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ORINTATION -

A

Career guidance encompassescﬁjbroad specfrum‘af activitieégand
relagqﬂly involyes persons with widely varying interests, knowledge,
experience and training. On one hand this diversity is a boon to
the recipients of career guidance services for they have much to
choose from. On the other hand, this diversity makes it difficult
for anyone career guidance person to be fully involved in the many
different facets of career guidance. Moreover, this diversity often
causes a career guidance person to be professionally '"spread too
thin." One way to combat the negative effects of this diversity is
for people to work togefher, or to col}aborate. That's what this

module is about.
v .

Q

A collaborative career guidance project is one in which a group
of individuals (career guidance personnel) with a common goal work
together to achieve-an outcome which is beneficial to all involved.
Collaborative career guidance profects thus seek to minimize each

participating individual's efforts while at the same time maximizing

‘e



the potential benefits of those efforts.
The planning process presented in this module is a simplistic
one. It 1s not intended to-be a substitute for moge comprehensive
and detailed program planning, although it may be .anticipated that
some people involved inlcollaborative projects have good skills in
more rigorous program planning. What this module does strive for
is a beginning. It is a place for people to start so that they
can move agf;a\ggher more soph%sticated and detailed\pgojects, such
as those presented in the first twelve modules of this series.
The goal of this module therefore is to provid;.yo; with some
of the knowledgé and skills necessary to plan collaborative career
guidance projects. To accomplish this gogi a number of learning
experiences have been organized aroﬁnd a workshop format. This format
will irvolve you in activities designed to increase your knowledge
of collaborative career guidance prpjectsm your expertise in plan-
ning such projects, and your skill in disseminating the {esults of
such projects -
A workshop cogrdinator will be facilitatid§~the activities and
will be wn;king clgseLyﬁiith you in helping you evaluate your work.
If you havé‘any questions during this workshop, please feel free
~

*&« consult with the workshop COjfdinator
.

Vo



GOAL AND OBJEXCTHVES

Module Goal

This module is directed toward working guidance personnel in
school settings, grades.K-12, and espeéially 7—12, iﬂcluding
teacﬁers, administrators, counselors, paraprofessiona%&; and especi-
ally directors of career guidance programs who are involved in
planning and conducting careér gnidance programs. The topic is the
use of collaborative career guidance projects. The module will ,
focus on the development of projects which will yield information
which in turn may be used to demonstrate and communicate the effec-
tiveness and value of career guidance activities. Participants
will learn how to select and implement appropriate projects, deter-
mine requisite personnel and material resources, and effeéiively
disseﬁinate the resulting information. |

Efficient and effective use of each person's time, skills, and ¢
energies 1is es§ential if career guidance programs are to achieve
their desired goals. This module is one of several in this series
related to program planning that should help achieve such effi-
ciency and effectiveness. This module is specifically intended
‘for use in conjunction with on-geoing career guidance programs and

activities.
Maodule ()bi(’('tiw:s

When you have succegsfully completed this module you will be

able to: _

1. List at least four advantages for using collaborative career
guidance projects in your work setting.

2. Identify and briefly describe two types of collaborative
career guldance proJects that would.be appropriate to
your work setting and situation.

3. Plan how to identify, obtain, and evaluate the resources
necessary for collaborative career guidance projects.

4. Produce a'comprehensive plan for a collaborative career

guidance project. Q.
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5. Produce a comprehensive plan for disseminating the results
of a collaborative career guidance project. )
Criteria for achieving these objectives are found in the

CoordinatoF's Guide.




TIMI- OUTLINE

Module Orientation

Career Guidance Collaboration
Collaborative Projects
Resources X
Planning Collaborative. Projects
Disseminating Results

Wrap-up

Approximate

Completion Time

1/4
3/4
1
1

1 3/4

1
1/4

hour
hour,
hour
hour
hours
hour

hour

Maodule
Objectives Reached
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CAREER GUIDANCE COLLABORATION
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SECTION- 1 - CAREER GUIDANCL COLLABORATION |

The purpose of this section is to provide you with an oppor-
tunity to become more aware of the advantages and disadvantages’-
;f'using collaborative projects for school career guidance purposes.
It is also intended to provide you with an opportunity to clarify
further your own opinions about collaborative pprojects.

To begin the activity, pléase read and review the material on
; e next few pages. As you read th;s material, please try to keep
the following questions in mind:

1. How successful have my individuaiicareer guidance activities

been?

2. Which career guidance activities do I like best?

[P ]

What advantages are important for me?
. ) %
&\ What limitations are important for me?

A
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CAREER GUIDANCE COLLABORATION

s
The Beatles often sang to us of the simple truths in life.
Oné of their lines which is especially pertiqfnt to career guidance

personnel is: "1 get by with a little help from my friends. .

I3

Some Thoughts on Collaboration

Would you like to make your work a little simpler? More

e

rewarding? More effective? If ydu answered "no" to any of these

then this workshop is probably nat for you. On the other hand, if

you answered '"yes'" to all of these, then you're probably typical

and this workshop should be of some benefit teo you. As you proceed,

? think' now and then about these initial questions; it wi%}fhelp to

-

keep the purposes of this module in wperspective.

To begin, let's consider snme\ﬁtatements ahout career guldance
work that are unfortbnatel} all too often true. As you reéd through
the list, think about if, or how often, yniu have made similz;‘r state-
ments, either to others or to yourself. -‘

1. There isn't enough money to do the things I want to do.

L

)
~



2. There isn't enough time to dé all the things-1'm sopposed , . -
LI ) N ‘ ‘ .
to.do. v . : ‘ - " . .
3. There isn't enbugh.time to do the things I want to do. N .
~4. 1'm responsible to or for too many students.

5. My school needs more coupselors. - . - . . Ce .

6. 1 have to spend too much time "pushing papers."

M Cacl ‘Yo "&W"
7. 1 don t get enougguﬁfcognition for the things I do well.
8. I know some gpidgnce personnel who really do career
” guidance. ) : 5.
9; ‘I could really help kids with career guidance 1f I had the
chance.
10. I wish my work situation would change but I don't think it -
will. _
These statements, and others.like them, are reflections of p
professional frustration. They are u%ually related to feelings of

A
#a

helplessness. If you've had some of theqe feelings, you've probably

0

~.
—

also felt isolated; as {f your own efforts weremdknsufficient to o

o 13
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change the situations and the adsociated feelings. ~But such need

not be .the case. There are other career guidance personnel‘ﬁho

) . sh;are your concerns and feelings. They also s@ﬂe-your desire for
change. And it is this common desire which is one possible way of”
bringing a§out personal change in your professional work. .

Let's consider a hypathetichl situation. ﬁlmagine a caree™ -

p ‘guidance worker named Jones who liveé in school district A but who
works in school district B. One evening Jones is home watching the ’
“school board meeting for district A on television. As Jones ¥

. ' watches, a groyp of tareer guidance personnel from district A make

a presentation about a recently completed project. They describe

how tﬁéy have just E}nished a cobrdinated'project wherein each

career guidance worker put several small groups of students through

a structured career guidance activity and subsequently had the

participating students evaluéte the activity. The career guidance

workers briefly describe the activity and summarize the evaluatiﬁns.

They report that the evaluations are generally very positive, even

with the many different types of students involved. The career

guidance workers then éurprise the school board by stating that the

activities were conducted on a volunteer basis, after school. The

school board, somewhat taken back, praises the career guidance

workers' efforts and promises to have the career guidance activity

cons{dered for implementation throughout the schools in the district.

As the program continues, Jones laments how niece it wauld be to work

in district A. . . .




Would yau.also like to work in district A?. At first you might
say, ''No, I have enoughvto do during the school day, much less after
school!" But stop and think for a moment. The school board is at .
least considering making a relatively significdnt change. -Moreover,
even thinking about making a change 1s g subtle but strong endorse-
ment of tﬁe efforts of the career guidance workers.

. Obviously the key to this hypothetical situation was. the
"coordinated effort.” Rareiy would an 1n&ividual career guldance
worker be able to have such an impact on a school board (or other
"decxéeon-makers" either for that matter). Collaborative career
guidance projects, where several career guidance personnel work to-
gether, thus have a much higher potential for both effectiveness and
impact than do individual efforts. Career guidance‘workers "band
together" to achieve common goals and benefits through groups such '

as professional organizations,.educatibhal associations, or unions. =~ -
"Why shouldn't such collaboration be equally if not more effective

in the direct provision of career guidance services?

Before discussing different types of collaborative projeef§T~Tt
seems fair to provide some perspective on the uses of such approaches.
After all, at first glance it seems more reasonable that career

- gaidance personnel should be reqponqible for their own individual
efforts. There is of course some merit to thié‘poqition. However,
such an attitude generally has not produced substantive or satis-
factory results in the past. Therefore, one of the major reasons
for the use of collaborative projects is that they offer an alter-—

4 native to typically ineffective methods. But change for change-sake

is not enough justification either; there must be more substantive

reasons. . (

Advantages of Collaborative Projects .
A}
1. Opportunity for larger scale projects. There are realistic .
limits to what one individual can hope to achieve. As people work
together, there is a multiplicative effect on the size‘of projects

that can be undertaken.




N .
-1f a person

2. Efficient use of gach individual's time.
works alone, the person must contribute all the time necessary to
_complete a career guidance project. In collaborative projects each

individual contributes only the time necessary to complete their

part of the project. '
“1:9 _ ‘ .,.42 Y,

3. Maximum utilization of each person's skills. If a person

works alone, the person must perform both "easy" and "difficult"”
tasks, In collaborative projects individuals (generally) perform
only those tasks that are "easy’ for them (i.e. those they'are

"good" :at performing). ¢

) J
4. Facilitation of professional interaction and cooperation.
Working alone foasters professitnal isolation. Collaborative projects
help people get along better and learn how to work with one
another.

~

5. Potential for more impressive results. Because of the

felative sizes of the projects that can be undertaken, collaborative

projects (generally) produce more substantive, and therefore more
impressive, results than do individual projects.

6. ¥9£Ew9££eﬁﬁﬁﬁi}¥¥iSHQ?Y?}}PPLR,Uﬁﬁﬁﬁffﬁf Individuals
working alone may monopolize the use of career guidance resource
materials. Most collaborative projects encourage, and of ten

decessitate, sharing and more efficient use of such materials.

15
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Limitations of Collaborative Projects : .

1. Lack of individuallrqu£§s or reinforcements., By definition

the results of cdllaborative projects are attributable to group .
efforts. The roles of individuals often receive little personal
acknowledgement. . - . ‘ ‘
2. §g§gpf9;“gggfgiggglg§.' While collaborative projects are a
group effort, theré must be-project coordinators. The larger the
projects undertaken, the more difficult these roles will be.
3. Need for common goals. Collaborative projects will succeed
only if .each individual involved believes in the goals of the project.
Such agreement may be difficult to achieve.

.

When you have finished reviewing the material, presented for

Section 1, please complete Worksheet 1.
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WORKSHEET 1 - o . !

¢

~ .
- The preceding text section identified six advantages for the

ugse of collaborative career guidance projects. These included the

| opportunity for larger scale pro} é;é}véfficient use of each in-

dividual's time, maximum use of each person's skills, facilitétion of
professional interaction ané cooperation,‘potential for more im- .
pressive results, and more effective use of available resources.
The text section also listed three-limitétions including the lack
of individual- reinforcements, need for cooperation, and need for
common goals. Think about how these advantages and limitations
apply to your work setting and situation.

R B O general, the advantages of collaborative career gqidance
projects far outweigh the limitatiens. However, these advantages
will be valid only if they can be appliéd to your work sftuation.
Therefofe your task here is to list four advantages (either from,
those listed or from others you may hgve thought.aboiﬁ) in using
collaborative career guldance projects and then to explain why
they are particularly relevént to your work situation. In con-ge
structing your responses, you should include what the direct bene-
fits of the advantageslwoﬁld be, how the benefits would be realized,
and who would receivé the benefits. A sample response might read

as follows:

1. Maximum use of each peréﬁﬁ‘s skills -- Among our career
guidance personnel thefe are many who are good at actually
conducting care;r guidance activities but only a few who
know how to evaluate such activities. Since we use a
variety of career guidance activities, it would be nice to
work together to find out which ones we do most effectively.
1f those persons who know how to evaluate activities could
help the rest of us, we could begin to use only those
activities we do best. This would not only provide better
career guidance activities for students but also help us
perform our jobs more effectively, ef ficiently, and enjoy-

\

ably.

[
o



Advantage 1 -

Advantage 2 -

WORKSHEET 1 (continued)

19
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. -
WORKSHEET 1 (continued)

Advantage 3 -

Advantage 4 - .

~

When you have completed this Worksheet, please wait for the

.wnrkshop coordinator to begin the large group discussion.

20
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SECTION 2 -- (ULLABURA!YVEPRLUkIVX

The purpose of this section is to prnvide§ou with an oppor-
td;ity to become more aware of the various types of collaborative
career guidance projects. ‘ |

- To begin this section, please .read and review the material on
the next few pages. As you review this material, plgase try to keep
the following questions in mind:

1. What other example(s) of each type éf collaboratf&e

project can I think of?

2. Am I aware of any ongoing project that approximates any

of the types of collaborative projects presented?
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COLLABORATIVE PROJICTS

. N _

. " The defir;ition given for a collaborative project allows just ‘\
about any careerx guidance activity to be approached as a collabor-
ative project by career guidance personnel. In come cases a col-
laborative project may in essence be a set of individual activities

\ conducted simultaneously. . In others a group approach may be
;eéessary. To provide examples of all possible types of collabora-
tive career guidance projects is beyond the scope of this module. A -
ﬁnné'reasonable approach is to identify the major categoriés or

e types of collabofatiéé projects and then provide a representative

example of each type. This is the approach that will beused here.

T_vbes of mllabomtipc projects -

e ‘E ' 1. The needs assessment project. Career guidance activities
K\g\_ are supposed to be ‘responsive to the needs of students. However,
practicality dictates that such activities must also be responsive
to the needs of o;hers such és parents, teachers, or adﬁinistratérs.
A needs assessment collaborative project is an attempt to identify
- N the career guidance needs of any or all of these ﬁéépie. It
?‘_‘) : solicits information about career guidance needs from‘a particular
group. Typically a needs assessment collaborative project involves
the use of quéstionnaires or .surveys. However, it may also use
other data gathering techniques such as personal interviews. The
result of a needs assessment collaborative project is (usually)
a prioritized 1ist of caree;;g%idance needs for the group(s) surveyed.
It should be remqmééfed that a needs assessment ccllaborﬁtive
( project does not.prodUCe evaluations of the effectiveness of career
guidance programs or activities. That is, a needs assessment simply
identifies career _guidance needs; it does not tell whether those needs
. are being effectively met. Thus needs assessment collaborative pro-
jects are most effectively used for pre-planning for career guidancé
programs and. activities.

Example. A group of elementary, middle, and secondary school

4%
w0




‘career guidance personnel in one county used the same career gui-
&ance needs assessment questionnaire to survey parents, teachers,
and administrators. They not only found differences in perceived
career guidance needs among parents, teachers, and administrators
but also differences on the basis of the school levels with which
those personq:isre most directly affiliated. Subsequently, in
conjunction with the-administration, they revised both the scope
and directioné of many‘éf'the career guidance programs and activi-
ties in the school system.

2., The technique project. Career guidance personnel use a

26

wide variety of professional techniques in order to accomplish their

career guidance objectives. These include such things as providing
énformation, individual and group guidance, classroom guidance, .
tonsuvltation, and placement and follow-up. The technique collabor-
ative project focuses on any one particular techniqwf gnd evaluates
the effectiveness of its use. The technique study often uses both
"standardized" and '"local" evaluation instruments and procedures.

It is one of the most common types of collaborative career gui&ance

projects. However, it is also one of the most commonly criticized.

)
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It should be remembered that technique 6bllaborative€irojects
evaluate the effectiveness of what is being or has been done. Thus
while the results of a technique callaborative project may suggest
that a4 program or activity should be prolonged or repeated, they
do not necessarily proVide information about whether any related
programs or activities should be conducted.

Example. A g&hool system had adopted the use of a relatively
expensive "career guidance kit" on a temporary basis pending
evaluation of its effectiveness. Some career guidance personnel who
favored use af the kit undertook a technique collaborative project
" to justify Y inued use and funding. The results of their
efforts were sutficiently substantive to convince the school system's

administration that the kit merited permanent use and funding.

3. Iﬁg_schooi;}gggl_ggglggg. Many aspects of career guidance
vary dramaticélly across school levels}(i.e. elementary, middlé, or
junio; high, and secondary). For example, job placemént is typically
a major concern.at the secondary school level an& a -very minor
concern at the elementary school level. The school level project
attempts to highlight and emphasize these differences. In its most
typical form this type of project examines functions, both those that
are being performed and those that need to be performéd. The post |
common methodelogy again is the use of surveys and questionnaires.

In most cases the instruments used are locally developed. ‘

School_level collaborative projects are similar to needs assessr
ments collaborative projects in that they also provide (non—évalu—
ative) information that is useful for planning. Ho;ever, they differ
from needs assessments projects in CGXt: (a) they poll a different
sample and (b) the basis for the information sought is determined by

25
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individuals other than the recipients (either direct or indirect)

of career guidance eerviceb

Example. Some career guidance personnel were concerned about
whether appfopriate career guidance functions were being performed.
. They consulted textbooks, local éﬁd.state carcer guidance "author-
ities" and the results of a needs assessment collaborative project.
From these efforts a comprehensive list of career, guidance functions
was compiled. They then asked all career _guidance personnel in the
school system to: indicate whether they were performing each:of the
functions lis{ed. They were able to determine wh?ch functionwaere
.being\eerformed at mhich s®hool level and also which functions were
not beiRg performed anywhere. This project eventually led to the
Fdoption-gf a system~ﬁi§é ro}e_and fuﬁction plan for career guidancer
activities.

13

- 4. Ihg_}}pe use project. The lack of time for effective career

guidance activities is among the mosg common complaints of career
guidance personnel. The basis of this complaint is not really the
total amo%pt of time available but rather the ways ip which time’

is spent. The time use collaborative project is intended to produce
an accﬁrate accounting of how career guldance personnel spend sheir
time. In its most common form it amounts to having them keep track
of how much time is used to.perform eagh of their activities for a

-

given sample time peflod. .

It 'should be noted that a time use coll: orative‘project pro-

vides no iqdicatioﬁ of how effectively time is g used. Thus

time use projects may serve as the basis for discussions of career

guldance worker etficlency. While such occurrences are rare, the "
A possibility for such discussions should not be overlooked. .
Example. Some people (both in and out of the schools) in a

. .~ .
school district were complaining that carecer guidance personnel

were not sPending enough time working directly with students. The

<6




career guidance personnel responded by saying they were too busy
"oushing papers." Fventually some of the career guidance personnel
inttiated a time use collaborative project. .For a two week period,
most of the career gudiance personnel in the s&stem kept daily logs
of chow much time they spent on each of their daily'accivities.
These results were then hcmpiled and made known to vgqipus school
related audiences. While there were some conments about ineffi-
ciency, the major impact was that many "paper pushing" activities
previously assigned to career guidance personnel were relegated to

other school personnel the following academic year.

S“N\Ihe target group project. While in a strict sense all
students are individuals, there are groups of students who may be
clustered together on the basis of c&%mon characteristics, needs,
or concerns. Relétedly, career guidance personnel are often able
to conduct career guidance activities with these students ds a
group rather than individually. The target group‘ccllaborative
project attempts to evalugte the effectiveness of career guidance
activities with such groups of students. The target group col-
laborative project differs from the technique collaborative project

in that the'emphasis in the fdrmer is on the types of student@@n--
volvéd while inc the latter th

emphasis is on the technique used.
- ,

One caution in target group ¢dllaborative projects should be

noted. By definition the students in target group projects are

27
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somahow "unique." If this "uniqueness' is not approached carxe-
fully and with the highest regard for ethical and pr;fessional
standards, the mere process of conducting the project may be dam-
aging to both the students and the career guidance personnel in-
volved. ’ _ -

Example. Several career guidance workers had the teachers in
a vocational-technical school identify students the teachers felt
had "poor job seeking skills." They then .randomly assigned half
the students so identified to group guidance sessions intended to
improve job seeking skills. These groups also included students
with moderaté to good job seeking skills. Thé career ,guidance
workers were eventually able to show that this éareer guidénce
activity significantly improved the job seeking skill§<pf_the target
group students in the activity over those target grduptstudentg not
in the activity. v - .

6. The case study project. While most career guidance activi-

ties are developed for use with the so-called average student, there
are of course those students with s;ecial characteristics, needs,
and concterns. These students generally require an inord{nate amount
of career guidance personnel .time, energy, and concentration. Yet
because each is only one of the many students career gui&ance
personnel work with, the career guidance worker's efforts with such
students a;e typically undervalued. The case study cclLQharative

project is intended to call more appropriate attention to such

situations.
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In its typical form the case study collaborative project

. involves each of a group of career guildance personnel documenting

their activitieg with particular students. The collaboration
emphasis is placed both on the types of information gathered and
the ultimate uses of the results. The case study collaborative
project may in some wayé be viewed as a combinafion of the other
types. For example, the case study may focus on a particular type
of studeﬁtl involved one at a time. Then the information gathered
from all of the individual case studies is pooled to provide'coi—
lective information on the activities conducted. -

Example. The career guidance personnel in é large secondary
séhéoi were concerned.about those students who were reluctant to
participate in’grcup career guidance activities. Each career
guidance worker therefore selected one of these students to work
with on an individual baéis. They were able to show that they
could achieve significant changes (in this case in job interview-
ing skillsi,in these students' behaviors. They also demonstrated
that éﬁch an approach is very time consuming. Thus they were able
to justify the expenditures of relatively long periods of time .

with some students. ’

When you have completed this text section, please wait for

the workshop coordinator to initiate the small group activity.



SMALL GROUP ACTIVITY

Think aboyt your needs and your work setting fn‘relation to
each of the six types of collaborative career guidance projects
presented. The six types'are'listed below. Please rank them
according to your personal nee&s and situations. Assign rank 1 to
the type of collaborative project that is most appropriate and
important to your needs and situation and assign rank 6 to the
one that is least appropriate and important.

Rank

A. Needs assessment ____
B. Technique .. R
C. School level ‘ -
D. Time use —_—
E. Target group L
F. Case study o .
“%,
e e e e o v

Now please get together with 2.or 3 other workshop partici-
pants to form small groups of 3 or 4. Youf task is to share‘yqur
rankings for the six types of collaborative career guidance pro-
jects with the other members of your group. As you present your
rankings, share a few of your reasons for assigning the respective
ranks. As others in your group present their rankings, feel
free to ask them any questions you may have about why they assigned
their rankings the ways they did.

When you have completed this small group activity, please
wait for the workshop coordinator to begin the large group dis-
cussion. When the large group discussion is completed, the' workshop

coordinator will instruct you about Worksheet 2.

W

3()
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r WORKSHEET 2

'The text section, small group activity, and large group dis-
cussion were intended to familiarizé you with Qarious examples and
characteristics of collaborative career guidance project;T They
were also intended to ﬁelp clarify why different career guidance
personnel prefer different types of collaborative _projects. of
course the most important points for you dre how some of these types
of collaborative career guidance projects could be applied to your
work situation and, relaéedly. why it would be beneficial to you
to conduct. them. Accordingly, your task here is to briefly describe
two different types of collaborative career guidance projects‘that
would be appropriate to your current professional sitﬁation.

“ In’ccnstructing your. response it is not neées§ary to give
excesgive detqil about fhg projects.’ Raiher, you should simply
providé enough information to communicate the nature of the projécis.
You should, however, include information-about (generally) who

will be involved, (gemerally) what will be done, (generally) what

resources ,will be needed, and (generally) when and where the projects

will be conducted.

The other key component of your respéﬁse should be a justification

of appropriateness. In other words, you should provide at least
three different answers to the question, "Why is this type of project
appropriate to my work situation?"

A sample response to this task might read as follows:

During November of the next school year the career guidance
personnel in the four high schools in the district will survey
sophomores about their career guldance needs and concerns. Five
of the career guidance personnel will develop a needs survey for
their purpose. Homeroom teachers will be asked to distribute and
collect the questionnaires. -Several participaﬁ?ﬂg career guidance
workers will analyze the results and distribute a summary report
to career guidance.personnel, teachers, and administrators. This
report will also be made available to interested parents.

This project is appropriate to my situation for several reasons.

\ o ‘?l
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First, no career guidance needs assessment has ever been conducted
with this group of students. ,Second, the high school career gui-
dance program lacks Airection since different career guidance
persons use wide vArieties of career guldance activities. Third,
the sophomore level is a good place to start since the students will
be in school long enough (potentially) to benefit from the results
of the project. Last, such a project would highlight the many and

different needs and concerns career guidance personnel must attend to.



II. L

fn

When you have completed this worksheet, please wait for the

workshop coordinator to tell you when to begin the next section.

r
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SECTION 3 ——-  RESOURCES

. The purpose of this section is to provide you with the
opportunity to become more aware of the resources needed and avail-
able for any collaborative career guidance pfoject you may under-
take. ) .

To begin this section, please read and review the material on
the ne#t few pages. As you read this material, tr§ to keep the
following questions in mind:

1. What resources are needed for the type(s) of collaborative™

project(s) whiclt most interest me?

2. What resources are avallable for the type(s) of collabora-

tive project(s) which most interest me?

3. How can the resources needed for the type(s) of collaborative

project(s) I'm.interested in be obtained?

.

:} 5
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RISOURCLS

. The process of conducting an effective collaborative career
guidance project necessitates that the participants identify and

obtain pertinent rdsoyrces prior to implementation of the project.

As before, it is impra to attempt to list all the possible
resources necessary for any given collaborative project. Accord-
ingly, only major categories of resources will be provided ﬁere
because the ideas presented are intended to stimulat; thinking rather

than provide a comprehensive listing. -

Resources needed

A - i
1. Skills resources. A collaborative project typically re-

quires a wide variety of skills. The most obvious are of course
career guidance skills. However, there is alsa a gaeed for skills
in such things as activity coordination,project ﬁlanning,_assess—
éént and.evaluation. clerical functidns, data analyses, report
writing, public relatiﬁns. materials obtainment, and in spme caéeé,
_finances. When the need for each of these types of resources is
applied to any particular collaborative project, the resulting list
may be quite extensive. Accordiﬁgly, the maximum amount of effort
in a collaborative project must be focused én the identification of
nedded skills resources. Indeed‘ the key to an effective'éollabora-
tive project is anticipation of required skills,
7 974«./ CAAL

2. Personnel resources.  The skills resources identified

must of course be provlded by people. But who is available to do

what? Again, it 1s essential that specific’personnel resources

be identified before a collaborative project is implemented. It

is often the case that some of the people considered for or in-
. volved in collaborative projects will have more than one skill to
of fer. Whenever possible howeyer, an equitable distribution of
skill contributions should be achieved, even if it means incorpor-

ating "extra" people into the project. An equitable distribution
1

36
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of skill contmdbutions enhances professional and interpersonal

relat{ionships and generally‘re§a1ts in a more effective project.

3. Material resources. Almost every collaborative project

necessitates the use of some material resources. This may be as
simple as paper for questionnéires or as complex as scheduling

the use of a special career guidance facility. In any eQent, the
material (including physical) resources Aecessary for a collabora-
tive project also should be identified and obtain'ed ﬁrior to the
initiation of the project.

4. Time resources. Time is one of the most important resources

-~y

for a collaborative career guidance project. Career _guidance -
personnel are always busy. However, if a project is to be success-

ful, time must be found fo; each activity. Moreover, it is abéb—

lutely essential that time allocations and sincere commitments to

them be made by each participating person prior to the implement;%ion

of a collaborative project. If a collaborative project fails to

o M 37
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meet its stated goals, in a vast majority of the cases it will be

because people failed to keep the time commitments they made.

‘ . Internal and Fxternal Resources

The resources necessary for a collaborative project may be
roughly divided into fwo broad categories. The first of these is
internal resources or those that are readily available in your
work situation. The second is external resources or those which are
not readily available in your impediate work situation but which
may be obtained witha minimum of effort. The following twé lists

provide some examples of internal and external rescurces.

A. Internal resources

5

1. Other career guidance personnel with interests similar
to yours
2. Other career guidénce perscnnel with interests different

_ Y
from yours

3. Other people 1nvolvéd in career education or guidanc;
4. Teachers
Adnministrators

6. Stggenté

7. Parents

8. System-wide (e.g. county or city level) personnel

9. Other specialists (e.g. school psychologists)

10. Community resources (e.g. counselors in private practice)

11. Clerical personnel i‘;

12. Local libraries (e.g. school or community)

13. Professional publications -

14. Textbooks from previous college or university courses
. _ 15. Avail&le career education materials

16. -Available tests or other assessment instruments

17. Governmeént publications

18. Professional materials

: 3R
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19. Nonprofessional aésociates (e.g. friends or relatives)
20. Reports from previous collaborative projec;s
In general, just about anyone or anything in your near vicinity .
is a potential resource for a collaborative project.

B. External resources.

1. Career guidance personnel from other school systems
2. State department of educéﬂnnrperscnnel

. Former college or university instructors
usZi—aJélan
7‘2_“£ZLJL¢J .
4. Professionals known for their work in the .topic area

of the éollahorative project

5 Professionals known to have certain skills
6. College or univérsity libraries
L\} 7. Professional publications J
8 Testing company representatives r
9. Professional associations (e.g. position statements)

10. Government agencies (e.g. USDL or USOE)
In general, just about anyone you can easily contact or any
‘material you ean easily obtain is again a potential resource for

a collaborative project.

Obtaining Resources

<

The use of various resources in a collaborative career guidance
project involves three major functions. The first of these is

identification of the resources necessary for the project. This

may be accomplished through any number of ways. Among the most common

methods is to have either an tmd¥sdidual or a very small group of »

people identify what they think are the necessary resources. Another

method is to assign project '"roles” and let the persons filling those

roles determine what resources are needed. Still another wa;y is to . .
- "copy" a (similar) collaborative project and thus capitalize on the

experience.of the other project. And as a final example, another

way is to summarize a project and solicit input about necessary

39 !




resources from any of a vafiety of pfofessionalsh
;Re\seeond function is actually getting the resources. In

general, this means that some person(s) must actually obtain the
identified resources.” This may mean relatively simple behaviors
such as contacting an aesociate and asking fPt essistance or it may
mean relatively complex behaviors such as obtaining money to buy or
rent materials. Again, obtaining necessary resources may be handled
by a person-of persons coordinating the project, or it'may be the
responsibility of each person inmg}ved in each part of .the project,
or‘it may even be a separate and ﬂistinct project role.

¥ The last resource function is evaluation of the resources
obtained. For material resources the evaluation process is typically
fairly easy since these Feéources.are,usually identified on the
basis of their known value. For personnel, skill, or time (comﬁit-
ment) resources, the evaluation proeees is a much more sensitive
1ssﬁe. Just because people sa§ they can do things, it doesn't
neeesSarily follow that they really can do those things. Accord-
ingly, these types of resources need to be evaluated on the basis .
of previbus perforﬁance, if possible, or on the basis of a demonstra-
tion if necessary 4h any evenu, the evaluations of personnel,
skill or/ time resources necessitate that the'evaluator(s) use

effective pfofessional judgement and interpersonal Interaction.

]

When you‘ﬁave completed feading this section, please wait for

the workshop coordinator to begin the small groyup activity.

10
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SMALL GROUP ACTIVITY , N

Please get together with 2 or 3 of the other workshop parti-
Eipantﬁ to form small groups of 3 or 4. It would be helpful if
your group contained persons who work in similar situations and/or
have similar professional ‘interests.

. ) .
The specific resources necessary for a collaborative project

- are of course contingent upon the particular project under consider-
e ation. However, in a general sense, any collaborative project

necessitates consideration of the four types of resources mentioned
'« 1in the text section (i.e. skills; personnel, material, and time).

Moreover, consideration of resources often influences the natures

of collaborative projects that may be considered. Accordingly,

your group task is to discuss general ways that each of the fgurj

types of resources can be idéntified,,obtained, and evaluated. 1In

your discussion please consider both internal é;d external resources.

Someone in yéur group shOuld take brief notes on your discussion
since your group will be asked to share its discuésions with the |

other workshop participants. ¢

& L
g : i

When you have completed the small group activity, please wait

for the workshop coordinator to begin théxlarge group discussion.

b ]
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’ WORKSHEET 3 s
- - | \ *

On the preceding worksheet you were asked to identify and -
briefly descrihe two collaborative career guidance projects which
were of interest to you. Now please select whichever of those
was of most interest to you. Your task here is to preseht a plan
foi identifying, obtainitg, and evaluaﬁing the resources eeeded for
that project. In comstructing your response you should zsahidef_

each of the four types of resources2 both internal and extermal: |

e

resources, and the identification, obtainment, and evaluation

‘ processes. Your plan need not bd highly specific yet, it should

address these major points.
A sample response for this task, based on thé sample response
from the previous worksheet, might read as follows: '

Skills: The projeect co-leaders will contact®the career guidance

*?ersonnel in each of the four high schools and solisit'informacion

about who has each of the following skills: survey/item develop-

¢ mént, statistics/data analyses, writing, 'i;lterpersonal skill&with

teachers. The co-leaders will ﬁben contact the ident@fied persons
to determine if they would be willing to work with the project.

"Evaluations of sﬁills will be made on the bases of demonstrated

previous activities and the opinions of their professi associates.

Personnel: The co—leaders will contact all career guidance
2

personnel in the four schools and ask for volunteer participants for

the project. Each volunteer will be asked to make a written commit-

ment (1. e. signed) to the project. 1nformation as to the feasibilinf

“and validity of each~of these ccmq%QMents will be solicited by the

co~leaders from the guidance direc;or in each school.

‘Material: The co-leaders will assign the identification and
obtainment of project material resources eo two of ehe project
volunteers. Evaluations of the various materials will be made by the
project volunteers most directly involved with the materials.

Time: The co-leaders will ask each project volunteer to

indicate how much time they §EB devote to the project. The volungeers

*
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WORKSHEET 3 (continued)-

will be asked to specify this time in hriting. Information as

to the feasibilty and validity of these time commitments will be
solicited by the co-teaders from the guidance director in each
school.

(Note: Obviously some of the activities cited in this example could
be conducted simultaneously. They are separated'here for the sake

of clarity; you should also separate them in your response).



WORKSHEET 3 (continued)

When you have completed this worksheet, please wait for the

workshop coordinator to begin the next section.

{

14

49



_./

PLANNING COLLABORATIVE PROJECTS
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SECTION 4 -- PLANNING COLLABORATIVE PROJECTS
‘ The purpose of this activity is to provide you with the oppor- ,}A
. tunity to become more aware of the factors thét need to be considered
- in planning collaborative career guidance projects. It is also
" intended to provide you with the opportunity to practice planning ~
a collaborative project. . .

To begin the activity, please participate in the large group
discussion. As you participate, try to think about how the ideas

presented relate to the type of collaborative project which most
, : ' ’
interests you.

QCoLLABORATIVE
4 ProJeeT »
~ Rigur o.
S T Cone 1

.
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LARGE GROUP DISCUSSION

During this large group discussion you will be asked to share
your ideas and opinions about career guidance needs that are
important to you. Another way to say this is to ask vhét types of
collaborative career guidance projects would you like to see con-
ducted and why. - )

Please feel free to pattihipate in the discussion--both by
sharing your own thoughts and feelings and by commenting on those

of other participants.

" When this large group discussion is completed, please wait for

the workshop coordinator to begin the small group activity.

47
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SMALL GROUP ACTIVITY )

' ' Goals and objectives
The first ané most important éctivity for a collabo}ative
career guidance project is the determination and statement of what
the project is supposed to accomplish. In other words, the first
;tep in planning a collaborative career guidance project is establish~
- ing project goals and objectives. Statements of goals and objectives
for any particular collaborative project should of course be in
concert with the goals and objectives of the overall career gui-
dance project. The proper and effective statement of goals is
more complicated than most people realize. Unfortunately, neither
the focus nor time 1limits of this module permit an extensive
discussion of goal and objective development processes here.
Accordingly, you are urged to read or review three other related
* modules in this series before you actually implement a‘collagbra-
tive project in your work setting. These three are: (#5) Establish-

ing Program Goals, (#8) Specifying Process Objectives, and (#6)

Specifying,Student Performance Objectives. e
u?uu don M%MUV'?‘“
— DAoiD Campbell

For our purposes here, a much more general approach will be

used.‘ And, for the sake of clarity, goals and objectives are con-
sidered separately.

A goal is simply a global statement of what you hope the collabor-
ative project will achieve. A _goal statement provides very little
specific information about the project or its results. Rather, a
goal statement implies what might happen if the collaborative project
is successful. The following are examples of possible collaborative

’ project goal statements: |
A.’ The project will provide inforﬁatiqn in support of continued
funding of program X. .
B. The project will demonstrate the effectiveness of school

counselors in the job placement of ‘school dropouts.

ERIC - 145
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., A(l‘l‘
C.. The project will idqntifg major divections for career

guidance and counseling ?ctivites for the next academic
W

:
O
)

year. _
An objective, as opposed to”é goal, is a very specific state-
ment of what the results of a collaborative project will be. State-

#ments of objectives are usuailyjsubsgmed undefigoal statements so

that the method of accoﬁplishing thefgoal may be more easily under-
stood. A good objectiue is one thaqiis specific, easily understood,
and -subject to only one‘in:erptetat%ﬁn. Whenever possible state-
ments of objectives should be made in terms of behavioral objectives
or cthef si_.ituations where there is little chance for misinterpre-!
tation. The following are examples of possible statements of
objective® for collaborative projects:

A. The results of the project will provide the f;equencies

and pi‘qentages of students who successfully dompréted

prograﬁ X.

B. The project will report the results of student evaluations
of school counselor assistance prior to the stpdents'
dropping out of school.

C. The project will determine and present student evaluations
of current school career guidance and counseling programs
and activities. -

Provision of clear goals and objectives reduces confusion and
therefore simplifigs collaborative career guidance projects. It_
does this not only for those who are direct@y involved in the project

but also for those who need to be able to understand the project.

Now please get together with 2 or 1 other workshop participants

to form small groups of 3 or 4. Please form groups with participants

who have needs and concerns similar to yours. The workshop coordina-

tor will help you with this. Your group task is to i‘st the goal(s)

and objectives for a collaborative project that you and the other

149
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»

members of your group are interested in conducting. Your group
‘ should compile one list though of course different participants will

contribute different parts to it. Again, one person in the group

\j\ should record the list so as to be able to present it briefly in
the 'subsequent large group discussion.

t

When you have completed this small group activity, please wait

for the workshop coordinator to begin the large group discussion.

o o0




58

SMALL GROUP ACTIVITY

The theme underlying this module thus far is the need for and
importance of proper planning. It is a fheme that merits re-

peating. Effective collaborative career guidance projects don't

)74 W i

just happen. Moreover, no ong is going to pay much attention to

what a collaborative project attempted to do. The rewards and

benefits of a collaborative project lie primarily in the results
and good results will occur only when the project is carefully and

thoroughly planned in advance.

Funttions, skills, and resources -

i Besides determining goals and objectives another important
activity in planning a collaborative project 1is determinatiorn” of
the functions necessary [or successful completion of the project.
In essenceé the question is: what must actually be, done in ordér to
achieve the goals and objectives of the project? This part of

0

collaborative project planning is "trickyiiin that it seems simpler

than it actually is. For example, one c n function in collabora-

' That seems simple enough.

tive projects is "analyzing 'the data.’
However, there are many parts to analyzing data: In what form will

the data be? Nhat‘types of analyses need be performed? Will the

9]
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data be'analyzed by hand or by computer? What will be considered
a significant finding? Typically the determination of projece
functions takes a long time in order to arrive at a comprehensive
listing. However, the time spent is well werth it in terms of
aggravation avoided later on. ‘ ,

Determination of the functions im a collaborative project
points to the needed skills for the project. The needed skills for a
collaborative project are in fact the abilitieé'neceseary to
satisfactorily perform the functions. Again, there is typically a
tendency to overgeneralize needed skills and such a tendency
should be avoided as much as possible.

Once the needeh skills have‘been determined, the next steps
are the identification, obtainment, and evaluation of the 'resources"
who will pravide these sk?lls. These processes have been described
previously. Sufflce it to say here that these resources are the
most importané\es‘fnr a collaborative projeci: and care should be

taken in their selection.

Scheduling

A sound plan for a collaborative project includes a reasonable «
time schedule. Reasonable in this context means there is sufficient
time to perform each function but that the time allocations are
not so extensive as to inhibit the project's progress. In determining
time allocations remember that the people involved in collaborative
projects are supposed to be performing functions that they are "good"
at and for which they are supposed to be competent. Thus time -
allocations need not be excessively generous. On the other hand,
it is important to allow for unanticipated delays. The time
schedule should be flexible enough to allow for the performance of
previously unidentified functions or for obtainment of needed skills
resources that were not anticipéted.

The easiest way to achieve a satisfactory schedule is .again to
consult with the persons who will provide the needed skills and
perform the required functions. They should be able to grovide

accurate estimates of how long it should take to complete varisus

52



tunctiops. However, remember that different. people will have
committed themselves to difﬁerent_parté of the collaborative project;
Don't let the idiosyncracies of one individual impede the activities -

of the others, -even if it means finding another resource.

Now please reform the sma@i group you wefe in prior to the -
large group discussion. During the previous small group activity‘
you and the other members of your group created a list of goal(s)
and objectives. That list in turn should suggest one’ or more types
of collahoraéive projects that migﬂt achieve those goals and
objectives. Your task here then is to produce a plan for a colla-

~ borative project that will fulfill that pur;ose. Worksheet 4 is
provided as a guide to help you with this task.

During this activity you should work with (collaborate!l)
the other members of your group to produce a project plan. ‘Howeéer,

N it may be that because of differences in participant backgrounds,
work settingg, needs, etc. ;he;e will need to be slight diffe;ences
in each group member's eventual plan. This is okéy as long as the
resulting plans are essentially similar. °As you complete worksheet
4, keep the goal(s) and objectiVes in mind; it will help to focus
youf thinking.




WORKSHEET 4

Note: This worksheet‘is intended to serve as a planning guide
for a cqllaborative.career guidance project. The informa-
tion presented or requested is intended to stimulate your
think;ng, not to be a cogprehqu}vé listing. For some _
projects you wi&l have to provide additional pertinéq&\\\
informationﬂy‘For\others you may need to note that the ™.
§nforma£ion/presen£ed or requested is not applicable. If
you need additional space for writing please use the backs

of these worksheet pages.

—— mr e cem i e e cem me e A v mew e e e i mam e dem et e svma e - . — e —— e e e

Type of qollaborative project

-

a

1. Background synopsis (What is the local history and current
‘status of the topic of thé project? Why is the project neces-

sary? etc. Be brief; cite only méjor points):

e <

- : ) ~

1. Key terms (provide a brief definition of any terms that may cause
tonfusion. e.g. What does 'career guidance' mean in your ‘
situation?):

A.

hl

.

«©
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~

Population (to whom wil! the results of the study be general—‘g“f

izable. e.g. students in secondary schools in the system,

parents of students in grade K-5, etc):

y
Sample (what subgroup or subset from the population will actually

be involved in the project? What will be the characteﬁiétics
of the sample? e.g. 100 students from each of the four secondary
school grade levels; approximately 50% female - 50% male; 70Z

caucasian - 307 ethnic minority - etc.):

<
10

¢
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the project? e.g. all teachers of required English courses
will be asked to volunteer to distribute surveys to classes;
one volunteer at each grade level will be asked to distribute

1

surveys to one class, etc.):

Functions and needed skills (The following are presented as

examples of functions and needed skills that apply to most
collgborative projects. Add those that are sPecific to §o:r
project. Whenever possible provide the name(s) of the person(s)
who will actually contribute the needed skills and perform the
f:mct ion.) ’ |

A. Project coordinator:

B. Project activity (what is the major or focal project activity
and who will perform 1t?): - ‘

C. . Preparation and ‘provision of instructions to project

participants (who, what, how?):

7y
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D. Implementation of sampling procedures (who will be in-

volved and how?):

&

E. Project Evaluation (what will be done and by whom?):

Il
F. Resource obtainment (what will be needed and who will ensure
it is provided?):
1. Material resources (e.g. tests, questioni?ﬁresinkits, etc.)

i
~

2. Physical resources (e.g. rooms, special equipment, etc.)

)

3. Personnel resources

G. Clerical duties (e.g. typing, record keeping, etc.):

L]

. N N
H. Data analyses: '

I. Report writing:

J. Other, as appropriate (please specify) I
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K. Other, as appropriate (please specify)

. 2 (\
N

L. Other, as appropriate (please specify)

. M. Results presentation (who will be responsible for communicating

the results of the project to appropriate audiences?):

N. Project timeoutline (Be as specific and imelusive as pos-
sible). 1Include all project functions identified and when
they will be initiated and completed):

When you have completed this worksheet, please wait for the
¢

workshop coordinator to begin the large group discussion.
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‘ T LARGE GROUP DISCUSSION

. During this large group discussion you and the other members
of your small group will be asked to shar.e your collaborative project
plan. In other words, vyou will be asked to present your respohses
to Worksheet 4. The other workshop participants will be asked to
listen carefully and to ask questions or provide suggesttons as
they feel appropriate. As helpful comments are presented regarding

your collaborative project ﬁlan, write them down in the appropriate

,,/

locaiion on your Worksheet &4,
£

. When you have completed dhis large group discussion, please

wait for the workshop coordinator to begin the next section.

s

O ‘ . ( :3- ()
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SECTION 5 ~— COMMUNICATING RESULTS

. The purpose of this section is to provide you with the oppor-
tunity to become more aware of the faétofs to be considered in
presenting the results of collaborative career guidance projects
to various target audiences.

To begin this activity, please.readlgnd'review the material on
the next few pages. As you review this material try to keep the
following questions in mind: |

1. How do the communication factors presented relate to the

cotlaborative project / propqsed?'

2. What other factors can / think of?

3. Which target audience(s) is (are) most appropriate for the

collaboratiﬁi/ﬁroject / proposed?




COMMUNICATING RESULTS

It has been previously stated that collaborative career guidance
projects are most effective when they are integrated into a com-
prehensive career guidance program. 1In a similar way, a presentation
of the results of a collaborative project will be mest effective
when it 1is intgﬁrated into a comprehensive career gﬁidance public
relations program. Unfortunately, space and time ﬂ!ﬁftations again
prohibit an extensive discussion of comprehensive public relations
programs. You may find such information and discussion in another

module in this series entitled, Developing Effective Public Rela-

tions. The information presented here is related to collaborative

projects because ¢of this module's fogus but it should be remembered
théﬁﬁthe points madg relate to other public relations efforts as
well. N

The emphasis in this module has been on effective planning and
that emphasis is continued here. As before, ef%ective planning
necessitates con;ideration of sqgme basic ideas. Accordingly, a
good place to begin planning a collaborative project results pre-

[ ] \ .
sentation is to think about types of communication factors.
~ o .

Communication factors

The ‘ollowing are some of the more important communicaton fac-
tors which should be considered in presenting the results of a
collaborative project. '

1. Mode of communication. There are three basic modes of;

communication for presenting project results. These are verbal,
written, and visual. Each mode has botf§advantages and limitations.
e 7ﬂhﬁ45ﬁ4h4¢§r' e s
Verbal communication of collaborative project results is by far
the most common method. It has'the major advantage of allowing the
presenter to {nteract with the audience. Potential points of
misinterpretation or confusiom are therefore minimized. Moreover,

verbal presentations allow the presenter to adapt or modify the

*
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"language'' of the project results so that it is appropriate for
the audience. Finally, verbal presentations are also generally less

time consuming since the interaction can be centered on those

points which most interest the audienceg The major limitation of ) ‘
. verbal communication of project results is that the audience may
only retain limited amounts of information. _That is, the audience
members will tend to remember only those points which make the
strongest impressions on them. If this happens many of the import-
- ant 'finer" points of collaborative projects may go unnoticed.
Written communication of collaborative project results is the
next most common method of presentation. Written presentations have
the adyantage of ensuring that all important points will be addressed.‘
In addition, written presentations may be retained for further or
repeated review. Finally, written presentations may be reviewed
at the audience's leisure thus freeing them from the scheduling
Eddstraints of verbal presentations. On the limitations side, .
written presentations prohibit presenter-audience interaction and
Itherefore place a heavy emphasis on the presenter's writing skills.
f { ViSual communication of collaborative project results is the
least commonly used method of presentation. However, it has the
potential to be the most dramatic. Simpler forms of visual pre-
sentations include tﬁe use of such things as tables, charts, diagrams,
\  or pictures. More sophisticated visual presentations include the
use of such things as slides, videctapes, or multimedia shows.
Visual presentations have the major advantaée of generally having
a strong impact on audiences. However,.visual presentations are
often very time consuming and expensive to produce. They also often
necessitate the use of special equipment or skills which ma t
be readily available. .
e Praod Ctnanih 0ely 477 warda
\ Perhaps the most effective mode of communication of collaborative .
project results is a combination of Lhe modes cited above., Tor
"example, project results could be presented orally, supplemented and

highlighted by visual aides, and summarized in a written report.




&

A}

Such procedures would capitalize on the advantages of each mode
while minimizing their limitations. As a rule of thumb, whenever
possible at least two, and preferably three, modes of communicgtion

should be used to present the results of collaborative projects
%MM?’Q«M?W

2. Clarity. The determination of the clarity of the com-
munication of the results .of a collaborative project must be made
from the pespective of the audience. The type and nature of the
language used must be compatible with that of the audience. For

"speak statistics'" to an

éxample, it would be inappropriate to
audience that has little experience in interpreting or understanding
the subtle points of data analyses. Such a procedure would not

only fail to impress the audience but would more than likely have a
negative impact on them. While itvis not advisable to simﬁly

"tell the éudience what they want to hear,” it is advisable to tell
them "in !gxgathey want to-h‘lr."

3. Topic appropriaténess. The results of a collaborative

project typically will be multifaceted.\\That is, the results of a
collaborative project will often have m;ny different implications.
For example, a project's results may have implications for such
things as program planning; personnel selection, retention, or
assignment; fiscal expenditures; resource utilization or obtain-
ment; or policy modif;:ation or continuation. Different audiences
will therefore be interested in different aspects of the results.
Jo the greatest extent possible, presentations of collaborative
groject results should be adapted to the needs, interests, and
concerns of any particular audience.

4. Time. The results of a collaborative project represent the
culmination of a comprehensive e¢ffort which has involved many
hours of work. [t is tempting therefore to want to present the
entire project, with all its complexities and idiosyncrasies, to
any audience. In general this temptation should be avoided. Project

results presentations must not be so0 extensive as to become boring
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for the audience. Presentations that are too long incorporate

more information than the audience cares about, or 1s capable ot,

comprehending. On the other hand, a presentation which is too short .
will fail to impress an audience and will in fact "slight" both the

‘pfbject and iks results. The best tact is to obtain several per-

spectives on what would be an appropriate time length for a col- /
loborative project results presentation. For example, the pre-

senter(s) can determine the minimum time necessary to present the

results effeétivély. Similarly, there may be scheduling concerns

(e.g: at a school board meeting) that have to be attended to..

Finally, several members of the potential audience could be con-

tacted to ascertain their opinions.
Targer audiences

An effectfve collaborative project results presentation must.
" be responsive to the needs and concerns of the audience receiving
it. Potential audiences or presentation recipients are probably .5,
as varied as the people interested or concerned with schools, In
order to focus your thinking, a partial list of such potential

recipients follows.

&,
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1. Students. School career guidance programs and activities
do of course exist for the benefit of students. £ccordingly, they
should be well informed about the nature, extent, and effectiveness
of t;e services being provided for them. There are three major
advantages to proQiding collaborative projects results u:\vudents.
First, it is good "advertising" for career‘guidaﬁce services. Sec-
ond, it will enhance career guidanpe prefessional student relation-~
ships and interactions. And third, students may provide valuable
input or feedback concerning the topic of the collaborative ﬁ}oject:

. 2. Parents. It is easy enough to say that parents have a
vested interest in what happens to their children. Unfortunately,
many parents are unaware of what is being done for their children?,
in regard to career guidance and‘counseling. The presentation of
collaborative project'results to parents thus serves as a note-
worthy "éublic relations” function. Since (cafeer) guidance and
counseling activities are often deemed "expendéble" by many parents,
the results-of a collaborative project may be a good way to help

change sufh opinions.

3. Administrators. Principals, system-wide administrators,

and superintendents have a great deal to say about what happens at
the local levels in the schools. This is especially true in terms
of\priorities regarding personnel, program directions, and money.
An effect{ve collaborative project results presentation will enable
these decision-makers to see the positive values of career guildance
programs and activities. It also helps them understand the nature,
scope, and depth of career guidance and counseling.

4. School boards. The ultimate decision-making body in most
school systems is the school board. The,édvantages of making a
collaborative project results presentation to a school board are
gsimilar to those for other administrators. However, presentations
to a school board have the added advantage of allowing' the school
board to share the results with their constituents. Thus the project
results serve a public relations function not onlf for career gui-

dance personnel but also for the whole school system.

[N
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5. Professional peers. Many of the activities and programs
ot career guidance personnel necessitate the cpoperation of other
educational professionals in the schyols. Some of these activities .
may be viewed as an imposition by these ofher professionals (e.g.
getting students out of a class). Presentation of collaborative
project results to other educational professionals will often allay
these feelings of imposition. 1In general\ such presentations will
serve to foster more positive relationship§ an. feelings of cooper-
. ' ation between career guidance and other édﬁgét?¥n31 personnel.
6. Professional organizations. If you aﬁ performing an
o effective career guldance activity or program in' your school (system),
it should be shared with other professionals who are interested
in similar types of activities or programs. The two major forums
for presenting collaborative project results to other career gui-
dance prdfessionals are journals and meetings (orwconvenfions).
Presentations in either of these ways are particularly-useful for
obtaining constructive professional feedback and suggestions.

7. Mass media. Newspapers, radio, and television provide
éxcellent opportunities for career guidance personnel to publicize
their activities. The major advantage of presenting collaborative
project results to the mass media is that they in turn can present
the results to people who might not be reached through other pre-

T sentations.- - ; ‘ .,
Career guidance and counseling personnel and their programs and
activities need all the positive pubT}city they can get. Presentation
of the results of effective collaborative projects to target audiences

such as these will help to ensure that such pasitivé publicity is

obtained.

J
' 4 ' 0 @

When you have completed reviewing this material, please wait

for the workshop coordinator to begin the small group activity.’
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SMALL GROWP ACTIVITY

. Please get together with the workshop participants from the
. last small group‘activity (i.e. those with whom you plan a collabor-
ative pfoject). . -
. Yaur,gifst group task is to identify a potential target
% audience for the results of your previously proposed collaborative
céfeer guidance project. Your second group task is to &evelOp a
. e plan for presenting the results to that target audience. Worksheet

5 is provided to help you with this task. Your group should work
collectively to complete this worksheet, but all group members '
should fill esut’their own worksheets. Again, ‘there may be some_

iAndividual Hifferences on each participant's worksheet since the

. responses to worksheet 5 should be essentially similar. Assume
that the collabofatiue project you planned in the last activity was
~sucteq§ful i.e. thq; the goal(s) and objectives were achieved.

] 'i L] T

planned project§ might have been'slightly differeﬁt, but your groups'

-
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‘ WORKSHEET 5
N .

Type of collaborative project:

Presentation o
L ’

_A. Target.auddence: - E

B. Presenter(s):

C. Mode(s) of presentation:

-

.D. Major aspecfs of the collaborative project to be presented

(e.g. number and nature of people involved{ sample and population,
nature and scope of project activities: evaluation procedures,

time schedule, etc.): j ' i
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E. Major results of the collaborative project to be presented

(e.g. number_and characteristics ot sample, summary ot the data

T analyses,\ags.): . t

* 1

F.'.Major conclusions from the collaborative project results (i.e.
what is (are) the presenter's interpretation(s) of what the
result(s) actually mean?): '

- L} b \_

e

2 Y
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G. Implications of the conclusions of.the collaborative project
(i.e. what do the conclusions mean tor the audience? How do

. the conclusions relate to the interests, needs, and concerns

. of the aﬁaience?):

H. Material or physical resources needed for the presentation
(e.g. speech outline, written report,.visual aides, etc.

Specify who will prepare or obtain each item listed):

~

°
. I. Time schedule for presentation (i.e. when will the presentation |
be mé&e? ‘How long will it take? Be specific): ‘ F_\_J)

( -
\ o

4 P .
When your group has completed this worksheet, please wait for .

the workshop coordinator to begin the large group discussion.

Q 7'1 )

Y
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LARGE GROUP DISCUSSION

During the large group discussion each group will be asked
to share its presentation plan with the other workshop participants.
The other workshop participants will be asked to respond by pro-
viding any helpful comments or suggestions they feel are appropri-
" ate. You and the other members. of your group should note these

suggestions on your respective yorkshesi?.

(N -
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This module is one of a set of similar career guidance modules
developed in cooperation with the American Tnstitutes for Research,
Palo Alto, California. The following modules from that set are

by

integrally related tnlthis.one: -
1. Career Development Theory 4
2. Program Development Mode!l
3. Assessing Desired Outcomes
4. Assessing Current Status .
. Establihsing Program Goals
£. Spect fying Student Performance Objectives
7. Selecting Altermate Pr().gmrm Strategies
8. Specifying Process Objectives v
/49". Developing Program Staff
16.  Trying Out and Monitoring
11.. Condiicting Product Evaluations
12, Cormunicating Evaluation Kesults
8. Developing Effeative Public Relations
4. Fvaluating the Cost-Effectiveness of Pm(mzms' for Improving
Mmterpersonwdd Skills )

the  Developing and Conducting In-Service Programs
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COORDINATOR'S ROLE

The success and effectiveness qf this workshop is to a large
extent dependent on your effectiveness as a workshop coordinator.
Your role here is crucial since the pafiticipants depend on you for
a worthwhile experignce. There are four major -tasks you must attend

to besides ﬁour regular workshop duties:

Set the Tone .

Create a positive atmosphere for the workshop. Have fun and
be enthusiastic about what you're all doing. People in the workshop
should be relaxed but also alert, interested, and motivated. Inject

humor whenever appropriate and let the participants enjoy themselves.

Set the Pace ‘

Maintain a proper pace. Try to sense, or even gsk, if the work-
shop is moving appropriately for the participéﬁﬁs. 1f things' bog
down, ask some leading, open-ended questions. Some sections can be
summarized orally to speed things, and this can-be planned ahead.
If things are going'zbo fast and paréicipants are getting lost,
slow things down‘and have the group help everyone catch up. Keep =
the flow smooth at transition points in the module. Take breaks as
you feel they are necessary. B flexible in structuring activities,
adapting to individuals and situations as needed. Regard times
listed in the outline as flexible to some extent.
Facilitate

Encourage discussion and interactiom from participants. Bring

out sby people. Don't let aggressive people dominate. Let the

-




group help you. Seek out questons and uneasiness, get.them into

the open amd talk them over. This is especially true for the

beginning. Be a trouble shooter. Watch facial expressioné and body

1anghage2 In sum, be attentive and respoﬁsive. Act as a guide in

&ﬁe.modhle but be careful not to get in the way. .

Evaluate

Make sure participants are headed in the right direction. Keep

thé group on task. Nudge them when they're not. Judge how well

the participants are performing each activity. Encourage'and direct

them to complete activities appropriately. In general, maintain a

high quality level in the workshop.

Specific Coordinator Functions

Prior to the Warkshup
1.

-

Read and study thg module thoroughly prior to the workshop. Be
thoroughly familiar with the participant materials and the Coor-
dinator's Guide. It is recommended that you -go through this
module as a participant before you lead a workshop.

Make sure all needed mags?ials are present for the workshoé.
Check on the availability of such things as name tags, extra
paper, chalkboards, and the worksheets used in the activities.
Have a watch or clock available. Make sure the room has chairs
and tables app;opriate to module activities.

Make sure the room arrangements are appropriate. Since some

of the activities are done in small groups, the room should be
large énough to accomodate such seating arrangements. Make

sure the room is free from unnecessary distractions.

At the Workshap
1.

Have the necessary materials (name tags, modules, worksheets,

etc.) available for the participants as they arrive.

Introduce yourself to the pérticipants and them to each other.

Briefly describe your background and the role you will play in

&

the workshop.

~¥
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Establish timé limits and guidelines for the schedule for the
day. Do your best to stick to them.

Follow the instructions in this Coordinator's Guide closely.
Make notes wherever appropriate. Don't be too rigid but ensure .
th§t the module is conducted basically as proposed. Paraphrase,
don't read, instructions as much as possible -~ but be sure

to include all the pertinent points in the instructions.

|
Enjoy the workshop, the participante, and yourself.

-

~J3
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INTRODUCTION

(1/4 hour)

Orientations and Module Goal and Objectives 7

1.

Have the participants read the sections entitled Mdule Orientation
and Module Goal and Objectives ,

2. Explain that this module is designed to help them improve their
skills and relate these skills to their guidance program and
their professional functioning. *

3. Review with the pdrticipants each of the module objectives.

4. Emphasize that this is basically a self-learning module and that
what they get out of it is in part contingent upon what they
ﬁht into {it. | ‘ \

Time Qutline

1. Review with the participants the. Module Time Qutline .

2. Tell the ﬁarticipants‘th‘t they will be g;tively involved in
each of the sessions. Each section typically begins with a .
text section-summarizlng the major points to be made, The
activities following each introductory text section)eéqqire
that each participant be actively involved. Thes; activities
include such things as discussing, writing, presenting, and -
questioning.

Questions

1. Ask if there are any general questions that can be answered
before the first section is begun.

2. Tell the participants that they should feel free to agk questions

as they arise‘during the workshop.



SECTION 1

CAREER GUIDANCE COLLABORATION

(3/4 hour) '

Objective . . . Ty

' ‘ . P
~ Participants will be able to list at 'least four advantages
for using collaborative career guidance,ﬁrojegts in their work

- - . .

settings.

*
-

Pumose \ ) :
The purpose of this actiﬁiQ! is to provide the participants
with the opportunity to become more aware of the advantages and o

limitations of using collaborative projects for school career

" guidance purposes. It is also }ntended to provide participants '; ’

E

with the opportunity to clarify their own opiniofs about collabor—

ative projects.

Instructions

- .

1. Have the participants read the text section entitled Career -

‘Guidance Collaboration. .

2. Have the\garticipants complete Worksheet 1 as soon as they have
finished reading the text sectionm. l _
3. After approximately 25 minutes begin the large group discussion. . '
The purpose of this discussion is to have the participants
share their‘initial reactions and opinions. Encburage as many
participants as possible go éhar% their qkelings and opiqions
about collaborative career guidamce projects. Listen for
~similarities and differenéef in/éhe points ,of view offered.

4. Afrer approximately 15 minutes of large group discussion, respond

*ra

toiany remaining questions or comments the participants may

have.

5. After approximately 5 minutes begin section 2.



- . SECTION 2 - ¢

" COLLABORATIVE PROJECTS
) : . . {1 hour) 5
/ L ]

Objective ' -~

Participants will be able to identify and briefly describe two

types .of collaborative career guidancé projects appropriate to

their work settings. *
Purposc ‘jyj
The purpose of 'this activity is to provide the participants

‘< - with the, opportunity to become more aware of the various typéé.of

collaborative career guidance projects. -

instructions ‘
P ‘ 1. . Have the participants read the text section entitled Collaborative

‘ hwﬂm . ’ '

2. After approximately 10 minutes- have the participants begin the
small group activity. Review and summarize the small group

- - - | activity instructions for-the participants“ Encourage them to
| | . openly share their rankings and their reasons for their respective
rankings. )
- 3. 'After approximately 20 minutes begin the large group discussion.

« : Write the six types of collaborative projects in a vertical

column on. the chalkboard. Identify rankings by a rodkof Roman
numerals ac s the top of the chalkboarq. Your chalkboard

diagram should look like this: - ~ o

Project type I II III IV v =~ VI
Needs assessment - - A
R Technique \ b

School level

Time use

Target group

e g

Case study

e b

§0

“
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[98 ’ " .. .
Start with the "needs assessment” project. Ask for a show of

hands of how many participants ranked this number 1. Enter this
number (of participants) under Roman numeral I in row one. - Then

ask how many ranked the "needs assessment" project number 2. Enter
this number af&participants under Roman ﬁumer§1 IT. Continue this
procedut@ﬁ&crogg the ''needs assessment" row. Then repeat this
procedure for each of.the other types of projects until all cells

16 the matrix contain a number (including possibly zero) of partici-
pants. .« - ) .

The coqpleted grid is” intended to serée as a stimulus for
discussion of variogs\collaborative career guidance project "prior-
ities' among the participants. Fncourage the par:icjpants to share
their opinions as well. as their reasons for their respective rankings.
4, After‘agproximately 15 minutes have the%barticipants complete

Worksheet 2. S : .
5. After approximately 15 minutes have the participants.begin

the next module section.

N -
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h SECTION 3
¥ RESQURCES
. | . . a.v' (1 hour)
Ol{iec'live
‘ Partcipants will be able to plan how to identify, obtain, amd
) evaluate the resources necessary for céllaboratiue career guidance
) projects. .
, Y )
Purpose -
The purpose of this activity is to provide éhe participants
with the opportunity to become m&re aware qf reéburce idencificafioﬁ,
obtainment, and évaluation,for any collabdrative career guidance
ﬁrojects they'may undertake.
o . Instructions. t
\ ' 1. Have the participantg/ggad the text section entitled Resources.
2. After approximately 10 minutes bégin the small group activity.
Review and summarize the small group activity instfﬁctions for
. the participanmts:. Encouragé the participants to explore as
. ? many different ways of identifying, obtaining, and‘evaluafing
> - each of the four types of'resources as possible. Be sure to
; Po- . kggp time and ﬁo encourage the groups to copsider all four types
, 'F. in the time allotted.
) 3. After apﬁrogimately_20 minﬁtes, begin the large group discussion.
| Have the n&tetaker/recorder from each group present the summaries
of their discussions to the rest of the‘participants: Encourage
questioning and commenting about the,vériod& plans presenﬁed.‘
Continually emphasize the need for the 3 component parts for
each Eype of resourcé, Solicit and encourage examplés of both
;nterﬁal and external resources. ’

4, After aﬁproximately 15 Qinutes, have the participants complete
wofksheet 3. Emphasizs the need for them to consider eacﬁ of the
four types of gesources and the three components wfthin each type.

S D Aft?r‘approximatgly 15 minutes, have EPe~participantS‘begin the
r next section. . _ . . '
) . . . e \ - oL
o . . ' A
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SECTION 4

" PLANNING COLLABORATIVE PROJECTS

v ' {1 3/4 hours)

Objec tive

Participants will be able to produee a plan for a collaborative .

project. +
.‘3 )

Purpose

*

v

Thewpurpose of this activity is to provide participan with
the opportunity to become more aware of the factors that.nz

ed to
be considered in planning collaborative career guidance' projects.
It is also intended to provide them with, the opportunity to practice

planning a collaborative project. ‘ (sml
A) ." ‘/ - o r

¥

1

_lnstmc tions
1. Begin the. large, group discussion by’asking the partic{pants to
share - their ideas, opinions, and feel'ings about their carser
‘ guidance concerns, Solicit information about what types of -\
» collaborative projec€§ would be responsive kO ﬂ%e various
concerns presented -
2. A{ter approxjmately 10 -miftes begin the first small group activity.
. Have the participants read the introdyction and instructions
for this activity. To form the Zmall groups have“the.barticibaQCS
each indicaFe the type of concern and/or collaborative project
which interests them most. As much as possible try to form
groups of 3 or 4 on the basis of similar preferences. Lk}ﬂﬂt'gu-

k
let anyone work alone. zThe minimum should be a 2 person group,

_1even if some people have te work on a type of project that is their
qecond cholce.' v “
M:ter" x‘pprnx.imnely 20 minutes/negln the second large g,rcup
leCthston Have the recorder#' from e }ch group briefly >

:summarize;their groups goel(s) and objectives. Encourage the

. nt.her, participants to comment on each list as it is_presented.



.point of providing names.
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After approximately 10 minutes begin the next émall groué activity.
THIS IS THE MAJOR ACTIVITY IN THE MODULEi STRIVE TO ENSURE

LTS EFFECTIVENESS. Review and summarize the small group activity
instructions for the participants. As the groups are working,
move abdht.from groub to group. .Help out in whatever ways you
can. Encourage the participants to be specific, even to the

. 4 -~ -

After approximately 50 minutes, begin the third large group
disgyssion. Review and summarize the large group discussion
instructtons . for the participants. FEncourage positive feedback
and tunﬂ&u?@g criticism as each group presents its project.

Ha:'e members 6f the presenting group write down ;hese helpfulI
id -

as they are offered. .

After approximately 15 minutes begin the next section.

U3



/z ~ SECTION 5

. COMMUNICATING RESULTS

. . (1 hour)

Objective l . .

Participants will be able to produce a comprehensive plan for.

communicating the results of a collaborative project.

Purpuse
The purposé of this activity is to provide the participants
with the opportunity to become aware of the factors to be considered .

in communicating the resultg of collaborative career guidance projects

to 'various audiences.

Instructions N

1. Have the participants read the tex& section ‘entitled Communicating .
Results o ‘

2. After approximately 15 minutes have the participants get
tagetﬁer again'in the same small groups as they 'were in for the
last small group activity of Section 4 (i.e. Planning Collab‘orative
Projects). ‘ | .

3. Review and summarize the instructions for the small group activity.
Answer any questions the participants may have about the instructions.
Emphasize that each partitipant should record a plan o.n Worksheet ’
5. While the participants are working on Worksheet 5 in small
groups, move from group to group and provide helpful suggestions
where you can. Enfcurage (;omprehensiveness, spécificity, and
creativity in their fespective dissemination plans. Pex"iodically‘
remind them of how muc® time has paseed and how much time ig left.

4., After approximétely 30 minutes begin the large group discussion.
Review and summarize the instructions for the large group dis-

. cussion with the participants. As each small group presents its

) "didsemidation plan, encourage other workshop participants to

offer positive, helpful reactions and suggesticms for those tp{ans.

BE SURE THAT THE GOMMENTS OFFERED ARE CONSTRUCTIVELY POSITIVE.
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TERMINATE OR OVERRIDE ANY NECGATIVE CRITICISM.
6. After approximately 15 minutes begin the Module Wrap-Up.

’ X
.
"~
I 4
v 3
. ’ '_g‘
) ]
' ¢
- ‘%
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4 |
WRARUP Y .

(1/4 hour) .
1. Summarize the day's activities. Reinforc%.che objectiveg
- that the participants have achieved during“che workshop.
2. Respond to any remaining questions that the psrticipants may !
have about any of the wakshop activities.
3. Point out that the references at the end of the module will
provide them with additional information about the topics in
the module. -
4. End on a positive note.c Be appreciative and thank them for
* participating. . ' | »

5. Relax -- it's over. \

. Yy e T
' - i .
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"EVALUATION CRITERIA ~

.
The evaluation of whether each of the participants has achieved = -
each of the module objecti;eSFESiin part a subjective process. However,
you should attempt to be as objective as possible in f;ur evaluations
of each participant's performance. Such objectivity is ultimately
%o the bénefit of all concerned.
The following guidelines aye presented to help you determine

each participant's degree of success in achieving each of the module’s

objectives.:

Objective 1.
This o%i:ctive will have been successfully achievgd if the

participant ovides appropriate advantages for the use of collabor- .
tive career guidance projects. nAchievement of the objective will )

be evaluated on the basis of a &nint system. Points are awarded

‘as fellows. . : . ' _ - ,

1 point for each advantage listed (ei;%er from those«prnvided
in the text or frem the participant's own experience)?

1 poin€'for identifying what the specific ﬁenefit(s) will be
for each advantage listed. T : . _

1 point %or:iGEntifying how the specific benefit(s) of each’
advantage 1istéd will b¥ realized ¥ )

1 point for identifying gpg will receive. the specific benefit(s)
of each advanta listed / : .

Thus each section of worksheet 1 has four parts: .the‘statement'of - ; }'

_ the advantage plus the what,_how, and who of the benefits of the

Hadvantage. This résults in aftotalAuf 16 possible”points for ggrkaheet”'

" "1. The participant should be considered as having achieved the '
ohjective if the participant compiles-a total of 12 or more points on
worksheet 1, '

| Objecyjve 2: ) . : -

is objective will hagex$e§ﬁ~§uecessfully achieved if the "\

partici nt}provides two apprhpriate examples of colLaborétive career o

9[() | , s

Y
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v
guidance projects. The evaluation of the achieveément of this
objective is somewhat comp%itated by theAinclusion of the word
. "appropriate.” Therefote the response to worksheet 2 should be
examined carefully and as objectively as possible. ~
One of the factors which must be kept in mind in evaluating these
. responses is the’respondent's work situation. For example, it
would pegbably be inappropri%te for a person working in an elementary
school to suggest a "technique' project for techniques used at the
. secondary scBool level. ‘; ¢ b S
Another factor to keep in inind is the size of scope of the,
proposed pfdjects..-Fbr example, a proposed project which intends
- to involve sil career guldance personnel from a very large school-
'district jsaalso probably inappropriate since extremely large scale
projects sre difficult to conduct withott encountering a great .
l‘ - many problems.
’ Consideffng thege two . factors and tne nature .of the responses
N called for, evahnation of the achievement of this objective is done
"~ on the. basfs of a’ point system. Points should be awarded as follows: =
- o 1 polnt if the proposed project 1is appropriate to the respondent s /
R S \ work setting oo 1 ‘ -
' o ' point if thevproposed project is appropriate in terms of

sige or scope . .

e

1§ point if the pﬁﬁposed project indicates the ‘persons involved N

1
.~

Pt -

point Lf the proposed project indicates what will be done

T e

»~
s

point if the proposed projeot indicates what resourges will

'be needed : ' N

point if the proposed project indicates when it will be conducted

| point if the proposed project indicates where it will be
v s ‘csnducted .
.‘ o ﬁl point, up to a maximum of 3 points, for each statement '
| . h,““ supporting the appropriatenessg of the proposed ‘project
4 There are<therefore 10 possible points fdr each proposed project

.
8

4 / oerO possible points for both proposed projects. A participant

L ‘ [ A‘ .- M-
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should be considered as having achieved the objective if the partici-

pant compileg a total of 15 or more points on worksheet 2.

Objective 3,

This objective will have been successfully achieved if the

participant provides a plan for how to identify, obtain, and evaluate

the resources necessary for a collaborative career guidance project.

In order to evaluate this plan effectively, it will probably be

1] - .
necessary to refer to the participant's responses to worksheet 2.

Achievement of this objective will be evaluated on the basis

of a point system. Each of the four types of resources should have

3 component parts, i.e. identification, obtainment, and evaluation.

Award 1 point for each component part specifically mentioned. Thus

- L 4
there are 12 possible points if each component of each type of

resource is provided. 1In addition, some consideration should be given

to the inclusion of both internal and external resources. Accord-

ingly, award 1 "bonus" point if both internal and external resoq(ges

are specifically stated for either skills, personnel, or material

[
resources. This results in a maximum of 15 possible points. A

parttcipant should be considered as ha&ing achieved the objective if

the participant compiles a total of 9 or more points on worksheet 3.

Objective 4

This objective will have been successfully achieved if the

particgpant provides a comprehensive plan for a collaborative career

guidance project. The evaluation of the achievement of this objective

necessitates consideration of both qualitative and quantitative

factors. That is, the plan may be considered comprehensive if it

provides all the requested information and the information provided

is appropriate. The plan to be evaluated is
However, in order to perform the 'qualitative
it {s- also necessary to be familiar with the

list found in the first small group activity

found in worksheet 4.
aspects of the evaluation,
goal (s) and objectives

of section 4. This

list should be thoroughly reviewed prior to consideration of the

entries in worksheet 4.

A point system will again be used te facilitute the evaluation

. | ,‘F f}?)‘

A



rhe evaluation process. Points should be awarded as follows:

1 point for .identifying the type of prd&fct if it is appro-

Section

priate for the subsequent information

I:

1 point for providing a current status synopsis

1 point for specifically stating the importance of the Project
1\

1 point for specifically stating the implication(s) of the ’

Section
1

Section

results of the project

I1:
p

oiit, up to a maximum of 4, for each definition presented
¥

1 point for specifically stating a population “(e.g. "high school

students' probably would not be given a point) ¢
Section 1IV:
1 point for identifying the sample group
1 poinﬁ for providing«characteristics of the sample '
1 point if the sample is representative of the population'\
Section V: _
1 point for specifically stating the sampling procedure
l point if, in your judgment, the procedure will yield a
group representative of the population
Section VI: .
I point for specifically identifying the project coordinator
(i.e. by name or title) =
1 point for specifically identifying the focal project activity
1 point for specifically identifying who will perform the focal
. activity
I poigt for a specific stateﬁent of the who, what, and hcufg}

provision of instructions

point

for specifically stating how the sampling procedure will

be implemented

point

for specifically stating who will he involved in the

sampling procedures

point

tor a summary statement ot the project evaluation

procedures

point

for a specific statement of who will be involved in the

93



project evaluation
}. point, up to a maximum of 4 points, for cach material resource
listed ) ‘ .
1 point, up td a maximum of 4 points, for each physical resource . :
listed - .

1 point, up to a maximum of 4 points, for each personnel resource

~— R Nt
listeé - b

-

1 point, up to a maximum of 3 points, for each clerical duty

listed ) ' - '
1 polnt for a su;mary statement. of the data analyses resources
to be used r
1 point for specific iéentificati@n of tée persdn(s) who will
do* the data analyses . | | 4
1 poinpﬁfor specific identification of the person(s) who will -
do thé report writing ' .
1 point for specific identification of the person(s) Qho will .
present project results ‘ , - ‘
. 1 point, up to a maximum of ,4 points, for each function
specifically identified within the time outline - _
These procedures will yield a possible point total of 45. In A
additiOﬂ:.thrc should be some judgments madé about the qualitit}ve
aspects of the ;T;n. These points:m;y be awarded as follows:
Using a rating scale of frbm 1 (low) to S (high), rate the overall
project plan on each of the follewing factors --
A. relevance tuigoal(s) and objectives
B. feasibility
C. . importance .
Thus the total, max imum possible points fgr ghis objective is e
60. The participant should be considered as héving achieved the
fourth objective if the participant compiles a total of 46 or more

~

points on worksheet 4. ‘
Ohyeetive S : : 4 .

This objective will have been successfully achieved if the

participant produces a comprehensifve plan for communicating the

. ‘()4
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resungs of a ccllabofative career guldance project. The
evaluation of achievement of this objective is essentially the
. same as for the preceding one. Accordingly, points are awarde¢
as follows: . ) |
1 point for specifically identifying the target audience
1 point for specifically’ (by name or title) identifying the
presenter(s) T ‘
“ 1 pqint, up to a maximum of 3 points, for each communication
mlie specifically identified . i K
1 poiﬁt for identifying the type of people involved in the
project (e.g. counselors, teachers, etc.) .
ppint for identifying the sample ‘and population groups
point for ideniifying the major activitied of the project
point for identifying the project's evaluation procedures
point for detailing the projeét's time schedule

-
»

point for identifying limitations'of the project
point for identifying limitations of the project

e ol i

point for identifying the result(s) of the data analyses
(i.e. in what form, etc.) ‘ )

‘1 point, up to a maximum of 3 points, for_identifying each
.potential conclusion of the project 1
1 point, up to a maximum of 3 points, for each potential
implication i&gntified
1 point, up to a maximum of 5 points, for each resource
* specificglly identified
1 point for specifically identifying who will prepare/obtain
PR resource%f
1 point for identifying a time schedule . ‘
These proceﬁures will yield a possible point total of 25. In
addition, there should be some judgments made about the qualitative
. aspects of the plan. These points may be awarded aé follows:
Using a rating scale éf 1 (low) to 5 (high), rate the overall

results communication plan on each of the following factorg --

-




A .

Relevance to the project goal(s) and objectives
Relevaﬁge to the target audience
Feasibility ' '
D. Suitability (to the targqt audience)
Thus the total, maximum poqsible points for this objective is 45,

o= »

‘The participant shouls be considered as having achieved the fifth
objective if the participant compiles a total of 32 or more points

on worksheet 5.
e
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_ HATIONAL CONSORTIUM ON COMPETENCY-BASED STAFF DEVELOPMENT
' MODULE PERFORMANCE RECORD

| - - -
MODULE TITLE: __, , i L

| WORKSHOP DATES: o

@  orcsior coomormaTor(s): - - —_—

v : Participants' Names o OBJECTIVES

(Alphabeticatlly)

-

(Place a check ( y”) mark for each
objective achieved.)

y < 1.3 _4';5

T

- Developed at the American Institutes for Research, under support by the ~
United States Office of Education, Department of Health, Education, and Welfare.
. ~ <

‘. K | 5)77 o®
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' SAMPLE EVALUATION INSTRUMENTS

On the next five pages are two sample instruments, the Module Pe}formnce ‘i'
Record and the-Evaluation Questionnaire for Staff Developmént Workshops. -You
may wish to use these instruments to gather information for evaluating any

7 workshop in which you administer -this module, and for making decisions about.
* future mrksm;;ﬁ. The Module Performance Record (MPR) is a form for tallying
participants' achievement, of objectives. . ‘The Evaluation Questionnaire seeks

participants' opinions on four dunensmns (1) perceived value of the
workshop ; (2) effects of part'icipatmg in the workshop; (3) role apd
‘perfnrmance of the coordinator; and (4) recommended improvements in the v
workshop. As it now stands, the questionnaire should take ﬁa,rticipants
10-20 minutes te complete.. You, as medule coordinator, should complete
the-MPR form based upon the results of the postassessment or other
evidence supplied by participants. If you duphcate the Evaluatwn
Questionnaire for participants to. c:mplete, we sugwst you print it as

a four page booklet.

C v




i : ’ o Revised ray 1978

NATIONAL CONSORTIUM ON COMPETENCY-BASED STAFF DEVELOPMENT

" EVALUATION QUESTIONNAIRE FOR STAFF DEVELOPMENT WORKSHOPS i

Y

., Lo Your responses to the brief questions in this booklet will help .
us evaluate the workshop you just completed and make decisions
I’ regarding future workshops. Please take 10-20 minutes to answer
honestly and thoughtfully. You need not sign your name, but we .
do need your help. Please answer each question. Thank you.

-

fr

Name (Optional) <t ¢ | Date
Module Title . -

A. General [ssues Related to the Workshop

Respond by checking the column (A, B, C, O, or E) of the statement which best
expresses your feeling or opinién on each item in the following list. I[f none
of the possible choices precisely represents your view, pick the one that comes
closest. ‘ :

.-

: : Column A| Column B| Column G| Lolumn D[ Golumn E
) [ [ ' [ [ [ don't
. strongly| agree | disagree| strongly| know. [
STATEMENTS agree . | disagree| have no
' ' basis for
answering.

Y. Tty wresam wen & Alweie SINTPuLise o ty Srofessiomel | - o

wvelemant. *

[ acouired : W Eei00gR Wring NS wwrShes. i

t 5
L. [ weui¢ 3L resommad N1s ertsaoy 0 16yone Eite, b
5

[ o gfed | ccTontnd chit «areines.

DRI @rAENGE. | (o0eriencEd 1€ dest Me |YSIE Narew Y
W Wewiosgy. sttTtudge, Ir wmyilg,

€. 36 i meuit 3f °Nie wreshee.  expect NgE | gt seis cemveve
‘N CAFSRF (NIGRRE NURFAR ‘R ny sert RTTING.

T 1 cserientel 1t Cesst e XLy sffvet ‘—om Aty oreshes. \

‘& We meule wat Y 'wpreves. >

9. The Conreimatar wis ¢ 2000C ‘s "MVE @rvance.

§. e Cesrefsater we wadesares. "

111, "o Cosrvinater me teer!y 3rqantise.
E‘mw-clmum “he jerne.

PL T™he mee1si s tTvitien in ‘Bt wresie wve not slehi

B4, ™e misrval 1ee sctivicien wre 100iicanle o v wees. . ] N
[

. h e BEaeai g cTIvITies «Ore CULING 186 Mring. *

‘ .. ?ﬂm::.:rﬂm esressad he "TIIRing vj{me . ' J
Biuelapcq'. oy the Natiomal, Comsortium on Competencuy-3ased Staff Development in
cooperation with the Amei<can Instilutes for Research, under support by the *
United States Office of Educction, Department of dHealth, Education, ond Welfare
wnder Part C of the Vocational Education Aet of 1963,

[
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Please list and briefly describe up to three major positive changes that
you have experienced in your knowledge, attitudes, or skills because of

this workshop. Continue on the.back of this booklet if necessary. If you
did not experierice any positive changes, please check the appropriate space.

There were no positive changes.

$

»

-

Please list and briefly describe any negative effects you have'éiﬁériéﬁeed/h\

because of this workshop. Continue Qn the back of this booklet if necessary.

[f you did not experience any negative effects, please check the appropriate

space. ,

There were no negative efﬁrcts.

Please 1ist and briefly describe any ?@brovements you anticipate in your
career guidance program as a result of this workshop. Cantinue on the back
of this booklet.if necessary. If you don't_expect any improvements as a
result of this workshop, please check the appropriata space. .

[ don't expect any improvements in my career guidance program
as a result of this workshég. . ’
h

/

™

.r"qr‘
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"Please list and briefly describe any other comments on this workshop,

criticisms of it, or suggestions you have for improving it. We are especially
interested in your ideas on topics or activities that should receive more or
less emphasis. Clntinue on the back of this page if necessary.

4%
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« AN “‘)
o
NATIONAL CONSORTIUM COMPETENCY-BASED STAFF DEVELOPMENT RESOURCES

Modules 1-12 comprise a series on Developing Comprehensive Career
Guidance Programs.

., ‘ 1. Career Development Theory
T Barbara Sanderson and Carolyn Helliwell
2.§ Program Development Model |
Eﬁgries ﬁayton and H. B. Gelatt L
3. Assessin Desired Qutcomes o : 4

Charles Dayton

4. Assessing Current Status
Phy11is DuBois ’

5. Establishing Program Goals . ~
Charles Dayton .

6. Specifying Student Performance Objectives
Laurie Harrison \

7. Se1ect1qg Alternative Program Strategies ®
H. B. Gelatt
/ :
8. Specifying Process Objectives --
Barbara Pletcher
. 9. Developing brogram Staff

Barbara Pletcher

10. Trying Out Activities and Monitoriqg}Early Implementation Efforts

Steven M. Jung

11. Conducting Sumfative Evaluatfon;jtost-lmpact Studies)
Jean Wolman )

12. Communicating Evaluation Results
Sarah Roberts :

The remaining modules address other competencies necessary for -
providing comprehensive career guidance.

13. Utilizing Strategies for Adult Guidance -
Zandy Leibowitz and Nancy Schlossberg

14. Desfgning-Programs for Adult Guidance
Zandy Leibowitz and’Nancy Schlossberg »
® .

Providing Lffe/Career Planning for Women and Girls
Janfce M. Birk

—

L *
16. Providing Career Guidance for Young Women
PameTa G. Colby
.
_ '3




17.
18.

1§.

20.
21.

22.
23.
‘24.
25,
26.
27,
28.
29.
30.
31.
32.
33.

34.

N
4
\

Enhancing Underséthding of Students with Physical Disabilities
Susan L. McBain

Helping Students Explore Work.and Le1sure Options
Pamela G. C61by

Planning a Career Resource Center , , \
Rdbert'h{ Wood, Neal Rogers, .and Clella Klinge

Developing People Relationship Competencies for Career Resource
Center Technicians

Ji11 Paddick and Dale Dobson

Deve]opf Facility Ma1ntenance Compete(§1es Career Resource
Center Technicians ‘ :
Clarence Johnson

Planning Pre-Employment Programs
Joyce Fielding and Marvin Fielding ,

Conducting Job Development Programs
Joyce Fielding and MarvTELfﬁering

Tw

9 ‘
Conducting Job Placement Programs .
Joyce Fielding and Marvin Fielding ' S

Conducting Follow-Up and Follow-Through Programs '
Joyce Fielding and Marvin FieTding

Imaqing Futuristic Career Guidance Goals
Julie:jﬁ?'Mil]er, Garry R. Walz, and Libby Benjamin
9

Imagifig Futuristic 'Career Guidance Programs ¢

Juliet V. Miller, Garry R. Walz, and Libby BenJam1n

Using Change Agent Skills td Manage Career Gu1dance Program Development
Juliet V. Miller | _ .

Using Change Agent Sk1lls to Manage Career Gu1dance Program Implementation
Juliet V. Miller _ .

- o

Develdping Effective Public Relations -

Norman C. Gysbers

Developing and Conducting In-Service Programs
AT StilTer .

Providing Leisure Information in the Career Resource Center
Ron Klein and Robert Swan

Developing Career Center Resources for Faculty Use
Marlene Fredricksen and Robert Swan ¢

ProvidingACareer Guidance in a Group Setting
PErry SamueTs

A -4
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35. Personalizing Career Guidance Assessment Information Through i
Group Counseling
Joe Wittmer and Larry C. Loesch

36. Clarifying and Articulating,lndxvidual Values and Skills for
Career. Planning 5
. era ._‘orster
" 37. Helping Parents tgAHélp Adqlescedts in Career’ Exploration
3angce . E o

irk -
'\l"' '@

38. Helping Young Adults Make the School- to-Nork Transition
Sherr{ Johnson,.C. D. Johnson, and NieT"C_?ey >

. 39. Helping the Community Help Students with Career Develogggnt
Richard Lutz and Jim Crook .

40. Establishing Community-Based Employment Programs

e ' Ellen A. Stewart
. 47. Desy&ging;tareer Development Programs for Business and Industry
Zandy Leibowitz and Nancy Schlpssberg IR

42. Developing Coping Skxlls for Career- Related Changes
Phi1 Abnego and Lawrerfte Branmer

43. Helping Peqple with Preretirement Planning--An Introduction
Garry R. Walz, Libby Benjamin, Helen L. Mamarchev, and_ﬁ_verly Pritchett

44 Counse11ng Needs of the QOlder Adult -
thricia Cook and EgTencStewart :

45. - Specializing Career Guidance Strategbes for Use with Ethnic M1norities
Hoodroe M. Parker and;RoderiéE’J avis ‘

4. Using Self Awareness and Effective Communication for Helping Ethnjc  *
Migorities with Career Guidance .
Roderick- J. McDavis and Woodroe M. Parker

47. Helping Elegentary School Students Develop Decision-Making Skills

Lee Hinocur\\\wmi
- S
48. (Consulting in the Area of Career Guidance
“Tom Quinn

~

49, Planning Collaborative Career Guidance Prc;ects
Carry C. Loesch and Joe Wittmer

]

.

50. Becoming Resource Resourceful
: . Garry R. Walz, LTbby Benjamin, Helen L. Mamarchev and Beverly Pritchett

51. Making Change Happen: Learning a Systematic “Model for Change
Libby Benjamin and Garry R. Walz. .

p / ﬁ‘ . .

52. Making Change Happen: Overcoming Barriers to Change: -~
[ibby Benjamin ang Garry R. Walz

1q5 ¥ g
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The National Consortium has also produced a catalog of competency-based

programs and lists of desirable competencies for providing comprehensive
career guidance.

/
53. Competency-Based Education for Guidance and Counseling Petsonnel:
' A Catalog of Programs and Competencies--Second Edition .
’ Susan L. McBain, Compiler :
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