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Preparea for use with the Research for ftgettilr SChools

experience-based career education model, this handbook-is designea,to
assist sonfol personnel to formulate concrtite and flexible responsesi
to the challenges of, deieloping exploratNn,pxograms it collaboration
wi.th personnel from community'resource iites. The handbook is divided
into five chapterS. Presenting an overview of explcration'prograa .

deveilopment, the first chapter describes pre-operational tasks and
operational tasks that must be performed by sichool Fersonpel 'When
planriing and implementing career exploration 'programs. Chapter 2
discusses four target'areas in which teaching efforts lave focused in
successful exploration progrAms: (1) eeployer and community contexts,
(2) careers, (3) practical dareer infcrmationuand (4) use of facts,
observation, and experience in personal decislon making. 7he thIrd
c6apter 'presents guidelines for conducting a site.analysis with site
personnel. Chapter 4 presents guidelines for selecting and sequencing
learning activities. Also presented is an out1.4.ne shoeing the
continuum, of learning,activities, showing each variation and
'illustrating its use with an example from actual program experience.
The final sec ion pkovides A method fcr honitdeing and documenting
program learni g activities. Sample plans-for 'implementing'
exploration pro rams are apperded. (LRA)
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M Et4 ORANDUM

TO; Career Exploration Program Staff

FROM: .,Carmen McLeod
Technical. Assistance and Traini,pg Specialist

SUBJEcT:- 4ANDBOOK FOR CAREER EXPLORATIQN PROGRAM DEVELOPMENT
t

DATE: August 1977

)'

the Handbook Tor Career Exploration Program Development has been,written

exploraion programs within the RBS Experience Bated.Career Ed ation
specifically for those of you wh9,are responslble (or developinj career

.

7 1
4).I A

.

Because of'vultJili ant role ln implementing,the.RBS model, we want'

you to have iome information ih addition to the Career,DeVel;opstent

materials available injhe RBS Career Education Inforfiation Series.

This Mandbook includes,a description of your role and responsibilitiesv

together wieb a pro4oss and swiple p-rogram_plans'youScan,use:in your

. career exploradon p.rogram.

Dur)ng the year,'please let us know if you have any questions or ideas

'concerhirw this material. Me are interested in your comments because

you \dill be utilizing the Handbook, and therefore, your..comments will

..enableus to provide a more usefUI,and'valyable tool for develOings:

'career 'expioration programs.\ 4'

Whenever you want to contact us for consultation, to discuss:problems
you may encounter, or to exchange' ideas on ehe Handbook, pl.easerafer

to the Technical Assistance and.Training Direct.O7771-the next'page.

,
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INTRODUCTION

*

-

CareereApLoration programs, fen a reprditentative sampling of
I.

nIty resourcelsltes is ;Jied, offer high schbol stucients

opOortunities to experrence the r'eal.world'of career possibilities in

-

\ .
, A , a

a broad and orderly: way., Studelts-approach(the,proNise of such cal-ear
,.

ekploration with%remarkably high ekpectattons, excitement and genuine

.curiosity. ,Employers await the arrqval of the students with interest,
. 1

: goodwill and`the most useful career information aval,jable on the
. (

.
I.

.

professions to be examined. What happens, in fhe way of educalion when

these expectav and well-intentioned people meal wholly depends on that
.

1

quality /of the leirning experiences wIlich have been planna.

cha. racter,and sequence' of the learnl.ng activities
% at eah site prokild

...
-

e
;

.

..

.

, 1

th e;(prience base for Experienced-Baseil Career Edueatii)n. (EKE).
-.1

\N .
t

The most si)lificant forcgjn formulating this experience is
odi

,
, -,

I

exerted by the\school taff klembers who are assigned major r'esponsibili-
,

ty for plAnning the rogram, and 4eveloping ling .activities at each
. ..

. . -

skte. Art-hough employers act as coLplanners and Co7developersof the
* ., .

. career exploration pr,pgram as well es 'providing information on the

. many resources of their orgAnizAtionst school personne l will take the
,

,

lead in every critica-rtfeviopmental task:, initiating and schedujing

.

t ipa nning sesyions6.outlining batIc program objectives, ancl.providing .

.
,

..,-- .., . A .

the thirrilulum expertise needed to organIze, the reurces of eioh
.

, _

.

:.--. , .

Iwopeiption, schoOrttaff meilbers .

. ... ' .

.prograM peggterp'i

..

'A play an impórtan%role oin lenitoringtha effectivtess- of progt/63(
.-. 6

,.. .. ,
, .. %,,e 4 '4

\ ." t
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r
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activities nd influenCingitha succelitful.rtvtsion nsi impro/ement of

. 0. c
-

rogrem' learntng activities.

4'
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School staff membet face a challenge of many dimonsions;
1

1

1. 'Leading the cooperative effort' of program'clevalopment and

revision
\

2. Working in new'and constantly changing programOloCWbns

3. Planning in a relativeht short period of time

45 S,chedulOmmoietings with empioyers when the time'.
ayailable.-fbr such meetings ihy be timlied by the .

business schedule of the employer resOurce coordinator
anii/or by the classroolp or cotioeling commitments of

.
uhool personnel ,

%
,

In ot.der to
.

meet the qostantial demandsof pragram development, school ,

personnel will need an economical end rational planni4g strategy as

welt as developmental know-how'. \
e

MC:fit em0107 will request and appreciate firm.direction by
/

'school personnel. These'employers may .be Directors of Personnel,

Assistant District Attorneys, or Bhnk planagers who might find it'

dIffiCult to imagine themse)ves,vorking with high school students.

They\tend tq recognl..re that their professional frames of reference

( markedly'fit* th'at of the classroom, nor are.they familiar with

needs and expectasions. _They usually demonstrate, hoidever, high,

I
enthusiasm and personal commitment to the idea of career exploration,

.

often citing their own lack of-preparation for choosing i careeOnd,

,*

their chilifen's.nded for such a program.

5.%



Employer perionnel eq9ipped and, w1.11Ing to explail,the

4
naiture Of theirforganlzation and the'cereers which are pursued in rxs

.

peratiOn. They know which of their g011eagues might qualify as

rogram participantp and.which,fatill.ties might be ivalliaile for program

s . They will also be able to,provide crucial planninginformation

regarding ire leaslpility of Proposed learniqg activities.

**1

4

Mdst employers will ask,two signifir.apt questions: imai" do yo4

-

4

want me to :do for ypur ftwlents? and How am i-iupposed to de 10-

These two questions define the responsibility of school personnel in

very simple and direct terms. At the heart of the firft question is the

need to understand both the broad.goals of 'EKE and the specific object:.

'.. ..

'tives of career explorati6n proqr,iM a2tivities. The second questlon
. . r
invite's the guidance and direction of school personnel im deyeloping

. . ,

/ : . , . '.,.
,

actual program.activities.
4

This Handbook rs,designed4to astist school persoKnel to formulate

4

coocrete 'and flexible responses to the many challenges of developing

exploration.programs in collaboration with personnel from community

resource sites. The process of exploration program development out-

lined here begins with establishing program objectives and terminates

with suggestions for monitoring the program in order to revise and

4.

improve it.

-This HandbOok does not provi4e any philosophical background

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

3.
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Aevelopment of exploration programs wtthin an actual employer site...,

directly with administrative concerns, e.g., transporta0on, recdri-*
.

keeping, or budgeting. For information'on such matters, readers are-

refprred to he career development elements in the RBS Career Education

Library.

The central Oojective of this Handbook is to present.a'practical

development procesOuld samples of prognam materials to illu)trate the

The text is specifibelly addressed to t6boof personnel, who have done

at least mjnimal preparatory wOrk and are'ready to begin pel-forming the

tailkits of.prógram development with Participating employef-sltes.
lo

r-

Ghapter'l providgmn Overview of the developmental process, Each

yettessir'chapter prov4les greater detail on One or more kpecific tasks.-

4

SaMple program materials bas'ed on those developed by exi5eriencid school

personnel from the'Research for Better schools, inc.'s pilot and

demonstration sites are forovided in the appendix.
!so,

I -

The "art" of program development for experienced based career .

exploration is still very much in its infancy. -As yet, there are no

full-fledged experts in the field. The procedures and materials of

those currently worktng in career education are undergoing constant

revision in respbnse to new information and the need for alternative t

strategies to accommodate local-ities with varied socio-economic and

educational characteristics. While much of the developmental ground is

new or only tentatively charted, the people participating in career
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exploration programs must be prepared to adapt such programs 4o th Ir

par;lcular objectives and reeds.

1 N.

. 0 %

(
.

.

The users of this Handbook ihould, furttiermore,..be wItVing 'to trust

. (-A - .
. .

. .

. their own ImagVnations and to use their own Ingenuity. Nb exploration
1 .i.

.

. .

.

program can be developed tly grinding resourc es through a "rroduction
, ..

line4of.educatiOnal rocesses or by shuffling wIt may airear to be'

interchangeable parts. 'Individual school staff members and epployers

can contribute,unique strengths ane visions,in theFr.collitOgrative

deveiopment efforts, 'They sheuld not feel that the "facts" about an

exploration program exist somewhere beyond their reach or beyond.their'

,

. own capacities. -The best solutions to the problems.of prog(ram develop- ,

ment will be found-during thg'eourse'of their shared development effbrts

and in the enormous learning potential of the organized-linkage of

school and community resour6es for carter-education. Developing an

exploration program broadens the personal career development of school

and employer personnel as well as student career develapment. It is

hoped that the practical development process and sample program

materials presented here will confirm the value of what is already

known and stl-engthen the confidence of,school personnel by providing

them wittita field-testdd process which can be.followed in developing

their own career exploration program.

9
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PLANNING SCHEDULE FOR Pt.PLORATION PROGRAM DEVELOPMENT

chool-side" Plinning Tasksf
Dec,elopmental Preparation

by School Personnel

"Field-side" Planning Tasks:
&Planning Meetings with the

- EMpl9W

1

Establishing Program Objectives
EKE Objectives
Career. Exploration '

Objectives

, II\

Goal Presentation, Setsion /I-

:IP Clarifying '

Discussing Summety Data

Sheet
Backgrpund inform:140ml'

4

III

Site Analysis, Session Or'
Complotirm Worksheets
,Togring Site Facilities
Discussing Program Ideas

IV

DevelopINt tMe Exploration PrOgrmn.
Selecting and Segyencing
Learning ActivIt4s

\

V

Presenting the Program Draft
Session #3

Assessing Program Draft
6 Revising Program Draft

VI

Preparing Students for Program
Participation

VII

Implemeraking the Program Day #1

Trouble-Shooting
Observing Program Act ivi t es

VIII

Monitoring Exploration Program
Observing Program Activities

IX

Documenting Monitoring Visits ,

Summarizing Observations
Assessing learning
Activities
Identifying Revisions

af

X

Program RevisionrSession
Preseeting Monitorisng Data
Discussing ERC's Assessmcnt
Revising the Exploration

, Program

(Figure 1)
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CHAPTER I - AN OVERVIEW OF EXPLOKATION'PROGRAM,OEVILOPMANT

A 4111..

When,an employer has agreed to partiCipate-i the carer exploration com-

."

ponent of a career eAlucation program, school personnel may begin.plannini this'

instructional curricillum to be implemented at the site. Developmental.ttsks

can be separated into two distinct,categories: (l).Pre-Operational Tasks and
, V

(2) Operational Tasks.

During theafirst phase of program development, Ihe employer WOrki with.
*44 t

ichool.personnel to define a series of learning Activ.ities
. .

.

.

utilize the best site resources wilable to echieve'program objeciives.
1

.

the .secOnd phase, Which begins on t)he first day of 6e program orlaration,
,

a
:.., ,

.. v - ..,

'
both planning roles and responsibilities must be rignifTeantly altered. At ,

thiS pofnt, the emploYers begin to teach, taktng pontrol of the learning

process and re8.51>ing to .student iNteree, needs and reactions to proqi-am '

4

activitieswhile school personnel who, formerly directed program planning

, )
,

and development, assume tower proplee as observers/evaluators or program
,

learninsictiv)ties. Although'mailitoring the program is less demanding in

terffis of time and energy required, it is very important for further provam
e-

development. Judicious aisd thoroggh program monitoring will have a profound

impact. On both program mentenance and reiision.

During these two .planning phiees, school personnel must perform A

seriet of extremeLy important tasks. The following list indicates both

.the scope and sequence of these tasks.

..

12
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PROCEDURES FOR PROGRAM DEVELOPMENT

PRE-OPERATIONAL TASKS

tSTABIJSNING PROGRAM OBJECTIVES: Establishing objectives for (a),the
Overall nu program, (b) the career exploratIon progrim, and (c) spe-
cific learning.activitiet. A suMmary.of these objectives should(be
prepared for the use of school personnel end employer Tesource '

coordinetórs.

4 '

2. SITE ANALYSIS.: Conducting a thorough survey of each participatin9

,
employer site. in termi-of (a) the organizational context, (b) all
careers be.ing pursued, (c) specific cerqtrs to be included in the

prog-ram,..and (a) practical career information.

3. DEVELOPING THE PROGRAM: Using program objectives and information
cbilected through site analysis to (a) select learning activities
:and (b) sequence learning activities,

4r ASSESSING AND REVI.S.ING PROGRAM PLANS; Working with the employer
resource coordinator to asiess and revise the draft program ihd
prepare a detailed schedule of activities for each projected,program
day.

PREPARING STUDENTS FOR PROGRAM PARTICIPATION: Orienting students to
EBCE and career exploration 9bject1ttes and procedures.

OPERATIONAL TASKS

6. IMPLEMENTING THE PROGRAM: operating the program by having the
students take part in the learning activities selected for each
program day.

7. MONITORING AND DOCUMENTING PROGRAM ACTIVITIES: Devising a process
to mOnitor program activities an docUMent the findings.

8. REVISING THE PROGRAM: Discussing the program strengths and
wealmesses 1d6nt1f1ed on the Exploration Program Observation Record
with the employer resource coordinator in order to revise end )mprove

the program.



A. PRE-OPEATIONAL T KS

1,3

if*

During the pre-operational phase of program developmedl, school staff

will be Involved both In the world of school (and Its responsibIlltIaA)

lnd the many different worlds of individual community resource sites.

Much of'the most c part of explorat.Lowlrogram development will

occur in still a third area -- their imaginations, before, during end

after t,heir meetings with participating employers.*

Employer contact time sliould.be formally sCheduled and used to

accomplish the specific tasks which are absolutely essential for effec-

tive program development. At the.outset, school staff should explain, .

the planning process to the employer and clarify the planning objectives

of each meeting. If a meeting calls for preparation by the employer's

representative,the homework required should be'spelled out in.detail.

Business personnel are familiar with concrete specifications and

meeting agendas. If any written material is required, the employeq

shoUld receive it well in advance of the scheduled meeting.

One of the easiest and moSt productive ways to economize In

expenditures of time and energy is through the use of written materials.

Employers invariably request literature on the school's EBCE program

although they seldom have enough time to read and digest, lengthly

manuals or other training materialS prepared for teachers and other

school staff.

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



During the pre-Implementation phase of progr:am dm/ iopment, school

personnel who are involved in field activities. or.in related counseFing

components may want to prepare a.brochure Containing tnformation spe-

cifically written for prospective employers. Having standard program,

information readily available will enable Individual school staff

membefs to avoid the time-consuming exercise of presenting basic

program data at every introductory meeting with a representative of a

potential 'program participant.

If a brochurSeor handbook on the program is riot avaIlableo, school

staff members may want to prpare concise data sheets to supplement

their own presentations'at each task-oriented planning meeting. Such
.111

data sheets could tre-4mOtred.to the employer before a scheduled meeting

or presented at the .beginning of the eetLng. After each session, the

employer may use the data 4eet to orient colleagues who will act as

learning supervisors\
/:---

The precious/hours spent in field meetings with employers should

*IIbe used for the highest order of developmental business the sharing

of professional expertise in order to idevelo0 effective student learn7.

ing activities. Matters of logistics, for example, may be dispensed

with quickly and efficiently, preferably by telephone or by letter.

The list of major exploration program development tasks presented

in Figure 1 on page 6 of the introduction snows a sequential schedule

of planning tasks whiCh has been widely used by pilot site personnel.

The'illustration is divided vertically to show which tasks school

personnel will perform alohe (or in Ahe school) and which will be

performed at the employer rite In formal meetings with the employer

resource coordinator. Romiln numerals Pndicate the order in which



1

these tasks should be performed. The time required for the total

developmental effort will vary from school to school, dependixig on

lead-time and staff allocations. A program at am explorlion site

C.ould be developed in two weeks,' if school staff have the time'for

concentrated field woek. lf, on,the.other hand several sites are'

being developed simultaneously by a single schoo taff member, the

developmental tasksarequired may take several $ to perform.

The schedule illustrated in'Figure 1 is used as a reference

point Oroughout e following discussions of specific tasks; It f

provides a concise anciconcretes summary of the sequence, content,
, 6

and focus of essential developmental tasks.

B. PII-OPERATIONAL TASKS

, 1. Establishing Program Objectives:

(Establishing Objectives for the overall EBCE program and
clarifying objectives fq6 the exploration program and
specific learning activities.)

The best ndation schqol staf can have for exploration program

I"development is clear and comprehensive under tending of the major /

objrctives of EBCE program. All school person el associated With the

new career ed(cation program should par in a teribus dialogue

designed to establish a set of guidqg program objectives. School

planners/implementers should begin t algeneral level, by first

considering the broad.aims of the EBCE OrograM ks) an integrated syttim

or Component parts. Once these broad aithi have b'een identified and '

specified, participants may proceed to narrow,the focus of their

discussions by concentrating on the specific content'ObjectiC/es of-the

various program components, e.g., the career exploratioliN program.



In this vdeavor, the quantity of possiple oBjectives utually mitigates

against quality and specificity. Sch9ol personnel should-attempt to Isolate

and define those learning outcomes which are most significant and'uniqo to

each program component, e.g., guidance fuhitiont, exOlcbration programs.

Offici4al goal statements shduld he limited to the major objectives f the

overall-EBCE curriculum, although intended program side effects and spin-
,

offs certainly.warrant some attention.

,For school personnel who are about to conduct their first planning ses-

sions with employer resource toordinators, a firm,grasp of the E8CE hier-

archy of goals will provide the most meaningful preparation. The broades

goals of EBCE programs are located at the toplof the hierarchy, while the

more specific goals of the career exploration program and the still more

specific content objectives of site activities which are located forther

#
down in the hierarchy of goals, will receive the molt attention 'during meet-

ings with employer resource otordinators. If a written summary of the

school's hierarchy of goals'is prepared, school personnel can use that
A

summary tdipllect and order the most important goals Or objectives associ-

ated with the e;6ploration program. A copy of this summary should also be

provided to the employer resou ce coordinator for his/her reference and for'

probable use in orienting site staff to 'the program.

Although a clear understanding of program and learning activity objectives

will give the employer resource coordinator a great deal of directiolhin per-
,

forming developmental tasks, school personnel 4ould also be prepared 6

supply factual background information. Most participating employers will

request information on the students they will be working with, the roles

and responsibiliOes of all program participirts, the other Components of, .

I



th EBCt prOgram arid, finillythe other community res*ource Isites,tekinig

Part In 'the career exploration program, thebroade'r perspective ihat such

InformatioA provids wilt keepisite personnel from feeitng !isolated from
4

,

the educational process and may supply ideas which the employer cap use

to give more perionelized end ffective attention to the stoaenti..

The following outline itemizes the Idnds of issues and questidns

which employers often ask and which should be dialt with durinfl;the

course of the first planning session:
4

(A) What kinds of students prticleate in this lprogreM?

a. Age ranges
b.. Ability levels
c. Career interests .

'd. Reasons for choosing this particular site

AL, Expectatiohs foe this site

(B) W!Irat is my role?

a.. Should I be-a school teacher?
b. Should i be an employer supervisina (student) workers?
c. Should I',be a host entertaining vilkors?

(C) What is your-role (the sehool staff) 1; termm of
operating, Ors pro9ram7

a. WM yoy handldtscipitniry matters?.
b. Who will handierItha, bookkeeping chores, e.g., keeping

grede'and attepdance records?
c. ,Shoulti I feel fr'ee to initiate program changes?

(D) How should the stUdents view themseivis while It my site?

a., Are the students.on a field trip?
b. Are they worke0s on's Job?
c. Are they special guests of our firm?

(E) Whai ere the students doing in school as a part of the, EDGE program?

a. Are they learning basic skills? '
b. How will they.use the information they receive here?

18



poor,

3

( ) Whe o r firms or or izations re kin rt in the

B program

a. What,other employers areiwinCluded irtthls cins4;. cluster?

. lb. What kina.Ofsprograms dd they-plan to'offer?

d. How dOes MY brganfiiktori fit lifit0-yOUr-0,00r00.000...

01'

2. Site Analysis:

,1

(06nducting a thoroug survey of roah particilAting 4161 in
IN,t,tgrm, of (4) the organizationat.context,. (b) all careers bet*

MP FUrsued, (c) specific careers' to'be InclUded in the program', .

and (d) practical ,Career infor tlon.)

1:

., ..'è

)Thesexploration site may be as new and; Perhs, asi formidable to the
3

.

.( .

school staff member as It will later be for the st4Onts. The second

.session with the employeriresource coordinator will, in effect, be career

explgration by 'the school staff member 'since'he or 'she will,have to learn a

great deal about the site in order to plan authentic and effective

learning activities, In most cases, the qually of the learning activi-

ties at a given site Will be directly dependent ph both the depth and

breadth of !Re scbRol stAff member's knowledge of the. organization's

mission and structure, the range of careers being pursued, and its

material'and human resources. The s.ite analysis proces-ipresented

here can be.followed to deNielop the knowledge base upon which the explOration

program will be constructed. Because of the vast amount of new ground to be

surveyed and irvformation to be recorded, the task of site analysis will'

require the longest and most structured planning session.

School personnel can f011ow the site analysis process to gather andl

organize tnformatl/pn on the site and its'resource\ Worksheet I can be

completed to profile the site in jerms of organizational goals, structure,

and operations. Worksheet 2, wheen completed', provides a detailed inventory
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.df the caimers Being pursued at the site in completIng Worksheet 3,

the careers selected 'for intensive treatment* are analysed in terms of

major tasks, observable outcomes, equipment usid, training matemJals,

and related information. The final form, W;rksheetc)uggeats typical

sources for supplementary career information.

School persohnel will, of course, become increasingly famillartwith

all aspects of specific site during the course of their monitorlog

activities. initially, however, they wilt find that relatively.sound,

introductory information on the site Is absolutely essential for the

purpose of,developing the program. School personnel may augment the

information cillected in the site analy'sis process by requesting a

comprehensive tour of the site and by studying copies of any available

literature-.

The information gathered during a tour of site facilities., coupled'

with the informailon detailed on the site,enalysis worksheikts, will

provide the school staff member with many ideas on potential program

resources. During the site.analysis sessidn, the employer resource

coordinator and the school staff member will probably dicuss marly

Possible'program actrvities. After the session, the employer should

1.
il proath any site personnel pursuing the specific'careers td be.

4 included in the program to solicit their tooperatiDn and to obtain

clearance to use apy equipMent and materials which have been identified

for use in program activities.

4



Developing the Prorano.
-.

. .

(Ustng program objectivel and information collected through,
. site analysis op (a) select learni% activities and (b)

sequence learning activities.)
. .

, \

.The task tof school perionnel 'during this phase of program Lvelopment
it ..

requires above all i.creative imagination. The information collected on

the kite, anilysis worksheets must.be used to relect.end s;quence

. activities for each program day. Although the scheduled student-emplirr

contacts should provide sufficient latitUde for spontaneous discussion and

imorovrsation, it is wise to begin operation of the program using a high

degree of both structure And specificity. Agendas which spell out the

/\\o

approximate time required for'each activity, the topical content, and the

materials and equipMent required will save /he employer instructoes from

needless anxiety and comfusion and minimize the loss of valuable program

time by the students.

The Appendix provides a number or sample program materials based on

the learning activities scheduled at actual employer sites.

4. Assessiniand Revisinl Program Plans:

(Working with pit employer resource coordinator to assess and
revise.the draTt program and prepare a detailed schedule of
activities for each program day.)

When a draft of the program plan has been prepared, the school staff

mtmber should meet with the employer resource coordinator for the final

pre-operational planning session. At thia-point, the employer'resource

coordinator s expertise will e especially valuable in assessing the

feasibility and sequencin pecific learning activities as well as .

A

.



the overall structUre.of the program. Since the preceding planning

session, the employer resource coordinator will have had an.opportunity

to obtain information on the aval.lability of site personnel and quipment/.

Furthermore, his or her knowledge of the organization and day-to-day

functibning of the site will serve to porrect apy Jobvious impracticalities

in the time, location or sequencing of the activttles plann d.

Usually any substitutions or rearrangemehts in the pr gram laq which

are necessary can'be made at this session, so that fur6er plann g seisions

will not be required prior to program implementation. This planning session

,

also can be used to solve any logistical problems related to student lunches,

transportation, an appropriate meeting place, and the like. The employer'

resource coordinator should be given a copy of the program agenda, with all

\C,evisions noted, so that it can be duplicated for distribution to all

participating site personnel. Further questions regarding arrangements for

program implementation can be handled most practically by telephone.

5. Preparing Students for Program Participation:

At the employer site, students will encounter situations and

experiences which will Cause them to exaMine the World ofwork and re-
c

appraise their potential for entering this world, on'a cogginuing basis.

'Orientation sessions should be held before the students are scheduled

to go to a'Kew site. The primary purpose of teese sessions is to brief
N A

:

them on what they will,be doing and what they should'expect to learn from

their experiences.

One successful way to ensure that students receive maximum benefit

from thee-4lorations, is to prepare them on how to ask questions and

what kinds of questions should be asked.

A brief outline of sample question145 listed on the following page.
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SOME QUESTIONS STUDENTS SHOULD BE PREPARED TO ASK

Employment Opportunities

Whicg caree.ri are likely to grow rapidly, which slowly, and

which not at all?

Where will-that growth occur, In my communitY, or elsewhere?
a

How much competition will I have?

What will be my chances of job security and advancement?

Where will I live depending on the choices I makii?

How many Jobs are there now in this field?

Job Search Techniques

What are the access routes into the desired career?$

What are the prerequisites?

How can employers be appeoached?

How can employers be sufficiently impressed to offer the Job?

How can I prepare for the job intervie0

Labor Market Intermediaries

Whaqorganizations and institutions operate between employers and
employees to facilitate the process of matching people and

jobs?

Career and Occupational Characteristics

What would be my primary duties to be performed?

Do I need special abilities?

What employee benefits are available?

What are 'the entry requirements?

23
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C. OPERATIONAL TASKS

6. Im 1 er_a_nntinsi.4bLiturza:

(Operating the program by having the students take part in

the learning,activities schedull6for ach program day.)

.
When the program begins, on Day #1 and Eater as needed, the school

staff member will act as a trouble-shooter, a'source of emotional

sppport for both students and the employer and, perhaps, as

a)facifitator In handLing student questions. Nq matter how carefullyjand

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

..
,

(6e/expected to occur; for example, the students may be reticent, the

learning supervisors may be somewhat tense, or there may be problems in
-

'coordinating program activities. In situations 11 e this, the only

person who is acquainted with both the students ind the employer

is the school staff member; therefore, he or she will have to

'act as a general facilitator in order to r)rovide a supportive connection

between the students and employer site personnel.

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

confidence and ability of learning supervisors and on the qually of the

program activities schedulest As learning activities and personal

interactions get under way, school personnel will want to assume a lower

pro4ile. The students will have to relate directly to the employer

instructors whose expertise will def}ne their instructional authority.

Although school personnel (since they will not be teaching at the site)

may be tempted to leave site r4rsonnel holding the instructional bag at

this point, site personnel should fe41free to contact school staff on

any questtons and/or problems.



Once the employer has established an effective degree
0

of rapport with the students, the school staff member will visit the

site as an observer to monitor program ctivities and document his or

her findings for the futureuvision and Improvement of the prograM..

7. Monitoring and Documetiperogram Activities) )

(Devising,a.process to monitor program activities en
document the finklings.)

)(When implementation of an exploration program begins, the school

staff member should attempt to cover the entlrescope of tcheduled

activities. Complete information on what is really happening on site

is needed In order to compare what is really happening to the intended

learning outcomes of the program's "paper plat*"

The resultPof such a comparison can be useful in several ways.

Spontaneous interaction and Improvisation bY program participants may

be discovered to be more effective and more Interesting than the program

activities initially scheduled. Such unscheduled activitles should be

carefully documented so that they can be integrated into the revised

program plan. Or, participating employers may be found to have an

incoMplete or faulty sense of what they should be doing. In a ase like

this; the, school observer should note the nature of 04-problem for later

discussion with the employer. In other cases, the employer may be

implementing an activity exactly as it was planned but.with little or no

success. In a case like this, the substitution Of other activities may

be -needed.

Often a single school staff member willAnot have enough time to give

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

needed if the program4is to evolve in a positive way. In some pilot sites
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field responsibility has been.divided ) etween bioo-oor more program monitors.

Although one lichool staff member retains chief responsibllity,for keeping

track of program activities at a specific site, other interested staff

members (either counselors gr teacheft)'lieke twd to four brief monitoring

visits each month to,that site. They report their obeervations.to the,

responsible school staff member who enters their comments on an Exploration

Program Observation Record form.

Since monitoring provides the information needed for revising and

improving the program, each monitoring visit shouLd be documented in a

consistent manner. Pilot sites have developed various forms for use in

recording the findings of monitoring activities. Although these forms vary

from school totschool, our experience suggests that a useful form provides

space for severatt kinds of information. Observers should 0011de a concise

and relatively Ajective description of specific learning activities as

they actually occur. Each activity must, at some point, be evaluated in

terms of its effectiveness in achieving exploration program objectives.

Specific recommendations for change should also be included. The

Exploration Program Observation Record provided here can be used to

document the findings of program monitoring .activities.*

After a program has been impleftinted the first time, complete monitoring
is neither necessary nor advisable. The initial set of program activities

will have been revised and he learning superv4sors will have developed
greater confidence and instr ctional skill. They will have to deal with
participating students on the own terms, without the continuing presence
of a school "chaperone." ,As th O'rogram continues, the seholl staff
member should visit the site only to gather ideas for program revision
monitoring only new activities or those of special interest. .



Revis in% the, Program:

(Otscussing the program strengths end-weaknesses identified-on
the Exploration Pro ram Observation Record with tho employer .

resource coordinator Tn orcier to revisil-Wid improve the program.)

After the first implementation Of a program firtt C*Cte), the

school staff membe'r will want to.meet with the employer resource coordinator

(and other site instructional staff, if possible) to assess the effeetjiweneis.

of program activities. If monitoring has been comprehihsive and well

documented, each learning activity can be.assessed in a detarled and

,

meaningful way. The employer, resource coordinator will be interested in the

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

able to contribute the very different and useful ideas of a program insider.

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

to develop new activities to replace any obvious failures to expand

successful activities, to introduce any experimental activi ies which may

have been suggested by student interests and needs and, perhaps, to alter

the sequence of program activities. The work done in this planning session

may be the most important effort in ekploration program development. While

pre-operational planning is tentative, although characterized by many good

(if abstract) intentions, the work done in this sessiom'is based on actual

program operation. Many exploration programs have been successfully and

extensively revised at this point. Although subsequent program revision

is usUally less dramatic, plann4ng sessions to discuss possible program

revisions should be scheduled atvthe end of each exploration program cycle.
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CHAPTER I I

. ESTABLISHING PROGRAM OBJECTIVES

2 8



2-1

CHAPTER 2.- CAREER EXPLORATION P OGRAM OBJECTIVES

A. EBCE OBJECTIVES

The vast majority of high school students, irrespective of family

background or academic achievement, have had no effective opportunity

to assess their own tntirests, temperaments, or abilities in terms`of

Ihe deb-lands and rewards of,real work. )n other words, thes, students '

tend to define themselves solely in terms of peer and parentat behavior-

al norms, without any real understanding of how 56eir lives might be

expanded and their abilities meaningfully applied in the speCial con-

texts of work and the community. The decisions students make regarding

their place in these contexts will shape their life-styles and identi-

tries profoundly---yet, more often than not, they will "seiect" or drift

into a career without any true understanding of the political, social,

and professional realities of the working worth.

In addition to these understandable limitations of self-definition

and career Information, students tend to have a largely unrealistic or

limited view of the nature and range of possible careers. Students

have a vague idea of what their parents do to pay the bills; they have

a limited view of what their teachers.do, and they hear,.from time. to

time, promotions on specific-careers---usually presented by someone

with a vested interest of some sort-in promoting interest in Specific

Jobs.

29
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Generally, students aro not aware of a large,number of other

career possibilities except as they are presented by the mass media:

glamorous, amorous-doctors and purses hurrying through hospital corridors

to triumph over a series of medical catastrephits; rookie policemen

1(-

"proving" /-homselves In repeated shoot-outs; and defense attorneys

winn[ng on-1e ale after another for the good guys. Those unrealistic

carelr Portrayals may be supplemented In the student's awareness of

career possibilities by a few heroic Worts figures, some public figures

in powerful 14t1tions, entertainment figures, Journalists, and their

/
coUnterparts ih the media. This kind of career infor'matiOn does not

provide.a factual or personalized basis.for career choice and prepare-

tion.

Thus an eff,ective career education program should be designed to

fulf111 ver'S, specific studInt needs for:

1. A sharper' and broader definition of each student's
interests, skills, abilities, and temperament.

2. A more extensive and accurate picturedof the range
of possible careers and the demands and satisfactions
of those careers.

3. An improved ability to process both new self-
awareness and career information for use in
career decision-making and taking the purposeful
action those decisions require.

This is a very large order, indeed, or any one individual, the

accomplishment of these goals usually invo ves a long, developmental

process which, under the bestof circumstances, ma'Ytake years and many

people. Much of this arduous growth process occurs after high school

30



and is the result of an accumulation of formative experlinces well be-

yond anything that the richeft career education program could provide.

Such programs, therefore, cannOt reasonably be expected to enable

studnts to reach an end-point or culmination of career development.

Better objectives., or at least more realistic one:, are relatively

more modest in scope: broader self-definition by students; more

ratial student decision-making nd action, and expanded Student

iwareness of career possibMities.

Experience-based exploration programs contribute most directly to

the'last of these three objecOves. They are designed tci give students

more extensive and accurate picture of the range of possible, careers

by expanding available learning contextt at'well as 4udent awareness

of career possibilities. Although an exploration program does, of

course, provide experiencel useful for both broader self-definition and

decision-making practice, 'the deVelopment of these complex skills will

s .

rematn the primary mission of counseling and teaching personnel associ-
s

ated with the Career Education Program.
.4

B. CAREER EXPLORATION PROGRAM OBJECTIVES

In order to accomplish the broad objective of expanding student t

awareness of career possibilities, career exploration programs must

meet veny specific objectives. In successful exploration programs using

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

These areas have not and should not be.isolated for independent

32
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treatment, but 411 of them have'been included in career explore-

tion programs. Learning activities typically are dtrected to one or

more of these areas to justify their expense In terms Of time end

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

ploration program are:

1.' Understanding the context of the employer or community
resource setting.

2. Getting a feel for the range of activities In several
specific careers.

3. Irearning and remembering practical _facts about
successful employment.

4. Learning_ how to use facts, observation, and
experience In personal decision-making.

Each of these-objective areas suggests many program activities.

More detail is provided on tables IA and 1B at the end of this chapter

and in the discussion below:

With the possible exception of highly subjective and private pur-

suits such as creative writing or the graphic and performing arts, most

careers are defined., and to a large extent controlled, by the goals,

values, and management structure of an "organization." The complex

politica), social, and occupational Influences within an organization

create a context which a worker needs to understand if he or she is to

use and relate to it successfully. 44;dentifying and explaining the

nature and influence of the career contexi Is extreffely important in

career expltwation. Beyond the very direct impact of the orgóniza-

tiAll context lies the following teaching truism: Students learn more

32
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and feel more comfortable on new ground If they have a sense of the

"big picture." A working knowledge ol thcorganizational context will
,

provide them with a frame of reference which they can use to Integrate

isolated facts, observation, and\experience.

Although insights bout the organizational context ere necessary

for the purposes of orientation and will later add to student under-

standing of individual careers, the,careers themselves must receive the

most concentrated attention during the course of the program.

The most valuable and lasting learning outcomes for Career Education

are those gained by direct exposure to the performance of specific

career tasks in typical settings.

. A large and significant body of career infor=mation may not be

readily evidolict to students as they focus on the organizational context

and on the activities of specific workers. This information includes

both factual aod procedural data related to job training, acquisi-

tion, advancement, and material benfits.

Objectives in the first three areas (Context, Careers, and Practi-

cef Career .jnformation) center upon the learni4 potentialinherent in

the composition and resources of'a specific site. Ph the fourth area

of program objectives, the focus is upon the students---as individuals

and as people who will react to the employer setting. They will need

and appreciate active assistance from employer staff participants and .*

sOool staff in order to operate effectively within a new environment

awd to process the barrage of new experience and information encountered



there. Careful planning will bring the beit Of the site within their

reach. Making the learning potential of the sitcupsful for the stu-

Aents Is the fourth program objective: Processing Program Iriformation

and Experiences.

\, Students rrive at an employer site with many unexplored approhen-

sions,sixpedtations, interests, and .outiooks. It is important to deter-
Rik

mine what their initial'frames of reference are, IR order to..make them

feel like real participants and communicators in subsequent program

activities. By understanding where the students stand at the outset,

program coordinators will be better able to correct misinformation and

to tailV program activities to the specific learning needs Of the

students.

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

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

undefined or unarticulated unless participating staff members creette

a congenial and effective forum for questions and answers. The students

will also need help in organizing and integrating the enormous amount, of

.raw information and experience included in program activities. Finally,

they must)be aided in apPlying what they have learned to their own career

interests and future plans; old career outlooks must be defined and re-
,

defined in terms of the new outlooks provided by the program.

Figure 3 Itemizes the kinds of circumstances and teaching inter-

ventions which facilitate student integration and use of program in-

formation and experienCe.

4
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Exploring careers in an employer sit Is an normously concrete

end complicated learning experience.. It ts no/ by neture or inteht,

an acadeMic exerclie, the foregoing discussiCin of Program obj,ctives

does not,,in itielf, indicat'a the actual structure of an explronation

program; It merely provides some.gUidellnes which can be Used to

identify In a comprehensive and orderly way the most important objec-

tives, of such a prograt. In effect, it should help prograt personnel

to answer the first question in program planning: "What information

and experience do we want to emphasize?"

Once the career exploration objectives fo.r 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.

,35



CAREER PLORATION PROGRAM OBJECTIVES

I. Context: identifying the I.laracter arid Mission of an Orgenizatin

A. Major product and service goals
B. Organizational structure
C. Essential resources: materials, facilities, expertise
D. Special problems and other issues unique to operations
E.. Management biases, priorities, and expectations
F. Organizational influence and interactron in the community
G. Consumer access to and use of the organization

II. Careers: Defining the Characteristics of the Worker and.the
Scope of Work

A. Major career tasks and Tesponsibilities
B. Work outcomes in products, services, and performance
C. 'Requisite abilities, skills, and temperamental traits
D. Necessary tools, equipment, and environmental conditions
E. Outstanding satisfactions and drawbacks of the Job
F. Relation of a specific job to.the work of the organization
G. Worker's feelings about'the job and the orgaAization41 context

III. Practical Career Informati.on: Facts, Expectations, Procedures

A. Job-Specific Information

1. Requisite training, experience, and ability
2. Training progrws available and opportunities '

for apprentkeships or other preparation
3. Salary ranges, fringe benefits, and prerequisites

;?4 Ladders of advancement and criteria fdt promotion
5. Applicability of specIfic careers in other work settings
6. Current employment outlook for specific jobs

B. StandArd Employment Practices and Materials

1. Application forms and procedures
2. Entrance level testing and evaluation
3. Interview forms and related employer expectations

4 prformance evaluation criteria and practices
8r,

It
C. "Invisible Forces and Unwritten Laws" A

1. Notable "don'ti" of job acquisition and maintenance

2. Employer expectations regarding the personal style Old,
.presentation of employees and applicants

3. Management attitudes on hiring women and members,of
minority groups

4. Union organization and influence
5. The character and effects of the dominant management style

0

Figure 2 "
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CAREER EXPLORATION PROGRAM OBJEerIVES
(continued)

IV. Prciram Informatlon4nd Experience

A. Establishing a Climate for Student-Employer Cooperation
and Communication

1. Appropriating a physPtal apate Where relaxed and congenial
discussion can take place throughout the program

2. Conducting a thorough orientation which

a. Personally introduces tho employer instructor
to tho students

b. Introduce,s the students to the employer in
terms of
(1) Theft career interests
(2) Their career background and experience
(3) Their particular skills and abilities
(4) Their program expectations
(5) lopir apprehensio9s and other initial feelings

c. Provi es rol.- for student participation at the site
d. Defines student learning needs and Interests
e. Outlines prospective program activities.

WAD

B. Monitoring Student Response to Program Activities

1. Testing and strengthening the students' intellectual
grasp of basic facts, concepts, and principles

2. Eliciting personal impressions and reactions
3. Encouraging questions and responding appropriately

C. Helping Students Integrate Learning

RevieWing critical facts, concepts, and principles
2. Illuminating relationships between experiences and ideas
3. Assessing old goals and plans in terms of new career

information and experience

D. Helpfng Individual Students Use the Exploration in:

1. Defining new career direetions
2. Selecting avenues of future exploration and action
3.. Evalmating program activities
4 Utilizing the site as citizens and private individuals

Figure 3
7
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CHAPTER ill .r SITE ANALYSIS

RATIONALE AND PROCEDURE

After the objectiVes of a career explot'atiOn prOgrom have been deter-

mined and clarified, school staff members will initiate the site analysis

process with site peqrsorfnel. During a planning session, they will survey

site resources and liKthbse,with.the best potential in terms of program

objectives. Since site analysis is a big Job and the time a allable is

generally limited, site personnel have developed the standar

gathering process outlined here. This process is recommend since it can

formation-

be used in a wide variety of employer settings and Oecaute it conforms to

the major progr4 objectives of career exploration, The following discussion

explains how this process is implemented.

This procedure is specifically tailored to the needs of school personnel

who are developing career exploration programs for groups of students who

have had little or no exposure to the business world. The worksheets, there-

fore, are based on the assumption that general, introductory information is

required which will have to be gathered in a single session-, supplemented

by a tour of the physical facilities.

The completed worksheets will,provide Information in three distinct

categories which are directly relatelo to the program objectives discussed

in Chapter II. Worksheet I is used by school staff to Identify the charac-

ter and mission of the employer organization. The answers provided on

this workstieet, together supply a general Idea of'the-41161NTEXT In which

program activities will take place. Information from the employer in

answer to these six questions will tell school staff what the organization
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does, how It is structured, and which units and services might be.aVall-

able for program use. This information may also suggest facts, conceOts,

and topical issues for inclusion in presentations orientinittle students

to the organization.

Worksheets 2 and 3 concentrat the attention of school personnel on

the most important learning resources for any career exploration program--

the actual CAITE\RS being pursued at#,Xhe si6s. Woeksheet 2 provides enough

space for a complete list of Jobs (by career area or department) throughout

the entire organization. -After a complete list of Jobs has been developed',

school staff members and site personnel should select a limited number of

specific Jobs to emphasize during implementation. The selction of these

Jobs can largely be carried put through a proceis of'elfmNpaissn.. The

five broad guidelines listed below can be followed to arrive a, a manage-

able number of significant Jobs:

(1) Any careers or career areas which are treated in a
substantrve way by other employer programs in this
cluster or in other clusters can be eliminated.

(2) Any careers which are common to any buiiness or insti-
tution can be eliminated. Clerical, maintanance, and
other support Jobs are usually eliminated.

(3) If site personnel are convinced that certain careers
will be completely off-limits for students due to
security, union, or safety prohibitions, they need
not be analyzed on Worksheet 3.

(4) School and site personnel should then decide which of
the remaining careers are most unique or most charac-
teristic of a specific site and list\those careers to
receive 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.



Once the guidelines, listed on the previous page have been followed,

program personnel should havo.a list of careers which are excellent pros-

pects for inclusion at a given time. In order to design learning

ties to Illustrate what these careers actually involve, program developers

will have to examine each career In more detail. Worksheet 3 can be, used

to unearth and organize the topics and materials which will be most useful

In planning.learning activities for each career expOrure. Remembert you

are not preparing a definitive Job description.,for use tn the Dictionary

of OccupationaI Titles; rathe'r, you are analyzing each job In terms of

student needs and possible learning actlyities. For each analysis, the
id

official job title (and the related career area or department) should be

entered in the lefthand margin of the form.

Learning activities which "teach" students about specific careers are

usually based upon major career tasks. These tasks become the foci for

both discussion and handi-on involvement. The first column of. this work-

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

The four remaining columns can be used for information on observable

products/servicei, equipment, training materials, and any aVallable dis-

plays, collections, or demonitration which instructors and studentsnight

use in exploring these tasks. As this worksheet it completed, Possible

learning IPtivities will begin to come into, focus.

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

to the program objective entitled PRACTICAL CAREER INFORMATION. Although

a great deal of this in'formation is provided on Worksheet 3 (under Train-

4

ing Materials, Audio-visual Aids), a great deal of job-specific and

\f"
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organization-specifrc information can be gathered from site personnel In

several typical support services. At the left-hand margin of this form

four moyor facillties or support services are listed which usually have

a great deal of coecentrated, official information.' Some'of the resources

available from these sources are detailed across the top of the form.- To-

complete this worksheet move fr7jeft to right, asking the kinds of clues-
+

dont listed below:

,Which of your Public Information Officers could speak
to our students about your organization's,services?

Does the Public Relations Office have company litera-
ture or other materials for student use?

What audio7visual materials and equipment might we use?

Dops the Public Information Office gave standard pro-
grams or demonstrations which we might see?

Frequently, the rtsoyrces listed on Worksheet 4 will be used in

orientation activities or 1n special program segments which deal with

the organizational context or practical career information. In some

cases (especially through personnel services), Job-specifiC information

ivy be integrated into the activities related to specific CARMS. A

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

mation prograM personnel may collect and find useful im planning program_

learning act4vities.

12
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WOSKSHICT I tONTIWII OWINIMO Ttit OMANIZATION

What are the major goals of your.orgeniration in terms oft (a) the pro .

ductlon of goods and materials, (b) Performance of opmeorcial. Id social
services', (c) community involvement, and (d) other possible ppforiti.st

Z. What are the mejor departments or divisions of your organisation, and
what Is the primery function of each?

3. How are these departments or divisions related to teach other In normal
operations?

4. Does your organization have external operations, branch offices,
auxilliary services, or affiliates whlfh might be /ncluded in the .

exploration program?

5. What facts, concepts, and topical issues should be presented to students
so that they will understand the work of your organization?

6. What descriptive literature and audio-visual aids are available for
use in orienting students to your organization?

13
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TYPIliAL CAREERANFORMATION RESOURC

POSSIBLE SITE
SPECIALISTS

WRITTEN MATERIALS

PEOPLE. MATERIALi AWPROGRAMi'

AUDIO VISUALAATORIAL$
liUMMENT

PROORAMS.,MMONSTRATtONS t.
.TOURS

iyo

1 "I



PEOPLE MATERIALS ANO PROGRAMS

LAJ

Ir-

<<

0

-J 1
-J
tJ
WC

WC Li.

4.?

POSSIBLE SITE
SPECIALISTS

WRITTEN MATERIALS' AUDIO-ViSUALNATIWALS s
MOMENT

Community Affajrs
Officers

Public Relations or
Public Information

Officets

Brochures

News releases
'Clipping file
Trade periodicals

PROGRAMS, 'DEMONSTRATIONS 4
TOURS

-

Descriptive and promotional
films,and slides

Documentary films of
community services

Orientation programs
Programs for public groups

e.g., speecti at the
Rotary Club

Personnel Officers
Writers I \

1

Job descriptions
Job application forms
Resume formats
Sample tests
Personnel foldersg"
Salary & benefit data
Performance/review forms

Orientation films
Training films

Standard interviewing pro-
cedures

Standard selection process
Performance review crtteria
Seminar materials

Vocational Teachers C

In-House Profeesionals
Training manuals
Simulation aids
Sample tools
Evaluation forms

Training films and slides Teaching demonstrations
Training classes

Librarians.
Archivists
Researchers
Curatorfs

Display Artists

In-House Library
Historical documents

. Current and past stu4les
Museum collections

,

Special displays'

Film collections
Slides
Graphs and charts
Standing exhibits
Topical displays

Tours and projects
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CHAPTER IV a:DEVELOPING rxPLATioPi PROGRAMS

A. StaCTING ,ARNING ACTIVITIES

Perhaps the most difficult part of the program development is the

selection by school stiff members Of speCifi'd'ectivitias to give ca;aeera

exploration both form and substance. Demonstration and pilot slte per- ,

cOnnel have discovered roughly thirty-three types of instructional activi-

ties which are especially effective. These activities can naturally be

ranged along a continuum of eight clearly definable levels, with each

level representing a different teaching method and serving a different

function. Moreover, each level involves learning experiences which are

progressively more closely related to real work activities and whichpro-

vide ever.increasing opportunities for student involvement.

As a whole, this continuum includes the broadest possible spectrum

of methods and purposes. At one end of the spectrum we find the rather

commonplace approach whereby a teacher provides information in a lecture.

At the opposite end lies the most effective method of weer exploration:

student involvement in hanqs-on experience with real work tasks. Each

level with its associated variations has an appropriate function In career

exploration; each has strengths and limitations and each cAl make a unique

contribution.

The following outline presents the continuum of learning activities,

.
showing each variation and illustratibg its use with an example from

actual program experience. A close examination of the whole continuum is

absolutely essential, since the activities and examples It contains will

A
be major reference points, in subsequent sections of this chapter.



All CiA these learnihg actNittes nd their associated variations have

egnificant value, Eachtfulfil.is a gtven content goal more 'ffettierY

and economically than-Another,-but-each'has deffmtc* Ilmttatfons-villeti

must be recognized. One of the central challenges of program planning

lies in clearly identifying the program objective of the moment and

selecting the most powerful learning activity for its acComOlishment, if

goals and activities are well matched, desired learning outcomes f011ow

naturally.



1. LECTURE PRESENTAT1ON'OF FACTS, CONCEPTS, ANORINCIPLES (UNAIDED)

Purpose':

To deliver basic factual information

assist,students in understanding

and integrating their observations
and experience at the employer site.

Probable Use:

In a class or conference room
setting:, during initLal orien7

tation, as preparation for active

participation, or as a summary

exercise aimed at,integrating
what studentt have seen, heard, and

done during their exploration activi-

ties.

Possible Content:

- Simple definitions of an organization's

goals, processes, and productsi

An Insurance company performs X

processes and procedures In order

to provide Y services,

- Complex overviews of orgemIzational

strgture and processes: The

coeOlunrty bank Is divided into six

major departments which have dis-

tinctly different functions: ..,.

Vpianations of major work-related
issues and concerns:

Safety practices, office practice and

procedures, the training requirements

and benefits of a splecific job.

A presentation by a panel of workers

representing several different lobs

in a single employer site:

A social Worker, a psychologist, and,

an aide discuss various interreitfe44,!

social services provided by the A:

community agency where they work.



PurpiAe4

AUD'IOVIS.ek. PRESENTATION. WITH' CO,KrEN.TS BY A, 1,,ECTURER

To delivernecessary facts, concepts)
and principles using high interest
Anedia which illustrate abstract
.Information in a conqrate, !modiste
mannert.

Probeb I e 'Use:

In a class or conference TooM setting:
during initial orientation, as
preparation for active partictpitipn,
or as a summary exercise aimed at
integrat,ing what studenti have-seen,
heard, and done during their explo-
ration activities.

Advantaaes

w
Can be Used most effectively to''
conVey very basic introductory
inforMation in a highlrtontrolled
setting Away from possible distrac-
tions and to prepare students for
more complex learning activities,
e.g.,:to detcribe a, productiOn
protess they are going to observe,
to present the legal issues in a
trial'they are going to attend, or
to present, the rules of a managewt
game they.are going tb. play.

POesible Content!

The same types of information- provided
in Learning Activity I:

Using maps, charts, graphs, or
simple descriptive literature.

Using slides, tapes, photo-
exhiblts, att.

Using'sh rIlms about the

organize thief concerns, or
activitiers'of a specific employer

site.

Cautions

Although students will pay careful
attention to audio-visuat materials
(if reasonably. Interesting and curreht),
they quickly lose inte'rest in unaided
lecture presentations.

Lectures cannot communicate the actual
ekperience of work.
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IN-Arose

1

4:14:11:::11:1And Itnfttattr-
the Cetusl work'snviremont; to pro-

vide thee With hilh *het Omon-
strationsvof.jmb duilss, equipMent,

end Promise,

Probable Ueet

In appropriate work.settings and/or In
classroom area whirs simulations,

supplementary leetures or disiusslons
can be held,

Advantages

. .

la

Provide's a good'overviewing technique
with increased student activtty'end
mobility, greeter stimulation;
more student. Involvement question-
ing, touching, exemining, and
observing which makes the program
content more concrete.

The variations listed for this'
learning aitivi,ty extend student
understanding by providing pro-.
yressively broader opportunities
for student par4lciPation In real
and simulatld Work activities.

Demonstrations can be used to
teach..basic occupational skills
lithe students ore given an
opportunity to apply whet they have
learned immediately.

,peesible tOntent-,t.

A Na k and .4mq/over!. I ght lY"

tourof the Whole opeiltient
Students move .rstho quiskly through
elm departments f a coamsolty, bag
aftsr 4-brief torture-orientation,-

- A "try lt, yek011,--Ilka-lt"-intenelVe.

tour of few selected .dreas, with-

planned opportuilties for:

. .

- The examination and handling of

equillecht

- Demmostrations'gy site personnel

- Casual.studentworker oonversation

-.Simple task trials by each student

- Structured teaching demonstrations
whereby workers show the students
where they work, their equipment,
And major work activities:

:An,X-rey technician Aakes, develops,
and reads a chest X-ray, commAnting
op the process as he or she goes

along.

Students observe emOloyer job-training
classes and participate whore possible:

Students observe an introductory
class for trainees and participate
in.discussico periods at the
invitation of the Instructor.

- Employees simulate a round7table
decision-making meeting which is

typical of their workt

Social workers review the file of a
fictitious client and .decide on on
-appropriate course of action,
possibly with student participation.

Students observe a real occupetional
activity and pertIcIpete In a-
follow-up discussion!

Studehls observe a criminal or civil
trial, a veterinary examination, a
surgical procedure, the taping of

TV or radio show.

Cautioni

Although tours do not result. In
specific skills or ferTreachIng
.learning'outcomes, demonstrations can
be used to Illustrate step-by-step
activities end processes.

Shmulations require a graat deal of
Preparation, Intarprta017n, and
*AplanatIon.

4



SuatTANTIVt CHSCUISIOWIRTWiliN LICARNINO SiiiiRVISMS AND lAbliNTS

Purpose;

To give stUdents an opportunity to
shape, articulitte, and integrate
significant exploration infori.
nation and cipariance.

Probable Use:

In a diets or conference room set
ting before and/orjafter such
activities al tiurs, filths,

simulations, hands-on partIcipal.
Om, etc.

Advantages

Encourages`oral participation well

ai the mare Intellectually demanding
processing of tnforination end ex7
parlance by students.

Group discussion is the most powerful
method of helping students to under-
stand, remember, integrate; and per-
sonalize 'What they have learned.

Discussions can b tailored to
specific topics an y last any-
where from a few min es to an hour
depending Oh the top!

40.

Possible Content:

Inokangss of facts, Optplons and
expectattonst LesPning supervisor
ssks each itudent-Ao 00,M0fit-OA his
or her career:exploration litcti.y1-

tits.

- Structured question end answer
sessions geared to reviewing
activities or,toestabilshing
critical factt; cOncepts, or prin-
ciples: identify three jobs you
observed today and tel us tho
major responsibilities of each Job.

Guided questioning to determine
student reactions to their ob-
servation, and experience In the
employer site: Would you like to
be a bank teller, a data processor?
(Why? Why not?)

Systematic discussion designed to
eneble students to assess, sum-
marize, and integrate their
impressions ansi experience: Think

for a few minutes about all the

jobs you have seen here and then
tell uk which of them ore most
closely related to yOU r, interests
and abilities. ,

Oral presentations by students
featuring their assessments of work-
related activities end/or problems:

Each student Is asked to give al
two-minute presentation evaluatfng
the effectiveness of program acti-
vities.

Cautions

Initlally, students may need to be
encouraged tO take part In discussions
tuided by the learning supervisor; as
the students become more experienced,
their confidante will groW and they
will-become Increasingly willing and

2
able to make meaningful contributions

1/4

, A
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BASKIC SKILLS DEVELOPMENT PROJECTS USING SITE RESOURCES

Purpose:

To teach specific basicskilis and
demonstrate how they are related
to-spedific work activities at the
employer site,A

Probable Use:

In the employer site, is employer-
assitned homework to be dlsoussed
on site, or Ma a classeoom to

follow up exploration activities.

Advantages

Enables students to become 'workers"
in terms of exploration activities
which are related to career per-
formance but which do.riot require
job training, the use of expensive
equipment, or a great deal of staff
time end energy.

Career exploration activities
cover many topics that can be used

by students in assignments for

other classes, e.g., as the subject
of a paper for an English.ctass.

Possible Content:

- Students tise employee equipment to

solve dOth problemst EmployEr
helps students to calculate the
quantity of sulphur by-products
found 1.n anti-pollution equipment.

- Students use simple reseirch methods

to explore questions whrch arise on

site: Employer helps studepts Pre-
pare a simple questionnaire to be

administered to their peers and
analyzed during a subsequent program

day.

- A social studis teecher or guidance

counselor assists students in
researching and reporting their
findings on a sitk-related topic:
How has the union'movement influenced
personnel practices in the skIld
trades?

Cautions

Although many careers require
extremely high levels of technical

* and analytical skills, projects cart
'be used to introduce them to the kinds

'of skills needed for specilic careers.



ROLE-PLAYING-AND PRIIILEM-SOLVING GAMES AND PROJECTS,

if

Purpose:

To allow.students t6.participate
in highly imaginative, peIrsonalized
exploratioo of worker roles And. .

major organi.zational issues, suCh
as human relations,,budgeting,
manigiment strategies, etc.

Probable Use:

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

strations.

Advantasies

These action-oriented activities are
both.convenient and4ractical since
they require no spalealized setting,
training, or equipment.

Can be used to acquaint students
with site and/or lob-specific
tasks, problems,,And procepos
(e.g deCist6n making) and move

,students Closer to real work
experiences.

Possible Content:

- Students select nd,work out a
typical personnel problem:or
potential conflict which Nis been
stated hypothetical ly: - Union
spokesmen, management.represent Oyes,
andn arbiter negotiate ttlo ters of
4 mew contract.

Students work as a groOp to draft
personnel policy designed to
establish fair criteria for promo ion
in a specific Job category.

Students draw up a hypothetical
budget for a specific site and then
chick their guesses against the
actual figures.

Each student creetes simple prodoct
which might be used to advertise one
aspect of the site which he or she
consider, particularly striking:
With the help of a public relatioNs
specialist, each student writes a
news release describing a favorite
zoo animal.

Cautions

Games should be designed to hold student
interest and to provide students with
an opportunity to apply the information
they already have on specific jobs or-
sites.
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Purpeeet
aim

To elleir studants toipplei thole.
knowledte and experienee tasks

whieh emproximate the ehaklehle
ind etttSfootlen of relit work:-

Probable W

In stilted er real work setting
--efter resolving Infommetilin end
folloWl-no okservatIonal act10,1100.
uslhe,Minimal

Adventailas

Can proJide students with
opportunitres to carry out tasks
using real eqylpment, with real
product or service outcomes.

Although they are stilt not "the
real thing," these activities
enable students to experience a
very close approximation of some
Jobs without interrupting organi-
zational processes and without
beIng exposed to potential safety

hazards or legal Infractions.

Peeeliii 4104tenti,1

Students take turns perforilnicone

slople task 4,60001enW
Use thololilor *inter toleaate
toe purses of lvdiat low 40 lha
411$1111* .

Students perform legleel *wise
ef tasks whloh represents several
mejor 'duties ef a lven lab'. vein,

.

smell lenferenee roam supplied
relth a selection-of fooOmmplear a
mierbseopeelnli onicreferchei tglit;.
en entelolegist Supervises
the etudents es thetpreperwillOse
tentativelv(iMentlfy pontaminents,
..end chack'the4r fIndlbse,

- Stu-dints prepare and nakt a
sienificant ocaupatloneNAttivItY-
which Involves the imaginary
mastery-of levers') interreletad jobs
or procedures': Using actUal cos,
histories, students berlbt, cost,-
end conduct a mock criminal trial
(t6 6w videoPteped and oritieued by

411 attorney Or a paralegal spools! -

To get concrete Informetion.on
hiring procedures and jgb require -
ments,.studenti take a sample
employment test, fill out a real job
application., and participate In
InterYiewing "potential employed"
With Ahe sslItnce of 4 personnel
specialist.

Students participate in "Interlock-
ing" simulations which show how many
laki are involved In a firm's
production procesir ttudentw use
their Own visit to 4 local newspaper
as the basis for a feature story
which they write, dit, set, nd
"help" to publish.

in sites where dangerous, complex, or
high-security operations are carried
out, simulations may be tSt ally kind
of handr-on experience that can be
provided in a caripr explorati.on
program. k

60



Purpose:

PERFORMANCE OF REAL'WORK TASKS WITM'REAL WORK ,OUTCOMES

To give students firsthand experience
with the demands and satisfactiOns,of
real work.

Probable Use:

In a program site, after considerable
orientation, observation, and super-
vised practice activities.

Advantages

These are the most effective
learning activities and have the
greatest; most lasting impact.on
subsequent career decision's.

Possible Content:

- Students provide asilstance or
support rh. observer/apprentice
relationships with employeesi
TYPIcli clUtifis might, Fncludit typing,
filFhg, Cleaning'iquipment4 fep:ord-.
ing data, and nsweri90 the tele-

. phone.

- Students assume full responsIbilltf
for handling one important duty of
the employees they work with: One
student handles counter 3(004 In a
small retail store:

Students render a full ringe.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

An\some sites, the performanee of real
work tasks by students may be extremely
difficult to arrange.*

v
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The foregoing outljni was priientid els !don't:16c. nettra and' range ,,

of purposes of each type,of learning 49t141tY. This outline ,elitv suggests,
. .

. ,

Implicitly, how thise ctiVtiles 00 be linked ti,reinfotWitokither mitt

offeCtivel.. The following dlsbuision-proVIdas more eRpilolt information-

on how the various learning activities can be used Minit,effectIvely tp

lnforce each other.

11. SEQUENCING'LEARWING

Establishing meaningful activity sequences Is generally one of the last

steps in pse-operational program development. If this Important step Is'

neglected, students may view site exploratiOn as a loose assemblage of

seemingly unrelated activities, For example, courtroom observation Is

plways popular, since trials Inevitably Involve Interesting human inter-

actions. Students may not, however, associate their observation of such

real-life dramas with the roles of pertIcipating legal personnel or with

the process and machtnery of the criminal Justice system.

Since site instructional staff may be intimately familiar with their

individual responsibilities alone, they may not be able to assist students

In understanding theii connections; therefore, such connections should be

stressed In the design of tho program. The pireful,sequencing of activi-

ties should minimize omissions of this type while intensifying the impact

of specific activities. 'The relatively simple and widely applicable

rationale for sequencing presented here suggests a reasonable way of both

providing fe- "super-Structure for the exploration program and scheduling

tha various activities included in each segment of the program.

off



The squencing of program activities presented here I

t e four phases of learning discussed below.

based upon

.PhaseI Btudgintis OrriVih0.0t A Olte.ontOUnter_ a Waiv envirOnment

nd a number of now peoPle whose respo'nes end activities peldom'Conform

to their expectations, Beyond that "strangeness" lies an apparent gulf

between student knowledge and experience and the intellectUoland practical

concerns of site persohnel. Some Students may, in fact, have a great 4:41

of personal interest and knowledge which will be useful In their xploration

activities,' but they may not realize this and they may not have decided how

much of an investment they can, or want to make in the exploration program,

The first responsibility ofti site personnel is to HELP SADENTS FIND A

PERSONAL CONNECTION between themselves and the-site personnel and their

chosen careers. Effective employee instructors, In their initial encounters

with students, help the students to relate their own knowledge, interests,

and values to the teaching focus of the site.

A few basic questions which lead to group disqussion May provide

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

ties more meahingful.

Site staff may also use audio-visual aids of demonstfations to Help

the students develop a stronger personal connection to, or Interest in,

site activities by appealing to the needs, feelings, and interests of the

students. In other words, the instructors muit begin their work by en-

couraging the students to establish a personal connection-between them-

selves and the program.

6 3
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Phase II Before proceeding with Scheduled program activities the

Instructor must also deliver a body of essential facts and concepts%

provide students with a shered background of information for Use in then-

subsequent activities, 1..s, the Instructor must help tho students to

ESTABLISH A KNOWLEDGE BASE as a basis for program experience and involve-

ment.

vg.e

Generally speaking, the first two types of learning activities

lectures and audio-visual presentations -- are the most economical ways of
-

helping students to establish a KNOWLEDGE BASE. These activities can be

supplemented and extended by directed discussions.

Phase III. Although abstract definitions of facts, concepts, ind

principles are necessary points of departure In developing understanding.

students may need to have such abstractioni illustrated 17 circrete w s.

The third step In structuring on exploration program involves the d

stration of such ibstractions. The many options outli* under Learning.

Activity 3 -L tours, demonstrations, observations, and simulations. -- pro-

vide many opportunities for the CONCRETE ILLUSTRATION OF ABSTRACT ELEMENTS

IN THE KNOWLEDGE BASE.

Phase IV. After making a personal connection to the peogram and .

devetopinga knowydge base for which abstract concepts con-

cretely illustrated, students will be both ready and eager to APPLY WHAT

THEY HAVE LEARNED. 'The "heavy end of the activity continuum," Learning

Activities 4 to 8, offers approximately 15 activity options of varying

complexity which are progressively more closely related to real work

tasks. All of these activities provide students with opportunities to

apply and practice what they have learned.

6 4
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These four phases of learning ere%Tearty related t6 the Continuum o

learning activities: .f.rom lecture to work teaks, fr6m ebstrtt Concepts

to OpPliCetion-; froM WOO iboUt-WOrk to Work itiCif. Thii-f6TIOWing_OUtirt
w.

line shows *he four phases of the learning squinde, listing wider:each'

descriptive heeding the learning activities'whiCh are most likely to be

useful during that learning phase.

PHASE I'. - HELPING STUDENTS ESTABLISH A PERSONAL tONNECTION TO"THE SITE

Learning Activity 3 - Dii-ect Student Observation

Learning Activity 4 .. Su6stantiVe Discussion

pHASE II ESTABLISHING A KNOWLEDGE BASE

Learning Activity 1 - Lecture Presentation -.

Learning ActiVit/2 - Audio-Visual Presentation

Learning Activity 4 - Substantive Discussion .

PHASE IIII ILLUSTRATING ABSTRACT,BLEMENTS

Learning Activity 3 - Direct Student Observation

Learning Activity 4 - Substantive Discussion

PHASE IV - APPLYING WHAT HAS BEEN LEARNED

Learning Activity 5 - Basic SkiAlts Development.

Learning Activity 6 - Role-Playing and Probiem-Sovinng

Learning Activity 7 -f Simulation of Real Work Activities

.Leayning ActiOty 8 - Performance of Real Work,Tasks

Learning Activity 4 - Substantive Discussion

This presentation is, of course, a rather radical simplification of

44

the complex and spontaneous learning process which occurs in effective

programs. .It should be u as a general guideline and not as a format._
4

6 5
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which must be exactly followed. The Appendix In this Handbook contains'

sample program plans from the pilot sites and demonstration site All. of

these programs have been in existence for a year or more and, thoreforCs

have been continuously monitored and evaluated.
6

worked out In their final form in the InItialepre-operational planning

sessions; rather, careful observation and evaluation by school Personnel'

,These programs wore not-

u

I

made it possibl for the final programs to be developed In such a way

that they now ovide ffective career exploratiOn'exp:erience for studonis.

.
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CHAPTER V

MON I TOR I NG EXPLORAT I ON ,PROGRAMS

t



""T" t44"1"" E"141"",r"'

MON I TOR1 Net . AND OOOUMENT I NG E'ROGRAM LORCA ACTIVITIES,

; Muth of the substantive improvement of an exploration program will

result from monitoting the program. l'his chapter presents 4 processAhet

can be used morganize thesobservationa and recommendations mode by pro- ,

gram staff who monitor the program., Their IMpressicihs ind ficoOlmendationa

wilflater proVide the major basis for program revision.

A successful exploration program requires continuing observation,

evaluation, and revision. Counselors and teachers, With specifit

knowledge of student needs and experience in.curriculum development, can

provide valloble assessments and reGommendations for program revlsion,
,

based on direct observatIoh of program activities. The Exploration Program

Observation Record pro des one method Which could be used to collect

first-hand information, to be used in'avaluating the effectiveness of cur-

rent program activities and determining what changes should be madt In

those activities.

In Part I of this form, observers can record objective descriptions

of program activities and their associated learning objectives. Part II

provides a list of evaluative criteria and a section where each activity

can be rated-in terms of each criteria* ' A simple average rating can

then be circulated for etch activity and entered In the designated column

In Part I of the form. If ail program observers employ the evaluation

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

vide a very u,seful method for coMparing the effectiveness of various

learning actOlties from One, site or tluster-to inother.

68
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Part ill of the form can be used to list tho outstanding strengths

and weaknesses of the current pecIlAam and make recommendations for re-

viiions. This section, completed during or socip after actual program

observation, may leter.be used as a basis for,discussion when school and

employee representatives meet to evaluate and modify the exploration pro-

gram. The final soetiOn of the form (PART IV) con be used to record the

ssAsment of program strengths and weaknesses by.rnpioyer personnel and

to document proposed changes in program activities.

No matter hoWlftroughly a program has been planned before actual

Implementation begins, its effectiveness cam be judged jonly when the

students and employers actually Interact. The scope of,future program

activities will depend .almest entirely on the quality of their mutual

effor and the judicious reports of relatively objective obitirvers. The,.

loservOlion,4cord can be used to support a stettegy designed to focus and

organize Information and recommendations for positive change..

69
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SITE:

EXPLORATION PROO

CLUSTER COURSE1
S.

ERVATION RECORD

pOSERVER'S NAME:

DATE OF OBSERVATION:

4

4.

T ME GAN:

TIME ENDED:

DESPRIPTION OF ACTIVIT144y6BSERVED

FIRST ACTIVITY

DESCRIPTION OF ACTIVITIES'OBSERVED

THIRD ACTIVITY

a

SECOND ACTIVITY FOURTH ACTIVITY

CRITERIA FOR RATING,ACTIVITIES 1st ACilvIty 4th Activity

Relevancy to Pre-established Learning Objectives

Richness n Faots,-Concepts, Principles

Richness, in. interest Level

..
Quality of Student Preparation

Student Verbal. Responsiveness

Sb4dent Non-Verbal Resporliveness

Degree of Hands-on Experience

Employer Motivation-Responsiveness

Effectiveness of EmploYer Performances

SCALE . 'None
_Minimal
Somewhat
;onsiderable
St:parlor

7

(1) Total
(2) No. of criteria rated

(1) 4. (2) Average Rating

7 1



-,,k4"1.,
. 3 .

III. OB5IRVAT/0 ABBOSMINT AND RECOMMENDATIONS

(A) Strengths of Current Program:,

(B) Weaknesses of Current Proirem:

(C) Recommended Extensions of Current Activities:

(D) Recommended Deletions from Current Activities:

(E) Recommended Additions to Current Activities;

7 2

6

I

tv. amomm)lor V1002AH REVISION-MEMO

(A) Employer's Aisosoment of Program Strengths:

4

(B) Employer's Amassment of Program Weaknesses:

(C) Propos d Exteniions of Current Activities:

(D) Praposed Deletions from Current Activities:.

(E) Proposed Additions to igrrent Activities:

-.

a



APPEND I X

PLANS FOR I MPLEMENT I NG 'IOPLORAT I ON PROGRAMS
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SAMOLE

CAREER "AT ON D G T
ION

(GOVERNMENT SERVICE-00SM)- V.00

DAY #1

Orientat on Lecture: Definins the Goals Structure,

an rocesses o t e ss.
A

as Role of F.D.A. as a Law Enforcement Agency

Organization of the F.D,A. (using chart)t

HistorY and Development of the F.D.A.
4

The "Project. System" and "Regulatory Programs"

ue stion and Antwer.Sessiem on Lecture Presentation

Lecture on their

Daily Tasks and ActIVities

ResPonsibilities

Authority

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

C. Demonstration of Typical Uses of Equipment and Materials

Polaroid SX 70 and Close-up Lenses

Professional Diaries, Notices of Inspection, Forms

D. Practical Exercise for Students

Students take _inspection snapshots of sample display

materials

E. Lecture-Demonstration on Sample Collecting

9:00 A.M.-
9:90 A.M.

9:90 A.M,-
10:00 A.M.

10:00 A.M.-
noon

4)



F.

;.

Practical Exercise for Students

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

Lect re__a..,Precmrt'or limulatecer' Inspection by Su ns
015 P.M.

Pdrpose Scope, Authority of Investigation

Checklist for Investigation

Related Written Reports

Students Divided Into Two Competing Teams

Students inspect Simulated Bakery_Establishment

DAY #2

Role-play Introduction to Owners (played by F.D.A.

Investigators)
4

Identify Contaminants

Collect and Prepare Simples for Laboratory Analysii

Complete Officiil Forms

Document Inspection Investigation with Polaroid SX

Snapshots

r,

Formal Preparation of SamOdes_Collected from Simulated

nspection

Container Placement

Official Identification

3:00 P.M.
4:00 P.R.

9:00 A.M.-
9:30 A.M.



I mu iatiLd DruiLWarehouse inspect ton

A. Lecture Presentation on Possible Violations

B. Discussion of Drug inspecti& techniques

C. Slide Demonstration of Field Drug inspection

D. Film - "Safe and Effective Pharmaceutical Manufadturing"

E. Practical Exorcise: Students participate In a training

simulation (designed for F.D.A. inspeetors/investigators)
by I,Isting violations apparent in the film "No Margin for

Error, Part I" and then check their responses against the
correct findings presented in Part II of the film.

TJFIhL.2L2inL2t!...9LJlrJa.!M?.EU1

"Quakery"

"Mind-Benders"

Discussions of Films

Paraprofessional Investivition/Inapection Careers

Sample Custodian

import Technician

Supply Clerk

Representatives from each .of these career areas
discuss their work with the students.

DAY # 3

Careers In the Laboratory Sciences: Chethijt Entomolojist

a

A. Tour of-F.D.A. Szientific Laboratories

B. Lecture-Dtscussion on:

Purpose of Laboratory Science in the Work of the F.D.A.

4t

7 7

glow

30, A M .

nbon

1:00 P.M.-
230 P.M.

2:30 P.M.-
4:30 P.M.

9:00 A.M.-
'noon



Laboratory Processet Used to Aoalyze Samples
Collected in Field investigations

How to Write up a Laboratory Worksheet

C. Practical Exercise:

Students complete laboratory worksheets for
their samples

Students isolate insect parts from their con-
taminated samples and prepare microscope slides

tr
They examine the slides under a microscope to
identify contaminants using a reference book key

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

Slide Presentation: "Irisects as Food Contaminators"

Lecture-Discussion - HoW the biology of insects determines
iq-17W6737;76777;7ts used to isolate and Identify food
contaminants

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

DAY #4

Lecture-Discussion on the Work of Com liance Officers

Review of Compliance Activities

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

Possible Regulatory Actions

4

Prac_tical Exercise: Students prepare their simulated%
bakery inspection for regulatory action

7 s

1106 P.M.-
2:00 P.M.

2:00
2:30 P.M.

'2:30 P.M.-

4 4:00 P.M.

9:00 A.M.-
10:30 A.M.



Lecture on'the k of Public Affairs Offiters
4111r71571 .

Duties and respontibilitlis

Relationship to other F.D.A. branchii

Film frpi he rublic Affairs Office "fk.ad the

1.ebel, Set a Better Table

Careers in Radiological Health

A. Lecture on "The Nature of Radioactivity"

B. MIcrowawa Owen Demonstration (Illustrating- different;
types of radtation)

C. Simulation-Students learn how to use,simple Geiger,'
Counters and are asked Lib discover hidden sources
of radiation

Lecture Presentation - Information about Civil Service
niToyment

G.S. Ratings

Salaries and Benefits

TTaining
Explore

Ewerlence Requirements for Careers
the'f,b.A.

Wind-up Quest Ion and 7Answer Seis ion,

79

s.

V

10130_A.Moi
-110011

1:00 P.M.-
4:00 P.M.

tik

A A

2:00 P.M.

-..
3:00 P.M.

3:00 P.M.-

4:00 P.M.

1.4



CAR E"--1-21V3E14.22."

(CiMMUNICATIONS AND MEDIA CLUSTER)

DAY tl

Personalized Tour: ,One or two:student* accompanya singte
irtenTiFiC7437-Fiwough dtfferent sections. of the library.
The iilkstructors get ei1 know the students and assess their

Interests and needs. At the end of the tour, the guidi
allows the students to choose one or tWo paperback books
which will bo'uSed In a book display project on DaY #4.

Lunch: Students eat lunch with their guides, discussing
Alathey have seen dutIng the morning alid the next
activity scheduled.

Students BecOme Film Reviewers: The Instructors xple.in
the ji1s and techOquls of 'flim reviewing and hand,out
review sheets for each student to use In Writing
critiques of several short films. After reviewtng and
commenting on each, the. instructors guide the students
in a casual discussion of the films, focusing on the
critical question librarians mustirenswer, "Should the
library purchase this film?"

DAY #2

Students are divided into two groups which alternate between
two special projects: "Using,Newspapers as References" and

"Interviewing for'Scareert.,Information."

9:00 A.M.-
noon' .

noon-

1:00 P.M.

1:00 P.M.
4:00 P.M.

Using Newspap.arss Reference Sources: A librarian 9:00 A.M.-

explains and demonstrates the use of mi,orofilm readers 11:90 A.M.

to search for information. Students are then asked to
find out what Was happening in Philadelphia on the day
of their birth. (A sample sLdent response form follows
the prograrvlan.)

interviewle.g_for Career Information: 'Students develop 12:30 P.M.-

an intervIeW-Torm and select two library departments in 3:00 P.M.

which to search for answers to their questions. Each

student then approaches one worker in each of the two
departments. A student or a librarian takes Polaroid
snapshots to document the interviews.

3

4



A Visit to the Stations Department: Students visit the

malle library equipment which serViCei 11°101601G
prisons, and other public instituttons. An orientatFon
to the Free Library as an organization is provided 19ere.

DAY #3

"Reference-Run-Around Game": Librarian instructors
---1."---7rpacemanyconmonreerence books on severel tablesAuld

divide the students into competing leams. Throughout
the morning, students are supplied with reference :
questions and attempt to answer as many as possible --
in writing. The librarians move about the room, helping
the students to identify appropriate reference source%
and checking their answers. (A list of some of the
reference books supplied follows this program plan.)

Visit to the Law Librar : A librarian explAins the

;Te-C-ra zed ljnct1on o'F the law librarl and helps
tht students to formulate questions of personal interest,
e.g., "How fast can you drive legarly in Nevada?" The

students then use libarary resources to find the answers

to their questionS. °

DAY #4

Students are again divided into two groups whrch take turns
working on two new projects, "Developing de ,Show and

Narrative on Their Library Experience" nd "Creating a Book

.Dispaly"'for the papprback books the collbcted during the

morning of the first'program day.

Develo In a Slide Show and Narrative on Their:Liibrar

Exper ence: Using the p ctures ta en euring the r
interviews d Other protions of the program, students
create an au o-visual prratiVe based on their
impressions of the expliow*lon program.

Creating a Book'Dis la : Using pittures and written

statements, eecl student cteates a promotion to show
other_Allsciehts why the bOok he or she selected is worth,
reading.

each ot
sion: -T Air two groups of students join to shove

r w at"each group has-done orvthe two projects:

3:00
4s00

9: 0 A.M.-
tioon

1:00 P.M.-
4:00 P.M.

440

9:00 A.M.-
11:30 A:M.

12:30 P.M.-

3:00 P.M.

3:00 P.M.-
4:00 P.M.



NEWSPAPER PROJECT SHEET

(PHILADELPHIA FREE LIBRARY).

Check any Philadelphia newspaper that appeared on the day you were born.

WI in your name as well as 'the name and date of the newspaper; then

answer the follOwIng questions:

Nicholas Borachasky
Name

The Philadelphia
inqutrer

---TeWipaper

at was playtnget a locai'movie theatre?

( South Pacific

How much did a pair of shoes cost?
1

$7.99

What was the headline of the day?

- President Eisenhower moats Soviit Premier.N1kiti S. Khrushchev.

What was the'major sports headline?'

Giants Blast Reds 13-6 and hold On to N.L. Lead..

What was the weather like?

Cloudy; Low of 58, High of 79.

Sept. l61 1,939

Date

a
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SAMPL

THE FREE LIBRARY .OF PKILADEOMIA - "REFERENCE RUNARUUND"

YELLOW PAGES:

A claslified tilepi;one directory Which I istk.compani.S, Productap,
and sel-vices alphabetjcally by type Of business. Am index in the
back 1 fsts the heading; sused in the directory. r

BULLETIN ALMANAC:.

Provides Cur"rent.,, formation .abdtAt the Greeter Phi4Adelpnia ere* on
a wide rAnge. of topte- on lndex is pr-ovided.

.-,-1
S

, S ,

FAMOUS FACTS: ^
,

.

...-..%.
T

Records first happenings *. inventi.ons, and discOterieS in the U.S.v
indexes are arramsted by pear, day 6f 'the morith,- 641d 004somal name.

-4

e

WORLD BOOK: '4t,

Provides brief articles oil a ),./ var.i.ety;of..topiotP,arranged'

alphabetical ly; Many of the araciel; are supplemented by graphs
and/or illustrations.

s

GUINNESS BOOK OF ,qR L D RECO.RD5!

Gives factsend figures ori the Mongest ,41argest ,

in sports, science, busines, the .arts'.::
1

iNCYCLOPEDIA 6F W1TSHCRAFT:
*

5 *

7
4 -0-,

*

/
5.

..

oldt, greatest...

Conte ins Art i cies 7atrenged aphet.ially. on vthei subjeZy of

witchiscraft as eradtked in maKy- countr34s.:_be-tween,1450 and%1150,

4
WAYkTliiNGS WORK:

I l ustraed encyd oped a. of teChil.ol whri.ch provlks i avems and

short explanarions of ,machines 4nd'gadgets, Scientific prinOples,
and ineustrial. processes; .en indeic "Is pirovided.

GROVES DICTAONARY\OF ,

..
, A

AhOhebet cal.1Y- prrklgisd entrIO on rock muslc and%uslciana proyjde.
shAq.biographies -of personal Wes,' ipformittion on 'sfyI4s, Pnst5ru-

ets, 0-bup.Memlpers., eibuMm and/or iltigrelij .The Opendix,listt
.'tp-seilin g s lng Les and a tbemls by year.:

5. 4?

q
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A-10

NEW PICTORIAL HISTORY OF THE TALIES:

Pictorial history of motion pictures since the invention of the
sound track. .Pictures are arranged chronologically and the

- highlights of each year are noted; an index Is proulded.

MENKE'S ENCYCLOPEDIA OF SPORTS:

Contains Information on,the history, rules, and champions of nearly
80 different sports in addition to a tabulation of.current records
and statistics for -these sports. An index is provided.

FACT BOOK:

Current alphabetically arranged information on some 150 foreign
countries and territories with a map for each country.

gto,

,CURRENT1310tRAPHY:

',,,iPuetished monthly With a bound annual volume. Contemporary biographical

essays drn people Ofyaried nationalities in different fields. Each 2

monthly issue contains.sa cumulative index for the current year, and

each bound volume includel an index for the preceding 10 years.

WEBSTER'S BIOGRAPHICAL DICTIONARY:

Brief biographical informatton on more than 40,000 famous men and women
from every historical period, nation, race, and occupation; entries are

alphabetically arranged.

4,1

,
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EFERENCE RUN.ItROUND" QUESTI.ONS SE TYPED ON CARDS

k. Who imiented-theuxophone-endtwhen-was.it-firet petentedt

.2. Find an illuStration of the musical instrument callnd the hurdygurdy.

When was it invented?

3. What types of drums are frequently used 'in an orchestra?

4. Whore can you find a short discussion of folk music in the U.S.A.?

\
.8. In which,album by Sly 'and the Family Stono did 'the number "I Want to Take

. .

you HiOler" appear?
, . 0.-'d

5. Find a description of how the lute is playedi

6. When was ,the film "Planet of the Apea",releasod? Who directed It?

7. Find a picture of Boris Karloff in.costume as the monster."FrankensteiA:"

Who lens lead vocal with Big Brother and the Holding ColifTly?

.10. Who played drums and bass with Jimi Hendrix?

",.

11. In Nqrwal, what percentage of the population Is Lutheran?

12. What is tha capital city of the county

13. In Poland, what percentage of the popula

Where can ',find an explanation of how .a

Where can I flnd an explanation of-how A

t:Y$

f Muscat and Man?

tion is Roman Catholic?

calculaing_machine works?

speedometer wOrks?

Where can VDU find an article on exorcism?'

What w ere the, names of the three men Nho were called the "Wiroives of Poligny"?

Who id the only sausag&asing dealer.in Philadelphia?

How 1111/istbres sell fife preservers in.411adelphie?

What are the phone numbers fior the police and fire departments in Philadelphia?

7) -A a
Whin was the f414i4Ertball gaMe Ihofn.on TV?

22. When Was t he first Easte 11 hell'?

I.

Si

/

5
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as . What's A schneuser?

24.1 Ts fumarole S kind of Itaiian'yesta?

25. What was the Yazoo 'Fraud?

26. What is s troslodyte?

27. What's another name for_lumpy jaw?

28. What's a punkie?,

29. Which baseball team does Joe Pepitone play for?

30. In what toWh does Phil Esposito live?

31. In what year was Diana Ross born?

32. Which country was Johann Bach's home?

33. When,is the Strawberry Mansion open to visitors?

34. Who was the first Pennsylvania governor?

35. Who invented basketball?



SAMPLE

EXPLORATION AT THE HOSPITAL OF THE.MEDICAL CO LEGE OF PENNSYLVANIA

agaCBalfalai-S.A10

Com rehensive Orientation: Stalents meet with the Diroctorof

o unteer Services for an orientation tolhe orgenitation.and _

to the rules bf site participation. Orientation ectivitres are

listed below.

Oral Presentation: Students receive handouts explaining,the-rules nd
regulations coStering hospital volunteers. They elso receive official

badges and uniforms. r/

Film Presentation -- "The Healer": Students view a graphic Illustration

of ilospltal servIces as seen from the point of view of en emergency

patient. The movement of the patient through the admissions'and tree:

ment services demonstrates the organization of ehe hospital well as
'the medical careers available at the site.

Slide 'Presentation: To supplement the students' knowledge of

representative hospital caOleers, the Director of Volunteer Servic'

presents a slide show to illust.rate some of the careers which a 4 dent

might explore.

4
Discussion: Student's participate in a guided dIsOusslon of theicareer

TritTr7;71In arm, of the audio-visual presentation..., The siity.instrlicto.r..

then hands' the rotation schedule which provides%in agkia for :each

student.
,-

.*.

Tour of Pro ram Service Areas: As. group the students pre taken oft I-

I:1,compre o tens ve tour e our rot on.services apd seteral other'

departmenttwhich might be selected or their final rotation.

-------- I
Rotation Begins: Students begin to follow their indivIdual agenda's on

the afternoon of the first program day. The standard rotation areas are

listed below: 1
.

(1) inhalation Therapy
(2) Physiotherapy
(3) Operating Room
(4) Dietary 4

/sr -

,
w

On the final day of rotation students may select one of the following ser, :.

vice areas: .
,

VI

(1) Morgue (4) X'ray Services Are

.(2) Emergency Rooth (51 Pediatrics .3-
i

13) Nursing (6) '14spital Library
. ,

1 87 c.



NOTES Although the learniny activities vary 46mone rotation to

another, the sequence of event' planned by the Dlefary D perthent

is typical.

Student accompalps a dieticien on patient interview rounds.
As the dieticianIquestions each patient, the,. ent obseryes
91e process of assesement and menu steblishm nt,

-

2) Students assist food service personnel in the proper ion of
simple foods.

(1)

(3) Students assist paraprofess±6na1 personnel as they 4andle
simple equipment and maintain standard record's.

, A

1/41114,

*of

'09

.
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-11-1:48-1*-1211-91S -C"S1*---.11-k--1---1-4°RICSHEE:"

. MEDICAL COLLEGE OF PA.

1. List at least four different med1A1 careers that were discussed ih

the film.

2. What do the people In each job that youillsted ictually do?

3. What is nutlear medicine?

4. What does an "audiologist" do?

)5. escrib what a speech- therapist does.
ft

6. What is "EKG"?

7. Whaa kind of work could an "artist" do In a hospital?

8. Why Is the Medical Librarian's Job Important?

9. Delcribe the types,of tasks a med,Ical assistant Is expected to do.

10. Why are Medical Social Workers needed?. -

Pl,ease write your ansWers on a separate sheet of paper. Be sure to include

\\our'NAME'and BOOK NUMBER.

89



SAMPLE

MEDOCAL SERVICES CLUSTER - WORKSHEET #2

MEDICAL COLLEGE OF PA..

What Is meant by paramedical?

2. Lisf'three advantages In selecting a paramedical career rather than

-) going to medical school.

3. What is an "EEG" machine? (Include Its purpose and the way it is

operated in your answer.)
n.

4. Where can you be trained to operate an "EEG" machine?

5. Two types of nurses, othir than Regittered.Nurse (R,,N.), are LYN and

LPN. What are the proper titles which these letters represent?

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

7. What is another name for a histology technician?

8. How Is a "microtome" machine used?

9. List three places you may find information on paramedical careers.

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

A

include your NAME AND BOOK NUMBER.

4.

96(



SAMPLE

MEAL s""C"
MEDICAL_ COLLEGE OF PA.

1. In'which of the following departments did you work this.wee,k?

a.

b.

C.

d.

e.

f.

Physiotherapy
Inhalation Therapy
Emergency Medicine
Dietary
Clinical Lab
Medical Records
surgery

2. In paragraph form, describe that departMent briefly include the

purpdse of the department, the kinds of Jobs you observed, the

genetal environment).

Select one Job-that you observed, and explain how that particular

job is related to helping patien s

in.the jobs that you observed, what s of mathines were being

used?,.List the machines,'indicailng who wat operating each,

m'achine and the purpOse of elach machine.
T

I
.7%

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

include your NAME and BOOK NUMBERT------

"ad

Ilk

9 1
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SAMPLE

tELS."1...512.1a5 Cu_..._LE.u...L......1LORKSHEET6

MEDICAL COLLEGE OF PA.

Using interview techniques., select somed6 you, have cape contactyilth

and fill out the attached worksheet,*'. You fray want to um some of thA

following references to check or substantiate your, information:

a. Another hospiti4 employee .

b. The Hospital Personnel Office (ask/or Mrs. Burke)

c. Thv Occupational OutloOk Hendbopk. (In my office during

school hours) ,

d. Any.other resources availabl, to you

V `

*
When collecting this informatIon, remember to be pont; and curteous,

explaining who you are, where you are.from, ,,and why you need this

informatiqn.

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

include your NAME and BOOK NUMBER.

92
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I. SAMPLE

REDICAL/SERVICES CLUSTER - ipRiSHEET #0

MEDICALICOLLEGE OF P. I.

Using interview-techniques, select someone who works in tha hospital
Sto.0 have come in contact with and fill out.t.,be attached,Worksheet*.
You may want to use some of the folloWlng references to check cw sub-
stantiate yopr incormation:

a.

b.

C.

Another hospital employee
The Hospital Personnel Office (ask for Mts. Burke)
The Occupational Outlook Handbook (in my office during
school houlo4)I.

d. Any other resources ailabl.'; to you

4.

*When collecting this informatyn
explaining who you- are, where you
information.

'.

, remember to be polite and courteous,
are ft-ma, and why yoU need this

Please write your anewers on a sepatate sheet of paper.

I" include your NAME an4 BOOK NUMBER..

93
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STUDENT'S NAME:

EMPLOYEE S NAME:

DEPARTMENT:

JOB TITLE/POSITION

EDUCATION (NUMBER OF YEARS REQUIRED):

SAMPLE

MEDICAL SERVICES =Slid
ATTACHMENT TO WOOSHEET '6

MEDICAL COLLEGH OF PA.

- 'Pc

1

High School

College

Other

NATURE OF WORK (includes job functions, physical requirements of the job,
hours, etc4:

PAY SCALE:

Minimum (starting salary) Maximum

BENEFITS ce, hospitalization., etc.):

SUMMARY: ,Give your persOnal reactions to the inkormaiion above, i.e., is
the work difficult, strenuous; is.the pay adequate; are, the-

hours demanding?
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ROTATION AGENDA FOR ACADEMX OF CARBP EDUCATION

111pAn6

2ND QUARTER - TUESDAYS 8:00 A.M. to 100 P,M.

197k 1976'

.

STUDENT DeC,.9
a

Dec. 16 'Dec. 23. Jan. 6 Jan, 13 Jan. 20

Cougar, R.
Dunn, L.
Graff, D.

l

.z.,

ORWTATION

Fs

INHALATION
THERAPY

DIETARY

1

OPERATING
ROOM

1.,,,..

PHYSIO-
THERAPY

ONE AREA TO BE,
CHOSEN & SIGNED
FOR BY 1:00 P.M.
JAN% 13

jimes, L.
Land on, M. .

Maddox, L.

.

McMillian, 0.

, ,

.

PHYSIO-
THERAPY

.

.

INHALATION
THERAPY

.DIETARY

,

OPERATING
ROOM

,

tt

Nagle, G.
Payne ', M.

Pomfret, D.

,,

..

OPERATING
ROOM

,

.

PHYSIO-
THERAPY

INHALATION
THERAPY

DIETARY.

.

it

Rqdzibaba, S.
Reynolds,- S.

'Richards, T.

,

tt

-

,

,

.

N

-

OPERATING
ROOM

.

PHYSIO-

THERAPY

.

INHALATION
THERAPY

1

1,
,

.

.
I.

.

r %

.

.

.

A

,

_
. .

,

.

,

.

.

.

,

.

.

---r*.--..-......-.--...---

.
.

,

.
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DAY #1

41Ik

A722

SAiIPLE

CARiER EXPLORAT ON AT THE SOUTHEASTERN PENNSYLVANIA

' TRANSPORTATION AUTHOR1TY_SiEPTAY

(TRANS'PORTATION CLUSTER)

Reception and Introductions

Lecture 'Discussion end Slid resentation: The employer

nstructor presents program o ect yes aed provides a
general orientation to the organization.which involves an
explanation of SEPTA's depprtmental organization, its
historical development fromprivate to public agency,
growth trends, and futurt plans.

a
Prectical Careef information: Recruiters.from both

pro ess ona and hour y employment" diVisions discuss

career opportunities, en.try level training requirements,

and benefits. Students then fill out sample job applica-

tions and take part in.simulated interviews.)

Comprehensive-Tdur: Students tour the major departments
from whIch they will eventually chocAe'their_"internships"
.for Days 2 to L. Studehts are expected to take notes on '

what they hear an serve for use'in selectjng the
departments theyfwarit to work in- during the next three days.'

9:00 A.M.-
noon

"7

1:00 P.M.-
3:00 P.M.

Discussion: Students exchange impressions based on their 3:00 P.M.-

-W)-(5;71-Wr7c7e7s and fill out log sheets. The major .topic of 's:4:00 P.M.

discussion is selection of a department fpr subsequent
program activities. The employer instructor informally
interviews individual students to asseSs,theIr specific
career interests. By the end of the discussion period,
each student will haJe selected the departments where he
or she will spend each of the remaining' program.days.

9 7



DAYS #2, #3 and 14
0

A-23

Siuden s Re rt t Assi ned Areas: Although the actMties
n t e erent epartments w vary widely, the Customer-
Service Department provides a fairly typItal example.of the
kinds of student experiences possib.,le during the course of
each "Internship."

(a) Students'use a special "jack" phone to listen to
agents handling l.n-coming calls requeFtIng SEPTA
travel information.

(b) Students- discuss transpOrtaticm r utes .super7
vising agents:

(c) Students use'SEPTA timetables and ro ting chart%
to answer ac,tual customer calls.

Wrnd-up Discussion: The en/ployer Instruct r guides itudents
li sharing theft- internship experiences. pecial speakers
are often feature'd, as are supiAlementacy'field trips and .

audio-visual presentatio6s. The students must a,lso completes
a daily log and haxe their written.responses to' questions

.

critiqued by the Instructor. For the discussion period on
the sec nd day, students prepare reports in which they are
each as ed to identify a transportation problem,of pe'rsonal
interee . The final versions of the reports, dRe on the fourth
day, are expected to present solutions to the problems identified.
Draft reports are reviewed on the third program day.

(
.
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SAMP E

CHiCti.iST OF SEPTA JOB CATEGO 1ES'BY EPA T NT \\jf

TRANSPORTATIM

Service I

ne ot DiV

pervice Supervisor, Radio-Room Clerk/60Patchr

n:

tittk-Receiver, Dispatcher',11tes/Tro11e1 OperatorDepot Superintendent

Sche4ules Division:
411

4 Traffic Checker, Schedule Maker, Aftilk,et

Instructionr

Bus/Trplley/ly.ghspeed Instructor

ROLLING,STOCK & SHOP

BulLy.911_2227Wy_TIOA:

' Engine Repairman, Mechanic, Wireman, Airl u Pment Repairman,'

Millwright, Helper

Machine shop
1

Machinist,.Welder

Body Shor,

Sheetmetal worker, Rebuilder, Body Repairman

Paint & Upholstery Shopl

Bus.Painter, Upholste7

Si Sho

Pain r, Letterer, SiIk-Scre n Machine Operator,

Tt11lei7 Unit Shop -Courtle'ind:

Electrical Repairman, Welder, Machinist, Air-Equipment Repairmsnt

Blacksmith, Millwright . 4

'
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ROLLIAG STOCK &SHOPit(qpntinued)

rol -Bod 1

Painter, eetmetelorker,

FACILITIES

.

Engineerink:

Rebullderf Carolruck Overhaulerixemet

I.
(

%
4 I

H.

1

Draftsman; Electrical, StruaLirEi or.Michanical Engineer; Desistuilr;

Architect -\

. '

Building!:
.

. .

Bricklayer., Treii Worker, Electriciari Locksmith, Plumber, tarpenteri
Painter, Cement FinJaher ,.

,

..,
.!. %.).

Track.: .

.
4

Mechi4s.t.li.Aftl'BenderEquipment Overtlaurer, Welder, Track fitter,
Autamotfve Crane Operatort Paver,Inppector, Berth Augei Operator,
Automo6,ve Comprdssopr Operator, Switch Repairman, Switch Cleaner

Substation Operator, Lineman,,PoWer Dispatcher

Underground-Hiespeed Eyectrical arta Sitals:

Signal anci E1ectrical:RlepaitMan-,12Cab1e Splicer, MAchinist

PUBLIC RELATIONS & CUSTOMER'SERVICE \./

Public Relations Assistant, Artiqt/Graphic DOsigner, Customer Service
Supervisor, Telephone jnformation Agent, Printer

'4INANSE/ACCOUNTING

Accountant, KeypUnch Opi.rat( Computer/Data Processing Machine Operator,
41.,Budget Anal,yst '

t.
. t f.

PIJRCH/kSINGt
. i

r
Buyer, Expedit'er, Contrait Negotiator, Clerk Typist

. . .

'CLAIMS/LEGAL

4

SI

Adjuste'r/Investfgator,
Lawyer, Proceas-Sermer

MEDICe

:Nut* Doctor.: Laboratory_Technician

A

Cla,ims Supervisor, Property Damag Specralist,

fie

S.
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SAMPL'E

Nag.:

Date:

a

Answer the fbillowing guestioris wl!th complete -sentencelv

1. AThich SEPTA .department(s) or area(s) 1d yql...1 visit today and what did

you do in.eath departmentiar4a?

(

w

2. What are the functions and responsibilit,i s bf the department(s) or

area(s) you visited today? \

4

at%

\N
1

.

..,

in what a e these departrhental funct4ons necessary for.APTA to Y

.
meet it.t.overa .l goal of pro.riding mass transit service.to thetpublic?

. ,

41. Wow would an individual prepare.himself or.herself fo a position in the

department(s) you'visited todAy?

.

.

.

5

1.
%. . .

-----

, . .
.

.

,
What N(lowledge Or-experience did you gain today that woUld be usefuj in

is
tetms of your fLitUre carper plans? \

S

1

- 4,
k

rA
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SAMPLE
,,

Name.: 4

Answer the following questions with compfete sentences:
.

4 I. BrIefly,,what was today's seis*on about?

Pe. \ .

2. What are the main pbjectives of the SEPTA-ACE program?
#

0

3. What new knowledge about SEPTA did you gain today?

4

1List the SEPTA departments or areas that.stimulated your interest
and Which you want to visit during the coming weeks.

t12
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SAMPLE

STUDENT EVALUATION SgEET

Date:
n,

'Meese evalltete the student assigned to your depapAsAitt,
/

7

or area bykchecking each category in the,AppropriateTolumn.

,After sighing thfs sheet and indicating your title, pleaee forward

it-to James M. Byrd , Public Relations Deparstment

,Attitude \

Appearance

Participation

Performance

'\ Conduct

Additional Comments:

...

P
.

oor Fedi- Good icellent

P .N

, .,k.)
-ro

IJ

Completed b :

Name

Title

4


