONNEL PRACTICES &
SERVICES

Personnel Officers
Writers by

Job descriptions .

Job application forms
Resume formats -

Sample tests '
Personne! folders®
Salary 8§ benefit data
Performance/review forms

\

X

Orlentatlion films
rTralnlng films

Standard Intorvicwlng pro-

cedures .
Standard selection process

-Earfcrmancc review criteria

Seminar materlals

-f

STANDARD CAREER INFORMATION SUPPORT SERVICES

EDUCATION/TRAINING
FACILITIES

Vocational Teachers {

In-House Pgofe!!lonals

Tralning manuals
Simulation aids
Sampie tools
Evaluation forms

Training films and slides

Teaching demonstratlbns
Training classes

4

CIAL COLLECTIONS,
FACILITIES

LLIbrarlan&

Archivists
Researchers
Curatoxs
Display Artists

7

In-House Library
Historica! documents

{ Current and past studles

Museum collections
Special displays’

Fllm collections
Slides

1 Graphs and charts

Standing exhibits
Topical displays

Tours and projects \
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CHAPTER |V - DEVELOPING EXPLORATION PROGRAMS >~ 7o
A SELECTING LEARNING ACTIVITIES = . .« Ty

Perheps the most dlfflcult pert of the progrem development ls the PR

\

exploretlon both form and substance. bemonstretlon end ptliot slte per--

connal have dlscovered roughly thlrty-three typee of lnstructlonal ectlvl-

tles which are sspacially effectlve. These ectlvltles cen naturally be
ranged along a continuum of elght oleerly.deflnlble leVels, wlth eech
leve! representing a different teechlog method and serving e'dlfferent
function. Moreover, each level involves leernlng experlences which are
.

progressively more closely related to real work activities and whlcﬁxpro—
vide ever~increasing opportunities for student lnvolvement.

As a whole, thls continuum Includes the broedest.poislble spectrum
of methods and purposes. At ane end of the spectrum we find toe fezher
commonplace approach whereby a teacher provides lnformetlon in a lecture.
At the opposlte end lies the most effective method of career exploratlon'
student involvement In hands-on experience with real work tasks Each
*evelyolth its assoclated variations has an epproprlate function In career
exploration; each has strengths and limitations and each CJB make a unique
contrlbutloo. |

The following outline presents the cootanUm of learning activities,
showing each variation and i1lustratihg lte use'wlth an example from
actual program experience. ‘A close examination of the whole continuum Is

absolutely essential, since the activities and examples It contains will

4 .
be major reference points. in subsequent sections of this chapter.

‘Y



All oft thoso lcarnlng actlultlos and thele nsloclatod varlltlon: havc”"””'
!Kgnlflcant value Each fulfills a glven contont gonl moro offectlv.fy
and economtcally thln"a'héth'e'r ‘but” each hay definite Hmttattom \vhlch
must be rocognlzed: One of the central challenges of program plann1ng
lies In clearly ldentifylng the program objectlvo of the momcnt and -
selecting the most powerful learn|:; activlty fOr Tts lccompllshment._”lf
goals and actlvltlgs ate well matched, deslred learnlng outcomes fol)ow ’

naturdlly.
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1. LECTURE PRESENTATION OF FACTS, CONCEPTS, AND PRINCIPLES (UNAIDED)

J

Purﬁosa:

To deliver basic fastual informat ion

to assist students in understanding

and {ntegrating thelr observations.
and experience at the smployer site.

Probable Use:_

In a class or conferance room

 satting: during inittal orien-

tation, as preparation for active
participation, or as a summary
exercise almed at Integrating

what students have seen, heard, and
done during their exploration activi-,
ties.

" Possible Content:

Slmplo.doflnltlons of an organization's
goals, processes, and products;

An Insurance .company performs X

processes and procedures In order

to provide Y services.

Complex overviews of organizational
structure and processes: The

commun I'ty bank Is divided Into slx
major departments which have dis-

tinctly diffarent functions: ....

Explanations. of major work-related
fssues and concerns:

safety practices, offlce practice and
procedures, the tralning requirements
and benefits of a sgecific Job. '

A presentation by a panel of workers
rapresenting several different jobs
in a single employer site:

A soclal &prker, a psychologist, and
an alde discuss various Inthrrelgﬁéﬁ;;ﬁ
social services provided by the '~
communlty agency where they work.




ot

2. AUDIO-VISYAL PRESENTATION wf‘ﬁ'cougmﬂ _'.av 'A,-. \ECTURER . - s

. .

I 4

© Purpose:

To del1v¢r.necossary facts, concepts,

and . principles using high interest
media which I1lustrate abstract

. informatlon ln - conqr.te, immodlato
.manner,

: Probable‘Use'“*

In a class or conferonce ro6m setting:

during initial otientation, as

preparation for active partictpation,

or as a summary exercise aimed at

Integrating what students have sean,

heard, and done during their explo-
ration activities.

. ' .Advantdges

Can be used most effﬁZthel§ to-
convey very basic introductory

“iInformation in a highly~ controlléd _
settlng away from possible distrac-

tfons and to prepare students for
more complex learning activities,
e.g., to describe a production

_process they are going to oObserve,

to present the legal issues In a
trial they are going to attend, or

to present the rules of a managemgnt
‘game they are going to- play.

I's

”
’ M .
~ | B - . .
Q : o
. L 3

'POSOIbYQ Content‘"'

The same types of lnformatloﬂ provlded
in Lnarning Actlv!ty l

- »Uslng maps, charts, grophs, or
- slmple d.;crlptlvo lltcrature

_-  Uslng sl!dos. tapa;. photo-.
exhlb\ts, th

- Uslng sh’ﬂlms about the

. organlza , chief concerns, or
actlvltids of a speclflc omployer
site.

~ Cautions . - : .
Although students wfll pay careful B
' attention to audio-visual materlals
(1f reasonably intsresting and current),
they quickly lose Interest in unaided

lecture presentations.

" Lectures cannot communicate the actual
experience of work.

—a



'3, BIRECT STUOWT ORSERVATION Q.:M_op\»__wﬂ‘o WORY ACTIVITIES -

e -
N . X RLIRERY

.":mis-"aw :
. nOVe mm: ' d tho mm-
Tons of faatus ln ormation late

the agtusl work envirenment; to pro-.
vide them with high impect demon~
strationsvof }ob dutles, quth_ -
and prosssses. .

Proboblc Use:
i npprepr!utc work. settings u\d/or In
. ‘8 classroom ares whers simulations,
' supplementary lestures or dl:euulom
can be held,

Adventages

. . -,

Provides a good ‘ovarviewirig technique’
with Increased student activity and
moblllty, greetar stimu)ation, ane.
more stullent. fnvolvement question-

ing, touchlng, eéxamining, and

observing which makes tha progrnm
cont:nt more concrctc iy .

. , " The variatlon: littcd for this =
' : learning activity extend studant

understanding by providing pro-

yressively broader opportunities

for student participation In real

and simulatdd work activitiaes.

S

Demonstrations can be used to
teach baslc occupational skills
o : Lf the students are glven an
Q . opportunity to apply what" thcy have

EMC + learned Immedlately.

Aruitoxt provided by Eic:

“Panisle- cennnu R —

-

v ? n
[ S

~.Ahvalk. Md M‘ ncy onr-ll.htly"
tour of the wheles operatien: -
Studants meve rather quukl‘ through -
six departmnts of a ty, bank
atrer 4 briv? tmwimoﬁom

- Altry lt. M‘H Ylke Me' lnnm,lvl
tour of a faw seleoted drool_. wlbh

" planned omrmultlu for:

The cm%utlon and h-ml\lng o!
oqu!mm

- bmnnntlom by site p.rnonno! -

Casval. nudontfwo_rur oonvorutlon

'tlupic task trials by each student

- $tructured teaching demongtrations
whareby workers show the students
where they work, thelr aqulpment,
nnd ma jor work actlvltiu.

: An, X-ray technlclan ‘takes, dcvclop:.
and reads a chest X-ray, commnting
on the process as hs or she goas
along.

- Students observe employer Job-tvaining
classes and particlpate whare po::lblc.
Students Obsarve an Introductory
class for trainees and participate
In. discussion parlods at the
Invitation of the Inttructcr.

;.Enploycus :Imulatc a round-table
declslon-making meeting which s
" typtcal of thalr work: ’ .

Soclal workers review the flle of a
fletitious cllent end .decide on an
“appropriate course of action,

po::!bly with studeht partlclpotlon

- Studcnts Obt.FVC_I raal occupstional
activity and participate In a
follow=-up discussion:

Studcnj;’ob:crvc a criminal or clvil

trial, a vetearinary examinetion, a

surgical procedure, the taping of e
"YV or radio show.

Cautlong

Although tours do not result in
specific skills or far-reaching
learning outcomes, demonstrations can
be used to illustrate step-by-step
activitias end processes. .

$imulations require a great deal of
prapatation, in1brpr,}aklbn, and
explanatijon.

»
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"L SUBSTANTIVE DISCUSSION BETEEN LEARNING SUPERVISORS AND SHODINTS

qupOlc:

To glve students an opportunity to
shape, artliculate, and Integrate

, slgnificant sxploration infor=
mation - and cipcrloqcor

Probable Ulcz
I
ina c‘lll or confcrcncc room set-
ting before and/or after such
~activities as taurs, flims,
simulations, hands-on particlipa-
tlon, etc. )

- .
~» Advantages

Encouragestoral partictpation as well

‘. as the more intellectually demanding
procassing of Information and ex:
perlence by students. '

~Group discussion Is the most powerful
method of helping students to under-
stand, remember, Integrate, and per-
sonallze ‘what they have learned.
Discussions can by tallored to
specific topics an y last any-
where from a few mintyes to an hour
depending onh -the topl¢.

8

Po:llbf; foﬁtcntx

- !xehlngtl of factl. oanlonl and
sxpactations: Learning supervisor
-asks sach studant--to comment on his
or her caresr’ |xplorlt‘on dct‘vl-
tles.

-« $tructured questjon and answer

" sesslons Qeared to reviewing.
activities or_to establlishing
¢ritical factd, concepts, of prln-,
ciples: ldcntlfy.;hrc. Jobs you
observed today and tell us the
major responsibliities of each Job.

- Gulded guestioning to deterpine
student reactions to thelr ob-
servation® and experience In the
employer site: Would you llke to
be a bank teller, a data processor?
{(why? Wwhy not?)

~ Systematic discussion designed to
engble students to assess; sum-
marlze, and Integrate thelr -
Impressions angd experlence: Think
for a few minutes about all the
Jobs you have seen here #nd then
tell ug which of them are most
closely related to zogr Interests
and abilitles.

- Oral_prcldntatlonl by students -
featuring thelr asswssments of work-
related activities and/or problems:
Each student |s asked to give &
two-minute presentation cvaluat?ng
the effectiveness of program actli-
vitles,

Cautlons

Inltlally, students may need to be
encouraged to take part In dlscusslons
pulded by the learning supervisor; as
the students become more expariencaed,
thelr confidence wl !l grow and they
will -become Increasingly willing and
abla to make meanlngful_conkrlbutlpns;>



‘ l

adhaas

5. BASKIC'SKILLS-DEVELOPNCNT PROJECTS USING SITE RESOURCES

L

To teach specific basic'skills and

Purpose:
’ “

demonstrate how they are related
to spadific work activities at the
employer site.«

. Probable Use:

In the employer sltc,;‘s emp loyer=
assi@ned homework to be disqussed
on site, or iv a classroom to
follow up exploration activities.

Advantages

Enables students to bécome ''workers''
in terms of axploration activities
which are related to gareer per-
formance but which do. not require
job training, the use of expensive

equipment, or a great deal of staff

time and energy.

Career exploration activities

cover many toplics that can be used
by students In assignments for
other classes, e¢.g., as the subject
of a papér for an English.class.

Possible Conéiht:’ :
- Studon.l.ﬁi;nohﬁjofif .dhfbmiﬁi'tb: 
‘s0lve Math problems: Employer '
helps students to calculate the

. - quantity of sulphur by-products

_found In antl-potiution equipment. .

- Students use simple raseprch methods
to explore questions which arise on
site: Employer helps studepts pre-
pare a simple questionnaire to be
administered to their peers and
analyzed during a subssquent program
day. : . .

- A soclal studles teacher or guidance
counselor assists students In
researching and reporting thelr
findings on a sitq-related toplc:
How has the union'movement influenced
personnel practices in the skilled
trades? :

v : Cautions - »

Although many careers require
extremely high lavels of technical
¢ and analytical sklills, projects cax
' be used to Introduce them to the kinds
'of skills neaded for specific careers.
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6. ROLE-PLAYING AND PRBBLEM-SOLVING GAMES 5N6’ik6)t§?§f°"'

Purpose:

To allow students to participate
in highly Imaginative, personalized
exploration of worker roles and
major organizational issues, such

-~ as human relations, budgeting, w

management strateglies, etc.
Probable Use:

In seminar or.classroom, following
such Instructional activities as
lectures, discussions, or demon-
strations.

Advantaggg

These action-orlented activitlies are
both convenlent and practical since
they require no speefalized setting,
training, or equlpment.

Can be used to acquaint students
with site and/or 2ob-speciflc
tasks, problums,\ nd procejses
(e.9., declsion making) and move
,students closer to real work
expariences,

5!

Al

Possible Content: .

Studonts lolect Qnd work out 2
typical personnel problcm or .
potentlal conflict which has bocn
stated hypothetically: . Unien.

‘spokesmen, management represent ;Ivcs,
and an arbiter n-gotlato tpo te
e naw c0ntraet. '

of

Studonts work as a grodp to draft\a

personnel pollicy doslgncd to |
establish falr criteria for promoyion
in a specific job category.

Students draw up a hypothetlical
budget for a specific site and then
check thelr guesses against the
actual flgures.

»
Each student creates a simple product :
which might be used to advertise one
aspect of the site which he or she
cons idery particularly striking:
With the help of a public relatld\s
speclalist, each student writes a
news release describing a favorite
200 animal,

- Cautlong

Games should be designed to hold student
interest and to provide students wlith
an opportunity to apply the Information
they already have on speciflc jobs or”
sites. -




vt
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urpese! . o -
To allow students to apply thelir
know|edge and experiense .te tasi
whish epproximate the shallenge

and satTpfaction of real werk, = .

e
Probable Use)

in & staged or real work setting
=after reselving Informatien end:
following obsarvational activities,
using minimal prope, -

]

Advang' ages ~ |

Can provide students with
opportunities to carry out tesks
using res) eqyipment, with real
product or service outcomes.

Although they are still not ''the
real thing," thesse activities
enable students to experlence a
very close approximation of some
Jobs without- Interrupting orgenl!-
zatlone| processes end wlthout
belng exposed to potentlal safety

hezards or lega) Infractions. .

M"'“W“"

+ Students teke turhs rrhﬁrhtm e -
simpte task With minlmel oquipment:
Use the Selger asunter te ledats -

© supply room: ..

Spoten s parferm o loglsal sequenss
L ]

tasks whish represents teversal
mejor dutias of & glven Jubt veing
o wa)l aenfarence roed supplied .
with & selection-of food samplon, &
microseope, end oo refarenss fext,.

an F.0.A, entomolegist suparvises
the studehts 8s thay prepars elldes,
tentative by 1guntify eonteminants,
and ehack thelr findihge, . '

- Students prepare and endft 8
ll’n!flcmt oasupat lone thvity
which Involves the Imaginary
mastery of severs! interrelated jods
or procadures: Ualng actusl case
histeries, students seript, cast,
and conduct a mock criminal trial
(to be video~taped and critiquad by .
an ;ttornoy or o paralegal speclal- .
fst). - '

To get concrete information on
hiring progedures and Job raquire-
ments, students take a sample
employment test, fll| out e real job
epplication, and participate In
Interviewing a "potentle) wmployee '
with the asslstence of & personnel
speclalist. T

- Students pertlalpate in ''Interlock-
Ing' simulations which show how many
lohs are invoived In e flrm's
production processs Studenty use

" thalr own visit to e local newspaper
as the basis for a feature story *
which they write, adit, set, ¥nd
"help' to publlish,

'

~ N, CGautions

In sltes whers dengerous, complex, or
high-secur ity operations are carrled
out, simulations may be thw oqly kind
of hands-on expérience that can be
provided |m a car’fr_oxplorﬂtlon
progrem.

%
<n .
Ny
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8. PERFORMANCE OF REAL‘'WORK TASKS WITH REAL WORK OUTCOMES

AR aea s

- Purpose: " Possible Content: -~
To glve students firsthand experlence - Studants provide asslstance or
with the demands and satisfactions. of su'port'rn‘obtorvhr/appr.nt!co
real work ro?at!onshlps with employees:

Probablo Ule

In & program site, after considerable ‘,phon.,
orientation, observation, and super-. '

vlsgd practice activities.

Advantages

Thesa are the most effective
learning activities and have the
greatest, most lasting Impact .on
subsequent career declislons.

Typlcal qutlies mlght tne)ude typing,

|- fi1lng, cleaning equipment, regord-.
' ing data, and nnswcrlnq thd ‘tole-

a

- Students assume full responsibility
for handling one important duty of
the employesas they work with: One

- student handles counter saley In a
small retall store.

- Students render a full range of
services under the supervision of
professional workers: One student
studifs models, gathers materials,
and designs a display window for use
in a clothing store's fall sales
campaign.

Cautions

4nisome sites, the performance of real
- work tasks by students may be extremely
difficult to arrange.’ .

l |
‘
[




Tho fortgqlng outljnh was prcoonttﬂ (h ldontlfyw *tura ond rnngo
o! purpolos of ooeh t‘;o of loarnlnn oqt!vlty. Th)l outllno o\sb ouogoitt.;
lmp!lcltly. how these act!vlttal nuy bc llnkcd to ro!nforc. oach othor mott

-offoctlvoly._ The followlng dlscutnlon pravldtl more- oup%te!t !nfarantlon 3 513i?7}3"

on how the vartous learning cctlvltloo can ba usod most uffoctlvo\y to r0~ |

%

lnforc. .ach other.  ﬁ' ~ _ - S “,”w  f'l ﬁ~

8. SEQUENCING LEARNING ACTIVITIES
Esgabllshlnq meaningful activity idqdoncos_ls-ﬁohorally 66. of tﬁd last
steps in pti-oporitlonal p}dgfim dovo]obﬁoﬁt; l!f thls_!mpértanf lfop }i.
neglected, students may view ,It‘f.xplorattdh as'a'loo;h la|omb1igo of
scomlngly unf.latod activitlos.\ For oxamplo,.courtroom observation |s
.lways popular, since trlals Inovltably Involvo lntorcsting humon tntnr-
actlions. Studonts may not, however, associate tholr ob;orvation of such
_raal-llf. dramas w!th the rolos of partlclpatlng logal porsonno\ or with .
the procoss and machlnory of tho crlmlnal justlco system,
Since site Instructional staff may bq lntlmatgly familtar with their
Iﬁdlvldual rosp0nstblf1flos alone, they may not be able to stlst :tudohts
in unddrstahdlng these connectlions; thor;foro, such coﬁnoctlons should be
stressed in the design of the program .The ciroful loducncing of activl-
tles should minimize omlsslons of this type while lntonslfylng the lmpact
of spcclflc actlvlttqs.»‘Tho relatively slmplc and widely appllcabjc
rationals for ioquonclﬁq'prosontod_hhrc suggests a fqgsonabld way of both
providing » “sapor-itructurc“'fof the okploratlon progrim dﬁd schedul ing
tﬂ;'vaéfbus agtivities included In each segment of tho'prbgram. g
o/
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Tho'idﬂbihélhi'6?'pﬁ6§?iﬁ”i¢i191€liiiBfiiiﬁiia"hififli based upon

“the four phases of learning discussed below, | ’

’

'Phlsi 9 Studinti'irrtVIhg”it i'llt;i‘ﬁéduhibf"i'itfihgi'ithfbhm(nt“

and a numbor of new poopl. whose rcspongos and actlvltlas pcldom conform .

to thclr expectations, Beyond thnt "ttrangonoss" Ilos an apparent gulf

betwaen student knowledge and oxporlgnco and the Intclloctual¢nnd prlctigal
_ A . b 0 _ ‘

eoqcorns of site pcr:éﬁncl. Some students miy. ln‘fact. haQ. a(éfﬁaf d‘l‘ !
of pc?sonal Interest and knowledge which Qlll bo usifui tn ;hclr dxplofatfon
activities,” but thcy may not reallze thls and they may not havc dccldcd how
much of an lnvosunont they can, or want to make ln the nxploratlon program,
The flrst rcsponslblllty gg site pcrsonnol ls to HELP SfGDENTS FIND A

PERSONAL CONNECTION between themse!ves and the slte pcrsqnnnl and thelr

chosen carears. Effective employee Instructors, In thelr inltial encounters . |

with students, help the students to rcla;e their own knowlcdgc,_lntcrcsts,
and values to the teaching focus of the site.
A few basic questions which lead to grbup disqussion may provide

students with the personal connection required to make their site activi-

‘tles more meahingful,

§|te staff may also use audio-visual alds pf demonst;ations'to Relp
the students develop a stronger personal connoctloh to, or interest In,
site activities by appealing to the needs, feelings, and Interests of ih?
students. In other words, the lnstructbrs.muit b:gln thofr work by en-

couraging the students to establish a personal connectlon: batween them-

selves and the program,

63




", Phase 11 Befors procesding with scheduled program wotivities, the

~ students may need to have such abstractions Illustrated l?.cgncrotd ;ZQs.

<:jj‘3_vc_ -y o  -  ‘1.{2¥;

Instructor must also dellver a bodysof'aiipntfal f.et:‘dnd éoqfipti‘.l . R
provide students with a shared background of Information for use In thelr

subsequent actlvitlii, 1.y, the Instructor must hplp,:ho students to

ESTABLISH A KNONL!DGE.OAst es & basls fof'pfoqrqm exper lence and anolvd-

m.nt. .‘ >.> ' . . . . | ) ‘. t }
Lol ‘ ' . ' .

" Generally speaking, the first two types of l.irnlﬁé ict\vltl;: -
_laéturos ind_audlo-vlsucl prcsintafions -— arc thi mo:t'ocohomlcai ways of

helping students to cstabil:h a KNOVLEDGE-BASE. These activities can be
supplemented and extended b;{diroctcddlscus§10n;.

Phase I11. Although hbitract doflhltlons of facts, coﬁcipti. and N .
principles are nocosiary bo(nfs of dibnrtdro in dovcloplng,undcrstaqdl;g{ ' |

. -
The third step In structuring an ixplbritloﬁ prdgfam involves thg_do' n-
stratlion of such ibstriétlons. The many optloni'outll?'? under Learnfng}
Actlvi;y 3'-L tours, démonstratlons; observations, and iimulltibqs'-- pro-
vide many opbortunltlos for the CONCRETE ILLUSTRATION OF ABSTRACT ELEMENTS

IN THE KNOWLEDGE BASE,

Phase |V, Aftor making & personal connoctlon to the program and .
developing,a knowledge base for which abstract concepts have bgen con-

crefély I1lustrated, students will be both ready and éager to APPLY WHAT

THEY HAVE LEARNED. The ''heavy end of the actlvity contlinuum,' Learning

“Actlvities 4 to 8, offers approximately 15 activity options of varying

complexity which are progressively more cloioly related to real work

tasks. All of these activities provide students with opportdnjties to

- apply and practice what they have learned,

-
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learning activities: .from lecture to work tasks, frem abstr{pt concepte _g'kW‘
to appllcatlon, from ldeas ebout work to work ltself " The f61low!n9 out'! |-
1ine shows the four phases of the leernlnqlsequ:nce, listing under eech |
descriptive heading the leernlng .ctlv!tlet whlch are most llkely to be
"useful durlng that learntng phase. :

PHASE I - HELPONG STUDENTS ESTABLISH A PERSONAL CONNECTION TO THE SITE

Leerning Actlvlty 3 - Direct Student Observatlon

Learnlng_Actlvlty b ; substantive DJscusslon
PHASE |1 - ESTABLISHING A KNOWLEDGE BASE

vLeernlng Activity 1 - Lecture Pfe;entaffon [

Learning ActiVItlk2 - Audio-Visual Prelentetion |

Learnl'ngi_ Activity 4 - Substlntlve Discusslon . - T | .
PHASE ' 11 - ILLUSTRATING ABSTRACT ELEMENTS |

Learning Activity 3 - Direct Student Observation

Learning Actlvity 4 -~ Subst?ntlve Dlscueeien"

PHASE IV ~ APPLYING WHAT HAS'BEEN LEARNED

Learning Activity 5 - Basic Skidgs Development

1

- Learning Activity 6 Role-PIaytng and Problem- Sovlnng '

Learning Activity 7 - Simulation of Real Vork'Actlvltles.

Leagning Activity 8 - Perfermence of Real Work Tasks

3

Learning Activlty L - Substantive Discussion
This presentetion'ls, of course, a rather radical simp1lflcetlon of
the compiex and sponteneous;learnlhg proceSethch occurs In effectlye

programs, 1|t_should be u as a general\guldellne and not as a format.. L

+
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which must be cxaétly followed. The Appondtx In this Hondbook contalns

samplc program plans from tho pllot sttos and domon!tratlon slto, Al\ of
R

these progrcms have been In oxlstcncc for a volr or moro and thor.for,.

have been COﬂt‘ﬂUOUIly monitored and ovaluatod Thos..progr.m..w.r,.nQQ;'”'""'

worked out In tholr final form In the’ lnltlal pro-opcrattona‘ plannlng

| sosslons. rather, careful obsorvatlon and ovaluatlun by tchool porsonncl

B

made It posslbl for the flnal programs to be dovolopcd In such a wuy

that they now ovide cffoctlvo carocr‘oxploratlon oxpor[gnco_for students,

¥
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"wlllrlater provldu the mnjor basls for program rcvlllon.

"critertd in the same general way, the resulting average rating will pro-

7 CHAPTER V - uom'rdmc !XPLOMTION r?,oqws' C T

onnoamg Agg gocuneg ING. mnm M

Much of. tho substontlvd Improvcmont of an cxplorltlon proqum wll!
rclult from monltoflng tho program. *hls chaptor prosonts a procosa Sh't
can be used to organlzo the obsorvatlon. and rocommcndatlont mado by pro-.:ﬁ"'

gram staff who monltor tho program. Thalr lmpr.sulons and Focommondqctonc

A ;uccessfu} exploratlon program_r;qutfcs contlnuing,dbsgrvatlon,
evaluation, and revlsldn. Counselors and teachers, with specific

knowlédgg of student needs and experience In:-curriculum development, can
brovlde vaf\pble assessments and recomhandatlons for program revision,

Based oﬁ dlrecf observationh of program activities. The Exploration Prggram

Observation Record proewdes one method which could be hscd to colleét.

first-hand information to be used In evaluating the effectiveness of cur-
rent program activities aﬁd detefmlning what changes should be made In )
those actlvitles.

In Part | of this form, obsarvers can record objectlbe descrlptiéns'

- of program activities and their associated learning objectives. Part ||

provides a llst of evéluatha criteria ahd-a sectlon where each activity

¢ .
4 N A

can be rated-in terms of each criterln‘r A slmple average rating can
then be clrculated for aach actlvl:y and entcred ln the designated coiumn
In Part { of the form. |f all program obsetvers employ the evaluation
vide a very useful method for comparing the effectiveness of various

. ‘ S

learfing actiVities from one site or cluster-to another. - ’

68
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Part 1 of th. form can bn ulod to lllt thc outltandlng strnngths
"~ and weaknesses of the current prdl%nm and makc rocommondatlons for re-
vtsIOns. This scctlon. completed during or'soqg Ift‘f aetual program

obsorvatlon, may later .be u:od as a basls for dlscusslon whon school and

omployof roprosontatlvos meet to ovaluato lnd modlfy tho .xplorntlon pro~-

. gram. The final scetlén of the form (PART (V) can be usod to rccord tho

nssdlsmont of program strongths and w'aknes;cs by omployor porsonnol and

L d

to document proposed changes in program activities.

No matterrﬁow"fﬂproughly a program has bocn planncd before actual
Implgmentatlon boglns, Its affectlvcnoss can bc Judgod only when the
students and omployers actually lnteract.’ The scopo of future program .

._ activlties will depend almost entirely on the quallty of thelr mutual

. effours and the Judiclous reports of rclatlvely ObJOCUVC °b'°"V°"3 ﬂ“; “. o ‘

'!hjﬁsxgglgﬁ_gggggg can be used to support a strhtcgy dasignod to focus and

-

organlze lhformatlon and recommendatlons for pdslt!ve chango.-
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. I EXPLORATION PROGH ERVAT10N RECORD. o . C

~SITE: X BSERVER!S NAME: . 4 ,
; — —| POSERVERTS NAEY —YTRE SESAV: -
v - CLUSTER COURSE! ' - DATE OF OBSERVATION: ' TIME ENDED: .
DESSRIPTION OF ACTlVIWGSERVED | - | DESCRIPTION OF ACTIVITIES OBSERVED
FIRST ACTIVITY : THIRD ACTIVITY
. N -
- ‘ ;
© SECOND ACTIVITY A | | FOURTH ACTIVITY
T AN
% “w
X | CRITERIA FOR RATING ACTIVITIES ° S tst Actlivity .| 2nd Activity |
s , . 1 .
Q o Al . - i
i .Relevancy to Pre*establlshed Learn!ng Ochctlves . S R
- Q : N R . J
Y v K& - 1. .
§'; Richness in Faots,-Concepts. Princlplas_ . N S - R
o  eremetepem: S\ . L
o .
25 Rlchness in. Interest Level . * -
9 . . » -
0 \
S Quality of Student Prcparatlon "‘"L«)
Student Verbal. Responsrvenass ‘
v ‘ ) . ‘ R ! ,.‘ - T :\.3‘,‘ .Y
_suudent Non-Verbal - Respoq;lveness L _ . - L ‘i;;,‘?‘ e Ce
Degree of Hands-on Experlence R Lo e L N
Empioyer MotlvationéResponslvenéss ;
Effectiveness of Employsr Perﬁprmancis , T,
1. 'None o 1) Total - N
2. Minimal - (2) No. of criteria rated A S 3 -
z.' Somewhat (1) + (2) = Average Rating [ S T . ' T . .
‘4. fonslderable o X | - o - i ‘ N L B 71
5. Supertlor I : L o o o o o A
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III. OBSERVATION ASSEJSMENT AND RECOMMENDATIONS

IV, NRCOKD W7 PROGRAN REVISION MERTING

c PN . Y . o . BRSNS
ST TR T . . . L - o o
e s atime -y y gt

N

e

(A) Strengths of Current Program:

o~
>

rd [ T

i e 0

) lqplbycr‘l A:lelﬁinnt'og Progranrstronltho:

w
T

(B) Weaknesses of Current Prokraﬁ:

! L

—

(B) Employdt‘l_Ahicuiinnt 62.Pr63ran Weaknesses:

/.

o 4
1

v
(C) Recommended Extensions of Current Activities:

i . LR
[N " P . \ o .

(C) Proposed Extensions of Current Activities:

o | ot

f

’

i

%-S

kD)'Recommended Delet4ons from Current Activities:

-

"

(D) Proposed Deletions from Current Activiti.nh

L4

-

(E) Récommendcd Additions to Current Activities;

L]

(E) Proposad Additions to Qurrent Activities:

N

.
' 2 -

\]‘
[
-
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CAREER EXELQRAA$9N AT_THE_ FOOQ»AND ORYG ADNIN!;TEATIQE

(GOVERNMENT SERVICE CLUSTIR)

DAY #I

3

Orientation Leétuf.: D;flnln the Goal;l‘Structurt,'
and Processes of the T.D.A.

‘ -

% Role of F.D.A. as a Law Enforcement Agency
. \
N Organization of the F.D.A. (using chart)?
Hlsforv and Development of the F.D.A.
. <

The 'Project System'' and "Regulatory Programs'

Question and AptWer.Sessldp on Lecture Presentation

Career Exposures: ]hv%st[g,tor;'lnsgpctor

.A. Lec£uro‘on thelr

| D;lly Tasks ind Activities -
Resbonslb!lttles. |
Authorlty

B. Film - "How to do a Bakery Inspection"

C. Demonstration of Typical Uses of Equipment and Materials
Polaroid SX 70 lnd.Close-up Lenses

Professional Diaries, Notices of Inspection, Forms

D. Practical Exercise for Students )

Students take Inspactlon snapshots of sample display
materials

E. Lectura-Demonstratlon on Sample Collacting.

-

75

SAMPLE .)"-\ 1;~

\,mmmm

. 10:00 A.M.-

-2
> >
:x;-:

o w
QO w’
oo
> > -

noon

n




L 4

DAY #2

F. Practical Exercise for Students

Lecture Preparation 'for

- ”~ ~
P L

Students use avallable.display materials as
official samples and complete, the appropriate forms.

o . ._,/’/”
Inspection by Students

~

Simulated Baker

PSrpose, Scope, Authority of Investigation
Checklist for Investigation
Related Vrlttqn Reports

Students Divided Into Two CdmpotIng Teams

Students Inspect Simulated BakquﬂEitablI:hMaht

Role-play Introductlon to Owners (played by-F.D.A.'
Investlgators)

) «
Ident ! fy Contaminants

Collect and Prepare.Simples for Labofatofy Analysis

Formal

. £
Complete Official Forms : S %g

Document -Inspection Investigation with Polaroid SX
Snapshots o

S

Preparation of Sampes Collected from Simulated

Blkery

Inspection

Container Placement

Offlicial Identification

76

e
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noon
v A. Lecture Presentation on Possible Violations
B. Discussion of Drug Inspectidn Techniques B 5
C. Slide Demonstration of Fleld Drug Inspect lon
D. Fllm - "Safe and Effective Pharmaceutical Manufaéturing
E. Practical Exorclso' Students participate (n a tralnlng
simulation (designed for F.D.A. Inspectors/Investigators)
by listing violations apparent in the fiim ""No Margin for
Error, Part I' and then check thelr responses against the
correct findings presented in Part 11 of the film. _ ’
Flims on Hazards of Drug Abuse 1:00 P.M.~
. 2:30 P.M
/
""Quakery"’
""Mind~Benders'
. E
Discusslons of Films E
rl \ ( ..
Paraprofessional Investigation/Inspection Careers 2:30 P.M.-
— - , L:30 P.M.
Sample Custodian
Import Technician
Supply Clerk
Representatlves from each of these career areas
discuss thelr work with the students.
DAY #3 -
Carsers in the Laboratory Sclences: 'Cheé]it, Eptomoiqg}ét 9:00 AM.~
" ] " . v v . ‘noon

Tour of F.D.A. Sclentific Laboratorias

T > o
KX
N

Lecture-Discussion on:
Purpose of Laboratory Sclence In the Work of_the F.D.A.
.-

7



DAY #4

Laboratory Processes Used to Analyze Samples

Collected in Field Investigations
How to Write up & Laboratory Horkshiot
C. Practical Exercise: -~ . .

14

! , : ¢ )

Students édmblot. laboratory worksheets for
their samples .

Students [solate insect parts from thelr con-
taminated samples and prepare microscops s|ides

‘ .
They examine the s!ides under a microscope to
ident!fy contaminants using a referance book key

They.contlnue their use of microscopes, using
human and animal hair samples

{

Slide Presentatlon; "Insacts as Food Céhtam!natorg." N

~

Lecture-Discussion -~ How the bliology of insects determines
the laboratory tests used to isolate and identify food
contaminants '

Practical Exercise: Students write up their microscoplic
study findings and prepare a report to be given to the
Compliance Officers on the next program day A

»

[ 4

Lecture-Discussion on the Work 6f Compliance Officers

Al

Review of Compliance Activities

Definitions of ''Seizures," ''Warrants,' and
"Prosecution'' oo,

“©

Possible Regulatory Actlons

Practical Exercise: Students prepare thelir simulated ¥
bakery inspection for regulatory action

78.
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Lecture on- th.‘yprk of Publlc Affalru Off c.rs ln gb

F.5.A.

v

Dutles and rcsﬁons1b1litidi

Relatlonshlp to other F.0.A. branches ”:

Fiim frpaPthe rubnc Atfalrs omc. - "'lnd the
Label, Sot a Better Tablo” : o

Careers In Rldiolqgjcal'Health

- A. Lecture on ''The Nature'of Radiocactivity'

B. Mlcrowaue Ovgn Demonstratlon (lllustratlng dlfFarent
types of radlation) :

.C. Simulation-Students learn how to use simple Gofgér“)

Counters and are asked to dlscovor hlddon sources
of radiation

Lecture Presentation - Informatlon about Clvil Service
Employment ‘ '
G.S. Ratlings ﬂ

Salaries and BQneflts

Fraining<;%g_E&gerlence Requirements for Careers

Explore the' £.D.A
. N “ T -
Wind-up Question and Answer Session
T
) {Q' ' L
]
-
¥
¥ ‘
N ]

S w

‘16:3b;A.N¢-
e

\“t - .
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SAMPLE

S . 2 ’ : T .
. . . : . .
) -
L 0 / \
. . .
.
. . 7
. & Lo . .

CAREER EXPLQR&TLON AT THE‘PHILADELPHQ&‘FREE-LliﬁAﬁY

~ (COMMUNICATIONS AND MEDIA CLUSTER)

DAY #1

— - \,
. ! . L]

Personalized Tour: One or two students accompany asingle
site Instructor through different sectlions of the library.

- The lastructors get td know the students and assess their
interests and needs. At the end of the tour, the gulde

~allows the students to choose one or two paperback books

- which will be‘used In a book display project on Day #4.

Lunch: Students eat lunch with thelr guldes, disqussing
‘what they have seen durlng the morning ahd the naxt
activity scheduled.

Students Become Film Reviewers: Ths Instructors explain
L - the goals and technlqués of flIm reviewing and hand out
. review sheets for each student to use In writing -

critiques of several short fiims. After reviewing and
comment ing on each, the instrugtors guide the students
In a casual discussion of the films, focusing on the

. critical question librarians must;answer *'Should the

. llbrary purchase thls fllm?” A

DAY #2 - . o )

Students are divlded into two groupé which alternate betwgen
two speclial projec ”Using\Newspapers as References'' and
"|Interviewing fo areer:lnformatlon 7

explains and dsmonstrates the use of migrofiim readers

to search for jnformation. Students are then asked to

find out what was happening In Philadelphla on the day
~of their birth. (A sample’ student response form follows
“the program\plan S

\\) Using Newspapcrs as Reference Sources: A llibrarian

Interviewidy for Career Information: Students develop
an interview form and select two |ibrary departments in
- which to search for answers to thelr questions. Each
' o ~ student tHen approaches one worker in each of the two

dqpartments K student or a librarian takes Polaroid
snapshots to doCument the Interviews.
~ 3

Q . oot 80 .
. ; . T '

= —

9:00 A.M.-
"~ noon |

noon-
1:00 P.M.
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L]

A Visit to the Stations Department: Students visit the

moblle J1brary equlipment wE|cF services hospltals,
- prisons, and other public Institutions. An orientation

to the Free Library as an organization is provided hero. .

-\
DAY #3

\

"Reference-Run-Around Game'': Librarian Instructors
place many common refsrence books on several tables_and
divide the students into competing teams. Throughout
the morning, students are supplled with reference .
questions and attempt to answer as many as possible --
In writing. The librarians move about the room, helping
the students to Identify approprliate reference source's
and checking thelir answers. (A list of some of the
reference books supplied follows this program plan.)

Visit to the Law Library: A llbrarian expldins the
specfalized function of the law 1lbrary and helps
the students to formulate questions of personal interest,

e.g., '"How fast can you drive legally in Nevadal'' The
students then use libarary resources to find the answers
to thelr questions. ¢ » .
»
DAY #h

Students are again divided into two groups whlitch tak;)iurns

working on two new projects, ''Developing . de .Show and

Narrative on Thelir Library Experienc:;/éﬁg/ﬁéieating a Book

Dispaly'" for the papfrback books thew’collected during the
- morning of the first program day.

Developjzs\a Slide Show and Narratlve on Their Lﬂbrary
ExperienceSS:slng the pictures taken during their

interviews d other protions of the program, students
create an audMo-visual parrative based on their
impressions of the exp?pration program

Creating a Book Display: Usling pittures and written

_ statements, each student creates a promotion to show
other students why the book he or she selected Is worth
reading.

J 1}
:ﬁhVi;wd‘groups of students join to show
h"group has done on, the two projects.’

/'.' »
r. - , . ) -
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NEWSPAPER PROJECT SHEET

- (PHILADELPHIA FREE LIBRARY)

_Check any Phi]adelphi; newspaper that appesared on the dlyVQOu were born.

FI11 In your name as well as the nams and date of the howspbpcr;»thcn

answer the.folléwlng questions:

The Philadelphia

Nicholas Borachasky . Inqulrer | ' Sept. 16, 1959
Name Newspaper Date

(//Aﬂhat was playling.at a local movie theatre? = - ) A
- South Pacific ' _ - , |

How much did a palr of shoes cost?
v
- $7.99

.

"What was the headlline of the day?

- President Eisenhower meets Soviet Premier Nikita S. Khrushchev.

Vhat was the major sports headline? v
- Glants Blast Reds 13-6 and hold on to N.L. Lead.

"What was the weather like?

- Cloudy; Low of 58, High of 79. ' S
. | s
»n

¢ -
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SAMPLE

’

* THE FREE LIBRARY OF PHILADELEHIA - "REFERENCE RUNARUUND"

- g
YELLOW PAGES: !

A clasilfled télephone d{rectory which lists ¢ompanles, product:,
and setvices alphabetically by type of business. An lndex in the °
back Hsts the headingi used In the dtrectory

A

. e j
BULLETIN ALMANAC o ‘f;‘,, . :,_ .
Provides current ¢%formatlon abdut the Greater Phidadelphia area on
wlde rdnge, of topqu, an Index ls provlded S .
- . e '~
FAMOUS FACTS : ~ R e » v

Records flrst happenlngs, Inventhons, and . dlscoyer!es In the V. S

Indexes are erranged DY year. day of ‘the moth end pq&sonal nlmo. :

\. ¢ < B .
- . : . v

WORLD BOOK: ¥ L g MR ;

p SRR AR <

~

 Provides brief artlcles oh a wg}; varlety of xopic arriﬁged" -

alphabetically; many of the arthIeQ,are supplemen ed by graphs

and/or: il!ustratlons -’ _ _ ;.
- , ¢ . ' . _. A Y

GUINNESS BOOK OF' mRLD RECORDS ,

Glves facts%end figures on the‘ﬂongest “largest, oldext greatest
In qurts, science, buslnes;, the arts’ ;
€NCYCLOPEDIA 6F WITGHCRAFE: + = T.77 ° .7
"Contalns ﬁrtlcles arranged afphabet)call on‘kh subje%; of Y
witchcraft as eradtlaed in many- countri between IhSO and" 1?50
Y, ’ ‘ . M i.. X N
?ﬁc NAW'HHNGS WORK: = '__,,.. w e \ L

Illustra;ed encyclopedia of technold§$ thch provdﬁ!% dlagrems and

short explanarlons of machines and gadgets, sclentlflc grlnglples,.

" and Tndustrial processes, an Index I's prowided.
- - Ry . .

GROVES DICTIONARY\QF MUSIC

L

. L . e .
- .
- ‘Q' . ‘

N -~

Arhhabetlcally'prrepged entrYes on rock music and mus!clans proz}del

shart ‘blographies -of personallt}es,{l Fornu&ion on styles, tnstru-

‘I “\k -.mehis, group members, albums and/or siMgTesi: .The appendix, lists

t¢p selllng singles and aEbems by year R JESS

‘s

SN
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. . A-10

NEW PICTORIAL HISTORY OF THE TALKIES{

Plctortal hiotory of motlon plctures slncu thu Inv.nt!on of the
sound track. - Plctures are arranged chronologically and the
ﬁighltghts of each year are noted; an index is provided.

MENKE 'S ENCYCLOPEDIA OF SPORTS: .

Contalns Information on the history, rules, and champlons of nc.r!y.
80 different sports in addition to a tabulatioh of current records ’
and statistlcs for these sports. An Index is provldod ‘

FACT BOOK: o | | -
‘ ! _ e : :
Current alphabetically arranged infarmation on some 150 foreign

countries and territories with a map for each country. .
N . . - -

‘;CURRENT’BIOGRAPHYS R , I r

"+ Pubtished monthly with a bound annual volume " Contemporary bliographical ~°
essays on people of varied nationalities In different fields. Each . i
monthly issue contalins a cumulative Index for the current year, and '
each bound volume includes an Index for the precedlng 10 years.

WEBSTER 'S’ BIOGRAPHICAL DICTIONARY: TR s

Brief biographlcal informatton on more than Q0,000 famous men and women
from every historical period, nation, race, and accupation; entrles are
alphabetically arranged. _ _ .o

-




- When was it invented?

~you Hi}her" appear?

. In Norway, what percentage of the population I's Lutheran?

SAMPLE .

\REFERENCE RUNAROUND'' QUESTIONS -- f0O BE TYPED ON CARDS ‘ '
Who invented :hqfaaxophonc-cndtvhcn"vuq-ic:!itqg pheququ?~_- = '--w-f e L

Find an 111uitrncion of the musical {nstrument callnd tht'hnrdngurdji

What types of druml are froquontly ulod in an orchontra? : sr B \.~

Where can you find a short dincuaoion of folk music in tho U. S.A.?
Find a dolcription of how the lute is playoda T l. . *3

When was the film "Planet of the Apes",released? Who directed It?

" Find a picture of Boris Karloff in costume as the monster. "Frankensteim:' .

In-ﬁhich,album by Sly and the Family Stona did the number "I Want to Take

‘ . ] 3¢¢

who snng lead vocal with Big Brother and the Holding Coﬂpany? |

Who played drums’ and haas with Jimi Hendrix? T,

Whét is thea capital city of the country of Muacat and Onfan?

In Poland, what pethhtage of the population is Rpman Catholic?

Whare can I find an explanation of how a calculating machine works?
. R

Whete can I find an explanation of~how g speedometer works?.

Where can you find an article on exorciam? _ . ‘ -

. What were tha, namds of tirs three men who were callcd the “\vl'wolvu of Pngny"?

Who 1s the only aauaagd\casing dealer .in Philédelphia? -

How tﬂ. stbrea sell l‘ifo pruervcrs in Qbiladelphie? | , -

’c e -

What are thn phone numbers fir the police and fire departmenta in Philadolphia?

.\
When was the fﬁrat‘EJPtball gahe ,ho‘n on TV?



-t

24,

25,

26,

27.

28.

29.

30.

31.

32.
33.
34.

35.

A-12 -

-

Y

“What's a schnauser? S

Is fumarole a kind of itaiian‘pplta?
What was thg Yazoo Fraud?

Whuf”iq Q‘troglodytc?

What's another name for .lumpy jaw? - \
What's a punkie?,

Which baseball tcnm‘docs Joe Pepitone play for?
In wﬁat towh.doqs Phil Espostko live? |

In what year was Diana Roas born?

wﬁich country was Johann Bach's home?

Wheﬁ,in th§ Strawberry Mansion open to visitors?

Who was the first Pennsylvania governor?

Who invented basketball?

5T
&

4
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SAMPLE
EXPLORATION AT THE HOSPITAL OF THE'MEDICAL COLLEGE OF PENNSYLVANIA

(MEDICAL_SEAVICES CLUSTER)

&

Y

‘ Comprehenslve Orientetlon. stubients meet with ﬁhe Director of

Volunteer Services for an orilentation to the orgenization and
to the rules of site participation, Orientation ictlvltlet are

listed below.

'department?'whlch might be selected

Ora) Presentation: Students receive handouts explaining- .the-rules and °
regulations covering hospital volunteers. They also recelve official
badges and uniforms. v

Film Presentation =~ '"The Healar'': Students view a graphic [llustration
of hospital services as seen from the point of view of &n emergency
patient., The movement of the patient through the admissions’ and tre;‘t
ment services demonstrates the organization of the hospltel as, well as
the medical careers available at the site. . a

A

Slide Presentatlon To supplement the students' knouledge of ) ;
reprasentative hospital cafeers, the Director of Volunteer Servic ,
presents a slide show to illustrate some of the careers which a sfudent
might explore, :

Discussion: Students participate In :’gulded dlsc‘.usslon of thelr. caregr
Interests In_terms of the audio-visual presentationa The site Instrucsor
then hands“gmy the rotation schedule which providessan agenda ,0r each ;
student, - ek&

comprehensive tour of the. four rot#Jon.services apd several other  ~

Tour of Program Service Areas: A:B:agroup the s;udents are taken ou T -
or thelir final rotatlon

N
»

Rotation Begins: Students begin to follow thelr lndlvlduel egenddﬂ on
the afternoon of the first. program day. The standard rotation areas are

listed below: oo . . - -
(1) lnhalation_Therapyv o ‘ - . :
(2). Physiotherapy : ' \\\¥ .-‘
(3) Operating Room ' |
(4) Dletary v

-

On the final day of rotatlon students mey select one of the following ser-
vice areas: - , - :

(1) Morgue (h X*ray Servlces
‘(2) Emergency Room (2 qulatrlcs f'
£3) Nursing (6) d\pltal Library

oL s 8T
\‘ | . ..‘ p | ; | N . f‘-
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.-

NOTE: Although the lcarnigy activities vary from one rotation to

another, the sequance of events plarned by the Dietary Department
is typical. b B |
(1) Student accompa'x*u a dietician on patient intervidw rounds. | g
_ ~ As_the dietician®questions each patient, tha. apudent observes S
\/ “the process of assessment and monu-cltgblism nt, '

\ -

{2) Students assist food service personnel in the prepar fon of

simple foods. 2 o
(3) Students assist paraprofes rGnal persounnel as t:hiy handle * .
. simple equipment and maintain standard recordw.

. . 2.

. - ' 3 : ot o .
. ‘ oo . . S

. " .»
s N ' 8 *
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. v
“SAMPLE \
| P:4ED_I‘CAL SERVICES CLUSTER - WORKSHEET /I B
o . MEDICAL COLLEGE OF PA. S e
. List at least four ,dl-fferont: med!chl careers that were discussed In
the film, N
2. What do the people In each job fhat_youaltstcd dcfually do? \
}.‘ What Is nuclear medicine? a3 o { =
4, What does an “audiologist' do? . ‘

Js. éescrib what a speech therapist Qoes. e
6. What uﬁ%&§mW? o | S
7. What kind of " work could ;h "artist'' do In a h?gpltal?
8..;Vhy Is the Medical Librafian's Jjob fmportant? . ‘

3. Describe the types, of tasgs a med)cal assistant Is expected to do.

. Why are Medical Soctal Workers needed? -

A=

\

\\\ Please write your answers on a separate sheet of pdper. Be sure to include

\\zour‘NAMEnand BOOK NUMBER. -

hd \
¥

~

B . -

bl e



- A-16
SAMPLE  »

MEDMCAL SERVICES CLUSTER - WORKSHEET #2

MEDICAL COLLEGE OF PA.

). What Is meant by paramedical? .

2. Lis™three advantages In selecting a paramedical career fatﬁor than
B golng.;o medical school, '

3, What is an "EEG' machine? (Include Its purpose and the way It Is
operated in your answer.)

L. Where can you be trained to operate an HEEG' machine?

5., Two tybes of nurses, other than Reglistered Nurse (R.N.), are LVN and
LPN. What are the proper titles which these letters represent?

6. List at least four (4) of a surgicalvtechnlclan's tasks.

7. What is another name for a histology technician?
8. How s a '""microtome'' machine used?

9. List three places you may find Information on paramedical carears,

€

Please write your answers on a separate sheet of paper. Be sure to
. ‘.’ .

Include your NAME AND BOOK NUMBER.

| " o

-




A-17
SAMPLE

MEDICAL SERVICES CLUSTER - HORKSHEETS l!: ! e ‘;
'MEDICAL COLLEGE OF PA.

1. In which of the followlng departments dld you work this. week?

Physlothcrapy o ' \
Inhalation Therapy
Emergency Medicline
Dietary

Clinical Lab
Medical Records
q: Surgery

-0 Q0 U e

‘2. ‘In paragraph form, describe that department briefly Inc)udo the
* purpose of the department, the kinds of jobs you observed, the
general environment).

3. Select one Job‘that you observed, and explain how that particular

job Is related to helping Patlan§§<::;p° _

L. 1n the jobs that you observed, what s of machines were beling |
used? List the machines, lndlcat!ng who was operatlng each,. -
machine and the purpose of each machlna.f. e *

4

Please write your Answers on a separate sheet of papsr. Be sure to

include your NAME and BOOK NUMBER ~~~~~ '
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. | - SAMPLE = -~ B S e
MEDICAL SERVICES CLUSTER - WORKSHEET #6 ' -;
MEDICAL COLLEGE OF PA. e
Using |'ntorv.lo_\~ techniques, select someche you, Havq come U‘\ cdntactﬁv’vlt_'h S |
and fi11 out the attached worksheet.* ' You may want to usa some of the
following raferences to check or substantlate your information: . - o I
a. Another hospitd¥ employes R | : o
b. The Hosplital Personnel Office (ask for Mrs, Burke) o ‘ .
c. The Occupational Outlooleqndbopk_(ln my office during L e f‘*
school hours) ) \ ¢
d. Any other resources avgilab}; to you ' » : &
‘ ;./ Y /
' - LI )
’ ‘ 3
\ /
. “When collecting this information, remember to be polite and curteous, i -

explaining who -you are, where you are. from, -and why you need this
information. ' :

Please write your answers on a separate .sheet of paper.' Be sure to

include your NAME and BOOK NUMBER.
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_ SR h . . , : o . R
. i - SAMPLE . ;

mmmu, }smxcns CLUSTER - WORKSHEET #6

. MEDICAL’COLLEGE OF PA. ’ J .

: : : v - .
Using interview techniques, select someone who works in ths hospital
jou have come in contact with and fill out -the attached worksheet®, i
L You may want to use some of the foilowing references to chcck o} sub- ‘!
stantiate yoyr iniormationx .
roooa, 'Anothor houpital employee
b. The Hospital Personnel Office (ask for Mrs. Burkc)

o c¢. The Occupational Outlook Handbook (in my office during
- ‘ school houPw) , :
d. Any otha; resourjj;/QVailabfa to you ' . '
‘ ) ) ' R . v T
L “ ' N
‘ r \ -

. ' : : ’ );/) ol )
e I
- *When collecting this informatign, remember to be pb&ite and courteous,
v explaining who you are, where you are from, and why you need this , . : .
information. ' ; ‘ ) - (

- : .
- - . !
. . i [ .
. SN : '

Please write your answers on a sepatate sheet of paper. Be sure to

* include your NAME'and BDOK NUMBER . .
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SAMPLE

MEDICAL SERVICES CLUSTER R
ATTACHMENT TO WORKSHEET #§ . S

MEDICAL COLLEGE OF PA.

STUDENT' S NAME: | - | \ S

] | | o , L e
EMPLOYEER'S NAME: o N~ %
DEPARTMENT : o T -

JOB TITLE/POSITION

_EDUCATION.(NUMBER QF YFARS REQUIRED): | » T
High School B N
College ‘ ' T ‘ _ X
Other o Y

NATURE OF WORK (includes job functions, physical reqdirementa of the job,
hours, etc.).: - - .

TN _
"
f . . q R D
\ '. XL'«
PAY SCALE:
Minimum (starting salary) ' _ Max imum . ;?_
BENEFITS (Insui;?ce, hospitalizgqioqs etc.): . : /
B} /.
g
-

) . . . Al — ‘ ':. - N - ‘ll ] ]

SUMMARY: Give your personal reactions to the information above, i.e., ig
the work difficult, strenuous; 1s the pay adequate;. are the’
"hours demanding? :

. ) . PR '91‘
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» ('II';/// . ICAL COLLEGE v D ‘ll"

2ND QUARTER - TUESDAYS 8:00 A.M. to 1100 P,M,

S~ | N
< - - - | ’g "
ROTATION AGENDA FOR ACADEMY OF GARBER EDUCATION 1975 - 1976
STUDENT |  Dec, 9 Dec. 16 ~ Dec. 23- | -Jan. 6 Jan, 13 Jan. 20
; - : ' ¥ . .

Cousar, R, < ‘ ' ; _ _ L .

Dynn, L. ORMMNTATION INHALATION DIETARY OPERATING PHYS10~ ONE AREA TO BE.

Graff, D. THERAPY . ROOM _ THERAPY CHOSEN & SIGNED

| ;o » ‘ | | FOR BY 1:00 P.M,
R - ’ ’ ~ | JAN: 13 |

'J_an)es; L. ‘ ,

Eandon, M. . " PHYSIO- INHALATION . DIETARY OPERATING "

Maddox, L. THERAPY THERAPY ROOM

McMillian, O. | : ' .

. 4

Nagle, G. SR . : |

Payne, M. " OPERATING | PHYSIO~ . INHALATION DIETARY. "

Pomfret, D. ROOM THERAPY THERAPY

\\I /Q‘ 4
\ : .

Ragdzibaba, S. " - Yo _ |

Reynolds, S. o D : - OPERATING PHYSIO- INHALATION

"Richards, T. | . ) ROOM THERAPY THERAPY

|- ¢
) .
, .
\ .
A £ S N
1
95 - <. 96
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SAMPLE -«
S

CAREER EXPLORAT|ON AT THE SOUTHEASTERN PENNSYLV.ANIA

. TRANSPORTATION AUTHOR|TY (SEPTA):

. (TRANSPORTAT1ON CLUSTER)

DAY #1 4T | -

‘ .

Reception and Introductjons

l

Lecture, Discussion and SlideWresentation: The employer
Instructor presents program objectives’ apd prov!des a
general orientation to the organizatlon which Involves an
explanation of SEPTA's dep,rtmental organization, its
historical development fromprlivate to public agency,
growth trends, and future plans.

Préctical Careef Information: Recrultersffrom both
professional and 'hourly employment'' divisions discuss
career opportunities, entry level training requirements,
and benefits. Students then fill out sample job applica-
tions and take part in. simulated intervlewsj

ComprehensTVe Tdur: Students tour the major departments

from which they will eventually choode their.'"internships'
z d

for Days 2 to 4, Studefts are expected to take notes on '
what they hear ;Djl%tserve for use In selecting the

departments thew'want to work in during the next three days.’

Discussion: Students exchange impressions based on their

experiences and fill out log sheets. The major topic of
discussion is selection of a department for subsequent
program activities. The employer ihstructor informally
interviews individual students to.assess,thelr specific
career interests., By the end of the dlscussion period,
each student will have selected the departments where he:
or she will spend each of the remaining program days.

i Ay

97

"9:00 A.M.-~

)

noon

'7.,



. _ . | _ o . A Li../_“ S
. | | / . R
. DAYS #2, #3 and #4 _ 4 T | w . v

’ | ‘

' Séuden\%T;$port to Assigned Areas: Although'thq activitias e
in the erent departments wil] vary widely, the Customer- ' '
Service Department provides a fairly typial example .of the o

~ kinds of student experiences possible during the course af
. each "internship,"

/ (a) Students ‘use a special 'jack" phoné'to listen to ' . '
agents handling kn-coming calls requesting SEPTA
travel information, i , g:\ . {

. | : (b) Students discuss transportation réutes
vising agents.

superr

\ » b .'. _\\

(c) Students use’ SEPTA timetables and routing charts
to answer actual customer calls. d .

and-qgﬁDiscusslon: The employer jnstructbr guides students
Ip sharing their Internship experiences. $pecial speakers
are often featured, as are supplementary fiald trips and _
audio-visua! presentatiofs. The students must also complete® ) /
.' a daily log and have their written responses to questians g

critiqued by the fnstructor For the discussion perlod on
the secend day, students prepare reports In which they are
each a:;ed to identify a transportation problem,of personal
interedt, The final versions of the reports, dfe on the fourth
day, are expected to present solutions to the problems identified.
a ' Draft reports are reviewed on the third program day.
{ . . B *
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{'II’ SO - o _f -‘;; SAMPLE - SN

cuéckusr OF_SEPTA JOB cmcomzs BY QEPA Tnm \/ s o

TRANSPORTATION /\ S : SN ' - S -
o SR . or

Service Diviuiﬁn; . o o . ‘ N

. . . * ) * . ol

pervice Supcrviaor. Radio-Room Clcrk/Dtnpatchcr

\ Depot Div: -inz L ?_ e '
. N ' N '

! k\ Erstk-keceiver, Dilpatcher,4hyu/Trollcy Opcrator,,bcpot Supnrlntcndont

Schedqules Division: SR . | o o

) Traffic Checker, Schedule Maker, Analyst \' , co ‘
. , Instructdony. . :' . ’ . o e

- ' . o ) . ’
N . . )

BuQ/Trplley/Hgghspeed Inetructdr i ' : _ ' ¢

>

o . .
- b « he v

- ROLLING, STOCK & SHOFS : B n o , ' AN

- : N SR ' \\\
‘ ~~ Bus Unit Shop-Wyomihg | ' . ' ¢

»
)

I
. g ' .
Engine Repairman, Mechanic, Wireman, Airliiuipment Repairman,
Millwright, Helper

Machine Shop 2 ‘ ' ‘

Machinist;iWelder

. . .
v ’ .Y

‘Body Shop: _ P e

Sheetmetal worker, Rebuilder, Body Repairman

- ’ : ’ : ’ . ) A3
: . . A v N

Paint & Upholstery Shop: . ) "

Bus, Painter, Upﬁolste{ir
Sign Shop. '

? _ - Paintgr, Letterer, Silk—Scr;En Machine Operator R s

Tnallgy,Unit Sth-COurtlénd: - - \

— »

. Electrical Repairman, Welder, Machinist, Air Equipment Repairman’
Blacksmith, Millwright

f o
. . . . ] . .
| . . M N - .
. . » " [




ROLLING STOCK & suops‘ Q;oncinu.d)

\

LOJ‘J“Y'BOC‘Y leP‘ - L ," ' ,

cetmetal JWorker, Rebu‘ﬂder, Carr'l‘ruck Ov.rhnulcr, \rfimi
It \

Painter,

v MEDL

S

fNurﬂ.; Doctov;_Labopatbry“Technician R P

<

C 100 .- .

[

‘ ' l'?"'o‘ ’ v . .I ' ."‘\' ' « T

P

o . . 8
FACILITIES . S e ,!". S SR
- y . ‘ ﬂ o . ‘e \
) N ‘I . . ¢ . . . ‘ )

" , Engineering: . B '. . 'i \
Draftsman; Electrical, Structural, or, Mnchanical Enginocr, Deliandr
Architect : ,.,L

' Buildings. : o cod T
Bricklayer, Ireh Worker, Electrician, Lockamith Plumber, 'tarpentpr,
Painter, Cement Fin.isher i R N L

I . .‘Af - vj‘\ : .‘ \
TI‘&CL 7 Y . v“: . o : A . . .
, ' ' \ - oo ,‘ .
P SRR
Mpchini,a% ML Bender ,'Equipment Overhaulfer, Welder, Track Pittpr, L
Autdwmotive Crane Operator, Paver, Ingpector, Barth Auger Operator, .,
N Automotive Compressor Operator, Switch Re;;airman, Switch C],eaner T B
' ' o _ ~ '
Power ™ .o ' . \ o .
—— Mt i A . ‘ v ) . N . . ”> . '
_Substat\io'ri Operator, Linema.n;'Pow'er- Dispatcher
* Upderground-Highspeed E]{ect’fical and Si‘gnals: ’
- Y,
~Signal and I‘lectri<al &epaitman J(‘able %plicer. Machinist
PUBLIC RELATIONS & CUSTOMFR‘QERVICE : ) Vo 2
Public Relations Assistant, Artist/craphic D¢pigner, Cuetomer Service
Supervisor, Telephone JInformation Agent, Printer
- JP‘INANQE/ACCOUNTING , <
Accountant, Key_punch Operatc* Computer/Data Prlocessing Machine Opératgr,
Budget Ana*yst ’ . .
. v . -~ . ’
PURCHASING 2 /
Buyer, Expediter, Coﬁtra;t Negotiéfor, Clerk Typist

“CLA‘IMS/LEGAL .

{ Adjuster/Investigator, Claims ‘Supervisor, Property Dama% Specﬁlist,
Lawyer, Process-Server L . N
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K - R - . Naﬂ.t_ - L
¢ - ; o r T
N, y \ _ " . . Date:
: ‘ R N
) R o+ . ) .

Answer the fbllowing questlods-wlkh complete sentences.

1.

-
.3

L,
_department(s) youtvisited today?

Which SEPTA -department(s) or area(s) d1d yay visit today and what did

yoy do in eatch department/aréa? \
o \
! v $
. ~ § 4 ’ .
o . . : , ‘

What are the functlons and responsibiiitiQS bf the department (s ) or
area(s) you visited today? ° :

-~ L
! o . ! AV

~ i . .’_ ~ ] /
] - . . . ‘ h’ . ' ‘

.In what &ayk ?e these departmental funct§ons necessary for SEPTA to
. meet It% overa

1 goal of prodeing mass transit service .te ;he\public?

AN
+

How wéuld an indlividual psepare~hlmself or_heréélf fotr a positloﬁ In the

. -
. o
) . J ‘.
v N N < . .
' | Lae
. : v ~ : .
What Wowledge or- experlence did you galn today that would be usefu]
tetms of your future career plans? . \ \
w )
-:Q i " L . %
. . . \,' B .
- N b . ‘.' ‘\ 101 )
\ ”’ ) ¢
] v
o Ty N
LI . .,
LT N .
* Ty ; ,




Answer the following.questlons with compiete sentences: .

1.

‘\h.

\ ‘ » “ D R . . o s L
- ’ - . + :

. o Ae27 o |

S SANPLE

\

. e . .
. ‘ : AN -
\ ¢ - N
. v N 2t ’ . Loy . .
. \ . Name: . o »
. . S . -

] , . Déte:

o, _— RN
Briefly, what was today's sesshon about? / ~
. . | ‘
, - [} v L \__
-. LS .
| '\ ' ‘ .
. .
\
- | \ . |
What are the main pbjectives of tpe SEPTA-ACE program? ° '
) 3 “\ . hd !
- . ( /\ . \ }
LY ~
T . —/ - ,‘

\ - . »

What new knowledge about SEPTA did you gain today?

-
4

yList the SEPTA departments or areas that-stlmulateJ“XOUr interest
and which you want to visit during the comu?g weeks., )

’

i ' \

_‘5.

P
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. , | SAMRLE

STUDENT HVALUATION SHERT .

Student: = | . Date: A

Department :

ﬂPlease evaluete the student assigned to your depn}bﬁfnt, division,
J(J . ' or area by\checking each category in tho/‘ppropriate !olumn.

# -  After sighing thfs sheet and indicating your title, plaaae forward

¥ . it-to James M. Byrd, Public’ Relations Department. '
e ¢ ¢

- h . » . N ~N
Attitude N _ i . o .

< : ' oy
v ~ | -

PSor ‘Fait -+~ Good g¥éellent_

W)

ey
LA R
§

4 E‘
$

\

L}
]
.-
-
-

Lo

"Appegrance )
z - -
[] \ ) . J o
Participation P : ‘
, 7 - ’
Performance
. '\Conduct T N
?
Additionél Comménts:
-
N ’ \
/ ' Name -
R . - Title
X | ~
L v /// /:) ‘ .
‘ ‘hy



