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' tives and activities of the L1barak_Ants7Gooperative

\

t

<

"1.| Classes - 6. 'Pladem§,

PART 1, SECTION §

t

>
\ N ¥ N L. .
The followlng repof®'is aabrlef explanatkcn'of the objec-

LNTRODUC%ION

Education program, as planned, juxtaposed with the actual

activities carried out, The material is organlzed in ten

dlfferent toplc areas, as follows: \% I

(.

\

. . |
.2. Public Relations 7. ﬁfénlty\\elations -
. Rih

3. Facufty Job Developers 8. * Administr ive“Relations
) S ’
4. Student Characteristics 9, Workshops & Sem1nars Attended

5. Community Connections 10. Qther Dire %or Act1v1t1es

r 7 + ! \_,‘ o x\ .
‘The're &s a brief descr1pt10n of each of the areas abovep
¢ ~
under the section, "Actual Act1v1t1es Undertaken" for the

.
>

general reader. Appended sample memos, repOrts, correspon-

|
b

.

dence, newspaper cllpplngs, and other mater1a1 are for the

A} . . 4

reader who wishes to understand the progr&m in more depth.
- Y A . .
Appended material is organlzed accordlng to the toplc de-

e

scribed, “that is, a11 mater1a1 in Append1x 1 has to do with

the descriptions in toplc (1.), Classes. All maieriai,in

‘\

Append1x 2. has to do with the Publit Belatibns:aspectﬂ etc.

.
. . . ~ <
I}
¢ .
<

Thus this material is in the nature of a "self- evalnatlon L W

follow1ng patterns that w111 help us to asseSs the program
Y

R [}

@




. . ) C . = :
and make basic judgements about dircctions for the fol-

lowing year. . - ‘ .’ - !
-

" PLANRED OBJECTIVES & ACTIVITIES i ;
The 'following @ere the, objectives as outlined rn‘the\plan o
for therprogramzi‘ o . . ‘ . ) ;6-

A.‘. A nhumber of }obs'developed for students; \' ! c ]

B. Students placed in JObS Totalllng appwox1mately 7’, ’
c. Increased Sklll and knowledge by students about all’
aspects of the world, of work . o ' Ce ‘
D. 'k rev1sed and functlonal course of study for those
‘related class sem;nars i SRS h
E. A functlonal adv1sory c0mm1ttee meetlng regularly to . d
¢ . ,
deal w;th the program - ) | . ..
L ’ .' . ’ .. . . N '
. a ' . . S ‘ .
Planned aotik}tiis included the following;pndses: -
1. Fall 1980 .. | s . :\
‘Program development was‘to begln‘by h1r1ng.regular
Liberal Arts faculty as job developers to work .in
‘the'lr drscipllnep They were,to find opportunities _
<;~ : fpr students, recrult students into }he program, ‘and % .
* help with the pracement process (see page 5 of program o

-
appllcatlon)




. . -t °
: . \ N
Y] ¢

. | :

2. FalT Semegter\LQSO & Spring Semester 1981
”" \
R 8 The program was to begln by regléterlng students in’

LCoop for the Fall Semester, teachlng thé re1ated 1
.classes” plac1hg the students iand un@ertaking all ,
other asgects of Coop. ‘: : ’ ‘ "

3.. §prhngr%emester i980 ‘,’
A ' w'grpdp‘of studerfts were to be reprmitedgra~new s ©
group of Liberal Arts facuit; job developers wsre to
be involved with thé'prOgram durin; the Spring Semes -
ter. - . B | ‘
v - : . = ; o\
LI * ; . . ¥
ACTUAL ACTIVITIES é éESULTS OF ACTIVITIES DURING FIRSﬂ\‘ o
YEAR\(’)F OPERATION A ; e .
.The’follow1ng 1nformation divided into twelve categorres: . N
will explaln tne-act1v1t1es in the program durlng:;he year, ‘ "o
partlcularly af they relate to the obJectlves In each
case 1nformat10n will .be given as-to “the nature of the -
program and the exten{avo whlch those obyectlves were )
aqcompllsheﬂ.- o 'aﬁ! '“' D ' o ’ o
1; . Classes \,-. - e . . : ) .ﬁn
. Dr. Johnson met w1th ireﬁrelated classes, 1nclud1ng . .

i several spe01a1 groups that were establisheq for : '\; ’
smudentoconvenlence on the Nest Campus and’ the East ; ;'
Campus. Thb classesﬁmet for two hdurs once a week and

: :unoertook<act1V1t1es in thrée ma;or areas; . . ’v‘\-4

-
A'\
.
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° -

a) Resune’ wr1t1ng, job interviews and other reTETTNk\

information about job-finding and- Keeping; B

. T .

b) Job and career planning;

c) Wuman relations on-the-job. ]

L , o
Pa

In all cases empha51s was towards the needs of the

)

. L1bera1 Arts student and relatlng the Liberal Arts 7

—_— b

program to the world of work. The.general theme was

. ) : . <
learning to learn fronm one's own experiences, rather
1 ' / . . - :

vhan learning from didactic presentations. pr.

» - *

Johnson described this theme.’in an article which was
"puRlished in the Journal’ of Cooperative Education

S : ¢
entitleg, "Cooﬁerative Education Fram A Teacher'p

Perspective" (Appendix 1.1).
- . ¢

. .

»
¢« v - -

‘A detailed curriculum was developed ‘earlier and is in -
* * N ¢ .

the process of revisionﬁnowf It will eveTtually be a

. -—

160-page booklet with'detailed cﬁrriculum suggestions
/ / .

and guides for teachers in Cooperatlve Education pro- 7

[y

grams in generad,’ Cooperatlve £ducatfbn/L1bera} Arts | :
prugrams spec1flca11y, and especially those working L

\ ’
w1th older students The booklet 1s(current1y under- -

going further reV1slon from an earllef draft Iq its . :
~ v

‘current’ formh[t is attached ag Appendlx 1.2. . -

' % e A.J“ T e -

=i 1
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Student evaluation of the .classes was notably of a

-~ >

h1gh order, with the follow1ng statements as examples:

-
+

a) "I never learned so- much that was sp important,«
+
So easily." ’ )

b) "This is the most welevant and useful course I've
ever taken. This is what school “should really be
about." . .

M1 wish I'd taken this kind of thing earlier in
my educatlonal program "o . .

. \
"I'm glad that it's possible now for me, as a
Humanities majoxr, to get some direct help in pre-
paring for work." ’ -

| . - .
\ . .

AN
The successéﬁxln the classes and the nature of the

LY

program Fn genenal, along with the student responses,
: N
4
indicate that, the major. objective of increased skila
. . e

and Knowledge on the part of students’ concerning the

world of work was well attained. 7

]
~

&

Public Relations N

“r

It was con51dered extremely 1mportant to help the

g——
r

3 . '
entire college commun1ty, as well as the general

- r‘ - . 4

Tucson Pima Countx communlty to learn as much as pos-
51ble abou& the deve10pment of thlS new program ,

In51de the cqllege, the college newspaper Printed an

“article about Coop (Appendix 2.l)‘after an interview

with the Director. The Bulletin (Appendix 2.2) on
-~ \ ’

’ .

’ . . . ‘-
several occasions; provided. information about the
st ‘ ‘e ' i ° '




.~ As a result, the program became wéll known thfoughout

I Coop/Liberal Arts, program and its aVallablflty -

Posters were used around the. college ‘to pzodee

information to studentg . The_ Pre51dent made a- very A

p051t1ve annbuncqment at a faculby meetlng The . )

.

Dlrector met with the Liberal ATts group to utilize

’

their ¢onnections “withwrother faculty as -a sounding

board and as’ a“systen of'communicatidns ) Johnson j&.

'
also spoke to a number of classes on all campuses.
«

: ~

. A varlefy of faculty and counselor memos (Appendlx 2 3)

were sent. A word of-mouth System.was develbped from

faculty- to faculty And at the end of the program, an

.
a

extensive faculty luncheon workshop (Appendlx 2.4)
meetlng was provided, with faculty and counselors

pinvited to attend. "A report of this workshop is appen-

ded. . ' il ) ' \\

the college., More and more students ‘were referred and

jobs made available. . c. ’ R
. 9, [ \ -
\! ‘-.J " -~ . N

. . L
Outside the college;, efforts were also made to provide -

‘information. fAn article appeared.in "Linkages" E
. \

. ~ ’ 3
.(Appendix 2.5), There,we?e several newspaper articgles

>
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. N . » \ . ol N .

in Tucson newspapers; connections . were; established
<8 2

with the University of Arizona_(Appendix—2-6}5—througl

their placement program; materials were sent to a

"variety of other colleges and institutions (Appendix
2.7) on their request. A cbilege publication for \
~ -
public consumption called-the ‘Aztec, carried_aq_exten-'

sive story "(Appendix 2.8) about Coop/LiberalhArts. A

. s . . . . *
‘number of businesses, working directly with the program
A . f . '
[ .
‘begame familiar with it. Correspondeﬁqe was developed
and undertaken with many busdnesses, agen01es and

>

educatlonal 1hst1tut10ns (Appendix 2.9) throughout the

'country, and Dr. Johnson was_able to explain'the nature
M ¢

v

of the program in some depth at a variety of workshops
’

.(Appendix 2.10) which he attended, in Beetoq, Las
Vegas, and others. R

*

-
. 23

4

Adaftional'saMple public relation information (Abpen-

d%ﬁwgafl), newspaper ‘clipwings, etc. are attached.

; v .

R \ -
g

OY a@ﬁlty\Job Development

g /

§V$‘The heart St the program was to havé been the act1V1ty

s L
by faculty job developers to.find jobs for L1bera1 Arts

&

.Students, in the community, develop connections wit¥

business in industry, recruit students to fJ the

' e <

.
4

jobs, ahd make the connections.




Since the funding arrived from the, Office of Education

*so late that we were unable to. start the program in

e Py ‘the Fall Semester as planned» We were*not able to hire
- L0 4 faqulty JOb developers until the between semester time
) - . » ‘ near the Christmas holidays “At that time five indi- . '
- o
) , v ) . viduals were hired, who developed a variety of JObS in’
R 5‘ their'fields, recruited some . students dnd were respon51-
s oo ble for the 37.st?dents being inducted into the progran R

] T L N ‘
for the Sprirg Semester.” The each undertook activities

) . in their own areas, as described in some “of the appen4
. . .o - ) :
ded material. They *utilized the telephone, and personal .’

.

7
~ o . visits to businesses and operated essentially accdrding

R -~ to the appended role description (Appendix 3.1) which
; ] Dr,-Johnson developed. Meetings were .held with the

. Director and the faculty job developers to clarify S

. Lo issues, to offer suggestions for jeéb devglopment and® to
v R share information. Sample*minutes (Appendig 3.2) are
. .. attached.’ Business cards were, provided, mileage was >

~ ]
. . paid for, telephone arrangements made, and other logis- h
. 4 " -
tical aspects t®ken caté of through the ¢entral office..

N .
- . N '

' q. Student Gharacteristics . 7 B L

-~
. .
[

. v The ‘nature of ~the students is partially cléar through .
[ Y . o
. the earlier information about the ‘sex and ethnic back*~

A 3 v ]

"-ground _of. the students Much more important,‘however, .

.
.

1

'A ~~ 5 N é

\ . E, ’ ’ . . )
] B . ‘. A
Cee T - 1 . . . T L
Q , .. . { » . s,




i§ the student's age."The-aQerage.age of the Coop/

Liberal Arts student was,31 - sllghtly higher than:

, 4

~

R

thre average age OF the .Pima College student A general
. -, N
Thls age is crucial to the'nature L0.fs the pfogram The

fact that we are dealing w1th adults rather than' .

LTS

younsters such ass- typ;cal in h1ghschools and universi-
. - ~ - c=. T
ties, tells a.lot,about the program and,about the v

directions tHat ve need to take:l Recent informatiom

°

has supported ;h{é concept and offered even more défini~

H > . ~ a

tive suggestions for program development in, support of

the older Student,(l) . ’ \

.
vy
i
. . .
- -
- i . . s
s ! -

Student numbers involved in the program - a total of'37

. ' T . .
- were-unfortunately low. This was pfimarlly because -
* v

- ° -

we were'unable to’ 4n1t1ate the program in the Fall

J
Semester, as we had hoped, and thus only one semester-

- ‘ .

was availahle ~Ne had hoped to have 25 students in .

d \ ” "a
fh% program in the Fall Semestery SO 1n the ‘Spring, As

f1t was there were.non& 1n the Fa11 and 57 1n the Spr1ng

t

The 1nf‘o;rmat10n .about the program, although dasiemlnated

‘

thoroughly, took hold only slole and we were disap- -

~

p01nted that we’ were not able to- get more students in -
“the Spr1ng Semester. The program iss expanding, however,
. Wt « »

/ . ., & e

(I)Cross,

cisco,

¢ . M » . »

K.Patri;ia, Adults as Learners, Jossey-Bass, San'ﬁran-

- . . 1} - -t ! .. f -
.

1981. ’ . : -
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* Through the work of tha

o -10-

.
L

and at this writing there are 72 registered for the

Spring 1981/82 Semesger.

A Fl

'S

-

-~ . ‘ /
One special population of student ‘not included in

the 37, are those studeénts at the Arizona Correctional

»

Training Facility, where Dr. Johnson taught a class

3 * +
for those who were primarily intere§ted in the Liberal

-

Arts. Perhaps another dozen there were able to take

. . *
advantage of the program, both in the classroonm

9

portion and through suppdrt in their prison job, Jnd
in finping @ regular job when they were released from

prison. :

5 V ' )
Anotheq group of students for whom the program seemed
to have spetial relevance were women, older than the
usual studeht, who.wished to return to the work force

in a Liberal Arts field, after many Qears,ef-raising

a family, or-after a death or divorce.

.
.
[P ~

Pl

P | .
Relations With Businesses § Industry in the Community

achlty job~“developers and the
»

4

central office pe sonnel ,lextensive relationships

- . n"‘N \ % d _-
were undertaﬁsgz nd d%vekLygd with a number of busi-

‘e f A n

nesses in the comﬁunit?. ple reports of the JOb
f.

developers (Appendlx‘s 1) are included, as well .as

-

llstlngs of typical jobs and the klnds of GGntacts

-

that were made ‘and contlnued

1‘!‘;]«.

-

v

"

. ) L. -
L0 13 ~

Be) F3




~ ' °/// One of the best examples is our relationship with the
- * -
. International Business Machines Corporation (Appendix 8t
A\ .
hY & 5.2) in Tucson, which provided a nugber of ve °

\ ) useful and interesting jobs for our Liberal Arts/Coop

[] * R - .l ’ *‘
students (Appendix 5.3). . ‘ )

\ ' “r | \
4 ' . ) ;% ot ! ‘ ’
In gddition, an extensive pfogram known as tIVICS, was
_devéloped through the City of Tucson, in which students
were placed in‘a Variety of positions wigh support
through city staff and where exfén§ive learning took

. . -

place. .\ ' . ) C >

Pty

LN -3
6. Placement ‘ ‘ - —
3 .ey > . &:
Job placement was pndertaken, partlally through the \
faculty Jjob developers and .partially through the

~
. T central office. As information about openings became

‘available, students who jJiad expressed interest wer‘

v »
informed,las well as faculty members in the disci-

- ¢
Plines involved, and the connections made.

K ' . @

Relationshipg were developed with the newly formed
5
Office of‘P}acement at Pima Community College so that

when situdents were interested in a pParticular role,

tfey wefe referred by the Coop Office to the Placement
. L]
-Service, as well as the Placement Service referring

e

-
a - .
i .

o specific jobs to those of us in Coop, for reference to .
-

14




~ !

stuaents. An excellent relatlonshlp dchloped and: 1s
continuing as the Placement Office cxpands: It is a /o
hope that eventually the loglstlcal arrangements for

\

placement within the Coop/leeral Arts program ¢an be

taken care of entirely through the Office of Placement
1 . ’ - *

at the college\

3
i

TOA number of meetings were held with the Placement

people to'. clar1fy procedures and establish approprlate

. . ’
relat10nsh1ps.f 4
. .

| | e

Faculty Relattionships .

A.variety of meetings were undertaken with faculty

through' the Liberal Arfs’group with- which Dr. Johnson

.worked and cf which he is a member. That group in fact,

‘became the poliey advisory group for -the Liberal Arts
A

.Coop program and ideas and Plans were communicated to

them.

Q@

~ -

A number of menos were sent to the Liberal Arts faculty.

¥

Ay

Samples are included 1n Appendlx 2.3. Al'so, the ' N
faculty had an opportunlty to work in the program, as .
)
¥ facidlty job developers, thus strengthening their underJ

standing of the role of; the Coop pProgram and helping

them be comfortable in providing support. The faculty

-




© A

. The final luncheon in May (Appendlx 2. 4) was also an '

. .

wer'e thus able to use their personal knowledge of -

- b -

¢
jobs in their field in ‘developing jobs, and became

strongly supportive of %he program.
1

*

The concept of the faculty joj developer part-tiﬁe

role was an outstanding part of' the program.

-

important aspect of relatlonshlps with the faculty

.

Over forty faculty who had not had direet invalvement

w1th the program before, as well as a number of '

student counsefbrs, could attend, hear the discussions
s L
and"the enthusiasm about,the program, hear admlnlstrav

tors speak highly e%*it \1ts activities and potentlal
-3

a

and thus "join the band wagon” ~

(

.

Administrative Relationships . .

' ’ . .

College administration supported the program power-

o

fully - not only with dollars in the institutional
aspect of the program, but also emotionally and through
their support witﬁ other faculty. 'Dr( Manilla spake

4

highly ‘of the program in some depth at a college w1de

¢
facglty meet1ng and urgeds all .to be 1nvolved Dr.
Fuller, Vice PresIdent for Instruction,‘was a guest'
s
speaker at the luncheon and juxtﬁposed.the excellence,
A a\} L\/ ‘ ,
! : ', N
o
\ r -

.18 .' | .




v

. N “ - . - . R
bf‘thé program with the bagic needs of the college to

be%Qme as deeply involved as p0551b1e in the Tucson/

~

P1ma County bu51ness and 1ndustr1al community.

Yo
‘ ° ‘~'° ~ - ~
; -

Wbrkshops‘Attended by the Dimector . \\\\\

In order to both learn more about Cooperatlve Education/

leeraﬁ Arts and to dlssemlnate 1nformat10n on a

natlonal b351s,,Dr. Johif'son attended several national

a

7workshops and other programs. One was the WACWEE Meet -
4 .

ihg'in Las Vegas, Nevada; one was the leeral Arts/

Coop workshop sponsored by Northeastern Unlver51ty 1n

'Boston, and a third, also establlshed €\§Northeastern,ﬁ

about progtram evaluation. Reports of those Qorkshops :

‘. . 3 '. - ) :/\-N,
(Appendix 2.10), both their positive and negative '

LI
featuzzx, are attached, including details of the activi-

™

at those workshops and’

\

ties that Dr. Johnsgn undertook
the work he was able t0~accompllsh

X ‘:ﬁ)

. . ]

Qther Director Activities

-’

Dr. Johnson in addition <to the activities described

above, supervised the progranm §ecretary and student

. s .
aide as well @as the faculty job developers. He taught

the classroom aspect of the program,\was basically

responsible for the placement coordination efforts,
~
made some v151ts to studemrts on the job, and other

. . »

regular program activities.,

N

Y

/‘u
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—

Indivi&ual counselling'andﬁother‘one-to-ene ‘work with .

. < «
[ )

As’ previously mentioned, he wrote and'had pdbLfshe;

in the "Journal of Cooperative Edqeation” the . Lo
. \
attached art1c1e (Appendlx 1.1) about the role of«the

\ ‘

teacher in the Coop program, which drew nesponse from

a number of people around the countryo Also ‘as -
\ . - .
result of that article and other natlon wide publlp

relations 1nformat10n, Dr. nson responded to a|
L

number of requests for information about the prog#am

from a variety of Cooperative Education directors,’

. ' . \ ¢

N

He alfe wrote, and i§ in the process of revising the

attached handbook for use in the related classes. The:

-Tevisions will empha512e spec1f1c Liberal Arts student

»

needs’ (Appendlx 1. 2) - - | <

i

1

‘

students is’a very 1mportant and time consumlng aspec

of the Coop teacher's role, more so than in the usual

college classes. Students averaged over three indi1
PO - . . 4 \
vidual- conferences each, with Dr. Johhson in the>§pring
Semester. ;
» = ¥ '
!
e '
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ERER FROM A TEACHER'S PERSPECTIVE
. Lo _ . PHILIP E. JOHNSON

N . . Pima Community College .
: CN Tucson, Arizona
Bamia o V0

TR T COOPERATIV,E EDUCATION ~ - -

. S o —-—
As a Cooperative Education teacher/coordinator at the Comnmunity
" College level, I'have recently taken stock to try to determine why I find "
the teaching so excmng and meanmgful to me. In all of my, educational
® ‘experiences, i have never had quite the *‘turn on”’ r}lthe personal ,
satisfaction from teaching that I have in.Co-op, and it seeths worthwhile
R to determine the reasons. 3 L - )
' - After considerable analysis, 1 have concluded that :\he techniques
~ that I am able to use, and which foym the background of the entire

.~ educational process;” natch rather’ completely my- educational * |
. " philosophy. I can develop a curricilum and modify it according to the
o4 ‘ concerns of the learner. I can be responsive to students’ needs rather than ° . -

. « demand the complellon‘of certain requ1remenls I can help people get in- “
to the cycle of learning from their own’experiences. In short, | can be a
teacher; one’ who helps others learn, rather than simply an “expert : 1
Expertise is rather easy to.come. by. We all have the experierice of a
. teacher who is an expert chemist, inanager,.or welder but has very limited )
teaching skills. But & teAcher — one who can help others learn — is-rare. G
Today’s dynamic world situation demands more and better. teaching. ,

. The philosophy of Swhich | speak the general framework within }
which my Cooperative Eglucatio® experiences fit, might well be called the
idea of process educatyn/experlentlal learning/facilitative teaching. -

Here’s what I meanky those ideas’and why they're.so importantto
. ©  me, -
e v ) l
Process Educanon

-

The tradltloqal mlssmn of post secondary schooling, has been the
* trapsmission of the accumulated wisdom of the past, passing the cultural
heritage from one generatlon to the next. Completely content-oriented,

N ) the assumption has been that the essential truths are already determined ] ‘
and need only be learngd'by our youth. In’ view of the knowledge explo- . '

: 1 ¥, . < .s.\ .
| » X h . . i {

. ‘ . . ,‘ . ' ’ . N 185‘
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_ sion in-recent generé&iops, however, this mission is no longer valid, if it
ever was,sThe defined purposes of éducation need.dramatic reform, apd

* one of the most obvious aspects of this re

form can be seen in the concept

<

of process education inherent in coopera

tive education.

\4

Difficult to, describe, process education can be summarized by s'aye-
ing that it helps sthe student to become a learner rather than merely
.- learned.Cp-op helps the students frame appropriate questions -and -

-, develop méghanisms and tools for seeking answers,’ rather than simply-
. supplying the answers. Process education emphasizes the (Tip rather than -
_ the<destination, deals more with the ‘““how"’ and “why’’ rather.than the,

. “‘what,” the skills as much as the knowledge.

> L4 * - * " : ‘
X . T - \ E .
L4

Within ,the geeral congept of Process Educatipn, the most ap‘-“
- propriate learning mode appears to be what ha$ been called experiential - L
learning. ' : . "
. By experiential learning I do not mean the simple and unconsidered ° .
- accumulation of experience, nor do I mean providing college credit for_
redecorating the kitchen or changing a flat tire, Rather, experiential
fearning means the internalized léarning associated with life experiefices,
on-the-job “experiencés ard classroom experiences. Implied is the idea,
that we must be in a cycle of learning from ourexperience. Perhaps my
most important function: as a co-op teacher/coordinator is to help the
students get into that cycle of adjusting behaviors according to"what is s
being learned through their experiences. W P : )
, A diagram of that cycle might appear as’ follows: ' ‘

-

3
Experiential Learning

‘
. ’

.
-

0o
e
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As an elementary school principal some years ago, I had a problem
- with a veteran teacher. When | suggested a new technique, program,-or
materials, she would quickly point out to me, “Young mar—+thave 40

Years experience teaching the first grade.’* 1 said to myself (not out loud, -,
since she was a very intimidating lady) that she did nor have 40 years ex- . I
perience, ‘but rather one year of expericnce 40 times. She never paid at- ) |
tention to-the results of her experiences, never modificd her behavior as . -

based on feedback, and accepted withéut question what she had learned
in Normal School. Her approach to feaching and to life is a sad indict-
ment of Her own education and typical Of the usual kind of content
transmission from experts who %re not teachers. -

The intoxicating aspect of being a co-op teachier/coordinator is that
We can genuinely help students engage in process education and promote ‘.
experiential approaches. We can help students improve their abilities, be -
in touch with their own experiences, to analyze and assess those ex-* :

. periences, to learn from.them, .and in fact to,generate their own theories. ‘
We are able to help students to be learnérs'rather than merely leanP-ned. : :
We do much more than’simply fransmit _content information rom !
ourselves or the book to the student. . . |

/ . B

*Facilitative Teaching . Co _ A
* Since co-op is grounded in the concepts of process education and ex- .
" periential learning, it becomes possible to teach in what might be called a
facilitative fashion. Facilitanve teaching is that kind of teaching whith
promotes eXperiential learfting; it emphasizes the teacher X one who
structures the educational process and helps to orchestrate the learning i
resources around the student, father than the_teacher who is merely an
expert’in content. No longer_is the transmission of content the only mis-
sion of education. A ‘ :
The co-op teacher can help students extract meaning from their own
day-to-day work experiences, provide relévant experiences im the
classroom, and help students to turn thosexpefiences into internalized
learning. This is the essence of facilitative teaching. :

- Utilizing this~cycle of Process Edu_gation/Exper"antial Learn- i
ing/Facilitative Teaching is particularly appropriaté at the Commupity '
College level, since our students are often older than the usual university - |
student and have a broad base of life experience on which to draw. ,

In a very practical senge, the virtue of this educational approach . '
allowg me, as a co-op teacher, to use a vatiety of teachingtechniques i
which I believe are useful for students, ) : .

. v ‘ |
i
1

~ - . . ‘.‘
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SN I usually ‘start a series of classes, for example, with a !
. ) . Needs/Resources exercisgin which I extract as much information as I can
aboly the students’ needs, anticipated learhing, and expectations and
ign 'the classes accordingly. - oo )
Proces¥education also implies that the objectives of the educational. .
-program are based very strongly én the perceived needs ‘of the students -
' e rather than a priori déterninations by the college or the'teather. Instead
Coe ~ of a *“‘canned” curriculum, I am able to generate educational content to
.Y+ match the needs of my students as closely as possible. The issue of super-
| vision at work, for example, can be dealt with through a series of simula- y
tions and activities which help students focus on their own supervisory
. . ~ skills; developing those skills to a higher devel, thther than simply ac-.
' ~ tumulating lists of supervisory skills. ;. ’ -0 AT
. N o Procedures can be used to help ‘students diagnose current work - -
- - situations, set appropriate ‘goals, and develop personal comprehensixg
o .action plans for accomplishing those goals. P
R . Classes can be devoted to helping students gain skill in the-process of
-decjsion making and problem solving, drawing the content and issued
from the student’s own working life. 8
So, from the perspective of theteacher, the Cooperative Edutation
, . ~ program is satisfying and xciting. It allows me to operate from a sensible
- and, to me, important éducational philosophy and gives me the great
feeling that 1 am being of real use to students, helping them to get into
their own cycle of learning from~expeﬁriences. " POy 4 ;
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COOPERATIVE EDUCATION
' A TEACHER'S MANUAL " .-

I. INTRODUCTION ' , \t) .

[ ] [

What is Cooperative Education?

Cooperative Education fs an educational program ;Kailable
to studenés in High Schools, Community Colleggs, and
Universities which brings togetﬁbf.the academic'world and
the world of work.' Based on theories of process eéucation‘

and experiential leafning, Co-op offers unique dopportunities

for both faculty-and students.

3

Thé very.essence of the word cooperation implies, in this
case, cooperation among the student/. the academic institution "

‘ |
and _the employer.

! At
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The Cooperative Education program is usually composed of

12<]

many coordinated segments; job development and employet rela-

Y

tions, placement, coordination visits on the job, individual

cdunsetllng and student support recordkeeplng, and the related

J

"
classes. In some Co- op 51tuat10ns notably in secbndary

schooB%, the related classes concern the student content

P

(4 . -

courses; .the office educatiorf student has related cdasses in

typing, office procedures and office-machines.

" The we1d1ng student takes related’classes in arc and acetylene
weldlng The related classes in Cooperative Education at the
community college and university level, however, are normally
not in the'studentfs content field since the student takes °

these as separate courses, but rather are concerned w1th '

¢ »

processes involved in worklng job and career,plannlng,
learning from the job exper1ences finding and keeping a job,

and human: relatlons on-the- JOb

“+

' N , . .

This manual is intended to provade mater1a1 fof cooperative

educatlon"teachers for use in these process-oriented related

classes; not the student's content studies such’as welding or :
office procedures, and not the other aspects of the’ coopera-

tive educatlon teacher' s role, such-as job development, place-

.

ment or record keeplng A cempanion volume, however, by-

/

“

-

Sparks and Stanley is devoted 1arge1y to - the student or;ented

aspects of Cooperatlve Educatlon and contains a wealth of

1nformat10n,_1nc1ud1ng.student materlals and suggested forms

O ~

-

and procedures for record keeping.

o~
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Process Evaluatlon Experiential Learning, and
racilitative Teachlng .

Since the major approach of Cooperative Education is in the.

"realm of .processes more than content or skllls more than

knowledges an explanatlon of process evaluatlon, the related
idea of‘experaentlal learning and the implied facilitative

teaching methods is in order,
i . Y . \

v

- The trgditional. mission of education from the eg1nn1ng of

fime has been the transm1551on of the cultural her1taoe of

Fl

the past; passing accumulated knowlkedge and wisdom from one
generation to the next. Completelxdcontent oriented, the-

theme has been the 1mportamce of the transmlsslon of that

¢

which was already known. 1In v1ew of the’ knowledge exﬁlosion

in recent generations, this: mission,” is no longér completely
/ i ®
valid It needs dramatic reform and one of the mo'st obvious

potential of reform can be seen sin the appl1cat10n of Coopera-

N

tive Education. ° . 1

¢
> .
- »

The obv s¢ of content transmission might be called process
education. Difficult to describe, it can.be summarized by.
saying that it. 1nvolves help1ng the student to become a
learner rather than merely learned This is. the essence of

Co -op. Co op helps the student to frame the approprlate .

questlons and to develop the\mechanlsms and tools of seek1ng
answers, rather than simply supply1ng the answers to h1m/her.

Process Education deals with the trip rather than exclusively

the destlnatlon, deals with the "how" and less w1th the, "what',

]

-  aand % .
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The concept of process education can be divided into several

13
*

elements, including:

_ - Thinking . o !
' ] i | ‘ Feeling .
d .Relating -
Valuing .
. L The process issues, as disfinct from content, are approériatély‘
"; in the realm of cooperative.education; The development.of
. .. _ Cooperative education in procesg ‘form mfght cgntinué a defini-

s tion of these process concepts in terms of educational issues,

\ K
, as follows:

- .

V- - EDUCATIONAL - . ISSUES IN COOBERATIVE
PROCESSES .~ EDUCATION . - ' IR
- . . Q
Administration
- Teaching ° Teacher And Program
. Cul&culum ‘{ Methods ° Training Management
) Thinléing , . \
‘ Feeling q \ _ B
Relations ' ’ . 4 N
* Valuing \3
, - a = — — M
" - Thus 'Cooperative Education issues in secandary and- post \

' ' " . .
. secondary ~schools can be juxtaposed wi

.

th educational processes,

' .

.+ . to help us ask the most useful questions and therefore deter-
. mine the most appropriate procedures and techniques: 4

.

0' :?1‘.' o
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The most appropriate implication 6f process education in co-op

programs appears to be the de11berate use of exper1ent1a1

N learnlng e
. ) \
;
PROCESS EDUCATION
—— —
| V‘\;E?LIES
&
v ; ' . EXPERIENTIAL LEARNING
. P

N

+ By experiential learning, we do not mean the 51mp1e and,
ﬁncon51dered accumulation of experlences, npr do we mean
prov1d1ng credit for redecoratlng‘tﬁe/Ethhen or changing
a flat t1re. Rather, experiential learning means'the.
internalized learning associated with life/eiperienCes;.
personal experiégces, on-the-job experiences, and classrooﬁ

. —~A
experiences, Implied” is the idea that we must be in'a cycle * !

r
of learning from our experiences. . Perhaps the most important.
functlon of the Co -0p teacher 1n the related classes is to
N
“help each student get into-that cycle of adjusting hlS behav-

.ﬁiorsﬂaccordlng to what he is 1earding~from his experiences.




? : o l
. A diagfam of that cycle migh{.apﬁear as follqwsl

k) -
3 1

Intxoiected Values or—
Content Information

. i
.
.
\ . . -
N .

Behavio? Based on Introjected. .
Information

N e

.More new values Experier*:e as a result Qf °
" or.information feedback concerﬁ?hg_the behavior )
% ' ) ’ ) .
»
~ L

4y - ‘ _ ,/ - £y

New behavior based New values or )
~ on personally . \ g Information based

appropriated values ., on personal experiences ° ‘

with a veteran teac . When'{ suggested a new or experi-
. . J . .
mental technique, she. would quickly. point out to me, ""young
man, I héve 40 years expefience teaching the first grade", . Y
- L

o~ (4 —
I. said to myself (not out loud 51nce she was a very 1nt1m1dat-

ing lady) that she d1d not have ﬁc,years experlence but rather
.‘one’ year of experlence 40 .times over, She never paid \attention )

to the resul'ts of hé;ﬁpreriences, never modified her behavi®r

N

—— . -

U o ' : .
o . - 33 \ . ~
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as based on feedback; and .atcepted without question that

which she had learned at normal scHBbl Her approach” to

teaching and 10 11fe is a sad 1nd1ctment of'her own educatlon
& 2¢

and yet typlcal of many people.'

i M L { » ' © ’t
If we are to genulnely engage/in-: proces ducation and promote
-~ RN . R >

. A\l : : . .
process oriented approaches such as Cooperatlve Educatlon, we

must 1ncrea51ng1y help students to be 1n touch wlth thelr own

experiences, to analyze and assess ‘those experiences, to

learn from them, and in"fact to generate their own theorles

We need to help students to be learners rather than merely
learned. We need to do much more than simply transmit content
information tq' the younger generation. ‘ ~

%,
. . - .-

Since Cooperativée Education is founded in theories of process
educatlon and experlentlal lea;n£3g~ it becomes-inportant to

the teacher to develop skills which might properly be called

facilitative teacthg ~ /
7. PROCESS'EDUCATION .
[N P LR 4 ‘ , . J
\ IMPLIES : :
f ' ‘' EXPERIENTIAL LEARNING c
s ! . . -

\ FACILITATIVE TEACHING

-

P

-

S

..»!"ra 134 : 1
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Fac111tat1ve teach1ng is that k1nd of teaching whach promotes

3

’experlentlal learnrng.. It empha51zes the teacher as one who

structures the educat10na1 process rather than the teacher as
e .

‘ an expert. We need to develop fac111tat1ve teach1ng techniques, -
t ..
mov1ng away from the concept of belng expert only; the- Teacher'

@
as Chemlst, the, Teacher as Draftsman, the Teacher as*L1ngu1st ’

’
°

whHo at best passes ﬂ& w1sdom .to th tudents.

»
— .

PN

e ten ’ . - . & -
No longer is the transmlsélon of coitent acceptable as the

PR

only mis‘sion of educatlon, partlcularly in Cooperatlve

Educatlon.- If we are to deal with the processee and help

-

students understand the meanang of the1r own experlence then
]
-+ We need to know how to fac111tate them. «We need to knéw how

to help students Extract‘meanlng from the1r own day*to day

- Q\’\*/‘ \

experiences, how to provide: exper1ences in the classroom that
5‘: - ’ o
are relevant, and how to help students process all of those

% v . Te .

experiences into 1earn1ng '

3

. . '.'
N ’ - : . ﬁ; \ . ° !
There are-many implications, therefore, for the process .

.education/experlentlal 1earn1n°/fac111tat1ve teach1ng cvcle.

One of the major v1rtues of Cooperatlve Educatlon 1s that it
AN
involves the use ' of process educatlon experlentlal learnlng
- Cotee
- and fac111tat1ve teach1ng in the development of educatlonal

-

procedures and,ﬁrograms for our students, Thls Tycle is.
.o .

. Particularly approprlate 1n Cooperat1Ve Educatlon, because our

clientele is di}en older than the usual high school or .

¢
-

university student in maturity- if not years W1th a more

broad base of life expetrience on which to draw.: Ma%colm
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. Knowles, ome of.Ameriéa's foremost édulr_educators, describes. =
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. the 1mportapce of baslng our’technlques on the concept of

, andragogy - helplng adults to learn - rather ‘than pedagogy -
I R /s <3

* teaching children. The concept of andragogy matches well the

. process educatﬁgn.- experlgbtlal learnlng - facilitative teach- . -
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How to Use This Manual . e

—///' This manual is designed for use by high school and college
. 2 [} . . i

. N .
- Cooperative Educatroﬁ“feaehé s, ‘full-time or part- time',

" who see themselves as needing to develop fac111tat1ve

94

teach1ng techniques, appropriate to experiential learn-

ing all’ w1th1n the framework of process educatlon.

.
. P

- E ? ' . -w . -
- -

The materials which follow 1nc1ude a series of modules or
. brief plang for curr1cu1ar'approaches which can be used \\\\

;§E " in Coopewative Education related classes The materlals
have nothing to do with the expertlse -of the students in
/ [
_a1r condltlonlng, arch1teqture distributive education, or

o

other content fields, but rather with the process issues
. . 1 ‘
which have‘Beeﬁ identif{E?Jas useful to Cooperative .

[ Education students.

1 ¢ ) 4 . -
. . -~ v + ' ?

The issues are groupeﬁ\lnto several themes and within each '

PR

! ' theme a number of modules are prese?ted. Each module
might be a lesson unto itself, a series of lessons, of .

: ! Ca, v .
N perhaps only a portion 6f a lesson.

v .
“ . . - v . ] -~

~

The materla s can be used by the Cooperat1Ve Education

. teacher in a\yariegy of ways. The suggestrpns might be

. 7
-

“jpllowed per se as curr1cu1um materlaf ,°they might be used .
IR o

further deéfine and eXpand 1ssues of 1nterest4torthe
e . Students, or they might be cén51dered as beg1nn1ng‘mater1als
. "ot -

for fhrther development with - the. teacher 5 own app?oaches.

3

L © o

.
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: . l ,
They are adaptable in terms of format, length and other -
issues, to suit the needs of .the studehts and should be

a .-
modified according to the specific objectives of the

students. N . - . —

3

The most creatlve teacher is one who adopts and develops the
J
curriculum, out of a large and var1ed repertoire, to meet

the needs and accompllsh the objectives'of each group of

¢

students 1nd1v1dually <§Slnce the felt needs 6f f each group

differs,olt is necessary to assess those needs .and adapt the

materials)for each roup It is not possible to completely
)

’ deflne the modules a priori.

Therefore,'after‘éhe series of ﬁedules considering the

Y.
~

process issues of Plannlng, Decision Maklng, The World

!
of ‘Work, Human Relations on the Job and Superv151on a

section is in 1uded concerning Lesson Plannlng and Currl—
culm Development far the Co-op Teacher., Please remember
also that a wealth of student- oriénted materlals is °

ava1lable in the Tom anion volume o this booklet by

Sparks § Stanley ' .

v




IT. THEMES -AND SUGGESTED UNITS

A. INTRODUCTORY' MATERIAL-

]

-~

The following three units are sgggested as introductory
for a new group of co op students, They are 1ntended to
* help students understand the nature of Cooperative '
Education, reéllze that ﬂhe model of process education -.
{ experlentlal learning and‘fac111tatlve teéchlng will be

used and what it means, understand the requ1rements of ~

’

the ggnrse, introduce the idea of relating to each other,

»

and also help them to plan and organize their own time,

Thiﬁgls especrally 1mportan§ for- co-op students, since

™

‘many will be worklng for the first time, and balanc1ng the
demands-of work, scho®%l-and home can be extremely

difficubs. L . s

LI
Perhaps the most imp?rtant of the introductory units is

the Needs/Resources exercise. This unit will eg;abliéh

the norm of develbping the curftcula outkof the ‘needs of
the students »>and also establlsh the idea that the

students constztuteva mRJor resource to each other,

¢
¢
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dan . INTRODUCTION AND\AQUA‘INTANCE N
g i . ) \ v - .. ¢
//~ Ratidnaie ) I .
) -_— . J . . )

Mﬂch of the act1V1ty ofoany learnlng prﬁbedure is under~

taken in congert‘w1th other students as well as ylth the '

teacher. A rationale for the role of the students is thus

implied in wh1ch students help other students 1earn. If .

/ ~

uthls is the case, then it is important that students are

—
introduced to one another, including-&nderétanding'each
other's obJectlves, This unit helps build achalntance

<’fy11d a sense 'of team and is very useful and an early class
to hegp students fEel "all in the sam® boat'" and beginning -

to function with each other. '

[ 4

Furthei,,it is important that students knoW'the.generei .
requirements of the ~cc»gse, gradlng p011c1es expectations
that the instructor has of them as well as What they‘can.
reasonably expect of the i:et{uetor, and other‘iegistical -

issues.

Another important part of an 1ntnpductory co-op class

should be an understandlng Dy all students of .the general

educational phllosophy of the teadher That- phllosophy
mlght be the Process-Experiential- -Facilitative one descrlbed

or some other, but at-any rate should be clear at(the-ouféet.

»
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-The obJectlves of the unit are a§7fOIIOWS'
-t
1) Each student will be fam;llar and comfortable with

-

LN

e . . other students.

3

2) Each student will know the philosophy of the

- i instructor and the general expectations and require-
menté of the course. g
~ L 3) The students will have a sense’of team operatlon
and understandlng that they will be working together

‘ in a class, aa?well as understanding the norm of

[

< - .Student involvement. &
,Teaching - Learning Activities ST .
[ N . Y , [y -~ s
The instructor'will lead-the students in an Adjective game..
. . ; \
. Sitting in a cinple, each'student Will describe himself

(3

.

\ ]

T with an adJectlve precedlng his first name, the’ adjective .

to be descrlptlve of his own 51tuat10n such as Excitable Ed, o
- 7 % £
. Beautlful Barbara, Dev1115h David, etc,, and begin W1th the

"&

same 1etter of*h;s name, The person to the teacher's left
' istarts. The following person to the. left cont1nues; statlng
o the flrst person’ s adJectlve and name, and- then his own.
) ‘;“zhe followrng person starts agaln w;th the beglnner, the S
’ , next person to the left, and then his own. Proceedlng in

L this fashlon, individuals go around the c1rc1e, each»tame

8'*‘ )

addlng ‘their own name to the 1list. At the conc1u51on, the

.
N « B t

o teacher leads a brief dlscu551on about\the exerc1se, notlng

°

e, thit it.is often mowve difficult to remember the name one

RN ~ . < ¢ <
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-

heard most recently, perhaps because of anxiety as one's own

turn approaches, or perhaps because of less repetition.

The discussion can then lead into more generic ideas about
how we learn, and thus &ibout experiential learning and how

wWe can get into our experiential cydle:

~

. o

The instructor next tells something of the co-op progranm,
the nature of the curriculum, grading policy, course require-

ments, and other issues. Emphasifk should also be made. that

the curriculum will be built en the heeds of the sthdents.

X

S
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“can share 1nformat10n with .each other. ° Lt
. ] bl -

NEEDS/RESOURCES EXERCISE

A ¢ - ’ PR

s

Rationale !

One of the most important q§pects of process oriented educa-

tion and the associatéd.experiential'learning and facilita-

tive teaching is the use of curriculum based upon the needs
.

of the students, and consistent with the resources' which

these talented adults brlng to the class.
d . ©

One of the most appropriate and useful exercises to accom-

plish this goal is entitied A Needs/Resource Exercise. Ity

<

1s based on the idea that the students have individual - °*

objectives, and although many of them are held in' gommon

with each other, it is important to recognize them as being
1 .
different, one from the other, and to bu11d a currlculum i

on the, spec1f1c deflned needs of. the students rather than the

e

tgacher s guesses about ‘their needs. A completely pre-planned

?

curriculum is therédfore lnapprorpiate,

r

- . = -
Further, talented adults bring a wealth of resources to the
classroom. If only these resources can be shared and built
upon, the " teacher need provide very little add1t10na1 exper-

tise but merely structure the procedures by which" students .
d a s T
. . N % z : ? )
’ ' . .o, Lo 5’ . oy i ‘
. e R

The N/R EXerc1se is also an 1ntroductorx-and warm up activity

~which should be used early in each semester.

‘¢ X ¢ g
-~ . e ,
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Objectives

1) Each student will have the segse that the curri-

culm is being designed as much as possible to suit

\ » ) .,
.

his own individual needs

Each student w111'have a clearer understandlng of

:

the learning needs as defined not only by h1mse1f'
'but°by the other members of his class,

Each student will:have. an understanding of the

v ~ -

‘resources that each of the other students brings

. > . s
. to the class, and:how tHose resources can be

H

developed and utilized.'“

o
\ ¥
»

¢ Teaching . LearnlngﬁAct1V1t1es - - . ) ‘

#

After a brief 1ntroductlon and ratlonale, as stated above,

. -

the 1nstructor will pass out to each student two sheets of

3 by 4 foot blank newsprln& and a felt pemr. He will ask
»

the studen? to start one sheet w1th the, heading,’. Things T

Need and list on this sheet the learning obJectlves that

4

the student has- in mlnd ‘the things he'd like to Know more

b4

about be able to do better' skills, att1tudes, values, or

[ 1

»’

1nformat10n. What 1s 1t really that I would like to know \\
from thls ‘class?, What' would help me ‘in my personal life
and my: work?  The * studentels to go 5ff by himself in the

) room somewhere and wrlte doWn as many- 1deas as he can

about his own learnlng needs.

.nj ) \"k " \‘ ~
‘0n tHe secondfsheet each student is to use the- headlng

Thlngs 1 Offer and list h1s skxlls, knowledge, 1nformatlon,

v
.
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background experiences; whatever might be of use to other-
" students which henis willing to share. After allowing
: enough time for each student to develop an exhaustive list,

they are asked to put the sheets of newspgper on their front

and back, over‘their-shouiders, with masking tape, sandwich-

man style. . ' s —
When everyone has their sheets on, they wander around the
',rboﬁ'reading each other's information, both needs and + ¥
. [ 4
résources, and discussing them in some detail.
Students are encouraged to.a;k questions of each other to ’

get more information and more detail, to'think of things

that they- forgot, and to develdp a .sense of "team'.

1 ]
- -' - . e | .

When everyone has read the 1nformat10n from other S sheets,
: .

A\ they are to take them off and put the sheets on the wall

-

around the room, with the1r name on then, for further

reference, o , A
, . ‘ 2
The teacher w111 then lead a §eneral discussion about the .

A

nature of the group, the needs that were identified and the

resources that were dlscovered Out of this, the- group can
R " be helpeq’to define general guidelines for the'carriculum
o :fgr'the semester.

Typigal i;sues”eften in;lhde inter-personal issues iﬁfthe

world of work, sas welllaiéideas like communication and .

.
P & ¢ e

. » P K
: : R
)‘a.a k
- z ) \ )
. o, . .

x » \ .

IR L
Rl : oy
IR s : ' &

w
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relationships. The teacher should make it clear that the
‘ E -
curriculum is flex1b1e and open ané w111 be based upon
these defined needs and will utilize these resources as
. [y * .
much as possibie. .
Ll J ’
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.o . . TIME MANAGEMENT \ .

. Rationale . *
L) Y ! .
. The way we use our time is a cruc1a1 process issue aqy one
,i of the major. determlnants in success on the job. Whether<

!

a student is a mahager or A worker, appropriate use of time

can contribute in a maj
- *
ment on the job.

way to fulfillment and accomplish-

-

*. .

- " -
. Workshops on Time Manhgement and materials on suggested'
1mprovements in Time Manangent are generally avallable and
\ . . >

can be used as a supplement to this outline of a unit. R

Lo

a_ The.genéral theme of 'this unit is to help students usé ‘their .
. . : . ' . - U R
time on the job and in their personal lives to better ' . .-

advantage.

[ '-- . & w ' es
Objectives . R - * LT R
' ' . " -~ ' BN
1) Students will have"a ' better ugggrstandfng'oﬂ how - 7
T . . . - t . » .. \ 3 -
their time is used on the job;”what activities are
requiring what amount of.time. . o
4 i N . . . ¢ ]
. ( '~ 2) Students will have improved §kill in lanning.
for the use of their time. ' -t « >
‘f\‘ n ' * N . } .‘- v ! ‘
3) Studepts will have a speeific plan for improved . - -

- ‘ y “ .
v use of time on fhe job. C .. .

Teaching-Learning Activities : Tt

rs - s®
After a brief introduction about the 1mportance of time

H .

* management and the yuse of the general 1deas from hand - outs, }*i

the instructor will g1ve an 3551gnment for each student fo *

. s )L . :
keep a Jéurnal or Log of how-his time is spent during the .~ .

-.' .\‘ . ) ‘ ~ i‘ - .)M -‘
CERIC- T ey e




week. The J%prnal can utilize a, calendar-type sheet 4n '

N

.which students ate asked to write down at 1ntervals during
the day perhaps every half hour what act1v1t1es they aTe
undertaklng .

b .
The specific format of the record-keeping sheet can be = -

determined in.class. The journal is not a plann1ng docu-

g ment, but rather record- keeplng system to form the basis

o

.

for: further plannlng

'buring'the mext c1assttgdents are asked to analyze ‘the; °

results of their journal by, sharing it with each other

and getting an understandingtpf'the hse‘of their own time.

Each student is thergfore asked to be a tgme management

o:,

consultant to another student. \ o Y

- . . )
4 |" !

The instructor w111$then g1ve a\sresentation based on the

attached material ent1t1ed, Time Management Principles.
- * 4 ) |
The prinéiples will then

discussed in detail .and shared

among the students, relat1nthhem ta- the1r own experlences.
o N

s
-

~ ‘

T%:\students w111 Be asked then to construct a plan for

-

therr'next week's work based on a calendar system and u51ng

-

‘, the pr1nc1p1es of Tame Management wh;ch are presented by’

-

theCinstructor. . . !

’

2




©

; - During the, subsequent class’ students will shar%,the
- X N

information‘ébouq their planned week, keep a journal of the

planned week, ook at the differénces between the dnpladned

6y o

and "the planned‘week, and' make further plans for,improvéa*‘

use of Time Management Techniques, *

A FuiText provided by Eric
e .
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TIME MANAGEMENT PRINCIPLES '_ T
] ' *

. X o ) . .,
k-l . P

1.- Time Analysis.‘A daily log jof act,w/ltles for at least one

week, taken-in 30- m1nute 1ncre ents is essentlal as a basls

for effective time analysis. t should be repeate¢ at least'

» e semlannually to avoid revertlng to poor t1me manaoement prac-
-. . . g , X

-

\ . tices. T

o

[ & A

2. Anticipation.' ‘%nt1c1patory action jis generally more*

: effectlve than remedial actlon. Since a stitch in‘time¢saves

nine, expect the unexpected and plan f£or it. --

3. Planning. ' ‘Every hour, spent in effeotive pl saves

~ . -

. three to four in execution, and gets better results, Both
long range and daily plann1ng preferably formulated before ..

or after busin Ss hours, are essentlal to effectlve utlllza- )

’ - ’ ’ :" ’ s
) . e tlon of. perso al glme: . 3- s e e . f\ L
N . 4. ‘?Pex;bllltv ﬁ; Flex1b111ty in schedullng personal - tlme may
"~ be ne;essarylto,ad%gst to fﬁroes beyond one's control ;.\\
s . kA .

More effective results

5. 1Object1ve and Pnrop;ty Set‘gm@@T

m"
are achleved through purpqééful pu?sult of planned obJectlves »

o - tHan by chance. If time rs not allocated to™ tasks 1n ordered

i ea® e =

sequence of priority, managers‘wlll tend to spend time in ~

Py . v;.

‘ amounts 1nver§ely related ty ghe-lmportance of their tasks. //

‘ 6. Dead11nes Imposing deadllnes and exerc1srn° self dlsolpllne

in adherlng tqo them aids managens 1€ overcomlng lndQCiSIOH, <

Py 1~ R RS

vac111atlon, and procrastlnatlon. o~ s T

- . ~ - . . AR {)‘
o 7. Alternatlves. In, anr given sltuatlong fallure to generate
) v1able alternatlve solutions 11m1ts.the likelihood of select- .
<
/ ting -the most effective coudrse %’ acnlon. .o
- ) L . o ¢ - ' !
A " ’# ra . -
* ~ % ' y
. , ) :
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. 8. Consolidation. Similar tasks should be grouped within .
i ) ~ R -
divisions of the work day ‘to minimize interruptions and
: to economize in the utilization oi\resourc;?“and expenditure

v,

£ effort.
(o] e or /

® ’ £ \ 3 - - - ) -
9. Concéntration of Effort. A critical few actlons\Taround

N

. '( ZO-percent)\generally_produce'the great bulk of results

~ -

(around 80 percent). Effectlve managers concentrate the1r

efforts on the critical few events,

. \Tg. Effectiveness.,: BﬁfiCiéncy may be defined as doing any job

right, effectiveness” as doing the r1ght JOb right. Effort,
however. efflcient w111 be, 1neffect1ve 1f performed on the

wrong tasks, at the wrong’ t1me, or with un1ntended negatlve

+

cOnsequences. . .. ' °
rd ‘ e .’ .

Al . . -
‘1% Delegation. Authority for decision making should be delegated
© ’ )

.to the lowest level consistent w1th good judgment and: avail-»

Y -~

. able facts. Managers tend to- promote upward deleoatlon*

unwittingly by encougaglng dependence of subordlnates upon
¥ .

\ them for answers. This results in the1r doiag the work of

E these subordinates. N

12, M1n1m121ng7Rout1ne and AvoldlgDetali\ Routine tasks of

\

low value to overa11 objectives should be m1n1mlzed
consolldated delegated dr eliminated to the extent-
poszable. Managers should selec%évely ¥gnore all but K
essent1a1 1nformatdong this has been phraeed "the need ;

not tg, know" ® -

. . ‘e ~

13. L1m1ted Reponse. Response to problems and demands upon time
N

N should be. limited to the real needs cf the 51tuat1on. . Some ,,

problems left calone go_away. (This is also called the. Prin&i-"

Ple of Calcylated Neglect.) S o T

A

- '

. .
’, . f~" b .
' 5
S ¥ N t . M
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14. Exception Management., Onf& significant deviations of

<

actual performance from planned performance should be

reported to the respon51b1e executive.

15. Visibility, -Keeping v151b1e those things you intend

e e e =
.

doing increases the certaanty of achlev ng your
£

/
~obJect1ves.~ You can't do what you can' Temember. ' N

1¢. Brevity. Bconomy of words conserves_/tim while prom t1no

./

N * clarity and understandlng

-

17. Tyranny of the Urgent. Managers 1liv ,in constant tensfion

p | ‘ .
between the urgent and the important. Thos¢ who constantly . )
- 2 - R / , .
respond to the endless pressures of/ the moment may neglect
~ /
«he long-term conseduences of more important tasks left

. "' undone.’ . > T -

t

: : P
18. Crisis Management, Managers often tend to treat every

-

. ‘ problem as if it were a crisis. This overresponse syndrome

causes anx1ety, 1mpa1red J;dgment hasty decisions and’
. ‘_ : wasted t1me and effort,

T

19, Interruption Control, Arrangement of and controls over

act1v1t1es ‘should be, de51gned to m1n1mize the number,

A . 1mpact “and durationébf 1nterruptions.? ’ : ’
: I "o ) . ! a -
(f" 20, Feedback. Periodic feedback on relative performance Ve

against goals 1s essential to insure progress according
L
* to plan. Progress reports should identify problems in

A
.time to take correctlve action.




B. 'PLANNING

S

~
v

A major process issue which cam be of use to students in the
" ' Cooperative Education program is the ‘general theme of Planning.

\\>/__’§y this we mean looking ;hto the future and making specific- ..
plaxs including goal setting ahdeéEtion definigion. The
following units establish a rationale for planning, and under-
. take }hq~genera1 theme of life, plannipg as well mas the %pecif—- -
. ;%s of Job and career planning. In addition-an exercise is

-
1nc1uded whlch helps students to look at issues of plannlno

om the job as a management function.

PLAN A,

ar

. rl
R :
v ' -
~

n\v N . ! * v !
R Personal,/@ob, and career planning is one of the major neglec--

ted areas of qur academlc ‘and personal life. A clear example

~ - of a process orientation, plannlng is poorly done by all of ; \

1

. ‘us. We .do not, therefore, have gu1d1ng principles whlch might

°

‘ .
p be of help to -us 1n making more appnoprlate decisions. .Time . »
and’ agaln we find that studen{i ‘day-to-day life decisions are
undertaken on -a intuitive’ ad hgc basis, rather than as part of .

A . - . ‘
Rt ; a reasonable plan. Pianning peed not preclude spontaneity,

a k : -
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but it is important to remember that it is difficult td' get’

where we want to get,

—

< f

- /—' - i
if we don't have defined gqals -and some

sort of a plan to follow. . R
. : . /,)"“I 6-‘:

, Further, plannlué can really be accompllshed.A There .are steps
and procedures by which a teacher can help students to plan,
to define godls and help assure thgt-qne's day-to- day activi-

t1es are conslstent with one's hoped for outcomes

™~ - 4

Plannlng is important in a’ Var1ety of‘settlngs* not only in
L%

EN

one's work but also=§n oné's personal life. Related to the

concept of decision maklng, ;l:ﬁ%}ng is qlso an important

ot

management functlon in agenc1es, busn’i‘esseso and eorporations.,

Ny
all within the general rubric of
-’/\. .

planning, can be ut1112ed to -the extent qgcessary as .the

Thejfollowing nodules

v

teacher -assesses the student s needs in Cooperative ﬁducation, ,' T

' R A - b i
~ {"‘ >~ \\

The first suggested uRit rs based on the work of the psychla-, . )

trlst Dr. *William Glasser, and establishes a ratlonale. ~ The ,
‘e’ * . . %
ratzonalelfor planning 'is ‘the 1dea that "I .can.be 1n control .

-

of my own destlny, I can make decisions which in-fact influence

7

-my life.. I am not merely at .the"whim of chance. é Based on Qt}\f

Glasser's 1dea of internal - -external control thls unit helps

- «f

students to experlentlally understand the usefulness of p%an- T
ning, and to develop the sense that they can determ1wa'the1r ’
- Qwn future. o] . Sy S .

e
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The second ‘module. is' a generallzed life plannlng exerclse in
3 v

whach students are asked to review the past assesgs the present

--.and determlne the future d1rect10n of the1r 11fe. i i B

. P L

A unit theﬁ“follows on Job arid Career’ Plannlno ifi which the .
students reJ\gw the1r current situation in regard to both ’
‘their’ spec1f1c job and their.loffg range career. They then .

_ make.plans defined as _carefully as p0551b1e but always with

;;b\ ' the understandlng that they might be changed or dlsrupted

The general theme is that plannlng can help onq,determlne

f1nal outcomes. The product of th%?inlt—on Job and Career
" ~
Plannlng is a draftawrltten of a personal‘plan for use bv

»

A
each student as wef% as. skills in plannlng for future use.

. ' . . ,

. ' ¥ . ] .
The.final pnit'in'the series on planning which follows,

em ha§32es the function on plannlng on the’ JOb The Hollgw
P %
, Square exerc15e established a role play in which a plannlng
/ _ -
group determines a plan and communlcates the plan to a

: ' workerggroup. : g/}f' . . _ )
3 . .. * Iy .
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INTERRAL-EXTERNAL

Rationale”

In this exercise, the students, within the framework of
LN

Glasser's 1deas about locus ‘of contrnl are helped experi-
entlally to assess’the essential source of thelr personal
~control., Do they see themselves as generally controlled

by forces out51de ofuthemSelves, like God; luck, the posi-~

" tion of the stars at, the1r birth, their wife _or parents,
ke N .

teachers or others; or do they see themselves as actually

It

controlled by themselves? . I

People in this lattef.category, who have more of a sense of
dete}mination of their‘own lives, believe that what Happens
+to thém tomorrow is a funcétion of what they do toda} This
is therefore essentlally an exercisej in respon51blllty,
ut111z1ng g# 1nstrumen§ which glyes,each student a Ecore Qn
the spectrum of Internal to.External. Discussion of the

meaning of the scores;leads to the question "How can I help

myself become more in charge of my own destiny."

- -
b

Objectives

. 1) . Each student will have a greater'awareness of the
» X

) * 4 . - .
idea of Locus of Control and what it means in his

’ ]

own life. . R

Each student, will have a sense of where he falls on

- Y

the spectruii of Intérnal- External in comparlson'

with other, students

L]
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3) Each student will have some heginning ideas for

v developing procedures to become more in control of
o :

his own future.

-
-~ , -

- Teachinq-Learning Activities .

After a br1ef 1ntroductlon on the background of the ~

»
¢

Glasser idea, the 1nstructor will d1str1bute thsﬁattached

questionnaire, asking each student to take the qulz. It

> ——
°

should -be done rap1dly, without ponderlng, with the general

v ——

-

idea that the first answer 1is usually the best

T
a
~ b

. : :
. It also needs to be reinterpreted into one's own Situation
since the insturment was-originally desi¥gned for use with

high school studerits, 1In sghe cases -the wording is not
- exactly appropriaté}- - L. - ‘ .
. s .

- . N
- e . \ . o
A -~ ! 3 «

° After the students fInlsh taking the instrument, the
Y .

. 1nstructor helps them to score it according to.the 1nstruc-’ ' ,

+
LR -

) tlons ‘givén on the answer sheet, An individual score mlght
- be anywhere from’ 0 to,40. A score near the- 0 end 1nd;pates .

a powerful s sense. of control of ‘one's own dest1ny "What
# I * ’
I do today determlnes what happens,to me tomorrow, totally

and completely " A score near the’ top end indicates a sense
of ®eing- controlled by out51de forces, "No matter what I
do, my llfe 1fe seems to be controlled by other people. The

general rathafle 1s,establlshed that the more one dis able*

L3N
to belleve that he is in charge of h1s own destiny, the
) . .
“more in fact such becomes the casé, \Therqfore plannlng,

. .- 4 - [N

Q ) 57 - .o L
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goal setting, and intending to accomplish what you wish .

becomes more' reasonable. »The model group. of scores for
»

college students who- have taken thlS 1nstrument 1s*between
9 and 13. Thus, it can be,explalned that if a student S

score is less than 9 he is see1ng himself'as more totally

. °

in control of his own dest1ny than most college students.

v

If he scores more ‘than 13, he Sees h1mself as in less céntrol

of his own dest1ny than do most college students. NI P

.
s . v
. L)
b .

After the results are thoroubhly discussed in terms of

each students' own 1nd1v1dual llfe, each studentqls asked |

)

to sit. by h1mself .and write some 1deas, plans, or activities,

+ *for accomplishing a move in the d1rectlon of a greater sense
of being in control. "How can I make my score'lower°; |
After a fem m1nutes of writing, the students are asked to
compa;e the1r ide}s for their .plans in groups of three, and

v
[y

discuss how théy can help themselvescto'sense more control

6f their life.’ ( 3 -

A final total group dlscusslon, led by the 1nsgiigtor, is

de51gned to e11c1t ideas frOm each stugent about these -
act1v1t1es, ‘and 6 'shdre them with each othef e
T o— Tt s e . - . LY "’ Al
d > -
) " ,’ A—
¢ : . R |
- 1 , )
! &
~ P N v .
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y ' o . OPINION SURVEY - coo

INSTRUCTIONS : ) - L
Below are a nember of questions about various topics. They have been collected
from different groups of peopl%and represent a variety of bpinions. There

are no righ Or wrong answers tb this g¥£StIOUQﬂire, we are only interested iy e

our oplnlons on theae uestio ./fPleaae circle "yes" or "no" for each question ~
q Y q

. below, L e
= 4
—1. Do you believe that most problems will solve themselves ifs you Py .
just don't fobl with them? . (’ YES - NO |
s e e ' 3 .
. 2. Do you believe that you can stop ydurself from catching a -
- : " cold? - . : . ' YES NO
. . ~ X . —
3. Are some people'just born lucky? . Ca > YES NO
« ~ . 8 . - ;
+ 4, Most of the time do you feel that getting good gradés meant T
a great deal to°you? . e . YES. -NO °
. S. ,Are you often blamed for things that just aren ::vour fault? YES' - ':NO
- 6. Do. ‘you believe that 1f-somebody studies hard enough he or . -
: she can pass any subject? - 70 z ‘ YES No
. . & 'o - v
. 7. Do you feel that most of the time it doesn' t pay to try hard . .
because thlngs never turn out r1ght’anyway7 YES NO
,\’ ) 8. Do you. feel that if things start “out weﬁi.in the morning o .
w ' that it's going to be a gcod day no matter 'what you do? YES , NO - °
* . . m
9. Do you feel that most of the time pafents listen to what.
their children have to sayx . s _ YES NO
10. Do you believe that wishing can make good things happen7 YES NO
11. When you get punished does it usually-seem it's for no T T ‘
- T good reason' at all?- o . 1 YES NO
- 4 -, [} . ——
X . . 1. . .
' 12, Most of the time do you find it hard to .change a friend's . Y
: ' (mind) opinion? . YES. NO
b 13. Do you think that ‘cheering more than luck helps a team . . -
to win? U . Voo : - YES  NoO
- “ ' . \ " . - v - N
: 14, pid you feel that 1t was nearly impossible to change your -
: parent's mind about anything?’ Sl . YES ° NO
;a} A 15. Do you belieVe that parents should allow‘éhilﬂpen to ﬁake N

most of their own decisipns? : YES NO

— ’ r ESS’ . R ¢
. \ . b ‘/ s
. L . . ‘ " . e, . "
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16. Do you feel that when you do gomething &rong there's
! very little you can do to make.dt right" ¢ "YES NO
‘17. Do you believe that most people are just born good at sports? YES NO
L 4 ' T )
18. Are most of the, other people your age stronger than you are? ‘ YES NO
“ . v
19. ‘Do you feel that one of the best ways to handle most °
problems is jus%ot to think about them" . YES NO
- 20,, Do you feel that you have a lot of choice in deciding who ‘ /
. }yéur frighds are? . YES NO
- = N
21. If you find a four leaf clover dp you belféve that it
might bring you good luck? , YES NO
22. 'Did you often feel that whether or not you did your .
homeworR* had much to do with what kind of grades you got? YES NO
| 23. Do you feel that when a person _your, age is angr}@ at you,
there s little you can do to stop him or hgr" YES NO
24. Have you ever had a good(luck -charm’?' -, . YES NO
425. Do you believe that whether or not people “like you™
, depends on ‘how you act? o .YES NO
26. Did your phrents usually he1p you 1f you asked them to? \ YES NO-
27. Have you felt thet‘ wh_en people we;e ahgry with you it was
usually for no_ teasom at all? - , YES Yo
P S .
28. Most of the time, do }"ou:feél thata you can chahge what
o might happen tomgrrow by what you do today? . ¢°¢ YES NO
29. 'Do you believe that when bad things ar® going to happen
they just are going to\happen no matter what you ‘try
to dg'to stop them" s e YES NO
* - - . x P
30. Do you think that people can get the,ir own way if -they ; . .
4 just keep trying? .. " YES © NO
31. - Most of the time do you faqd it useless to try to get .
‘ your own way at. home" . °  YES NO
. ¢ \
32, Do you feel that when good things happen they happen ¢
' because of hard work? / YES NO
33, Do you feel that when somebody your age wants to be your ,
fnemy there's ‘little you can do to change matters? , YES NO




N
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A

34, Do you feel that it's easy to get friends to do what you
want them to do? o ' YES NO

[}

35. Do you usually feel that you have little to sayvaboyt what -

’

you get to eat at home? | YES *NO ,

36. Do you feet that when somgone doesn' ke yc;u tiaere's

little you can do‘about -it? YES "NO
37. Did you usually feel that it wés almost. useless to try in '
- school because most other “children were just plain smarter - - .ff
o than you atré? ‘ YES _NO.,
38. ‘Are you the kind of'person who believes that plénﬁing ot o "
ahead makes things turn out better? ’ . ~ YES .NO
. [} . R -
. e .
39. Most of the time, do you fe®#l that you have little to say . EE
about what your family decides to do? . ) K YES v NO.
o 7 . . . . 3 ' Al
40. Do you think it's better to be smart than to be lucky? ) YES NO
. hiale 44 . 4 .

- . - - » r
w8 o B e e - »

s
B3

‘ “ . . . . .
Scoring Instructions: After students circle the answer-of their choice read . -~

" to them the word underlined for each Huestion, asking them to underline that
aword also, regardless of whicﬁ word they circied. When™finished..fqunt the

£ '

words which are both qnderliﬁea and circled. This is the student's score. -

[} . . .

Scores near zero mean a powerful sense of- belng in charge of one's' own destiny; ..
~ more internal, Scores near the'high jend indicate more of a,sense™f being

controlled by outside forces; more external. The modal scores for college

students who have taken this.instrument is 9-13.
%" . Y . .

.
»

¢ .

. ) b
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. PLANNING FOR LIVING o
. ) - ¢ . .

. ~ '
: - Rationale - ; -
e One of the most important and most neglected activities that

" all of us can undertake bpth in our personal and.working life ~

is deliberate planning. If we’belié$é that our future can be

4

'+ determined’ by.what we do, that our own actifities determine ¢

y .+ _ the quality of our life, then it behooves us to plan those
: . la¢tivities carefully. {

’ : . W
.. This exerc1se helps,students to assess their prev1ous etperl-

/‘“"L’ ";f

. ences, get an‘ understand;ng of the1r current si uatlon with .

-

’ regard to bg;h personad and job situations, aqd in a general
.. - .8 )

rsense' “make plans for the future.

- - "‘"o ’ .~
° . . a - . \ -, . TN

- Based on the Planning Eor Living Exercise developed by ' N i .

C br. Herbert Shepard it can be undertaken in one class period

. e °
———

r>
¢

or a good many. The attached exerc1s;>a%cludes several
elements ‘which, can be used at the .opt on of the 1nstructor, -t

accordlng to- the instlrctorts s understandﬂng of the needs of

A

4

the Cooperatlve Education- stu&ents. ) S \ :

L . ) .
L3

ObJthlves '

) "~

v 1) Each Student who takes part will deveiop a_sense
1 b ‘ ) .
' that” there is a rationale procedure for planning
. which can be followed and used effectively regard-

less of the issue. T

L - s 0 62 . N \




2) Students will have a more concrete understanding

Y

‘of the meaning of the elements of . the1r past 11fe

their present situation;.and what the future might
~
be for_themu o, .

. P o yoo,

Teaching-Learning Activities T .

After a brief introduction about the rationale and the

importance of;plannlng, the instructor will present the
following plannlng mcdel '

1) Current Situation = ' u

)’ Goals or Objectives

"3) Planned Activities

e

This three stage model, useful in personal as well as other

1

/espects of planning, will form the basis of our planning
. _ _el4‘ . - “\

x

units. It is centered on the idea that the statting.point
.>of plannlng is a careful assessment of the current 51tuatlon
The cllnlcal word _might be diagnosis. Who am I, What am I,
What do I know,‘What don't T know; What are are my skills,
attitude, and values? What past experlence have contributed

>

to where I am now? . v -

\ .
. . — -

¢ »

The second step is goal setting, or determining.an ideal

future. Given the best of all possible.worlds’, where do I

-~

want to be in the future? Six months, a year, six years

» .

down the road, what do, I,want to happen to me, what personi}

v

Or career oriented position do I wish to be at? Do I wish

to be a department head, a manager,.do,I wish to be finished

&

, With a°degree; what do I really want in my personal situation?
o . . . ~ S > o

, 63 | | .
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The third stage is action planningfgkciven where T™am, ahd

r

glven my goals, Wh%ﬁ am 1 g01ng to haye to do to accompllsh

. . "
.
\my ObJeCtIVeSt CoL L <

.o .
, . :d 4 v

.
’ ' * -

The starting point of the exerciie after the presentatlon’

\/ ~

» of this model is the Llfe Line on the second stage page

of the exerc1se Students are asked to draw a surreallstlc'

L]

N 11ne representlng thel%ﬂ 1ves from- the1r b1rth to the present,
. e, J.'# . g

-to their death, The present is marked “Wwith in X. Bach of

. 'th significant parts of the1r llves, both past’ and future, ke

"1‘:". '&.' -
are marked on the line w1th a notevqf so ,sort which can * ;f

- 3 LN ’ EP
L]

. be used in explalnlﬂg ‘oneself’ to~another gerson.g
, ¢ . . o . .
After the student has had. adequate‘g:me to draw\hls Life L1ne

- - .

henis asked to share it w1th anothe? student, carefully .

= » . a0

ko . ) explalnlng his past the present, aﬁdnas much as he can-of
his future The other 1istens_carefuily and then explains

. his own Life Line.7 After the teams have compared the ‘two
] a

L4

o >
\ 11fe 11nes, a general d1scuss10n 1s led by the ‘teacher
’ 3 / & :\__
concerning where we are,“action pranning, and what steps

are necessary in order to accomplish.our goals, . ..

.. ' &
The nekt activity is'on the secand page-o£~é'§~0hit-*—{t~“~-r-*‘

, 1nvolves asking each student to write ten answers to the
vn r
questlons, Who am I? What roles do I play? What hats do”

I wear? What parts do I have in my 1ife? Am I a worker?
. . \ ;
parent? child? husband or wife? friend? What are the most

important roles infdmy life which affect my day to-day

& r

act1V1t1es° . -

. ‘ - ST
. 64 o g
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After each person determines the ten which are’ most apprd-
priate he is then asked to put ‘them in priority order. +Start

3 > - ’ ‘ - . k3 -
- with the most important, or the one which, if it were not

part of one's Iife! would cause the most difficulty,

i4

Students ;fﬁin share with each other the &esults of théire

de11berat on, ‘and ask each other the questlon "Are the

&

Factﬁ$1t1es which I'm undertaklng in my 1life,' as represepted
by my roles con51stent with the most 1mportant th1ngs in

my value system7 Am I undertaklng the thlngs that are

LX)

helping me to accomplish what I want to’ accomplish?"

- ~ ]

Thr third and posslble final Jarﬂjjf the Life Plannlng
might be done in class or mlght 'be done as an informal”kind

-

- of homework Each student is asked to write a brlef ob1tuary,
"John Doe d1ed today at the age of 87. He 1s best known and
remembered for..{.”y Thus, by wr1t1ng his own ob1tuarv
(poisting himself into the future,) the student is asked. to.
look at the future as if it were the past and thus help to

¥ 4 , determxne the kinds of ac§1v1t1es thdt he would undertake in

" order- to have the future that he wants. - A

\

- -~

‘A final total gIQupdeSCUSSIOﬂ'w111 hel#‘the students concep-

tualize- the1r 11ves as defined in this eterc1se and the1r
day-to-day act1v1t1e$ and to determlne some specific action
steps in planning for the1r job and career. More specifics

1n the JOb and career planning process will be described in

the follow1ng modules. .




] ’o.f pPsychiology on hpw chilghood experience determines later adult behavior,

A

. 2 e - " ~ o .
. America is not a t;iraditéenalist or fatalist society, yet most of us as

—over, the past is unmanageable, Because it has not happened, ‘the future is

-

/v

-

- N Introduction

|

individuals often gt as though we think the ful§ure is something that -
happens to us, rat T _than as something we create every day. -The-emphasis

coupled with the act that most of us accumilate obligations as we .go through
life, leads ma}w eople to explain their current activities in terms of where
they have been rether thdn in terms. of where they are going, Because it is

manageable, . We tan. d? something“about it.
i'

Some Significan obse‘&-vétions about life planning are: J

»

1. Those of us fin tht helping professions sometimes get so busy helping
other peoplel - he ping theam to change, helping them to mderstand\
what's happehing to them, helping them to become more effective and

111ful - that we forget about ourselves, When this occurs, the
! :t'mqk e "Just happeris" to us, We have little influence on it.

2. One should attempt to take into account all the major aspécts of N \
the future, Planning only for onels Job or career frequently may
* lead to serious corisequences or loss of onse's family,

- R ) ’ r < ’ ~

3¢ Greater risk seems to be'iinvolved in sharing the future with others;
In many senses the Past’and the'present are over, “There may be little

we can do about them, One can do something with thefuture,

.
’
- ’,

be Explanations of behavior ‘in terms of the past can deal only with the
probable pest., This may not be the way it. actually was as it ig )
always subjective, It is the why we see it or remember it, This has :
- been celled the "Why of the Paste" The "Why of the Future" or
* questions about the future can help us beceme an important influence
» on our own future, e v : & : « -

¢ Thinking and working on our own future connot be dohe glone, Ope .
Nekds help in planning, This can come from other members of a group

, - who—c'!an, listen to usgireflect back what they hear, and help us gain
:perspective, . . R .
[ _ - A

The following exercises are designed to help you think about where you are,

where you want to 80, and What resources .you Have for getting there,

-
a . ]
.

' . b )
- L

é;lam form Herbert éhepard's work with TRW Systems, Inc., Redondo Beach,’

L
. Lali.fornia, . . } .
\ ! < - ' . v
/ . : - /

6. .

T
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- LiTe 5%-. Using the 2ower half of this ’aﬂeet of papér, draw a line

to represent your life line, and put a check mark on it to show where
you are'on it right nowe The line can.be straight, slanted, curved,
convoluted, jagged, etce; it can be "psychélogical™ or "chromelogical."

- It's a subjective thing - - it represents something about how yo think

about zom‘,life. After youtve dx;aun it, share what it means %o you
with cthers”in your.group, a

v, Yy 7
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Write ten different answers to the uestio

provided below,
respongibilities

ANIYY - -
, 41
: —
check mark on you} life line,
n_"Who am I?" in the space
in tenﬁ;ﬁijrhe~rolg§\and &

You may chovse. 5 answer
you have in life, in term
in terms of certain

S Of groups you be

long™t

A.J\nextﬁpagq (pagel) .-

‘beliefs you hold,
‘pPerson, in terms of
characteristic of yo
important to your se

would make a radical

for youss

Si%eht, individual reflection is nécessary 'while doing the. above,

sharipg with others

»
. L

behavior pattems,

qgand
qualities or traits You have &g a
needs or -feelings that are

u, etce

Try to list those thi

g

s 'which are really-

nse of yourself., Things that® if -you lost them,
difference to your identity 'theh;pamns;\of life

*

" Before

in the ‘group, follow the instructions given on ‘the
. Y
Y SO . » b,
N \\9:1 ° - % 1~ ’
» . . - ‘
~ 68 ¥ P
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3. Identity Review. Consider each item in your*list of "Who-gm-I's" L.

separately. Try to-imagine, try to feel, how it would be’-‘hat item, . .

were no. loriger true to you. (For example, if "Husband" of fe" is one

- of the items, what would the loss of your spouse mean to you?ffHdw would
you feel? What would you-do? What would your life beslike?) After
reviewing each item in this wayyrank-brder the items in the list by
putting a number in the box to the right of each item. Put "1" beside: U
the ditem which is most essential o your sense of -yourself, whose loss
would require the greatest struggle to adjust to. .Put "10" beside the \
item which is least essential to your sense of yourself. Try to rank~ - -

. order all items in this way, wifhout any items tyimg for first place, .

o~ ‘ second place, third place, etc. If some items in your list are aspects '

. of you that you dislike and would like to rid of, they don't . .
necessarily fall in the lower end,of the ramk-order. The question for
rank~ordering is how big would the adjustment struggle be if you lost
that item. Some aspects of yourself that you dislike might be very hard
to give up. . :

' .~ :
4. Sharing. “Share the experience you've had privately with té& Who—-am~1
and Identity Review .exercises with the rest of your group. No one should
be forced to share their list, and no one can be forced to share all the .
thoughts and feelings that occurred, but be as open as you can. If you're
willing to share your list, take the initiative and share it with the .
others, invite their comments and questions,’ invite.comparison with theirs.

5. The way you would like to be known and remembered. Through ‘the above - ﬂé@* K
o exercises, ygu've explored the check mark!on your life line. This N, "
) list is thé things, that you wish it would be possible and realistic to have .
- ’ . said about you some time in the future. Don't write the-things'?hat could e

.+~ be said realistically tomorrow, unless that representst.all you want to Bé
* in the future. Give yourself time, hope and- even allow yourself some

=~ ~——fantasy and wishtul thinking; in compoding a statement about your life,
As in tbe Who-am~I excerise, this excerise requires reflection,

) being alone with yourself. Don't share with others®until you've
. - ) all you can. : : ., - !

[N

[«

1 ®
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Life Line N ( > .
' 6o Fantasy Day, Having explored the check mark and the future end of the .
}l‘ life line, now sample the ,space in ‘between, To do this, construct a
. - fantasy. day sometime in the future, The day can be a "special day' that
you would really love to experience, Or it cen be the kind or "typical
day" that you really wish would characterize your life, "Or you can createé
¢ a week instead of & day, etco The important thing is ta create an :
. . experience you really want scme time in the future, ) . '

P

-

- Yon may find it helpfixl to make notes about your fantasy day, I S0,
. use’'the space ow for that purpose, Or you may find it wor}csabetter ~ s
e “ .tao just close your eyes and let your imagin&ation roag. ’* ) . -

When zou'i‘e‘ﬁnished, share y‘c;ur fantasy with ts¢ rest of the gro'up.'

) . 4;?\. . .
. P . ’

. . . . L . ~

. ' v, : Y :
‘ N . ',x','-’«"f‘ “ . S
L4 L 23 .
. . v

s > ¢ ‘ . P){( T~ .

e -
’
7 .

. -

. ' . 3,
7o Life iﬂ‘fﬂ%ln%emaise%%%éﬁ%ﬁvnmﬁs ~ {2'.‘ P
.you can to a dist of_seven questians,about your values aidd the resoufces,. . .
. you have for realizing thoSe values, The’ seven questions are.listed on
~ the follpwing pages., . - - ’ -

L)

A good prvocedure fo¥ consiructing your life inventory is as follows. i
First, take a few minutes alone to write down as many an.iswers to the ~
‘~ Seven.questions as come to mind quickly and ‘witheut thinkding too deeply,
. In fact, the more spontfneous you can let yourself be, the better, Second,
compare the answers Benerated by you and the other rmembers of the gT0Upe.
This-may suggest additional answers, to be added t0 your own list, Third
L. use the other group members as consultants to take a more. searchihg look
T - at your life inventory, ¥ help you discover still more answers

4 B N

. . . .t . I ’e
7 . . . . * . . ] A
N
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Life line

Ae When.do I feel fully alive?

Be What do I do well? 4hat hsv

me feel

pa)

that life is really w

. to b alive? .

-

ol

*.

<

¢

44 o

‘.

What things, events,.activities, etc, m,a\lgé
orth living, that it's great to be me and

e I to contr.'i.bute to the life of others; of

what skills do-I have mastery; what do I do well for my own, growth and

well-being?

[}
a
'y
o
*

£

B¢ What under—develor

13
* \

R 34 .‘ . o :'. i " ) N
“7 { " PR
or
material things or talentsger

W

m;euééa.

ST .
soutces do I have? (Resources mi
friends, etc)

Ce Given my current situation and glven my aspirations, what do I need to

learn tq do? . L. .

~ ( ° &
. 2 . L )

De What wishes should I e tuming into plans? ' Ang dreams I've discarded as

"unrealistic" that I should start dreaming again?

& ’ ]
l kY

0' > . { e “ ) \A
- . ,
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JOB AND CAREER PLANNING. o

s « «~
| R .
.

.

Another important process way in which Cooperative Educga-

: ~~ .
tion instructors can be of help to their students is to

st}uctupe the procedure by which job and carcer plaﬁhing
can be undertaken. - We often-do notﬁplgn as thordughly or

completely as we mlght Thus, our'lives sometlmeifdrlft
ba

wh%n they might .have better d1rect10n TPas is partlcularly

true in pr and career appllcatlons but also true in our _

- g .
Jpersonal lives.’ : N
. o

. ¢
-‘( . . . »

\ ' . . .

[ 4 - .
This unit can be used either in a single,’class or in a

quﬁbef‘of classes depending upon the depth which the instruc-t
- ! .

tor feels is useful to the 1ssue A general outline will

¢

be glven here u51ng only one class se551on for both job amd—__

career planning. . o ' v

(Y
-

L

o v . ‘,“ ) LR v . . .
This mnit can alse be repeated each semester in Cooperative

. +
. - ® -

- Education, asking students in each ‘case to ‘accomplish more
. - 4 . \

depfh dnd more detail as they go further into their planning

efforts. _ o o .

Objectives o .
A 'S - ) v ‘) ., . N .
1) Each .student-will have produced a written series

- of d%jectiiés or sbecified desired outcomes in"
.terms of both his current job and his ‘loag range.
. ' '
career, and a gefinitipn of appropriate action /

steps.




with respect to my job and career right now."

L4 ) F)

2) Each student will understand a procedure by whlch

job and career planning can be undertaken in the

. . . - L]
, . fiture -~ D

e;i . ‘ {.;:'“ i . ‘-
Teaching~Learning Activities
3 ~

N
After a brief introduction and a_ review of the three stage

madule presented ear11er ‘the instructor w111 ask each
student to start with a. def1n1tlon of his present knowledge,
skills, att1tudes, values, etc.,” W1th respect to their job.

TH’S Might i clude specific tasks that are accompllshed on

1

the gp% skill requ1red the background of att1tudes and
values which the. student brings to the jobsand, other

qua11t1es which can be deined. The total p1cture of the

stydents'’ current job and career situation should be

- -
4

elicited. ‘ .

-
. »

Students are asked to write nates,. in outline form, and then

“share’ the information with each.otHer in groups of three.

~

Each®student will then;explain'himself!-"Here'srwhat I am

~-

. ¢
-

. .
Afterﬂthis is accomplished and followed with some general
discussion, each student is asked to look into-the future
anrd determ1ne, to the extent posslble, some job and career
oriented- obJectlves. (Although job and. career plann1ng are
put together here for the sake of the explanatlon it might.

well be that they should be separated into two or more

h

different class sessions). Objectives can' be determinpd b&

4

* . ¢ A

o~
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i . 13
-

brainstroming; by looking into the future; a few days, six

months, a year or two, or longer. The lehgth of time which

one projects into the future might be different for each
<
It should be emphasized thatiobjectives are not

-
activities_or what one will do,

student.

but rather positions or

places at which one would like to arrive,

.-

Objectives can be defined as desired outcomes. They are

future oriented, feasible, personal, and individual:\\

. After the objectives are determimed and shared with other
students, the student is aske§wto write a séries of action

_ Steps approprlate to-moving where he is now (step 1) to .

where he wants to be (step 2).

courses, completlng a degree,

They might 1nc1ude college

fihding a part-time job,

learning a specific skill, or.many others,
, °

These actidn )

'

teps can be involved into a comprehen®ive action plan.

M

- Thus a plan for JOb and career growth has been developed.

Copies should be kept by both the teacher and the student,
| .for.tuture reference and modification. Its review periodi-.
. cally threUgh(the semesterfforhs an interesting,

exercise,}ﬁith the gen:ral question,

useful .
Whet have 1 accomplish%d?
What . ’ v

" What have I not accomplished? -What has interferep?

has. helped? What are my next stepsé

]

e
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. N Hé}kqwngUARE,EXERCISE T -
D x PR /
ve R ’ L .L—‘\ . »- ‘. e
- Rational®e , ¥ ) . -
/*_ .\ . ) R
The distinction betaben the - role of the worker and the'

v
manager is a d1ff1cu1t one for many people to understand '
especlally those who are beglnnlng their careers. Thls 15-3

, o
~‘ exercise helps students "to understand and apprec1ate one A

°aspect of those dlstlnctlons the tole of p1ann1ng and the

"+ communication of plans to another group for, 1mp1ementatlon.

fem
- L

- . r'y

Objectives .t - o, ' .

-

tey N ’ - M LY ’ .
1) 'Student'will'understand:the processes and dynamics
. .fhvolved in planning the acéﬁmplishment of a task

that w111 be carrled out by others.

k)
t

¢ 2) \Students W111 become aware of .the’ cruc1a1 functlons

of communlcatgon when' gHV1ng or rece1v1ng instruc:
. F " . . . e
. 3

- v

* tions for carrying out a task.

°

J.

~——4¥each}ng*Learnafgtij: ivi

GS ‘ i

-

The teacher selects four peop}e for the plannlng_team and

sends thém out of the ToOom . to be ;solated

-

\

0’

r

A

. o,

-8 2 . s . .
The teacher selects four people for the operating team and
sends‘them‘QQ$§nother ¥oom. This room should’be ‘comfortable,
* s

since this. team will have a waiting period.

LU : "'

The teachgr de31gnates those - members left,{upzto flfteen) as
° \e

the observ1ng tean.

He g{hes each 1ndg¥}dua1 a copy of the”

Observing Team Br1ef1ng Sheet and allows them t1me to read(}t

°




<
‘ . o "
The teacher explains to the observing team that they will -

- Each member of the ohserving team choies ‘one member of each ” !

of the other teams to observe,

gather around the table. wheme the plannbng and operating

teamr4111 -be working, and that their JOb will be to observe

.
v P

\take notes and b% ready iscyss the results of the .experi-

.- ment after the operating team has finished. ,
i . '

! \

[ 2

- The teacher then brings iR the plannlng team, gathers them

around the table, and dlstr1 u puzzle pieces envelopes, ) < <

AS

Planning Team Erleflng Sheets and Hollow Square Patterns and

Keys to each knd1v1dua1 on the team.
» e '

Following this distribution of materials, the teacher explains

to the plannlng team that all the necessary 1nstruct10ns are
‘\

on. the Briefing Sheet but that he. w111 be there to answer ques -
Y > .

S —— Y

tions. The teacher answers all questlons if raised, with thé

phrase "All you need to know is on the Brlefing Sheet."

3 °
A *»

°

The teacher then cautions the observing team(to rema1n 51ﬁent

. T .
and not to offer clues o, , 4

The experiment proceeds of its own accord, including summoning"

of the'operating team_without further instructions from the

teacher. If a compefition situation has been establlshed ‘the: ¢
~

facilltator has the respon51b111ty of t1m1ng the experlmental »
hat .
groups from the moment, step seven has been completed uﬁhll the i

.

) _‘ . . . Y

: :
S
77 ‘ ' ; '
. A +
, , 3




’

experimental~group§ have completed the assembly of the hollow

squares,

Y

Following the completion of the experiment, the teacher organ-

izes a discussion around th€ points illustrated by the experi-
te

. ment., He calls on the observers for comments, raises questions

3

. hlmself and gradually 1nc1udes the plannlng and operatlon -

a

teams. as they gain insight 1nto the1r functioning. b

. A S
‘ . L N
oo e e < ‘ '
.
N »

‘An example of a dlscussaon point’ lies in an evaluatlon of the '

Plannlng Team Br1ef1ng Sheet The rules establlshed are‘by

exclu51on, i.e., all other actions by the planning team are

N

. acceptable, such as drawing a detailed design-on the Hollow

s

Square Pattern, drawing a template on the table "or on another ,
sheet of paper, numberlng the pieces of therpuzzle, eté.

‘ -

H%s the planning team Egg;;rcted its eff1c1ency by sett1na up

l

! art1f1c1al constralnts not prescribed by the formal rdles7 o

Have they talled in the operating team early in the prannlng

\
'phase an option which they are: free to choose?.

» ' . ; “

{f;there has been a coppetition betweengor among eaperimental .
groups; the elements involved which led1§L the.winning team;§ E

efficiency may be discussed. - _ I '
oo N ‘ .
" . The insfructor may wish to summarize with all the 1mportant PY

.

points ralsed durlng the dlscu5556n per10d
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B - HOLLOW SQUARE OPERATING TEAM BRIEFING "SHEET

v N ' LI

1. You W111 have the responsibility for carrylng out a task
/

for four People-according to 1nstruct10ns glven by your

Planning team.
Your Planning team may call you in for 1nst¥uct10ns at

any t1me If they do not ‘summon you, you are to report .

to them anyway

L ) Your task is scheduled to begln etactly twenty- f1ve
minutes from now After that,gno further instructions

. will be permitted. \
» ~

2. You are to finish the assigned task as rapidly as possible.

N

3. During the period when you are waiting for a call from

your planning team, it is suggested that you dlSCUSS - and

make notes on the following questlons

a) 'What feelings and concerns do ynnge“perieace
N : - i
' while waiting‘for insttuctiohs for the unknown .
. )_.task?' a : B .
LT . b) How can the four of you organlve as a team7 n

¢ .

4. eThe notes recorded on the above will be helpful during.the

dlsczuss;,on followmg le completion of the task.

-




' ” 53

. ) t ) p
- HOLLOW SQUARElPLANNING TEAM BRIEFING SHEET +
¥ \ . ' .
» ”~ S

Each of you will be given a packet con%aining four cardboard
pieces which, when properly assembled w1th the other pieces

held by members of your team, will make a hellow square design, Y

Yod? Tadk o o
' ‘ Ve ‘J
During a period of twenty,f;w% minutes you are to "do ‘the
follow1ngs — B ~
. v e

1) Plan how t e 51xteen pieces distributed among you .

should be as embled to make the design.
LI \_‘ -
2) -Instruct you _OPERATIVG TEAM on how to implement :

_ may begin 1nstruct1n° your OPERATIVG
.’ . ‘.

. TEAM at any time during the planning period - but
no later than five minutes before they are to begin
the assembling process).: -
v . ,
h AN
General Rules . . : .
1) You must keep all pieces you have in front of you

Y

. at all times, S SN ~

. 2) You may not touch-or trade pieces with other members

of your team during the planning or 1nstruct1ng phase.:

Vs

3) - You may not .show the KEY at any time.

L3

4) 'You may not assemble the entire squarc { any time

Athis is_to ‘be left to your operating tejgm).

., ° < I

5) You are not to mark on any of the pieceb: ,

~

4

6) Members of your operating team must also observe the -

« ‘ above rules.

7) When time is called for your team to begin assembling
the pieces you may give no further instructions, but
b . ,
you are to observe the operation.
ﬂ ‘ .

v.‘ . , ‘ . ) - | 'y : 80 ,\ ~‘ ‘
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HOLLOW SQUARE .OBSERVING TEAM BRIEFING éHEET

-
\

You will be observing a situation in which a planning team

'

ecides -how to solve a prob@em and .gives instructions to an

operating team for implementation. The problem consists ¢f

-

assembling sixteen pieces of cardboard into the*form ¢f a =

/4 \ -

hollow squere. The.planning team is. suppNied with the genéral

layout of the pieces. This team is not to assemble the parts
but is-to instruct the operating team on how to assemble the
parts in a minimum amount of time. You will be silent

observers throughout the process.

s

SUGGESTIONS: - 4
«

1. Each member of the observing team should watch the
general pattern of communication but give special

etﬁentiop to one member of the planning,;eam'(during
’ . ) 'ﬁ-( . N Y
the assembling period}.

1

During the plénning period watch for .the following

behaviors:

a. Is there balanced .participation among plan-

ning team members?¥ - ¢ —
' ‘ ‘ . j. ] .
What kinds &f behavior block or fac111t§te

the process?. . -

How does the plahnihg team divide its time
between pianning and instructing? (how early

5

does it invite the opgnating teani.to come in?)

{ S




During the” 1nstruct1ng per od watch or the fOllOWlng

behav1ors L | . ’
J b .
- L

al Which member of~the plannlng team glves the _

s 1nstruct10ns9/ How as this: dec1d€d9 .

>
5.

b, What\s$;ztegy was @ ployed in orlenting the

"opératln% team to the . task? .

-
s

b ..
“?cé' What assumptions made by the planning, téﬁm

»

aré-ndt cbmmdnicated to the o erating team?

3
.

%

.
\é Howheffeqélve were the 1nstruct10ns’ ‘ ¢

. : &
-ta jd.the operating team @ppear to feel free to:.

1

* ask queg%lons of the p1an‘5xs7‘ .

P
o .

4, Durlng th;&assembLy penlod watch forﬁfhe lelOWlhg

. @
g ‘3

behav1or5"

.

« - - & °oe
1, ¢ Y & v, - ., & 0—
.. 2. What eV1denCe do the. ppera 1ng ‘team. members’

\111u5trate that 1nstrui§10ns were clearly

-~ ~ . —
understood or mlsunderst&od7 (

b. What non-verbal\reactlons d d plannlng team
»
" members exhlblt as they watched their pldns

being 1mp1ehe%E:d‘or\ﬁiitofted?"
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HOLLOW SQUARE PATTERN “\-
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Aruitoxt provided by Eic:
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. C.' DECISION MAKING \ o (-

-

The skill required to mgke rational and effective decisiofs .’

is one of the hallmarks of an educated pe;son‘and functional

»
@

. .., worker.. - ' “\
-0 . > - :
. This skill is as essential 'to people .in a free society as the
o ability to read and wfite, and is a classic process-oriented A

3

function. This series ofi units addresses the process of making

=" bétger dec151ons, partlcdkarly in the world of work, by draw1ng '

= S .upon methods and techn1ques that have been developed71n several
L . . ) » ‘ . ° " . '
. b d1sciplines ’
.- - .g » ‘
St . The units are abbreriated' and can be used e1ther as is, ih

~
hd )

;o . even a more abbrev1ated form or in an expanded fashion, even

» M < -
oY . 1nc1ud1ng ‘he posslb111ty of the development of a complete course -
- ‘ 2 . -in Dec151on .MaKing In The World of Work. R s o )
) ’ » « " . \ } ’ "J’ Ty to K4 )

-
-

The 1ntroductory un1t deflnes the concept oﬁ dec151on maklng,‘ e

" g;esents several models or procedures gpr dec1slon maklng, ‘and .
o 1 ’ . ,'% .
s asslgnirreadlnas in a- bdok ent1tled Maklng Dec1slons CL ,

ob . W , - . .
| < - ) il B oo
. { _The seoond unit“presents a spec1f1c T;del and asks the students
T /\ 5 -
| Y

to Use a case study w1th the model lead1nc to .an- appmoprlate

- . o
L4 .

» 7
; : dec151on —Students t@en appry the. same model or patxern to a
“ - : : ./ - A k3 , PP w R
- "w " situation of their own..- . o Cp s i, ~§ L
g ~ e - e X ’ ST e - w.‘ b ;
': N 'v - . - . . ,. (A - :‘\- :
T ) The*next unit, 1ncludes the con¢“pt$ of déc151on maklng,.leadtrshlp,
N w T e
- the u&lleﬁtlaQ of»r J_unces, and\team functiohlng in the dbc!kuon
- . - " ' . , \ Cooae T
x\ ’aklng process. - ~ e . T\\Ni" L o
(~' ._e‘ - P . N - L . ~ . ¢ » .F.J"
e e ( T N L
S Y St
1 i, E ' Ty LY.
" { “Makin Decaslonsﬁ A Mu1t1d15c1p11nary Iqtroductlon; n e, W
© - Percy N. Hill, et ‘als, Addison- Wesley' 1978; ST e e .
[Kc Pere boetals, N
i JArurmon poidssty enc , o 7 . "- B . ‘ v . . = 0" '(_'.’\ e \.
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- Maklng Dec1slons A Mu1t1 Dlsc1p11narv Introductlon - Addison
- ‘ )

o [ Y
» - from’ the content, and w;ll present modehs that are apgroprlate
as defined in the text,
N
o y ‘
‘f Additionally, the instructor will present the Force Field Analysls
~ e
’ ,dee% as used’ by Kurt Lewyn and which w111 be used in the flnal .
units. o - R | SR
c e I T CL
. The Force Field Analysis Model is a% Follows: _\}5
- . SR ) 4 . ' B
B ' ’ CURRENT T ' o,
. : SITUATION o GQALS
< .DRIVING icyﬁs -? |. RESTRAINING FORCES . ~ ' .
. . : ., !' . - . .I ,
. . Coe o . o .. e
¥ T * .. > ' \L , N
(ACTION STEPS-. | ACTION- STEPS : . .
' .. ! ‘ ' : - . 4
’ . $. L4 ¢
) . . . ¢
B . ] 4 - , . . P
SO . . ‘ . ,
- * . R @
»' o, v, } : ) .
> ' . PR DA

UINTRODUCTION AND MODELS OF DECISION MAKING ~ .° -
—— ‘ A P

< r

Rationale
*".—-—— ~ r'd .

The. important sk111 of dec1slon maklng will be addressed in ’

-

thlS module 1n wh1ch the students are asked to read as a
72

prellmlnary asslgnment, chapters one, and two, from the té&t
<

> K
WESley Publlshlng Company, Percy H. Hill et a1 ‘1978.

\ 8
e

— . N

Based on the read1no of the flrst two chapters, the 1nstructor

will lead a'discussion on dec1slon mak1no as a process dlStlnCt
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. ‘ ‘ ’ v v ’ - . ¢ N .
: > -Th;s,model thus utlllzes the three-stagg planning process in =
- . : v I s :. -
strucrured fashlon to def&ne action stéps,
“ . -, . ‘. . - s Jz . .
(“‘a ‘ ‘ v
Objectives .- | ’ : .
0 :.3 ,,-_ B L4 ¥ . -

1. Each stﬁd ent w1ll understand several models of decision-

v

LT maklng, and the idea of decision-making as-a process skill,
2. Each student will be familiar with the Force F1eld Analys;s
‘h& approach to identification of 1sLues goal settlni ahd de-
- . ‘flnlng oﬁjaption.steps. . -_ | :
C 3. Eagh student will be fa 1;1ar with the 1nformat10n in the-

v

flrst three chapters of the tEYt Decision Maklng .
4 N . ‘

-

-
. » . -
.

Teaching—Learﬂing Activities'

S

. - The instructor wlll present a series’ ofg!deas about the- dec151on—
- '

maklng as a process, based on the f1rst two chapters 0 he text

- Emphasls.w1ll be on Dec1slon Maklng 1n the, world of work as well

" \

~
as the personal world and both grbup and 1nd1v1duad dec1slon-

.

* making. The 1nstructor could use examples accordlnc to the )
&E. \ 'tfollow1n0 matrix:’ ; T v L o=
e » ) L -
' 'i TYPES OF DECISIONS w
' . - - . ) . e ) " :
. ‘ RS PERSONAL ¥WORK-ORIENTED, ,- Y .,
. .o [y R “ . - ’ ) * \ ) R .
1 . - ‘A : - f - ‘ - ¢ 'i‘ «
.( . . . 3 - ? . ’5’: . , N i ' )
s N s . ' _""' f R { ‘. .
DECISIONS ¢ ¥ : ' :

* . MADE e _E -




.

'The instructor'will thén lead a dlscu551on Qn the implications

of the models in ethical situations, in polltlcs, in siness

.and 1ndu§%ry.‘ Students will then join in a glsCUSSLon w1th

examples of-decision making processes from their own experlence

both personally and career oriented. s .

s

‘a

..

Q

4

Reference will ge made to preVlously completed units on the
¥
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. Rationale

B R

. a ' .
"y INDIVIDUAL DECISION-MAKING ° ’
B g o

Ar 1mportant aspect of decision-making is concerned with the

-y

1nd1v1dua1 Personal declslons about .career plans, about

lifestyle, relatlonshlps, whether or not to change JObS etc.

are’ of crucial importance and often made 1ntu1t1ve1y rather

k] * Il

. than based on a sound process ‘This wnlt is de51onea to

emphasize that such .a processcbes .exist and can be effectlvely

) utlzlled i making appropriate déc1s1ons. The best decisions

l!

.o
Sy

avoid mlstakes as much as possiblé, still maintaining spontanelty,

’f-.s. vz
,but at thé same time providing for quallty results.
. .

-

Objectives- . - ' . ' 5 R

#
1. Eath student\w111 thorouOhly understand the Fotrce Field
4
Ana1y51s model of decision maklno as 1t applles to his

’ . } -
&Wn situation. * . . ‘ t

LY

2. Pach student will have skill applylng the Force F1e1d

S 5

AnalySiSﬁln partrcular cases.,‘ - ', .

[SPVEN
[ . . -
‘ s ‘ N « »

Teachlno Learninggict1v1t1es o ) ' i .

?

After a brief’ 1ntroduct10n .about decislon maklng and -a review

.of the'Force Fleld Analysis model, the teacher >i11 refer the

® 8. .

students to chapter three in the text, Dec151on -Making, whlch
¥ K

had been assioned .and ask them to apply ‘the. ideas 1§ chapter
. 1 M

three, and the Force F1e}d Analysis model to the case’ study

LY

1
.on Page ZOS of the text, "Should Fred Take The Job Oor Not°"

. .The sltuatloi wIll be thorUUghly dlS uSSed and then run through

the ‘model of the Force Field Ana1y51s by the'total group.
L 3 . “ - “

. ) . ¢ |
. . v
\
3

j . 1 °“9 ’
. N . K} °

1




»'1n wmltﬁng,

. difficult but p0551b1e, an

7‘empha517ed and organlred 1nt9 a comprehen51ve action plan

‘ThrOughout this procedune the Studént& will be working as 1nd1v1~ e

-then returnhng to 1nd1v1dua1 work.

- - L E , Sy . 64

Teachlng Learning Act1v1t1es

Each student’ w111 then be asked tq develop his own cate study,

;

"txsm a reai life 51tuat10n“of’ his own; a’demsmn he 1 in
g. S

¢
the process‘of maklng.

o4

or Job or1ented but if not it can also be personally or1ented

If possible, the decision W111 be career

or more general in nature, Each student will pe asked to deflne,‘

T I~
the situation and“then share it with othér indivi-

4

duals, getting as much clarity -as possible to provide for the

L)

first step of the force field analysis.

-

.

Students will each.then be asked to set up’the force field aﬁai?sis;

.

edeflnlng the current 51tuat10n, defining the goals and determining

{

the sgeclfac act10n steps N .. . *
. A - lae - ’
. B / v . .
They will then put the actlop steps 1n priority order accordlng
S——

to b th 1mpprtance and - feaﬁlblllty Thls is accomplished by

%
puttlng ‘either an A B, or C in front of’ each pj?%osed actlon step

AT represe%ts an easlly managed or hlohly fea51b1e step; '"B'"
P

means
"cn means not very fe351b1e., Then the

steps can be de51onated as 1,

2, 3 according to 1mportance€ "One

" : - C . ‘
means very important in accomplishing the objective, <Two ‘heans -
) ) RN oo J \
. . - & . .
of medium 1mportance,’and three means not very 1mpdrtant, The

A-1 forces, and perhaps the A-2 and B-1 forces, can then be

”

( . . c}ﬁn . N - I'
? _

d als then sharlng the;r 1nformat10n with others in shall" oroups,

i PRRRpR——.

> ar




. At the end of the class, ‘each student w111 have a thoroughly .
- Y
’ . con51dered set of information leading to an appropplate decision
" s ' - 4
® . . using the force f1e1d analysis, . . :
) K}
A ‘ , ‘
, B * P
. 2 . ’
~ . ' v, { ' T ‘
: - T .
‘ . 2 - ' . ) o
3 ) " ) .
- .
- - v v .
. .8 i . J IL, i 9 !
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| o . 'GROUP DECISION MAKING-MOON TRIP  ~
o4 ./ . “ »I \ @ . ’ . - L
\ ) N . » -
‘" Rationale o ‘

’ T . o
‘Some of the most important and far negqhing decisions jn the

. ‘are made by teams, 'départment staff and personnel, and groups

- of managers. The groyps are usually from two or three to a

<

oty - .

v g0

° . I gl a . . ’ . N R ’
dozen dr so in siZe, This unLt.wifl simulatea small ‘group *

] 2. )\r/ : ©
. decisipn making situatiomy considering issue3 invodved in

H /

decision-making, such as the uti¥zation of apprqpriate
. , ; & .

- - .o .
. resources, balance of participation,

ﬂ " . ; ) . ' . . ’ ’
~'worlId of work, particularly those of an organizational nature,

-consideration of éllrdata, devgloping alternative plans and

———— e — .

. other process:oriented issues., ’ N < .
PO . . . ) ¢ .-,
& ° o . . .\ . , ) 3 . .
. Objectives ‘ ? C oL _ . ' r
ot 1. Each student will understand group decision making
) s - process and will have the experience in taking part
e - _ in a group decision. . - ) .
. s . .
: 7 ’ L4 » . | R ‘ 't ’ -
! . 2, . Each student will understand the reTationship ’
) - . between his own behaviors 'in a simulation and .
. - o - ‘ o x . . - »
T those,behaviors as they.affect the,outcomé/oﬁ\%- -
. * N, b - . ., / P . . . .
N o " decisions in the real world. ;; ° ( .~
. . ‘ RPN , ’ .
T : ‘3. . Each student will have developed a plan for * :
- |.\ G\' . o “. ’ B ’ * » : . ‘ . | ¢
L improwing his own skill in group decision maklngk ¢ s
I , ' ; . ' 5 &
- L]
- } | ) -
[ ' g [ ’> .
¢ )
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Teaching-Learning Activities Lo

‘

After a brief introduction aoout group decision mechanisms
including'votingl authority and consensus, the instructor - °
will distribute ghe attached sheets concerped with decision-

maklno on a trip td the mogg. Ind1v1duals will be ‘asked to

”‘make déﬁlSlons about the priority order of equlpment as

descglbed. . ) i

'15

q =

Whgn they have completed the tas? they w1ll put their papers

away, and the ¢lgss w11L be assembled into two or three groups;
each representing a space crew. The space crew Will then,
v 4. 3 N
without constituted leadership undertake the~same*deCEsion:-—"—j~'
[ LY . ) -

exercise, coming to a group decision-making- conSensus.
\ ) . oA X

N ]

At the end of the group exercise,'which should require about

thlrty (30) m1nutes, the 1nstructor will nelp the students

score the1r answers accordlng to- the attached key.

*

then set .up a matrix of results as follows

. +*
s . .

He will

I3

2

* GROUP 1

Average of -
* Indivwidual
~ Scores

) »

Best Individuaf
Score @

- .

Group Score

. Difference .
. Individual Average

" And Group Score
-
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- R )
: . .
- . . ve N - \ *
The group will discuss the decision-making exercise based on the

-

quality of the decision as it resulted from’the styles of

decision-making procedures used. An emph351s will be made to -~ -

A}

help each 1nd1v1d%al understand his contrlbutlon of the group

Wlth respect to hlS avallable 1nformat10n Was I too aggres-\
. i \
sive, knowlng very little about the moon, or too shy and know—

a

.

ing aAbot about the moon? How does a group learn to take

9

.

advantage of the resources available to it?,- What is the most
approprlate klnd of leadership? How can-I develop my group

decision-making skills further? ) ‘

K : o - ; ~

The instructor will then lead a group dlscu551on, moving the
51mulgt10n experlence results \mto the real- world, helplno

each studentfxf assess hls own dec151on maklno aﬁllltles and

techniques as he functlons in small groups on the “job. ..Each

-

student will be asked to. make Eome 1nd1v1dual plans abput

improved skllls that would helﬁ his decision-making process. v

Further discussion can be based on chapter five in the text,

.- )
which might’ be assigned, and,its implications for each student's
. R s = <
work and personal life.

L ’

8-
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NASA, -
DECISIOR FORM
e

by Jay Hall

You are in a space crew originally scheduled to

rendezvous with a mother ship on the lighted surface:

of the moon. Due to mechanicat difficulties, however, °*

your ship was forced to land at a spot Some 200 miles

from the rendezvous point. During re-entry and landing,

much of the equipment aboard yas damaged and, since .

survival depends on reaching the mother ship, the:

most critical items‘available must be chosen for' the

200 mirle trip. Below are¢ listed the 15 items left

intact and undamaged after theslanding. Your task-

is to rank order them in terms of their importance in

alldwing your crew to reach the rendezvous point. Place .

the number 1 by the most important item, the number 2

by thé second most impgrtant, and so on through number 15°

the least important. T
{

Box of matches

' Foog concentrate

50- feet of nylgn rope

Parachute silk
R Portable heating unit

~3wo .45 calibre pistqlg
_ﬁ;l_'d%e tase Aehydrated Pet milk
_____'Two'lod 1b. tanﬁs &§ oxxéen

[

Stellar map (of" the moon's,consféilation)

R AN

ﬁife:}aft ’

]

. 1 Magdetic Compass

5 gallons of water

Signal flayes' .
. * . ‘ .~l ..
"First Aid Kit coqgtaining injection
&needles r; g Kl
: ? 5 . .
Solar-powered FM receiver-transmitter :
' M,
? ‘ .




x.

¢
"INSTRUCTIONS:

Due to meohanic;
\ at a spot ‘some

survival depends on reaching
available must be chosen for

order them in terms of their

to reach the rendezvous point.
° item, the number 1 by the seccnd most important

15, the least important.
- \ |

\

Little or no use on the ,moon
- Supply daily food required

Useful in tying injured
" together, help in climbing

Shelter against ‘sun's ray

Useful only if party landed
on dark side -

.o éelf-prdpulsion deyices
. could made frpm‘tﬂ*h

You are a member of a space
ta‘Lcndezwous—w+%h—a—mother—sﬁfp—vﬁ—fﬁé‘ngh?éa surface of .thé moon,
1 difFicultie
00 miles from
and landing, much of the equipment aboard was damaged and, since \

15 items left intact and undamaged after landing.

<
: ' . 70
o KEY

crew originally scheduled

1

%é however, your ship was forced to land
he rendezvous point. During re-entry

the mother ship, the most critical ftems
the 200 mile trip. Below are listed the
Your task is to rank
importance for your cyéw in allowing them
Place the number 1 by the most important
, and %0 en through number

\ -7 . . z«\
1S .Box of matches
. o - . 5
Food concentrate {~ . °

4

——
6__ 50 feet of nylon:rope
8

Parachute silk . .

13 Portable heating unit ¢ Cos e
11

Iy

—

Two .45 calibre pistols
| Y

0

>

Y . Food, mixed with water for " 12 One case dehydrated Pet Milk ,
. drinking = ) : i .
- 1. @ . . R . |
' Fills respiration requ#§e~ 1 Two .100 1b. tapks of oxygen
ment . |
P . . . . ®
One of principal feans of 3 Stellar map (of moon's constellation) \
finding directions .. - - - - )
bOé boftleg for self-propul-° . - . 'i P n
sion across chasms, etc. " g, . Life raft ~ —_ ,
Probably no ﬁkghetizéd ﬁolés;“L ' S
thus , useless 14  Magnetric compass
- Replenishes loss by swedting Yo : ) -
etc. L. 2 S5 gallons of water ,
X O . —— ) - .
Distress call when line o ., . N i
sight possibje 10 Signal flares o

‘Oral 'pills or injection
medicine available

. .
o -

L
‘

Distress signal transmitterf,
possible communication with
mother‘ship

rd

e
Id

: [ .
=<' _7 _ First aid kit containing injection
‘ needles ; . e
v . *
- . M ., _
" _5__ Solar-ppwered FM receiver-transmitter
» -
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CASE STUDIES IN DECISION MAKING

-,

« Rationale ) . .
- / ¢

Another series of units can be used according to the tase
3
studies found\in the back of the text, Making Decisions.

They start on page 203 thh an explanation of how to study

a case, then proceed to a series,of decision making 51tua-

-tions to which models can be applied kﬂ

oho-
. ’ i / .
’ ¢« '%ﬁ, '
Objective RO

1) Each student w111 develop increasing skill in the
application of structured models for. decision-

making to specific decision making situations.
: : UL S
Teaching Learning Activities : =
N - N -

The instructor will review the model’s, incllding the

¢
. <

Force Field Analysis, the three stage model, and:the models”

found in’ the text * The 1nstructor w111 then ask students

\

to apply the appropriate model step, by step, to cases

described in the text.

-t

- i

|

Small groups will he used which will deliberate and use
the model, andjreport to the total ciass. The{} report
inciudes the“description of a case, the model that they
used and its applicability, " the steps that they used in
vapplying the model, and the anticipated results of their

dec1sions. L .




. : ‘
' . 4
-
’ .

- | BT

:4 . The total class w1lfﬂlﬁen discuss ‘the appllcablllty of the
: L modgg, the quallty of the work donE by the group, and the

v 4 !

. ant1c1pated results. After a series of case studies are-

“ undert;ken it might be possible for the class~to,gene;ate'
its own case out of the experlences'zf the students and
contlnue w1th the appllcatlon model .to each ca;e. l

. . . . ) \L
. SR ‘ |

e
’




¢

.~ This series of units is in. the nature oﬁ-a‘”catch-ali“,

.

s‘ O ", N R . )

D. ISSUES IN THE WORLD OF WORK

An 1mportant series of ﬁfsues wltK/wthh we can deal in
. 1
Cooperatlve Educatlonifre the genetgf themes of the world of .
\

work, Many students have onﬂy 11m1ted access to information
N

about JObS other than their own, and can proflt by sharlno 1

\1nformat10n about JObS jobs ava11ab111ty, JOb satisfactions,
) B | :
and job problems._ L
. . ’ . - . . Y ) . / /

~—~——

providing extensive experiential informatio¢ for 'the $tudents .
o - . . . L
about general issues in the yorld of 'work. One virtue aof the
~ i * N
Co-op program and its experiential nature-is that younger and
. ~ .
older students can be mixed, and in a variety of experiences
shared with each other. . ,
v ! N ’ A *
? . < .

-One of‘the un1ts within this sectlon 1nc1ude a=0éneral diséussion
(\/’ 3 \\ , El .
and bralnstornlno se551on .\ the satlsfactlons and problems on

¢
EY

the job. Another will help \sgudents to-asseSSXtheir‘vilues and

Undertake valueeclarificatio, rocedures within the world of work.
¢ ' )

Another W1ll look at job épenln s from the perspectlve of the

‘personnel department rather than only from the appllcant Other

1ssues 1nclude Job Interv1eWS, Stress on theoJob and the general




The resourceful teacher will ea51ly add ;o thi's list of

|

1ssu?s according to mhe deflned needs of the Students The

~

unlgs hére are also readlly modlfled in terms of length or 7

P !

‘number. The first unlt, parxlcularly, {s amendable to repeated

appllcat/ons throuohout the serester.
1. .




L)
»

Y

"with a job, whether lawyers, plumbersdvdoptors, prostitutes,
& - - .

. SHARING OF JOB INFORMATION °

N . . ‘ ' A

'

Rationhle * = - . - . . 1

Readlng;{he very 1nterest1ng book Worklng by Studs Tyrkel,

creates- the ama21ng31mpre551on that theboverwhelmlng majority ,
‘) . . - . - ©

of American wortking people are grossly unhappy~in their work.
The book is a serffes of 1nterv1ews, with people ta1k1no about

the lack of satlsfactlon and the d1ff1cu1t1es often associated

v

t

AR [ ”~ .
clerks, managers or welders.. - ! A, .
LCIR 0T .

The general thene of job satlsfactlon and sharing information

about each others job is a majéi one in Co-op and is undertaken"\

" Lt

1n thi's module.' Many students‘haye very 11ttIe knowledgevbf

the 'kind of work that people do other than themselves, and f1nd ’
the shar1ng interesting ‘and useful Also, the genera} theme

?f "where does my satlsfactlon come from on the job, where do‘

<

my” problems come from how can I make my Job as enr1ch1na and -

8;,

fulfilling a part of my ! l\fe as p0551b1e?" is undertaken

The' unlt can be Tepeated often, and - can be used to he1p the

Student find 1ntreased fu1f111men4 at work. }
Objectives e ot S

.

- ‘e ,

1) Each student will have more information ahout the entire
L VR [4

- world of work and the nature of other JObS than their own

2) Ejch student .will be more aware of ‘the issues involved
(o s

-in creatﬁng job satlsfactlpns and JOb problems and havef\-'i'

some beglnnlng ideas about how they can help their %wn

. k. -
k4 1)

. Job be more fu1f1111ng' . \ o Lo }'/, L
- v e : S 3

- « ' r 4
‘ - )




'Teaching-Learning Activities

-~

satisfaction and lack of sat1sfact10n in the world of work,

¥

instructor can refler to the Turkel book
A

7‘the book as handouts for small _group d1scu551

¢

on

IS
’

least a beginning awareness about a sense Of sa

-

Job.b

t

M -
¢

-~

" The instructor will ne
students* can generate a list of cr1ter1a by whic
their own Job
hear about 1f someone were &elllno you about the

+
my specific role, my- relat

~

topics might include,

other people, my salary and working conditidns,

.

relates to my long range career plans; how satls

.

where the problems on my job come from,fetc.

e

After a comprehensive list of criteria 4s oenera

‘should be divided into aroupsrof*#hree w1th peo

‘roles as posslble and who do not know each wther,

turns in'sharing information about their jobs; &

. . S
cr1ter1a.as a check11st. Each person wlll<expra
t .

relagionships with- people, his job-satisfactions

L)

his job-problems. Emphasis can also be made on

to be accomp11shed listeners as each person expl
. “d

% .

‘o
by

L 1id

e11c1t discussion” based on’ the student S own.exp

Xt lead a brainstormdnu exercise+in which

-The quest1on is "wHat topics would you want

The instructor will give a br1ef antroductlpn about the idea of

and

er1ences.‘ The

and use sect1ons of -

3

"t6—§enerate at

isfaction on the

»

h they can define
fo
ir 30Q7” Typical"

ionship with
how my job o
fy1n0 the job is,

H

ted the class

ple “in as d1verse
"They then take.

slng brainstormed~

in his role, hls

and fulflllmentsr

'3
he1p1ng people

a1ns his role.
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tEach group,. as the three presentaticns are completed, can
plan for a’ summary presentatlon to a total group, particularly

empha51z1ng job satisfactions and problems.‘
. \ - ' '

A total group dlscu551on can then summarize some of ‘the “issues

.

unvolvcd in job satisfaction and help people think about methods

i

for helping their own job become a more fulfi¥ling and ‘satisfying

-

part of their total 1%fe, - , , "

-

) . . [ 4

N




' - VALUES' AT WORK : .
\ \__~ VALUES' AT WOR _ N

-~ . -
Rationale o : J ,
241-ona’le . ) ,

A maJor issue in satlsfactlon on the JOb is the con51stenc&

of one s deeply heid personal values, grounded,ln cultural,

\fellglous and personal- experiences, with the‘required day-to-

day behaviors dn the jbb Fo .the extent that those behav1ors
are conélstent with one 's values,.there is the p0551b111ty
for fulfillment and cqntentment on the job; to the extent,
however, there is a* lack oﬁ relatlonshlp of values and one's

work, behav1ors or personal behav1ons, or-to the ‘extent’ ‘that

they are d1fferent,,there mlght-be conflicts generated and

fnhappiness result. s . o o

) _ \ , e : .
Thiis exercise is an attempt to raise awareness of students

. . . S .

about thelir personal values in relation to the behaviors ‘ .

. Py (5 -
expected'of them in the world of work, and to help them to \\
.understand the 1mportance of that congruence

\ v : '
.} -

Objectives N . : .

1) Students will be more aware of their.own values,
. i B B

_where those “vatdes come from: how they are changed, ’
- _and.how they compare with others’5v31ues.
/) 2) Students will{have an unde}standing of the relation-
.shinlof their valﬁes and-the dssociated behaviors
in the world of woik, apd will be able to-make .
changes:as needed in,drder to improve their own
job sayisfécﬂion. ' . . S .

7 ' LN




+

. - \ . e .

Teaching-Learning Activities ’ "
. .t A . R - \ R . ¢

(The instructor will give a brief introduction about the' e
. . ] . .

importance of the congruence of personal values and personal,
behaviors in the world of work as well ds. im one's personal #

-~ .

‘lifek Emphasis should ‘be make on the fact that different

‘peaple have different values, whichAis;totarly atceptable,

. °

but difficulties can begin when people‘g behavior is inconsis-

. "

tent'With’theiy own yalhesﬁ ,

L
\J

’
.

N

The ‘instructor, ‘with the help of the class, will generate and
present a<model of experiential value growth similar to the

following:

Introjected Values or ' s
Content Information '

v
v
°
‘v

Behavior Based on: Introjected
Information

* ' More new valugs - Experience as a result of
or information feedback concerning the behavior
\ ?\ 8
N rd 4 -
v
* \
- VN P . 7\“\ .
’ o+ ’
New behavior based New values or i _
" on personally® information based . -

" '.approp}iated values . , on personal entjzignces

-
» .




-

In general, the-idea is that introjected values which come from

outside one' s/self one's mother, one's: church onc's teachers,

. . - . -
- .
. {
. . .
' . | . - e
’ . ! ~
’ - B
’

or, the moral standards of-a culture,gform our initlal sets of

walues and thus our initial behaviors. Behav1ors however,

can-result in experlences which mxght conflict With those
values as well as support them - The persbn, therefore, gets T
1nto his own cycle of’ behamlng experiencing; and readjusting

A

- hls values, The experlentlal learner 1s the person who is o

growing and has entered that cycle Some people, However, - s

Y
=

‘retain unexamined 1ntr03ected values and, are constantly

-
~»

be51eged(by problems as a result,

.

~ The 1nstructor then conducts a valulng ekerc1se using the.

list of values attached, He asks each student to rank order-

° "

the elghteen values accordlng to his view of the1r importance
in his-’life; one belng the most 1nportant two the' next most
important, down through elghteen the least~important1 Then,

according: to the’ instructions, each student decides on the six

»

which are the.most: important to hlm. _ . _ >
o - o . L .
‘z After each student completes the llst the instfuctor can
oy . ’

tabulate the’ totals on the chalkbOard‘in order to give every-

they are descrlbed ‘ " : . .

.
A - - . -

Then each‘studént 1s asked to'consider based on hls knowledgé‘

 of hlS Jdb and the 1nformatlon that he generated in the prev1ous

,




. ., URrijt about Tharlng 1nformat10n about the world of work A . *
descrlptlon of how the behaviors requ1red on his job comple- - 3
. ment orT. 1nterfere WIth the’ values that he 115ted as his most RN

important. This can be done by- llstlng each of the 51Y T ‘

- - -~ - -~ & 13

1mportant\Va1ues,‘1n one column, 1nformatlon about: the job ~7 .

+ behaviors in an ad301n1ng column, and con51der1ng how qhe e

. . . s ‘ . . ¢
. columns relate M ‘ v e - -

- . * . . I \‘ . * :
[ a @ At * ' N )

- ’ . 4 1 o *

Students then should share the 1nformat10n about" ‘he conoru-

~ . . . 1

- eqce or,lack of it in their values and -their Job behaviors; o

. . . ’ ~ -

.,

. with each other in, smaljl groups. I _ .

N - X * . . . . \ ﬁ‘.‘
\ .
A total group dlscu551on should follow -concerned with_ the .
4 . . ‘ [N

. value - experlence - behav1or cycle; generatlno one's values, -

and prOV1d1ng for Jbb etperlences that are con51stent w1th oo »

nﬁ S own values. v . <

= .
. , e ) .

e
]

ERIC ' : R Lo S .

- .
,




_VALUES ﬂ NOTES

- L . .
’

, Below is a list of eighteen vaﬂges arranged in alphabetical order,.

, First, .study the. whole list ca fully. Then pick out the 6 values

' which are most’ important to you. Then discuss these values as a group

v ' and decide upon 6 that the group agrees upon ak being the most important

i " values. Place these 'six in order of importance f£fom 1 to 6. Your own, ' -
+1ist might be different from the group's list. . )

- -A COMFORTABLE LIFE o e

AN EXCITING LIFE

A SENSE OF ACCOMPLISHMENT - .
A WORLD AT PEACE . 1 - -

A WORLD ‘OF BEAUTY . °

* .

EQUALITY
. ~ FAMILY SECURITY

’ . <

FREEDOM . !

' HAPPINESS
"' . INNER HARMONY . : : :
MATURE LOVE | ;o !
E ' . NATIONAL SECURITY : :
PLEASURE S ‘ .
 RELIGIOUS FAITH . | .

SOCTIAL "RECOGNITION .
- ' * SELF-RESPECT .~

i »
®  TRUE FRIENDSHIP
WISDOM
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.THE JOB INTERVIEW

Y Rationale ‘

An important aspect of finding a satisfactory job is the s
&

>
% job interview. . Often, people who are completely creden-

¢

tialed and well qualified fail ta get a job, or get the job
they wish, because their skill in.undertaking the job .inter-

view is limited. Conversely, people with confidence in

_‘faking the job interview who can present themselves well,

-

4 * ' »F
- have a major advantage in finding a job almost regardless
.of’{heir credentials. In short, the job interview is
4 ;

crucial. This unit helps to develop increased skill in
=\
taking the job interview. It is useful not only for
o \ & ) . ‘ ! -
people who are seeking a job in the immediate future, but -

4.

rfor people who are more experianced®and still, ‘betause of
job-mobility, might be undertaking a change at some point

. in their 1life.

Objective ' ® ' ‘ s
. »
Each student will be able to demonstrate improved skill in

taking a job interview and be more comfortible with the

1)

-~ interview procedure. °- Jfg

. 4 s :
Teaching Learning Activities y .

The instructpr will make a brief prése%tation“about the

> »

nature of the - interview and what one can normally expect .

; . . 4 .
y in an .interview situation. He will draw on the experiences . iz

. of the students in asking for descriptions of a variety of '
™
)




..

of situatipons so .that the general awareness of an interview
—_— . ~ .

o

is'clear. - .

A 3

. ‘ \ L , .
- : | , /
The group will next brainsterm the criteria by which-an
S . .
interview‘might be assessed . If you are looking over the - .

shoulder of a job 1nterv1ewer, what character1st1cs would -

make it successful what cr1ter1a would you use in determ1n- .

.
P '

"ing whether or not to hire a JOb appl1cant7 These might . :

- \ o . ¥ “

1nclude all aspects of verbal and non—verbal'communication,

&dress and, oroom1ng, promptness the ability to ask questions, '}
balance of Tommunlcat1on and many,, many oﬁh%rs _y b

\ s

The group is next d1v1ded into threes, and an 1nterv1ew is .
- » .

role- played One student takes the role of the applicant,
one the.personnel person conducting the interview, and’ a 'Y

. third is.the observer. co =

The interview proqeedsy:witﬁ the observer not joining ig,

but'takino notes'and using the brainstormed criteria or

checklist. After 10 or 15 minutes, the instructor stops ’/,

s

~

«the role plays, wh1ch are being cohducted simultaneously,
"and asks the observer to comment on the process of the

w?_.lnte'l'vmw to’ the %r two people.

A4 s
hi

< 2

LA 8

“%;rhe group thqn rotates .the roles,‘sq that each person plays ’ e
;" 3 different part.

]
D

RSG5




-

After conducting another ihterview, feedback, and further

discussion, the roles are rotated for -the th1rd time, glVlng

everyone an opportunlty to undertake each of the three roles.

\

A

A final tqtal group discussion would assess at the whole
process of the interview, what some of the\pltfalls are,
how to prepare oneself most, appropr1ate1y and how to accom-

pllSh the interview as effectively as p0551bleg

- I

A number of handouts are/fzillable and can also be- used

Whlph include suggestions for how tQ take a job interview.

-,

This workshop can be repeated throughout the semester,

~with .the 1dea of helping everyone tq improve their skills in

s 1

1

]

-
.
y -

taking an interview.

) ’ LN
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P .- v STRESS AND COMMUNICATION .
Rationale. . - s T » Y =

,

14 ~
In the current'vernacular, stress on the job, defined as

° - s - °

physical and emot10na1 problems caused by job difficulties,

A
e T « Ny

has become ‘an extremely 1mpdrtant 1ssue. Many people ‘appear ;
to be subJects of*"burn -out", of either emot10na1 or phy51ca1

P problems as a result of job pressurgs and the 1nab111ty to

cope‘fully with them

a

Il . 4
i

. ! ' & . M
This workshop or series of workshops focuses on the concept

1 -
of job stress, particularly as related to inter-personal .
. *

communication onthe-job. The general’ theme is that stress

will be reduced if oommunlcatlon and relatlonshlp skills are’
g i e
used more appropriately. . ‘ Sy

- ¢

" Objectives . . = - - N
1) Each student will be more fam111ar with' stress as _ \\\

- felt by himself and other , and have a sense of . )
. . "being in the. same boat" ut with a pdtenFial for . .

growth and the decrease of stress .- | :

) /i ) [

' " 2) Each §tudeﬁt will have'igéreased knowledge in the | : 7
) areas of 1nterpersonal communications on the job, - -

espec1a11y llstenlng, as it relates to stress.- : .

}._ . —~

. - Lo e
" Teaching-learning Activities X ) .

-~ ’1

)

'The teacher would ngduct a Cross- Interv1ew1ng exerc1se‘ in D
+, Wwhich stGdents are asked to introduce themselves and interview

other persons in the cipssroom, for a period of two-to-three

o ' JH!Q'

r . -~
.




3

m1nutes each concernlng the issue of stress " What is‘strésé}

wlere does it come from, how do you deal Wlth it, how doés it

™

relate to communication and relatlonshigs? >

A >
- ‘«ﬁ
" ook i
1]

-

After most of the people have interviewgﬁ mogt'qf‘the’bthers}
, . £ a | :
in the room, the teacher will ''process @ut" the results;;that
\ ) .o i _
is, ask people what. they talked about dnd what interesting

-»
3

things they heard about stress. . /;

>
» A

®

The teacher will then give a presentaﬁidn abogﬁ"the~nature

. of communlcatlon, some issues in commun;catlon, and a model
AN .. RN L4 Y]
of communlcat;on attached ent1t1ed, "Joharl s Window". 1In
] oA ¢
this model, part1c1pants are helped to’ understand the relation-

sh1p of communlcatlon problems to commun1cat1on sk1lls and a

- -~

& F

decredse of JOb stress. ’ X

.
. -

- . .

»

The teacher would then conduct a brainstorming session in

' 1 e
which participants are asked to identify inter-personal

-

commun1cat10n issues ongéhe job, based.on the Johari Window

< 3

model Trlos would then be establlshed in which role-play

would be_undertaken‘td practiqe the communication skills

’ ' N .

identified in the brainstoxminoc‘ The roles would be ore who -

gives information, one who 115tens and draws out that informa-
‘tion, andf’ an obéerver, After brlef perlods of t1me, perhaps,
five 4o ten minutes fdr each cycle, the roles would rotate

so that each person. would have* an opprotunity to take all

roles in the trio, or in the 1nterV1eW1ng module.

"h \ o8




.

. -
-

The teacher would then summarize the learnings helping the.

participants to upderstand what happened, what the implicafions -

of improved communications on-the-job are, and how they relaté

to job stress.

A final total group discussion would be led on'the generdl' 4

theme of how to reducé onrthe-job stress with/improved inter-

J
personal communication.

-

i
L
. .
y “'
- -
N 1]
-
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THE JOHARI WINDOW | “
A Qrapﬁid Moéel‘df Awarepegs in Interpersonal Relations

. . : - Joseph Luft
Like thé happy centipede, many people get along fine working with .
others, without thinking which foot to put forward. But when there are |
.difficulties, when the usual methods do not work; when we want to learn.
moré-- there is no alternative but to examine our own behavior in relation -
- «to.others. The trouble is that, among other things, it is so ‘hard to
find- ways of thinking.about such matters, particularly for people who
have no extensive .backgrounds in the social sciences. o~
Whén Harry Ingham and I first presented The Johari Wihdow to illustrate
'~ relationships in terms of awareness (at W.T.L., in 1955), we were surprised-
to find so many people, academicians and non-professionals alike, using, .
and tinkering with the model. It seems to lend it3elf,as a heuristic
device, to speculating about human relations. It is simple=tom=v.isualize
the four quadrants which represent the Johari Window.

£ <

el

!

uadrant I, the area of free )
activity refers to behavior and . Known to Not known
motiviation known to self and : selk to self

e

known to others. » . - -
N Known I)\’-u

. . .o
Quadrant II, the blind area,

where ‘bthers can see things in To Qthers Ares of -~
ourselves of which we are unaware.

-

free

3

Quadrant III, the avoided or : activity

hidden area, represents things . -

weé know but’do not reveal to others

(e.g., a hidden agenda, or matters .

about which we have sensitive _to Otheds, | Aveided ’ ‘Area of
’

Not known II1 by

feelings). ' -,

or hidden / unknown

Quadrant IV, area of unknown .
“activity. Neither the ‘individual ' ’ area ‘ aceiviey

+nor’others are aware of certain ‘
behavioys of motives. Yet, ,we

can assume their existence because &
eventually some of these unknown
behaviors and motives were influencing

relationships.all slong, ¥
. g

In a new group, Quadrant I is very small; there is not much free and
spontaneous interaction. “ As the group grows and matures, Quadrant I
expands in size; and this usually means we are freer to be more "like *
ourselves, and to perceive others as they really are. Quadrant 1]
shrinks in areas as Quadrant I grows larger. We find it less necessary
to hide-or deny things we know or feel. In an atmosphere of growing
mutual trust thére is less need for hiding pertinent thought or feelings.

ks

. Aruitoxt provided by Eic:
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°  THE JOHARI}WINDOW - .
It takes longer for Quadrant II to redute in size, because
usually thete are ''good" reasons .of a psycholaogical nature
to blind. ourselves to the things we feel or do. Quadrant IV.
perhaps changes somewhat during a learning laboratory, but’
we can assume that such changes occur evens more slowly than
shifts Tf Quadrant II. At any rate, Quadrant IV is undoubt ™
edly far larger and mere influential in an individual's

‘relationships :than the hypothctical'skegch illusttatgs.

PRINCIPLES OF CHANGE . R :£§
1: A change in any one quadrant will, affect all other”
quadrants. ' FL. '

2. It .takes energy to hide, deny,'o£ be glind to. .
- . behavior which-is involved. in interaction.
. s 5 -- ' .

3.. Threat tends to decrease awareness; mutlual tz;;:\ )

tends to increase awareness;.

- ¢ .

4. Forced awareness' (exposure)—is undesirable ang
usually ineffective, : . . '

5. Interpefsonal learﬁing means a change has taken
place so that Quadrant I is l#rger, and one or
more of the -othér quadrants has grown smaller,.

" v oL : s v LR .

6.-"Working with others «is facilitated by a’large :
enough area of free activity. 1It.means more of
'the resources and skills in the membership can
be/applied to the task at hand. ‘

7. The smaller the first quadrant, the poé}erltﬁe
communication. el .-

. 8. Theré is-universal curfbsity\gbont hnknown-areas;
but this is held in check by Bustom, @ocialg
training, and by diverse fears. .

L)
'

. 9. Sensitivity means-apprecia&ing-thé cggért aspé%ts

of hehavior, in Quadrants I, III, IV,%*and respect-
ihg the desire .of others’ to*keep them so.
. 4 -
.10, ”Ledfning°about_group processes, as they aichBeiné :
/ experienced, helps to increase awareness (larger -
‘ Quadrant I) for the group as a whole, as wellpas
LA

for individual members: . o
. 4
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y ‘., JQB'QPENINGS EXERCISE ° ' = «» = *

. K9 L3 S “, ‘
Rationale ,ij>§ s L
—— 0t . y S

Most people -are familiar with the persennel'prOCedure'of -
wrltln; a reeume ‘applylno for a JOb taklng an 1nterv1enr
and‘elther flndlng or being deniéd the Jposition, - From‘the
perspective of the appllcant the process;hasimany-virtues‘
and man;’llmltatlons. I't 1s not dfteng however,‘that the

applicant can consider the proceaure bfkhiring;frOm';he

S

‘'perspective of the personrel pergoﬁ. _ P

.. EY
2

. . ':"@ g
This exercise, based on the idea of Job“ﬁpenlncs, re1ate5

v

~one's values to the hrr*g procedure, helps clarbfv JOb
‘oriented values and at the same tlme helps studynts to under-

‘'stand the problem of hiring personnel from\the perspectlve -

of the personnel degartment -

S . . s ) .‘ 4 4 ] Y
L T e 7 - . @i/ \
ObJect1Ves < . - X : .

\

:
N .
/ ,\ LS '

<. 1) Students will have a greatér understandlng bf the1r
-own values as they ‘relate to the world‘bf work and

how those values. would 1mp1gée ohﬂhfrlng people with
i SO
- N d1fferent cr1ter1a and quallfpcatlons- )

’ . +

. 2) Students w1}l have an understanding of some of the
, 4 T R . :

operations an% decisions neecessarygin a personnel

3 . .o

h " department, : 5o o
. 2 )
. s . s X - &
Teaching-Learnin .Activities , <,

-
- R A ~

~,

After an 1ntroduct10n about .the genceral’ functlon of the 1 -

'personnel department the instructor will di;trlbute the
.. . + -

R § SR
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A} A : ) - B N * . ! ) l E ‘92
. - . ;’ T - " R . o \\
attached sheet listing job op nings.- Students are to role

play belng a personnel d1rector and are asked to put all of )
o ! - o —
the n1ne appllcants in rank order of the1r h1r1ng, number one,

s

,the person that they would h1re, the number two the second

/g{ . most 11ke1y.person, number three, the third, down to the ~

nlpth{ the person that they would be 1east likely to hire.‘ ‘

. ' o .\\ ] L ) —_— :
After the rank drderino students are d1v1ded into small . ..

) . °

groups to d1Scuss therr orderlng, give - the reasons and élther -«
“ ' +
defend or alter their position. As the dlscu551ons contlnue

. »,

students will be 1nstructed to fdentify as much as. possible

- the values from which the were operating in makih: the
ue; Yy p g 1I g

et

decisions, and relate the idea of those values to the prévious

- wdrkshop done on values clarification in_the world of work.
, Anfalternamive activity, given enough time, is to have the )
* - small group come to a consensus about tfie rank order. This .
-, . , . ; '~ '
- might be done most appropriatély after the moqn,t;ip etercise

in the“section about decision making, in which consensus
.’ . i ? . ' . - . .
~. decision making procedures are explored fore fully,

3
L -\ . 8

. : ) i Tk N
. . a0 -
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JOB OPENINGS

INSTRUCTIONS: You are in a posation ‘of plaEing people~who need jobs. You

" .have nine applications for one job opening.

and need the'job.

You must decide who sh

the following list of candidates.

~
1. .Ane®-convict trying to go straight.

All of these people want”
ould get the job by rank ordering

1

He has zpen‘out'of prison for
Hé has hel¥ several jobs

-

over a year and has stayed out of trouble.

* during this

~Jime, but was fired each time when his bosses found out

he -spent time in prigpn.

He is becoming frustrated, discouraged, and

angry.

’ ' ]

A Zdzyghr-old\Vietnam veteran who was awarded several méﬁals for'bravery.

He has a low-paying part-time job mow, but is highly qualified:for
thiS_ !-Ob.v K . \

A woman whose husband recentiy dieds.

She has four young children, .

ages one to six, whom sheynow must-support.

She will be getting

in the ho

*Qown.

s ~ . - . .
A recent immigrant to this country who is the father of four.

$200 a month from insurance, but this is not enough to live on.
A 60-year-¢ld man who needs this as a second job.

. spital for several months. To continue her treatments,
which"are expected to-continue for seven more months,
job. e, ) .

E

A former dope.addict who has kept away from drdgs for ele?en-mon;hs.
He has

He -is a very serious young man who is determined to do well.
had trouble finding jobs becaus®& of his former addiction, and his,
psychologist and priest say there is a strong®possibility he*will
return to drugs if he is not #mployed soon..

A highly intelligent Negro who lives in a slum. He needs.the job to

continue his college education and td help suppgrt his-brothgrs

-

he feeds ﬁis

His wife.has been

and sistérs. ,He wants to become 3 doct®r and hélp the poor in‘ﬁfg

¢

neighborhood. . -

& .

A young woman who left herﬁﬁirenx's home tq t®* to make. it on her
She has a strong. interest in this type of work, and is the

beft qualified of all the applicants.
- -/

His
knowledge of English is poor, and this will probably slow him down
on the job 3t first. But he is 8 clever and confident person who

Jearns quickly. N .. i

-« 4

A physically handicapped per§oﬂ who i

"~

s looking for a chance to prove

himself.

He possesses a great deal of determinationiand courage.

His-handicap will hurt his performance on the job somewhat.

o

$.

o
<

() A ’
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[ © . HEALZH IN THE WORKING WORLD,

. "Rationale - ) o . '
< -—"“.\ .

J

. § .
, . General health, vigorkind vitality are crucial virtyes in .. \ ‘
the world of ork. Both emot1?nal ahd physical health are B

meortant to fulflllmenﬁ and t0¢sat1sfact10n -On-the- JOb and

]

tz accomp11sh one's. work or1ented objectives, This workshop; -
rd “‘ *
W, 1ch is centered on a series of questions, helps each student

=, -1ook at his own l1festyle 1n terms of, his phy51cal and emotlonal

[

> health, compare h1s s1tuat1on ‘with others in a similar area,
J |
and perhaps make some decisigns about. steps to undertake to

- 1mprove hls overall health . s "

[2

Objectives . ° ' B 4

l) Each student w1lI have an increased awé%eness and a greater

. »

«

understand1no of his own phy51cal and emot1onal health

hab1ts and how\they are affectlno his l1fe. ' -

2) anh student w1ll have a beg1nn1ng plan for 1mprovement

»—. '

for h1s person@l health in’ x@latlon to his work. .- o
! i’ s

“ AT N ¢ v
¢ LN . 3

@

Teaching«Learning Activiti®s T > ¢
7 rd ’
M . : y ’

N o . . . . . 2
K Aften g1v1ng an introductioen about fhe 1mportance of 'health on

the job, and a discussion among the students about health :

4

oriented issues wh1ch-1np1nge on the-work sltuatlon the 1nstruotor

R W1ll dlspense the attached quest1onna1re rentitled, "How Healthy  » .
A Life Do/You Lead". , s ’
Y ) .Studéhts will be instructegb;o read the 1ntroductory mater1al

* and” to .answer the qQuestionnaire.as indicated through question .

¥106. o

- \4
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When all studerts have completed the questlonnalre, they
) 7/

will be, glven instructions for scoring the results, asked

to write the total factors for the Varlous sub-scores, then
%read the materlal on ‘interpreting the scores. They will

then transfer the 1nformat10n tg»the c1rcu1ar chart 1nc1uded
R ' ]
read the® ana1y51s 1nformat10n. Co
. N ., . . »
Lo - ) ' T
}he 1nstructor wiil then ask the students to. meet in small

reu S to dlSCUSS nd 1nter ret the Tesults of the1r
g p: E p

4

xS, , ot

>

" Each- studept will .then be asked individdally to write a

¢ tuug

-

questionnaire.

series of act1v1t1es which he mlght undertake to 1nprove -
[ -
his health 51tuat10n as 1mp11ed by*the_results of the test,
They might incluae issues ltke‘using the éeét'belt in the
car, trying go find mqu friends, cutting down on“drinkiné,

"

getting more-~exercise, etc.

. »




How Healthy-A Life_Do.You Lead?

Adabted with permission from Understanding Human Behavio}; N. Wright (Ed)
Lolumbia House: New York, 1974,

2
Introduction: . - ‘ ] >

+

This questiomaire’ "How Healthy A lLife Do You Lead?" explores one of the 4
most important-perhaps the most important-aspecgs of a person's life:
adjustment to his environment, to his work, to the people he-lives with
- anq to' his own inherited physical and menta] capabilities.«~The trouble
...is that when people speak of good health they usually assume it to be just
. physical fitness-the sunbBurned, muscular figure is the focal point of much
of our§§ociety'svse]f-expressjon, both in the fictional world of TV, movies

and magazines, and the commercialeworld of advertising.
. i -

ists, is the sum of a variety of features of which physical vitality/is but

one,  This questionnaire is designed to build-up a profile of how “hedlthy

" you really are, as expressed in terms of eight key factors. These factors
-and their relationship to each other will be explained when you come to
analyze your scores at the end. [t is important to remember that the tests
are in no way a substitute for.a physical cthkupby a doctor, and a high
score on the ‘tests -should not lead you to be incautious about your physical

_-health or neglect medical advice or treatment. They will, however, give'you.
a really iateresting and informative picture of the balance of these factors
in your case-a useful quide to how. healthy a life you lead. As -usual, you
must answer the questions -honestly to get any real -value from the tests,
refrain from. peeking at the scoresheet before finishing, and, if possible,
do the questionnaire on your own without discussing the results with anyone
afterwardé‘ . , ) B

Byt true good health, as known by the ancients as well as modern scf:7ﬂ
1

-

¢
. ¢ e
.

‘\_'_*De'signed for adults who are currently 'emp]oyeq full time.

*
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No

Questionnaire: : /f/ - Yes
1. Do you take sugar in your coffee or tea? o
-
2. Do you take more than two spoonsfuts?
« 3} Do you regufarly take aspirin and non- -
: prescription painkillers more than once a week? X
. (Women exclude painkillers for period pains.)
4. Do you play, on a régu]a; basis (more than twice
a monthgf any active competitive sport such as .
» tennis, squash, football (but not including
.~ golif)? o -
5. If yes, do you play more than once a week?"
6. If you are a cigarette smoker do you have a morning
cough? (Nonsmokers score “No")
7. Do you use, even occasionally, any illegal drug
such as marijuana? ) °
=*-8. Do you ﬁend to bolt your food?
9. Do you walk or jog a minimum of a mile every
day? (Include golf, but not walking around
the house or office). T
10. - Do you drink (including tea and coffee) at s
least 3 pints of fluid a day? ’
11. When suffering from relatively minor illnesses
and infections, do you go to the doctor for
antibiotics or other .medication as a matter
of course rather than try to "ride it out” on
¥your own?
12. Do your eating habits frequently éive you
painful indigestion?
13, If j@h own a bicycle or horse do you use it
whenever you can? (If you have no bicycle ;
or horse, answer "No") _ . .
4. Dp you find yourself frequently nibbling snacks
' or chocolates between meals?
- ' . . :
15, Are you constantly finding that you have to
squeeze yourself into clethes? :
16. Do you have to use pills of any kind to help

you sleep?

124

[}




Questionnaire: (Contd,) ) ‘

7.
18.

19.

20.

21,

+Does your diet 1nc1ude regular he1p1ngs of salads ™

.and fresh vegetab]es7 v

. Do you make-a point of regu]arly visiting your

docté? and dentist for checkups say once a year?.

E g
Do ydu tend to skip meals because "you are busy"
and ;ubstltute filling snacks?

‘Has anyone ever said to you that you drifk to muc:h7

Do- you feel that-you-could, with Just—a-little
practice, take up a really strenuous sport such
as mountaineering, long distance running or -
competitive swimming? (Answer "Yes" if-you
already do so.) :

When_eating out at restaurants or with friends

do you frequently end up feeling rather overfull?

. Do you\Smoke?

.-heayy parcels upstairs?

’

Do you tend -to have a def1n1te weakness for
sweet, sticky foods7

<

Do you regu]ar]& smoke more than' a pack a day
or its equiva]ent in pipe“tobacco? o

Do you dq regﬁ]ar daily exercises (1nc1ud1ng—
exercise’ mach1nes at home)?

If you stand in front of a mirror without clothes
on, do you notice definite areas of- excess fat?

Do;you'¥ind it a real strain to carry bags or

1]

Do:you drink alcohol regular]y7

Do you ever drink enough "alcohol to give you
unpleasant- S1de effects of any kind?

. " Do you tend to keep very late hours, even when

you feel pHysically tired and, fat1gued7

Do you'have any false teeth, other than crowns
or cosmetic repéiacements7

Do you have fresh fruit or fruit juice “(not,

" canned)-at least once a day?




Questionnaire: (Contd.’) ' ' Yes

34,

35.

36.

!

37.

¢

38.\

Do you regularly use tranquilizers or anti-
depressant drugs .as prescribed by your doctor?

99

- No

Do people tend to comment spontaneously on "how ' \

well you look"? . N

Do you swim regd]ar1y (say at least twice a week
in the sumwer manths, or at other times when
you have the opportunity)? .

Do you avoid, wherever possible, fatty foods

such--as—-French—fries?

©If yob are a smoker, do you feel uneasy if you

do not have cigarettes always:z to hand or if you

. find yourself in a place where you cannot smoke?

39.

40.

41.

42.

43.

44,

45.

46.

47.

(Nonsmokers score "No" for this questien, )

If you take regular exercise, have you Efen doing

so for at least the last two years?
Do you allow clothing styles or fashions to inter-*'
fere with your physical comfort significantly-for
example, uncomfortable shoes or clothing unsuitable
for the weather? s s .

/- o . '

. Do you regularly eat more than two cooked meals

in the day?

Ve '8‘

Do you plan your own or your family's meals so .

as to make sure that you or tHey have a balanced .
o )

diet? ) - —_—

Is your weight within 10 pounds of that recom-
mended for. your build? (If you do not know,"

answer "No".) . .

Do you weigh more than 20 pounds over the
recommended average? 3 .

Do you find you find yourself ;akin§ a car for

short journeys when you could just as easily T

have walked? CL s

. N ‘ .
Do vou receive prescription medicines on a

regular basis from your doctor?

Do you spread butter 1ibera11yron toast or )
pastries? . . :

Y
-~ >
v
A

LY
-

L2
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No

»
Questionnaire:‘ (Contd.) Yes
—_ .
48. Would you honestly describe yourself as a °
physig@l]y lazy person?
. . !/
. 49, - Do you brush your teeth properly and
vigorously at least twice a day?
: 50. Do you walk or jog'over two miles regularly -
each day? (Include golf, but not walking
around the. house or office.)
51. Do you regularly take alcohol (even a glass
R of beer) at Tunchtime?
; -52. Do you tend to eat out more than you eat,at.
. home? . . :
) " 53. Do you find yourself short of breath after
: climbing a flight of stairs? .
, 54. * Has anyone ever said to you that yéu'smoke
s too much? (Nonsmokers score "No".) -
’ 55. When potato crisps, salted nuts and cocktsil
' savories are around, do you find them
impossible to resist?
56. . Would you say that on the whole your life-
" stylte leads you to abuse or ill-treat your
body?, \ -
57. Are youvtéking any part-time study or self- .
., improvement course?
58. Would you describe yéur childhood as having' \
been a happy one? ) .
’ s
-59, 'bo-you find it difficult to introduce yourself -
: + %o people and converse with them? ¢ -
RS M . '
60. ‘Are you a good letter writer?
* 61. Do you find your work-really enjoyable? ,
—#»~*~ﬁ*~*62;*~60*ybupwatch teTevi;ion‘on‘aVéYagé'fdf’Té§§”’ -
than two hours a day (say 15 hours a week)? .
: - . e §
v 63. Do you tend to jump from one hobby or pastime /
to another without ever getting deeply into one? *

64. Do you have any unusual fears or phobias?

!127




_ 73. Do you make a“point of taking at least one'

Lo oL
Questionnairs: (Contd.) : N
65. ﬁou]d.you honestly say that your work ‘gives |

you the challenge and opportunity which
" you deserve? ' « .

'

3

66. MWould you say that you lead an active social
© -life? R

67. Have [you got any domestic hobbies of a .
practical kind-for example, woodwork,
dressmaking, decorating or handicraft
of -any kind?

68. Do you have any domestic -hobbies of a
creative but not necessarily practical
Kind-for example, painting, stamp or
coin.collecting, modeling, embroidery?

69. Do you feel happy and confident mo§£ldays?
70. Do you have trouble sfeebing? ‘

71. Are you married? If not, do you have a lover
or fiance?

‘72, If so, would you describe your relationship.
with this person as a happy one?

_holiday per year when you are two weeks
. away frem your work and usual
surroundings? : e

74. " Do you always seem to be in financial
difficulties? - ' /

75. Do‘fiﬁancial problems worry you unduly?

76. Do you tend to push yoUrself harder than
most other people in your working
environment?

77. Do you make friends easily?

-~

w 78. Do.you tend to find yourself bared and

" “restless when not working? - N

LW : .

79. Have you ever had a nervous breakdown or

. been treated for severe degression?

. LI ’ »

80." Would you prefer an évening watching tele-
vision or reading to”an evening out with
frjends<

. f'.(
, o 128 _

Yes
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No
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v . )
: ) . .o !
Questionnaire: (Contd.) - R i Yes No
[ % N . ‘ ’ .
81. Would you descrfhe yourself as basically : /
quite a happy peﬁéoq? o ' \ . - -
. ) o _ —_—
82. (Men only answer this question.) Do you
enjoy tinkering with yoyr car or motors y .
of any kind? . . . _K g .
’832 Do you regularly read books (other than - /
magazines and newspapers );? .
84.° If so, would you say that you really
enjoy reading? .
T>85. Do you wish that your sex life was fuller ~ . t ‘
and happier? . -
86. Do-you sometimes feel that everything is ‘
getting to be too much for you?
87. MWould y6u say that most people think of
you as a sociable person?
88. Do you feel that other people have ‘ o . . .
seriously handicapped you as far as your
Jjob or profession is concerned?
. —
- 89. (Women only answer this question.) Do you N -
‘enjoy cooking, and the serving of food. . ° y
90. Dq you enjoy going out to dinner with- - )
v friends? ‘ . )
(>9]. Do you'regret having missed out on any Y - TN
_educational opportunities? - P T } .
92. If you were offered a more interesting job ° °
than your present®s at three-quarters ' .
of your existing ould you take it? ‘
~ 93." Do you get'unnecessar1 y anxious and f\
worried about things? o ' g
* - 94, _On balance, are you content to do things ' " .
on yourown and be.on your‘own if necessary?
A Ry . e \/
© 95. -Have 'you more than one close friend whose .
company yQu really enjoy?
Pany you really enjoy _ i -
* 96. Do you enjoy actively ]fstening to muspc? -
. . . s -t .
97. Have you made steady progress“and advance- = -

ment inayour job-for example, with - . -
. . promotion or business succésses? '

o~ a




Questibnnaire: (Contd.)

98,

99.

¢ 100.

4

102,
103.

5104 .
105.

106.

-1}

Do you-find it difficul

and re}ax at the end of

Do you have any regular
or pastimes, ‘such as pi

4

watching them?

t to switch off
:3? day? *~ . .
Pana
tdoor hopbies

aying sports or
7»,

ax"

Do yog enjoy parties?

Woulg you describe yourself'as sexually

attractive?

Do you get irritable or, short-tempered

4

for no good reason rathér more than

Yyou would like?

Do yoi watch television

te

regularly for Y

more than four hours a day, or say 25

hours a week?

Does untidiness and carelessness at
. Work or home trouble you unduly?

Do"you really-ehjoy sometimes just °

"loafing.around doing nothing"?

Have you always got friends or relatidns
who will be glad to have you {isit

them on a vacation?

S

Yes

103
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. SCORES

53.
54.
55.
56..

1. 7. 1F 0 6. 0 L 89. Tt°
2. 0 I 3 0 W . 6. 0 M %.. 15 0
13 1 0 9.0 1E 0 6. 0 0. 0w
., 0 1 ¥4 o . i 66. 15 0 92. i'o‘T 24 N
5. 0 1 4. 1C 0 .67 L o0 93. 50
6. 0 0, 4. "I D 68. 1L- 0 9. M, O :
7. 0 T O R N R R
185 1¢ 0. 44 0 1C 7070 M %. L. 0 .
19. 8 1c 4. 0 1 . T.-15_ 0 977 a0 h
2. 0 1 8. .0 1 2. % o 8. o W |
2, 1 0 47. 0 ~IF o 9:" 1L @ :
22. 0 IF 48 0 1E _ 74 0 M- 1005 0 ‘
30 T & i 0 75 0 WM 0. 1s. 0 L
'24. 0 1 's0. 1€ o 76.7 2oL 102, 0. WM '
5. 0 15, WS 0 -1 7. 15 0 08 0 1 Co
. 1 o 52 o 1 78 ¢ - L. 104 0 M .
. . 105, L 0 .
_ 7 . 106. 15 .0 .
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. FACTOR TOTALS,
s [} - . ~
A ‘ - - 3 N '
Work | Leisure .| Social | Mental | Food | Drugs | Exercise | Care
>\ - N e/ [ ¢ ."" - iR - .\ o .
. . . - ‘ . o
¢ :> \ ) ¢
e . / Q\{;‘:!R_ - g .
o 9 . e )
¢ o . v '
< :é. .
- " T '
¢ 5 * 7 o . . . - “-;ga
. - - ‘ . . Totals ,
- "4, .
B ‘-

PLOTTI“G AND INTERPRETING'SCORES

) . . : -
Take your “individual scores for the eight factors and plot them on the Life
Chart, filling in the }pie wedge" up to the number your reached. See example
on next page. - ; ‘ ‘ '
-‘. : . - s . .- > N ~
Clearly there are a vast number of possible combinations - some segments will
be higher than others (some considérably so) and in other cases the segments
may appear roughly equal. No two people are 1jkely ‘to Gndoup with identical
< profiles. For this reason it s impossible to give a clearcut interpretation
v/ for every possible profile, but the followipg tips will be helpful in allowing
you to make your own personal interpretation. T

-,

A

* 1. The-chart itself is breken ug(into three distinct rings «’6-5, 6-10 and"
o 11-14. On the whole, scores lying between ﬁ.anq-lp are-average fqr
that factér, scores 1ying between.0 and 5 are below average and scores

* between 11 and 14 are above average. You should congratulate yoursglf,
therefore, for any ocqgsions when your profile enters the outér seghent.

s @ ' ‘
2., While outer segment scores may be gratifying and spectacular‘?n them-
selves, in genéral their effect is weakened if they are accompained by
an equivalent number of 3c1§és in the nner segment, suggesting an
erratic profile, good in sole factors and poor in others. On the whole "
the "best" type of profile is one in which the'segments are all roughly

equal, suggesting a more balanced general picture. The dhly exception
to this of course is if all one's scores fall within the .inner ring, which,
« assuming the questions have been answered honestly, and correctly, would
RN

be a very disappointing and unsatisfactory piétyre.

~

. -
- . . [

‘J.. 1"2: .o a

e
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ANALYSTS

A healthy 1life involves more than sheer physical strength and vitality. It
relies on striking an ‘adequate balance among a number of facets of 1ife. B
For the purpose of this questionnaire we have broken these down into eight key
factors. ‘When you have compTEted scoring and bearing in mind your personal
rating, read the analysis below. ‘ v

)

Food

Fé?rﬁpcz\good health one needs nutritious food and a balanced diet, all
taken in moderation. ‘ Overeating is generally more harmful thén undereating
(except in extreme cases) and the type of food you eat is also important.
Fourteen questions were devoted to "“food factors" and your score will
therefore lie somewhere between 0 and 14." The higher your score the better
your eating habits. ¢ L. .

~

Drugs =~ . | T
Drugs are subi;ances\taQén iq;d the body which are essentidlly alien to it;
they may be taken for-a.number of reasons which vary from the psychological

.changés they incuce té their physical effects, incl
. ment of disease or illness. But a
usually conducive to good health.
freedom from their harhful effects.

uding of course the treat-
dependence on drugs in any form is not
A high "drug factor" denotes a relative

s ’

Exercise

The body is a highly flexible machine which for maximum health should be keptd .
finely tuned. ‘There is no better waye0f assuring this find tuning than by

lots of exercise in a variety of forms. The higher your score in this factor?
the more healthy exercise you probably ‘take, and this will be reflected in

the Life Chart. : ’ .
Care - ) ) : , .

The body's machinefy not only needs to be exercised and stoked with the
appropriate fuel, but it also needs.to be protected from unnecessary i11
treatment. Just as ceaseless revving of a motor car's engine, lack,of
attention to its electrical system and bodywork wi%l cause it to com: to -
grief before its time, so the same applies to your own biological system.

The "care factor" gives an indication of how well you are treating your body.

+ ! « ’ B ]
.

.
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Work

To continue the parallel with mecHanicd] devices,
‘work and cease to

* - 109

3

\ which are tailormade to do
function smoothly if they are underused, so the body, and

in particular the nervous system and the brain benefits from a satisfactory

output of intell
attitude to work.
well integrated i
health.

. \
Leisure

"A11 work, and no

deep ring of trut
healthy active mi
workingnday and't
run the greater t
the broadest sens
probably emplpyin
in terms of psych

Social™~ '’

Man is a social a
somegmeasure of p
interaction need

true that somg pe
others, the highe
yYou are making a

in it, aghin with

these beious%; répresent a significant part of the

Mental

A1l physical fact

and it is in our mental life that true contentment lijes. If

out of balance an
then it is imposs

qQuestions are Qgg
and stability.
adjustment. -

¢

ectual effort generally reflected in apositive and happy
A high "work factor” scoré suggests that you are probably
nto your worklife and this will be reflected in your overall

-

&

play makes Jack a dull boy" is an old saying which has a

h in it. And play is not just physical exercise. The

nd feeds on &iversions and.activity which extend beyond the
he more active and instinctive the activity, in the long

he contribution to psychological well-being and health in

e. A high rating on the "leisure factor" means that you are
g your brain to the full at all times and reaping the rewards
ologicat satisfaction as a result. .

nimal who is unable to live a full and normal life without
ositive interaction with other members of his species. This
not-necessarily®e in the form of love relationships, though
picture. And while it-is
ople are essentially (and contentedly) more solitary than
r you score on this social rating the more likely it is that
satisfactory adjustment to the world around you and the people
benefits to your overall health.'< . \

-

. .
ors aside, in the long run it is the mind that rules the body,
mental forces are
our behavigr, &
"M factor"s
contentment |
satisfactory

d conflicts of one kind or another dominite
ible for us to be tfﬂqy healthy and happy.

red to discovering your own state of mental
~high score on this factor indicates a very

- w
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E. HUgAN RELATIONS IN THE WORLD OF-WORK : .

~ ”

L : . LT e .
’ . Experienced Sooperatlve Education teachers are ‘well awaré . °..V

. - i
-

that theamajor determlnant 1n success of, %Qelr students on

/ st 3

;,g' the job is generallyonot expertlse o the technical aspects
| . of the JOb itself,; hht rather the student workers' ability
. to get along with other- people. Most working pe0p1e are
‘competent enough in their technical skills, but when they flnd

' extra fulflllment or when they run into d1ff1cu1t1es in th°

job, these aresalmost always related to' interpersonal relation-

EN _ships. Getting along with the supervisor, communicating

(o

'functioaarly with the custohers worklng effectlvely wlth

~ ~
colleagues; all are both mote . difficult as well as more i

x

important than techn1ca1 skKill in avoiding’ frustrations and
. :

flnd’ng fulfillment on the jOb .

. Vormally, hlgh s®hool and college‘trainino broorams deal with
' 'technlcéi Ellls math more than 1nterpersona1 skllls. But :
) 1ncrea51ngly we are flndlno that peonle can learn to communl— h

cate and learn to relate better. é? )

—
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/ﬂhrf\\issi_gf interpersonal relatio
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nits are therefore based on the
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-
w3hips and interpersonal communica-

tions as they obtain in'the world of work. They are intended

to help .the s

with others, and are generic to the entire world of work,

tudent to develop intreased skills in working

They are intended to be useful whether one .is a pkysician,

welder, a manager or a clerk.
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INTERPERSONAL RELATIONS, EXERCISE -

-

Rationale

L]

Improvement in one's inter-personal relations is contigent
upon knowleage of oneself and one's own relational behavior
patterns. This unit utilizes the model developed by - T

William Schutz, "FIRO-B"1 whach ﬁelps people to assess
"4 ) . . -
their behavioral patterns in terms of other 'people.

One of several models, FIRO-B is particularly useful in
the world of work, since it includes elements of control,

typical of the supervisory relationship, It also considers
7

affect, or the use of feelings, as well as the idea of

inclusion with others,
Y

5
A reasonably reliable, instrument, 'FIRO-B is nonetheless

soft and needs to.be explained in terms of the values of  °
' \ Y

L
the participants, not as an absolute.

2
L]

Objectives )

®

. , . v »
1) Students willahave an increased- sense of their
AN

own relationship patterns, hoth with people in X

their personal’life and in their work 1life.

. z ' . TN c R
\ ‘\,, . . ] P .

e . : ) v '( ) S
1 | . g A
FIRO-B stands for Fundamental Interpersonal Orientatipn )
Behavior. The.copyrighted instrument, along with scoring
instructions and interpretive information, is.available
from: Consulting Psychologists Press, 577 College’Ave.,

Paloﬁfﬁi?, California_  94306. - . ;

\ 'Y .
’

N

- - 138
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Students will have an understanding of some of
the directions they might take in changing ,their

relationship patterns with respect to other people

to make them increasingly productive.

The instructor hili introduce the concept of models Bf
inter-personal relationskip by giving-exampies from °
Freudian psychology and franeactional Analfsis. He will’
‘emphasize the imbortance of use JIf models in helping under-
stand one's own 1nterpersona1 behav1or and the general idea
that flexibility in behav1or can be 1ncreased and 1ntgr—
Jpersonal behaviors learned. ‘ - e,

After a brief introduction of the work.of‘Wiliiam Schutz)

the noted-cocial-psychologist, the instructor will distribute
the instrument, entitled, "FIRO B" with the 1nstruct10ns

that everyone follow d1rect10ns and complete the 1nstrument,'
‘answering all fifty-four questlons. It should be emphasized
.that the test is fairly imprecise, It should be answered
reasonahly quickly without extensive pondering. Trylng to
take each question as if it were the first’ t1me you saw it,
rather than trying "to remember how you answered a similar

question previously. : .

. <
3 -
o " s f '): N
A . - ) L - I ¢

After’ 1nd1v1duals have tompletgd the 1ﬁstfument it is

scored accordlng to 1nstruct10ns 1p»the ‘materials. The

answers are theén ¢a111ed for each of the six elements of

-

the instrument and recorded on the face of the. test

~ .
R Y
‘ '
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The instructor emphasizes, in’'interpreting the results,
that the instrumegt is ‘useful as a measure in, social-
psychology, that is, in understanding the relationships

among people. It is ndt-especially useful when assessed
. . - \ »

.in ters.of only one person but rather with that person's

o '3
connections with others,‘ Examples can be given in the
¢ . ’

implementation and application of. the instrument in relation

to people in a work setting.

.‘ _ A
StuHents in small,érouﬁs then share their scores, their
estimates of the scores- of the people whotwork with them
and discuss the applications.and implications-of the result
of FIRO-B on the job, a¥fwell as in their personal life.

[
.

A total group discussioﬁ will then consider:pdditional

aspects of iﬂter-perSonal relations on the job‘ahd the \

il ustFatlons that FIRG B can make of these relatlonshlps.

v

If time permlts, a plannlng exerc1se, 51m11ar to several
H4 i '

.

others descrlbed in thlS material, can be developedsto help
stqdents utilize the.FIRO-B data as a biz:bfor improvements
in relationship skills: The results\are nsidered, the

y L3

current 51tuat10n, ‘the student determlnes goals for hlm{FIf

H N ‘33—

'1n each of the.51x areas, and in concert w1th others, “ o

Y -

bullds a persenal aeg;op plan te. accomplish the goals.

[

-
- \'
.. \. - 1 *
———— - . i
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NONVERBAL -COMMUNICATION ON THE JoB

Rationale

<

It has been estimated that over 90% of the meaning of a message
is carried in nonverbal form rather than by the content of the

words. Tone of{Goice expressions,’ even such issues as dress,

¢

_groéoming, gestures and body positions all have an enormous

1mpact in communication .

L]

)

—

.

-

This unit is an attempt to understand non-verbal communication
l \

as it relates to the on- thewJob communication skills, andrto

be aware of one's impact 1n non-verbal ways,

-
” . ) 2

-

*

. v . .

Objectives , . : . r

~ -

\

RN N - -

\ -
1) Students will have an increased awaréness 6f the . ° f ‘

importance of non-verbal commu..nicationqgLy

2) Students w111 have 1nc:eased skill 1n understandlng and

communicating other than w1th the use of words.

.

Teacher-Learning Activities ' .

3
a

The instructor will introduce the concept of nonverbal communica-
3@ P

tion and its 1mportance w1ﬁh1n~the whole concept of communication.

Y

The students will be asked for etamples of nonverbal and symbolic’

mechanisms of communication, aspects of. their own experience

which illustrate nonverbal communication, and in general

,_discuss,

" ‘the implications of communication other than with words. The ‘

1nstructor will describe the results’ of research studies in which
scrambied messages still convey the meaning wvhen the rec1p1ent -
. ; .

of the.moesage can hg ‘the tone~of v01ce and see the person s \

"gestures, "but cannot understand the @ords. -

-

[ "-/' 5 ., . '
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‘words are not-allowed,

116

After the introduction, the instructor will lead the nonverbal
- ”' - . @ ) ) ]
puzzle exercise.  The patterns for the puzzle are attached,-

The instructor will distribute one envelope to each of fiye ,
p - .
people around a table with a maximum of three or four groups, ~ ¥

of five, The.table might also have one or two obs€rvers,

-

LEE" 4

Instructions are given that each person is to Have a completed

’

six-inch square puzzle in front of him. StQidents are to complete

’

the puzzle accorfing to the@fofiowing

"1) fo talking or other overt communication.
. A .

e 2) It i§}not permit to take 'a piece from another person,

P =&

s eorurlP . s . .
although it is permissible to give pieces, .
. v < ® . .

. ¥ - \ . >
s v ¢ \

‘Stﬁdents then' proceed to, comple®e the puzzleé, with the observers

looking for the mechanisms of communications that are used when

¥
F >

. 9
- 5 . e ,
s -

»

" As the' puzzles are complete&-b} each groub, the group is instructed

to become Qbserver7 of groups which are not yet finished,

- “~
7 - -
P, ~

At the cortlclusion of the phzz&gs! each group, led by the observét,

will discuss the processes used in completing the puzzles and the

. - . ,\ ) ‘ . O- . & .« .
implications for on-the-job ponverbal ‘communication.

-

A final group'discussion will ‘raise the issues of nonverbal

cammunication and their importance in the world of work.

3 .
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"Envelope - Pieces' o ’ Ti”'
1 I, H, E. ' . o
. , . X . [
2 2 A, A, A, C SR
r "
. 3 A, J - o ] ot
1 - . . v a~ ' L
) 4 D, F . - «
- . . h , . . s
; K G, B, F, C S
. I ' _%’ -7 ,h
. 4 v T
v'/' -

“ ' . . . ~ L1y

.DIRECTlONS FOR MAKING A SET CF SQUARES

Ive~envelopes contaln1ng p1eces of cardboard

& A
’ i

which have been cut into d1fferent patterns and which, when propérl

arranged, w1ll "form five squares of equal size. One}set should be

o

Provided for each group of five persons.

To prepare a set, cut out five cardboard squares of equal size,

approximately six-by-six inches as illustrated on the following
-

page.” Place..the squares in a row and mark them as 1nd1cated

s

penc111ng the letters A, B, C, etc., lightly So that they can

o

later be erased. ’ ' g “ ol J

'The lines should be so drawn that when cut out, alL°p1eces marked -

o

'A' will be of exactly the same s1ze, all pieces marked e of the
same size, etc. By using mult1p1es of three 1n6hes, §everal .
~combinations will be poss1ble that will enable part1c1pants to

& v
form one or two squares but only one comb1nat10n is p6531bie that

J - - .
W1ll form, five.squares six- by six inches. ” )
. DY . L -
. - - ‘ . .

P

Erase the penciled letter from each p1e;e and write 1nstead the
4

appropr1ate envelope number. Th1s will make it easy to return

-
‘5

‘ the p1eces to the proper envelope for subsequent use.whén a.oroup "

. * N
* . &
“ .

has completed the’ task ‘ '{« . e

. ‘ . . °
Number the envelopes and Place-the pieces iﬁ'ea;h one as follows:




FullText Provided by exic [
.
TR

.

Squares are illustrated
.2t one-half scale,

4




- TEAMWORK AND TNTERPERSONAL RELATIONS ON THE JOB
} . H - . k. ‘ i . .o ) ) . ;- : LY

~

Rationale . i g o o \ R

. s R
Many of the 1mportant dec151ons and general act1v1t1es under-

- taken on.the JOb are not done by individuals, -but rather by
small groups, teams, department groups, task forces and othgg T
small work commlttees How those groups functlon 1s\an impor-.
tant aspect of on- the-jab behav1or. The processes by which .

these teams work together can usuaily be improved upon. .

~

_ . ] . §
~ This unit helps the student to unders‘gmd the nature of team-

.

.' . Wwork on-the- Job and, th‘“géh 51mu1atlon, to- assess hlS indivi-"

e v

. _ dual performance in relation to other people Further, - 1nd1v1-

vuals are helped think about mechan;sms for gmprov1ng that

-

i A ] s

-

. ‘ performance as it relates to working-with others.

. . - P
Objectives - t
N .

1). Students will,have a greater understanding of their
' ‘own role in working in a small group » . $
e A

2) Students will understand the - issues of. persqpal
communlcatlon, leadership, balance of-activity and

. others as they,relate to accompiishment of tasks in —.

) .
. . -. ' i
. ‘ small groups.. L. B
- ."} . -

e

. . | ©3) The Students w111 haye developed some 1deas about

" how. thelr own interpersonal behav1ors can be 1mproved

. f
' - ' 4 thus, improving their functioning as a team member ,

. é’ .(’nl
. : . / . . .-<. ) R N q




Teachlng Learnlng Act1v1t1es ; ' > - ¢

The 1nstructor w‘.l 1ntroduce the coa/ept of teamwork and how

CWif affects our operations on’a day to-day’ ba51s on. the job.

Examples will be e11c1ted from he students and- a ge%eral

dlscusslon he1d about the 1mporta ce of functlonlng with others’
oh the job in a team fashion, - S

: 3 ‘ - ' .

The students will be divided into groups-“of eight to ten.

- Each of the groups represents a team responsible for builing

PO had LE

a tower. . Do 4 e

s
. . .
> . -
’
) ' ’

The. 1nstructor ‘will have prev1ously assembled in a cardboard

box, 1dent1qaf materials for each of, the groups., They mgght
- -~
include several 1ssues of newspapers, f11e folders, cellophane .

tape, marklng pens 3X S cards, sc1ssors, crayons kleenex
. Qe f. . %y .
>, ) edveIOpes, paper«cups, paper c11ps, masklng tape and anv ‘other

e

\?ffleé maﬁerxals that could bg u$ed to build a tower.
e .-,g,)_

»a &
‘,"o\o:!"’? L o i

a \w
o.,,:

B
The groups’ w111~bé ”h?tructeiimhﬁg thelr task is, in’a

. compet1t1ve fashlon, to, bu1£d a towerowhlch is:

a) as high as p0551ble, ??H'%‘(
o 7 Ce . R
.b) as sturdy as posslbreH§. D;.Q x

¢) as aesthetlcally plei?ﬁng as posslble.

~ They w111 have 30° mlnutes to aocqﬂpllsqcmhe task and can use

.

" any of. the~mater1als in th box,«but CANnot attach the tower
Y tﬁ

[

to any part of the rbom oth%r than: tﬁb floor. A separate

% .

team of Judges will .be uSed to assess the .results and the

winning group w111 be awarded the "grand prlze“

.s. \.&)
146 %
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- = .
The groups then begin to build a tower wigh*the'instruptor .

... and some other de51gnated people as QbserverS?* The observers

-«

!

3

are to look f%r issues like leadershipy balance of participa-

tlon d1V151on of labor, general contribution of the~ group, .

\

{ . '
appropriate use of.resources, and other process-oriented team-

work concerns.

\\\ther the appointed -time, the work is stopped and the judges
h ssess the results accordlng to the thrée criteria. The

W1nner is annouﬁoed. Then the observers lead dlscu551ons within

/

& . each group concerning* g%e processes 1nvolved in bu11d1no the,

tOWer, 1a§1ud1ng the issues above, and others that have

\ .
g E *

surfaced. J ‘ -
> . .
. ’ } ,
. Each groPp moves fro@ the concept of the issues concerned in

'3

buiLding.the tower to those same issues as they apply to day-

to-day operations inlone'§ own job.' What was each individual’'s

role - 1n building the tower and how does it relate to his role

- on a day to-day basis? N

. - L ‘\~ /

A final, total group dlscu551on summarlzes the points and

\

helps each individual to develop ideas about 1mp11catlons and -

i

applications of his own behavior in small group functioning
7 '

\ T e o '
at work. . . )
\ L
. ~ . A
.o .
. L4 -
o
1
3 ‘
A. l‘ s -
. . L v ¥ -
. 1 4 / s i
_- ¢ -
& N ‘ ¢ . L
- ) v o\ 3
¢
~ . * -
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F. SUPERVISION Y , . .

Another way in—@hich the Cooperative Education ;:tulty '
| member can be of major assistance to the student is 1ﬁ1’~
. helplng the student understand and work appropriately

within the superv1sory relationship All workers find

‘themselves conggcted with the supervisory rélationship

. somehow. Everyone is supervised in one way or another,

>

“and a good many workers 1nclud1ng student-workers, are
also supervisors of other people. The relationship
causes grief and upset and is as well a major source for

: fulfillment if properly developed.
K . —— ’

-

. It is further a classic example of an important human .-

' -relationship and an example of a process skill on thef job.

Further; it has interésting applications for all relatjon-
\ -

. & < . . . .
ships. One who understand supervision is more confident

. ‘
in dealing with his parents or his children as well as

. hd . f N .
others on an equal basis.,

-
-

~ ~ L]

The follow1ng units deal with the skill of supervising
S and the skill of bein superv1sed on—the—job with an empha:

‘(fﬂ . sis on leadership " The units are largely experiential 1n 4

v

nature, helping the student to understand his own Lole in

connection with superV151on andc to develop skills to improve
» :

Cit, ' e -7 ~

¢
*
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" INTRODUCTION AND THE X-Y MODEL
Rationale. T .

The supervisory relationship can.be’coﬁsidered,gand
studied very'effectively through a number of models. 1In

K ‘ .
“each case, it is useful to understand the model and then

~

“juxtapose one's personal skills andﬂpetgonal decisions

about supervision with the model, to look fgr pattérns-

4 ~
.

and then methods of improvement. -

-

»

< . ‘. e .
This unit will introduce the concept of superv151qn as a

-

human relationshlp, and wi 1 present a. classic model-
'u,‘- .

based on HacGregor s work' Students will take 4 brief
{

\

€ an estimate of. their own supervisory

L3 . e

patterns based on the MacGregor model and discusgs the

questlonnalre, mak

implications in their work role whether they are supervi-

/,}

1) Students will understand the use of models in

sors or supervised, R

. Objectives

*

»  supervision, will understand a bit of the'histor?
.. of the supervisory relationship, and will be .
{ . ‘ , :
able to utilize ‘the MacGregor, model of

supervision. P

. = 2) - Students w111 have’ 1nfqrmat10n for use in a_}ater
f .

. unit concerned with developlng a personal plan
for their own 1mproved superv1sory skills. BN
-~ \ »
:" . -
- %
L} /- !

W™

¢
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® a } ¢
, .

The units 1nc1ude the traditional simulation of a ter to the

L Y
modn, which assesses the concept of leadenghﬁ!’ some introducfor
\ .

&
‘work on the supervisory ‘role, including: fﬁn51derat10n of T;sk-

Person models and the MacGregor model ofs superv1>or)‘rnlatlonshlps

Qne unit considers the leadership w1th1n a team bu11d1ng and team

v 13

operatlons cohstruct, and cuLmlnates w1th the use of an 1n>trument

based on Hershey § Blanchard' s ‘work 1n Wthh a three’ dlmen51onal

approach to superv151on is undertakdﬁf—con51der1ng the appropriate

-

ness of the sltuatlon.
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Teachlng;&earning Activities

. 7 ~

. THe 1nstructor'mnll 1ntroduce the unit with a, br1ef7etplanation

~

1

2
about the historic’ stages of superv1s1on in management

>

emphasi-

zing the original- moves foft efficiency, “the phase in the

L A
development of superV1s1on in wh1ch human relations came to

e L]

the froH\y and\ the more current aspects of the use of behav1oral

'explad§t1on,~the student will mark,

.questlons and the est1mate that each student made of h1s own.

. - I
superv;sory patterns- ) . . ' ’ ,
o’ @ . ' ' . ' - . '
. ’ : - Y .. 3
' o - .
AN )‘

sCiences 1n develop1ng supé¥v1sory techn1ques\

.
. .
, . - . . -

“He w1ll then ask the students to answer the ten 1tem quest1onna1re

which 1s attached ’ . o -,

~

9
’ )

After students complete the qu§2E1onna1re, the instructor will

-

g1ve a deta1f%d explanation of the MacGreoor XY approach with-

an e§planat1on of the meanlng of both the X § Y set of assumptions,

The attached h@ndout explains the 1ssues on the basis of this

L4

on the spectrum- on the attached
5 .
sheet, thé position whrch he feels properly descr1bes his set: of

values Mlth respect to X § Y

4 3

The student will then score the t€n item quest1onna1re as 1nstructec

and add that scdre tq the spectrum . l1ne, not\no the d1fference

- ’

The instructpr will.then lead a dlscus51on on the mean1ng of X & Y

o~

on the job, and the d1st1nct10n between the results of the -

>
.
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¢
. )

Small grofips will then discps§ the applications-and implications
"of the MééGrégo} work on the job and will'come to as clear a

view as possible of their own position, also remembering that

. 3

-information for use %p a future unit.l
* ¥ ' v . -

\ \ k‘ v
1y * b B . *
‘: . 14 I
i
" 9
iR}
' . \ R,
‘ ’ - .
) !
L8 . - \ \
R - & \ .
. . \
\u
. . R
» . > A}
} . m
'g '1‘.:( ® Y o N
o - -
1 o . T . .
MacGregor, Douglas. The Human Side of Enterprise... . .
.*New York, McGraw-Hill, 1961 . . .,
, . ‘\D - v N . . .
) . - « v
. . ‘\ ) B . . B . .
. .- 152 . .
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_SUPERVISORY ATTITUDES: THE X-Y SCALE

" The theory under;ylng this scale is etplalned briefly in the

Theory X- Theory Y handout which follows. The intent is to use

£

the X-Y Scale to 1ntroduce the MacGrégor Theory . by having the *
respondent “think about his ‘owp style flrst.

Five stepS»canmbe-inGorporated~into“the“use—oﬁ
: L

1. Have students complete Part I of the scale.

2. Give a brief lecturette on, the fheory X-Theory Y

N .
-

formulation.

£

- Have students complete Part II.

Score Part I and illustrate how students locate

~

themselves on, the'scale using that score.

-

Lead 2 dlscu551on of the results, conparlno discre-

©

panc1es between self perceptloa-and more spec1f1c
3

-

data- at; Part I.

Scorfng instructions: Items 4 and 10.are worded so that the ,

a . ¢ -

scorzng is reversed from that of the other eight items. For

items 1 3 and S 9 &he scorlng is done like thlS .

\

v - .
% ¢

Tend to Do _ Tend to Avoid . Avoid
\ 2 S N 4

.

“
L

hl

?%e anpropriate*number is written beside°the check mark-ﬂand

these .are summed. (For items 4 and 10 the scale is 4,3, 2, and l)
Thls score‘gs located on the scale in Part 11 and is a ilude 1ndex
of the extent to whlch the respondent S assumptions. match those of

the two theories. T

[




McGregor's ) '
Theory X-Theory- Y e,

) ~ -’

Model <

The first acquaintance with "X" and "Y" for many of us was as unknowns in
Algebra I. During the decade of the sixties "X" and "Y" took on some addi-
tional meanings for readers in the behavioral sciences and conggmpory'ﬁan—
agement thinking. . ‘ . . y

In 1960, Douglas McGregor published his The Human Side of Enterprise.
This was to be a major force“in Eﬁe_applic@tion of behavioral science to
management's attempts to'improve’productivity in organihatfons. McGregor '

was tryfng to stimulate people to. examine the reasons underlying the way
they tried td inflyence human activity, particularly at work. He saw

4+

S

management th&nking qnd actdvity as based on two very different sets of
assumptions about people. These sets of assumptidns, called X and‘Y,,héGg
come to be applied to management stylés, e.g., an individual is a theory

X manager or a theory Y manager. * - . .
McGregor looked at the various.approaches to managing people in organ-
izations--not only industrial organizations but’ other ag well--serviges,.
schools, and public agencies and copcluded that the styles or approaches e
to mdnagement.used by people in pesitions of authority could be examined
and understood in light of ,those managér's assumptions about people, He,
suggested that a manger's effectiveness or ineffectiveness lay in the Very
subtle, frequently unconscious'effects gf these asswmptions on his attempts/

", to manage ‘or influence, others.

As he looked at the behaviors, strucfures; systems, and policies set up
'in somé organizations, he found them ‘contrary to information caming out
of research at that time: information about ‘human behavior and the behavior -
of people’ at work. It appeared that management was based on ways of looking

at people that did not agree. with what behavforal scientists knew and were he

learning about peopleas they went about their work in some, or perhaps most
organizations. N

Theory X .

)

» - ‘

. The .traditional view of man, widely held, was labled "X" and seemed to be

based on the following Qet of assumptions:

1. .The éverage human being has an inherent dislike for work and will a-.
-void it ‘when he  can. -

2. _ Because of this human characteristic of dislike for work, most peopjle

" must be coerced, controlled, directed, or threatened with punishme%
<to get them fo.put forth adequate effort toward the achievement of “or-
ganizationa¥ objectives. ' s o N

.
.

. ' ¢
3. The average human being.prefers to be directed, wishes to.'gaoid re- .

sponsigility, has ‘relatively little ambition, and wants security above
all. . . . \

0f course, these assumptions aren't set out or stated, but if we examine
how organizations are structured and policies, procedures, and work rules es-
tablished, we can see them operating, Jdb responsibilities are closely spelled
out, goals are, imposed ‘without individual émployee -involvement or consideration,
reward is contingent on working within the system, ‘and punishment-falls on those
who 'deviate from the rules as established. These factors all influence how peo-
ple respond, but the underlying assumptions or reasons for them are seldom tést-

“ed or even recognized as assumptions®. The fact is that most people act as if
thé%r ‘beliefs about human nature' were correct and require no study or checking.

@
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.

This set of assumptions’ about people may result in very contrasting styles
of management.. We may see a "hard" or "soft" approach to managing, but hoth
approaches will be based on -these ideas set out above. One theory "X"manager
may drive his men at their work because he thinks that they are lazy and that

this ls the only way to get things done. Another may look at his merr in the 7
same way, but he may think the way to get lazy people to work is to be nice to
them, to coax productive activity out of them. .

This view of man was characterlstlc of the first-half of the twentieth ’
century, which had seen the effects of Frederick Taylor's scientific management
school of thought. His focus had been on man ag an aspect of the productive® /
cycle much llke\that of a piece of machinery, and it had allowed for advances
in productivity. Yet it was out of this managerlal climate that tended tdé view
man as an interchangeable.part of a maghlne——as a machine element that was set .
in motion by the appligation of external forcels--that the “"human relations"
view grew and the behavioral science schopl developed.

I must hastén to add that the application gr understandlngs of hdfan Behav1or

- from the behavioral sciences ls not an extension of the human relatlggs focus -

of the 1940's and 1950 S. These two grew up separately.qEOne might construe that
the human relations view of handling people prevalent at that time was manipulative

~and merely a "soft" theory "X" sapproach. . . . -

¥

~ , .« THEORY Y '

, 5 . N
.

~

Another view of man not necessarily the oppdsite extreme of “"X" was talled
"Y" or theory "Y¥." This set of ,assumptions- about the nature of man which

v

influenced manager behaviors is set out below. L PN ’
1. The _expenditure of physical and mental effort in work is as natural as
play or rest. ’ . i . _—

2. External control and threat oflpunlshment.are not the only. means for
bringing about effort toward organizational cbjectives. Man will
exercise self-control in the' gervice of objectives o which he is .
commltted ’, X
3. Commitment to objectlves ls.depenébnt on rewards associated with ‘their “
§ achiévement. The most important rEWards are those that satisfy neegds
for self-respect and personal improvement. [
The averagé human being learns, under proper conditions, not only to. -
accept, but to seek responsibility. ¢ .
5. The capacity to exerdise .a¢relatively hlgh degree of imagination, »
ingenuity, and c¢reativity in the solution of organizational problems
is widely, nat narrowly, distributed in the population.
6. ‘Under the conditions of, modern ‘industrial life, the intellectual®
potentialities of the average human belng are only partlally utilized.

LB ”

3

2

It is important to realize that ‘this 4§ not a soft approach to managing P
;human endeavor. Examined closely it can be seen as a very demanding style, it
sets high standards for all and expects people to reach for them. It is. not
only hard on the employee who may not have had any prior experience with the \
managerial behaviors resulting from these assumptlons, but it also demands a -
very diffigrent way of acting from the berv1sor or manager who has grown up
under -at least some of the theory X in?%uences in our culture. While we, can
intellectually understand and agree with some of these ideas, it is far more
difficult to put them into practice. Rlsk—tghlng is necessary on the part of
the manager, for he must allow employees or subordinates to experiment

-
. 4 ,
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N ) 'gith‘activi:ies,for which we may feel gggy do not presently have the
capabidity. The learning and growth from this opportunity may handsomely
‘reward the risgk. " ) »
‘ . K

The focus of a Y manager 1is on man as a-growing, developing, learning
being, while an X manager views Man?ashbtatic, fully developed, and
capable of little change. A theory X.manager’' sets the parameters of

hi's suployees’' achievements by, determining their potentialicies in light-
of negative g@ssumptions. A theory Y manager allows his pepple to test
the limits of thelr capabilities and uses errors for learning betteg
ways of operating' rather than as ‘clubs for forcing submission to the
System. He seguctures work sd that an employeg can have a sense wof
accomplishment and personal growth. ‘The motivation comes from the work

. itselfs and provides a much more powerful incentive than . the "externals"
. 7 of thewry X. . ¢ L. ‘ ‘
] 4 o« ) * :'.:: e ~ \ ' .
A ’ - A suggestion for your consideration is to make the same assupptions .
N . about others that you make about yourself, and then act in the appropriate
manner. You might be pleasantly surprised. )
* . <t a 3 b
: ¢
~ . . .
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le Closely supérvise my subordinates in

.

. Part 1 . ) , :

o o
£ : : © N .

12

SUPERVISORY ATTITUDES: THE X-Y SCALE . R

. X . “ 0t
. ) o7 . o}

. (ij X ' .
s . \ ‘ \‘

~ .

DirectiongpThe following are various types of behavior which a supervisor (manager, leader) n;ay 3
engage in in relation to subordinates. Read each item carefully and then put a check mark in one
of the columns to indicate what you would do. .

- o

d It . o

Tend to
Avoid Doing °
T lus' '

. . - . ) ks .- ' , o,\

R * . MakeaCreat
; Effort to
* Do This

Makea Grenf% !
Effert to ‘
Avoid This!

" Tend to i
Do This

L4

If Lwere the supervisor, | would;

order to get better work from them. -

2. Setthe goalsand'objectives formy = -+ . T <
subordinates and sell them on the merits IR . o ", o :
of my plans, ‘ . . i : —. )

- . . . ’

-3. Set up controls to assure that my ' L, .
subordinates are getting the job done. -

‘e » :
L . ) * * M . : -
4. Encourage my subordingtes tq set their . .\

own goals and objectives,
fl . . -

+ ' -

8. Make sure that my subordinates’ work . e . '
is planned out for them. _ e . .

< ) - ) : g
8. Check with my subordinates daily to see ’

if they need any help. ‘ - AN — i -

~
N o

7. Ste;} in as soon as réports.indicate that . .
the job is slipping. : L : - . -

8. Push my people to meet schedules if
necessary,

9. Have frequent meetingg to keep in touch
with what is going on.

] * .
10. Allow subordinstes to make - . . . -
. important decisions. ) L : .

L
157 =




Part 11 . x
CQ Directions: Read the deseriptians of the two thearies of leadership belo: . Think about your own
sttitudes toward subordinates, and locats on the scale below where y ou think you are'in réference,
* totliese sets of assumptious. ) : . ' '
3 ~ ‘ - .

- .. THEORY X ASSUMPTIONS
. . 1 The ave;_’age_ human being has\an’inh?renf dislike of work and will avoid itifhecan.
% 2. Because of this human charactérfsrig of dislike fo?'vgirk,‘most pesple must be coereed, con-

. trolled, directed, and threatened with punishment to get them to put forth adequate effort
. -~ towardthe achievement of organizational objectives, -

i .

" 3. The average humanfwing prefers to be directed, wishes to avoid respansibility, has r,elativeiy
" little ambition, and wants security above all. ‘ .

[

e

-

THEORY Y ASSUMPTIONS

1. The expenéiture of physicat and mental effort in work is as natural asplay, or rest.

2. External control and the threat of punishment are not the only means of bringing sbout effort -
toward organizational objectives. Man will exercise self-direction and sdlf-comtrol in the service
~of objectives to which he is committed: .o ' S
3. Commitment to objectives is a function of the rewards associated with their achievement.

" 4. The average human being learns under proper conditfom not only to accept but also to seek
reSponsibility. L . S . ».
5. The capacity.to exercise a high degree of imagination, i ngenuity and creativity in the solution
of organizational problems is widely, not narrowly, distributed in the population.

6. Under the conditions of modern industrial life the intellectual potentialities of the average

human being are only partially utilized. . -

o .
re
-

Indicate 6n the scale-belqw where you would classify your own basic attitudes toward your
subordinates in”‘tcrms,ofJMcC regor’s Theory X and Theory Y. , ‘

-

Y

° T

+
Theory X %“
. 'IQ

F




A fASK-PERSON ORIENTATION IN SUPERVISION

Rationale

One of .the most popular models for assessing.the supervi-
\
sory relatjonship is the Task/Per%on one, in which an

!

estlmate is made of the degfee of concern thaﬁfthe super-

’

visor feels for accomprlshlno a task versus for the morale

and comfort of the people 1nvolved
’ N~

’

The follow1no exerc1se uses the Task/Person model and

emphdsizes the 1mportance of both task and person concerns:'
Jn,developlng a concept of shared superv151on. -
- 2 N

~
..

Objectives T [

,'_;) Each student w111 ﬂnderstand the Task#Persdn model

and be’ aware of hlS own values and role in the

: W

superv1Sory capaClty as reflected in thlS model
Each student will have further 1nformat10n to

provide for developing a personal plan for
T
§hpervisqry growth in a later unit,

N

" Teaching Learning Activities =~ . "
’ 3 .
The instructor will review the idea of use of models ‘to

make decisions about superv1sory growthTfand will then

int roduce the idea of the Task/Person modéd, eliciting

4

. a ¢

dlscussion and examples. -

"He will then ask the students to complete the attached

questionnaire as honestly as Qgs&ibie with respect to




Y

»

§3ﬁ
. N \'.' > ) ' N ' -
thelr own superV1sory s1tuat1¢n, whether they are, suger-

“visors currently, or if not, hdw they would béRave 1f they

& .
were a supervfsor. RS e -
t . f’. . . ¥ N -

A} 3 .o ¢ . . M .
"He will then take. the students through the scor1ng~procedure
.
" dccording to the- materlals attached and help each student
to 1qterpret the fesults in terms of hlS own . superv1sory

; . -
- . .- .

° Q\)’;‘:x | ..q! "' . ’ -
e U ey . 4 :
Small groups WIll be formed- to dlscuss the 1mp11cat10ns

~

role. © .-

~

-

Q\and appllcatlons and to make sure that the 1nformat10n -

-~ ‘- ., +

becomes avallable for use 1nf%he sub equenteunlt If -

L] . ,”‘

t1me permlts duscusslon caQ center n the questlonnaire,
e 5 5( . .

deVeloplng an understandlng of the approprlateness of the -

- :

task or person approaches,, Thé;lnstructow should make the
~a."m -

point that there is no one mosg_approprlate superv1§0ry

0y

Style, and that the skllle& superv1sor chogses a style

which 1s approprlate to -the situation.’
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The following items describe aspects of -leadership behavior, Respond to
each item according to the way you would-be most likely to act if voy

- Were the leader of a_work greup— €ircie whether you would be likely to
behave in,the described way (A) Always, (Fl(Frequently, (Q) Occassianally, -

(S) Seldom or (N) Never. . } Ey
If I were the leader of a work group..,. - '
\K}. I would most likely act as the spokesman AFOSN - -
» " of the group. '
. group V4 )
- 2, I would encourage: overtime work., AFOSN
o f 3. I would allow members combletq freedom / :
in their work. . AFOSN
- g
4. .I would encourage the use of uniform )
procedures, ¢ .AFOSN <
. . —~ . : :
5. .1 would permit the membergsto.us thdir » :
/ own judgment in solving problem#, AFOS i///
. . . -
/6. I would stress being ahead of competing ' '
groups. .. AFOSN

. 7. I would speak as-‘a representative of the
' group. ‘ * AFOSN

8. I would needle members for greater effort, AFOSN

R ‘9., I woyld let the members do their work the

way ey think best. 3 AFOSN
10. I would try out'my ideas in the group. - AFOSN
11, I would be working hard for a promotion, *AFOSN .
~ 2o 4 > LY
"‘ 12. I would be able to toderate “postponément . 1’
" and uncertainty., . o AFOSNg .
o 13._ 1 would-speak-for the group when visitors !
were present. - 7 AF O,S N
14. I would keep the work moving at a rapid )
pace, o ) . AFOSN
15, I would turn the members loose on a job ) ('
. and let them go to it. t . AFOSN : .
K \ LN
’ s
B > “ L v




T-P Lg%pERSHIP QUESTIONNAIRE
Vs .

»

31. I would persuade others‘Fhat my ideas are A FOSN

32.
33.'I,wou1d urge‘tjﬁzgroup to beat its previous AFOSN

X
34. 1 would act without consulting thelgroup . AFOoOSsN

35.

I -
16. I -would settle conflict; when they occur , x AFOSN
’ -in the group. . - ?
17. I would get swamped by details, ' A E 0 SN :
R — R —
18. I would represent the group at ohtsiﬁb
meetings. ) . )
19. T would be reluctant to allow the members AFOSN '
any-{reedom of action. : , ‘ >
20. r'would decide what shall be done and how" tAFOSN .
it shall be done. ’ . : .
21.°1 ‘would push for increased production. "AF Zvj N
22, I would let some members have authorlty A FOSN .
which I could keep. -
23. Things would _usually turn out as I pre-
dict. N AFOSN }
24, 1 would allow the group a h1gh degree of AF OSSN '
) initiative, . ‘T“““““
28. wWould assign group members to particular AFOSN X
taxNs. .
26, 1 would-be w1111ng to make changes ' .;A FOSN, s
27. I would ask the m@mbery to work harder. . AFOSN °
28, 1 would trust the group members to exer- *AFOSN
cise good Judgment ' A R
29. I would'schedule the work to be done. AFOSN
30. I would(refuse ‘to’ explaln my action, ‘ AFOSN

to their advantage.

I would permit the gfoup to set its own . .
pace. RFOSN

Tecord,

I would ask that group members’ follow,

standard rules and regulations. AFO' SN v
Y ~ - ‘
%
T P . ° v

~
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T-P LEADERSHIP QUESTIONNAIRE
Scoring ?roceduré ' . -
’ A / . M i -
Circle the item number for items 8, 12, 17, 18, 19, 30,
O B . .

34, and 35, . . \ ’ '

- - * . i L)
Kfi%; a "1" in front of the circle itemsé&o which you

responded S (S&ldom$ or N ‘(Never). )
Write a 1" in fionf of items not circled to wfijy'youu

-

responded A (A}wa}s) or F (Fréquent}y).
Circle the "1 *s" which you have written in frontwof
. the following ‘itemd: 3, s, 8, 10, 18 18, 19, 22, 24 _ /
26, 28, 30, 32, 34, and 35. . '
Count the circled "l's." ‘This is your sco;q for concern
'gor peéple. Record the score in the b%ans;followiﬂg the
letter “P" at the end of the questionndire.
“Count the uncircled "1%s." This is your sgbre for cancern

» . .
for task. Record this number:in the blank following the -

lettgr "Tr, . N : Lot N

S
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. LEADERSHIP STYLE PRORJLE SHEET
3 ' ‘ . . ¥ -

. J‘ . N * .

INDICATING A LEADERSHIP STYLE: S

1“ T

. T \
‘Dirgéctions: In order to indicate your style of leade;shi;> find your score ..
onfthe concern for task dimension (Thon the left-hand arrow., Next% move
'to 'the right-hand arrow,and find your re on the concern fbrrﬁeople1 ,

intersects the P and [ score; '

.dimens@on (P).

the point at which that line crosses the” team leadership

\

. ¢ “ v -

- AUTPCRATIC
LEADERSHIP

high productivity

a

SHARED " o
{ LEKmiRsmp

highﬂhorale and N

productfz};q/

L 4 - . °

High

) ' SHARED LEADERSHIP RESULTING FROM
, BALANCING CONCERN FOR TASK AND CONCERN- FOR, PEOPLE
. Y L o . ‘ . ‘.,
\ ‘ }' A
u v A ’ 2 ) ;
< - a B
- - e . o L
¢ < A > & "

arfowdndicates

IS

Ld

LAISSEZ-FAIRE |
LEADERS‘H(IP A

high morale

o
Y4
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LEAD - A THREE DIMENSIONAL‘NODEL‘OF SUPERVISION

— r
- - 3

Rationale

-

')
Unfortunately, many of theqnodels of the superv1sory role

con51der on1y=two dlmen51ons of leadershlp, such as Task \“

‘and Person, or assumptlons based on McGregor's X or assump -
< N
tions Trelated to McGregor's Y. - ro N

-

- . - \
.‘_/-—/‘ -

The essence of good supérvision, however, and of being
. . 1 ‘ ‘ . A re

appropriately supervisied, consists“in the selection of a

reasonable and effective supervispry.style ﬁbr the ﬁzrticp-;

larﬁsituatioh; thus, “having a third dimension.

- Al

The attached material utilizes the idea of the Eppropriate-

ness of the 51tuat10n in developlng a three d1men51ona1 ﬂéﬁ

e

model to help students understand that d1fferent situations;

d1fferent {nd1v1duals, different times amd ‘other cr1ter1a

-

each demand a different supérvisory style There is no easy

answer to the questlon, ”Should I be an X leader or a Y

] _

leader” "Should I.be a Task Leader or a Person Leader"?

°

7

The ,answer depends on the situation, o

°

Objectives

v

.

3

/-

. . . o
1) Students will "understand the Sltuational dynamics

t
]

idvolved in thq selection ef a leadershlp style,

. eand have a begLnnlng personal matrix- framework

c

t e

for ' the approprlate ‘use of a superwlsorv style .

accordlng to the s1tuat10n
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1

’
a

Students vlll have further 1nformat10n about the1r

»

own leadershlp styles part;cularly with regard to

2)

» the 51tuat10n, on whlch basis they will develop a

’

personal plan for growth 1n supeTV151on in a later

£ . . . . . LRI ; ".
unit: . - .
y‘ I = 2 .
\ 4 ~*
\ B . &

- ir

The 1n9tructor will 1ntroduce the idea of the 1mportance of

" Teachidg-Learning Activities

- ’a §1tuat1ana1 answer to supervisory: style by u51ng the follow- 7

° - ' .
s .

. ing matrix. - ‘ .

LEADERSHIP STYLES LEADERSHIP SITUATIONS

o

‘ Type -~ Time A Program [Supervisor;
of Person’ |Available  jObjectives | Values Etc,
Supervised | . -
’ " ]
TELLING : . ,
SELLING - ‘ - A ’ s T
) A * ‘
PARTICIPATING \ L Y DRI SR T I
. = N ; . . - - e
. . a’.' : T . Ps
* *DELEGATING : : ) -
- . . , i» ] )
» ' - ° . . -

.The general theme of this exercisé is there can be Jo right

- - »
answer in terms.ofﬁsupeTV1sory style unless one knows the
's1tuat10n, the people involved,

[
AThe Sklll of leadership is know1ng the 51tuat10n, ‘having a

and a’ number of other criterla
large repertorle of respbnses, and selecting the approprlate .

response for the situation. ' :




sy

The results should be .reco

.in the,£Q110w1ng unit about

141

-

C e A }
The instructor will then ask the studentS:to complete the

LEAD questionnaire, Leader EffectiVenessvand Adaptability

Descriptidhs answering the twelve questions; accordlno to

<

their best estimate of the. proper 1eadersh1p style

-

The iqsttuctor will then instruct the group in scoring the -

L N
qQuestionnaire as indicated on the attached sheet and in

interpreting the results. 1In geheral, the énstrumeht
assumes that of the four leadership styles illustrated;
Telling, Selling, participating and belegating; each is

appropriate under certéin ciTrcumstances.
K ‘ .

-

The student i's thus asked to select the style approprlate to

/

" the sittiation and gets a score not only for the general

-

Styles that arg used, but also for the effectivéness of his-

decision about the ppropriateness oOf the style for the . -

situatioq. -

-

. > '
" AR .
< . .
. . 3
. . < .

°

s
s
.

Theyresult will be interpreted according to the student s
bwn leadersh;p func?;qns‘ Small group and total oroup

d1scu551ons WLll“folloﬁ”regafdlng 1mp11cat10ns and appllca-

tions on-the+«job:,

leadershlp sk111 1

e
1 The materials ‘for thlsﬁuut are. cppyrl yt d and are avallable
from Learning Resources Co oration, 7594 Eads Ave., La Jolla,
California 97037. The ratignale is described in deta11 in
Management of Organlzat;gn’l Behavior, Second Edition, Paul
= Hersey and Kenneth H. Blanechard, Prentice Hall, Inc., ~ .
Engilewood Cliffs; N. J., 1969, \!/ , -

s ' . 187 , ] ‘. f -

5
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A PERSONAL PLAN FOR IMPROVEMENT IN SU@ERVISORY STYLE

-

Rationale ' - o : .
" Based on the concept of expenientialllearningv.this unit
will culminate the section on supervision. It represents

a general attempt to help students understand as clearly as

p0551b1e the1r own superv1sory styles, set goals in terms of

de51red super1sory sk1lls, and develop.-a plgn to help them
.improve in all regards v )
Obgectlve . ' ’ ;} e \ - ’

/ Each student, at the completion ofethe,cléss will have ___

»

k. a wr1tten pPlan for improving his - superv1sory style 1nclud1ng ~
~

" a dlaonost1c ‘assessment o6f his present 51tuat16n, goals for

his supervisory role in the future, and a series of action’

steps planned to accomplish the goals.

7 . . / ' . ' . N
Teachlno Learnlng Act1v1t1es . ' . °. -

The nnstructor w1ll 1ntroduce or rev1ew the 1dea of a plann;ng

model, used in previous un1¢s, as follows

‘e

1) Diagnosis - A complete review of-a current: 51tuatqgl -

« 2) Goal Settlng - Where do I want to be at the éhd of a +
Certain, time, be. X months, a year, two years ort.

more. What superv1sory skills ar roles do I wish to

t

have-at a given point in the future? N\
. ‘ . : v 8y -
° [
N . ° “ 3
. > .
r B
A \ o
1 . : N » - ~:\—\'~ .
’ ¢ AXS) \ ¢ fl
I , N \o ‘ *1 6‘8 \.
~~~~~ - e 5 \ . o \
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3). Action Steps - Given the two~abov%ﬁz(here is my current

situation and here are my goals), what activities or

steps should I undertake in order to accompllsh those °

§ ‘ \
goals? . - LT , S

The instruc;pr will then reviewjghe resufts of the previous
-&

unigs deallng with superf?51og and leadershlp, 1nglud1ng the

McGregor XY exerc1se the Task/Ferson questlonnalre, and the +

H

Three Dimensional Leadership Questroﬁ:aire He w1ll also ask

-~

each - student to think through his own 1eadersh1p styles in

terms of FLRO B, a Previously undertaken exercise,

. . . ! 'y
. ( s . . .

\

P 4 il

Students will then be ask&d individually to write several"
f

paragraphs about the1r current leadersh1p situation based on

that data _as well as their own knowledge of themselves. They

P

should also 1nclude information about their role and th3‘26t1v1-‘

't1es theyxundertake in a‘supervisory fashion on a‘day-to-&ay

.

basis. : —
.

ba v

©

< L2
S& T2 =) L * .
- ” rad . .

Y d" 1y ' 4 '

galnlng clarification and a compléte understanding of their oqa{/y

- .

supervisory styles. ’ v g .
o . o . ' br
Students will ‘then be askéd to individually set some of their :
[ - 1% Lo ., . . .
own gpals' to write” about their future in’a supervisory éituation;.
to pPlan what the future, would be like, to envision themselves
" months or years ahead in a superv1sory role. ? .ol .-
v . < . * . . '
LY ‘ ' . ("“‘1:
< . }' /
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Aftersharlng the goals with other students, for clarity and

completeness,

Rl

students will then. develop an-indivddual

‘s

i ‘Actloxf’Plan based on their c

urrent 51tuat10n and on their

) gtscrlbed according to 1mportance or feaSIblllt

wgoals. G;vem the current sltuatlon and -the goals, what will

. &
they do in terms &f taking courses,

L

W1th different experignces,

providing themselves

improvements-.on the job, different

‘attempes at supervisory skills, etc., in order to accomplish‘the

goals. as they defined themé' The steps will be shared JWwith other

students for clarlflcatlon and’ comprehenslveness and for further

1deas The.action plan can be put into prlorlty order as previously

y‘and the steps
defined in as much detail as time allows. )
y

\

.

Thus each student will finish the class with a completed action’

Plan based on the dlagnosls ‘of superv1sory Skllls, goal setting,

and the specific deflnltlon of steps,

-




LS
III. LESSON PLANNING AND CURRICULUW DEVELOPMENT FOR )
: THE COOPERATIVE EDUCATION TEACHER -

The material which follows is a guide for the use by

-

Cooperative®Education téachers, in curriculum development.

- . ! H
~Curriculum development - {or iﬁs;ructiongl design, or'simply'
lgsson planniqg - different words f&r essentially tﬂg same
'process) is an important.prerequisiﬁelip effective instruction,
and a crucial pdrtion of a teachér's role. This\ﬁéterial is a

" Structure and a form to help‘you with instructional planning

and thus increase your effectiveness as a teacher,

) . s
Principles of Learning .
N i
~-It is important to base the planning of instruction on some .
sound. educational principles.~ These principles should be dev- .ﬁi
t

-

.eloped out of the teacher S own experlence, but here are a few

_ of,tha,ldeaq —that seen Iv~bw—impuruaut’wuvu unegls planning -

any sort of an educational program. ‘ . .

Experiential Learning
\ ,

Experlentlal learning, discussed earlier, is a useful and

©

particularly 1mporvhnt approach in dealing with cooperative

éducation students, By experlentlal I mean‘not merely~§he
xperlence which the student has but rather thdt experience

A Y v

developed into 1nternallzed learnlng and to the extent pcssible,

resultlng in changed behav1ors. o - : A

\ . N »
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but also a fac1llbator of the sharlng of 1nfofhatlon among the
FoN

/students or emp asized throughout this handbook 'and one who-

helps the student %o 1earn from his_own experlences,.

L4

¥

-

-

-

u

e

-+ Perhaps the most Iyrlc description of this type of roLe

thé'teachér 1& not only a- glver-of 1nformat10n,

‘.

‘was!
given by Kahlil Glbran in his book, The Prophet - ’ly
"Then," sa1d a teacher, "speak to us of teachlng, R
"And he-sald: B e o -

'No man can reveal to you’ aught but that whlch already

lies half asleep in the daWnlnc of

o«

your knowledge.

L)

The teacher who.walks in the shadow of the temﬁle among

hlS followers gives not of his wisdom but rather of his -

.
-

faith and lov1ng . . '
o . ' 4
If he is indeed~Zise, he does not bid you enter the house

of hls|W1sdom bug rather'ﬂeads you to. the-threshold of

_ your own mlnd’ . o ‘

3 o

»

The astronomer may.speak to you of his understanding of

»  space, but he cangot give you the ear. which arrests the -°
' R N '

nhythm nor the voice that echoes Ite, -

> -
» . .
H

And he who 1s Versed in the science of numbers can’ t€ll,

you of' thé reglons of welght ‘and- measure, but he cannot

cond&g?byou thlther5

+ ' For the visioh of one man lends not its w1nos to another

ey " v !
. .

Ny
- -

o - - - B~
]
1] K ‘ . -
¢ ma e W ‘-
. . ]
. ' » ° .
N : . .*
. ./ S . - -
. n(“f * e *
. * ~e .t
. Al . ' .
~ [EPUEN s ,is
° ’ ‘ (v
-
. .« ¢ N % \ .

’ T . - . .-
. . .
T P
oy o . ¢ .
1 2 ‘ -t
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.
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-Educationtstudent, whose maturity

Gilbran's words seem especially relevant to the Cooperative

veryday experiences

provide a rich basis for learning. *

Learning Modes. ,

ijhout,dimini;hing thelimportancé of the cognitive or the *

v

a competent teacher also will

intellectual in(learni

attempt to emphasize -the affective, or the emotional domain.

. Vd

- - ' f \ * - -
Since attitudes, valued, and feelings all contribute-to

°

learning, they need to Ye considered in the planning arnd

implementation .of any educat'onal program and in the pr0V451on
S . -
of a relevant atmosphere. -

a : .
Skills and Knowledge - . .

In addltlon to knowledge ABOUT a topic, such as accounting as

1nterpersona1 communlcaglons, we must empha51ze skill develop-

mént 1dl£he topic itself. Knowledoe through lectures, books,

-

.-Develobmental Nature

films ‘and other 1earn1ng media is 1mportant but unless the

students can translate Jhat knowledge into their own behaviors,

®

the knowledge is of little consequence. ~ ¢

i

[ -

‘Any classroom or tralnlng program should be developmental in

nature rather than composed of discrete and unrelated p1eces
The material should -also be based clearly on: the part1c1pantq.

N
needs. A competent fac111tat1ve teacher also plans so that

a’ class does not end at ¢ “the conc1u51on of a—glven time perlod

. but rather has 1mp11catlons for contlnued 1earn1ng and growth

o N [N
[ (RN

*
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. .
e My .
e

& both in time and scope. The mechanism for this might be the
development of some sort of .action plan, as illustrated in
this handbook, for the student to follow in transcending the

class itself, S

[ A . _ \

* Individualization '
~ L] P . . '

. It is important that different needs -on the part of the

8, -~
. 7.

4 < M . . \.
students be recognized and __that the clagf 1s responsive to

»

‘those individual need;‘ A competent cooperative education

e

- " -

teacher places emphasis on helping each student to assess

‘

his 'own individual learhing needs, and to plan activities

which help the studenf to fulfill those needs as completely

< N . -

as possible, ool .

Two-Way Process . -

. -

¢ The educational setgiyg.ln the classroom should be as two-way

A

as p0551b1e, avoiding the didactic, or the 51mn19 dT know

-~

. somethlng and you don't, so here it is." The studénts should

be 1nvolved in a genuine d1alogue.v Students-usually f1nd thlS ’ J/Q

approach mnot only more interesting and exc1t1ng, but also ’ ' .

a 4
b learn more as a result . -‘Tj . ,

Stﬁdent Needs .

L]
¢

. Educ?tibnal programs should besbased as clearly as possible -

.+ On student needs. Within the general framework of the title .o
of the course of program, students have a variety o6f needs C

and concerns. The competent teacher should elicit as much
: _ as mu
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A4 - .

.

information as possible about what the Specific needs are,

and tailor the teaching learning activities accordingly.
v ‘ ' . . .
Excitement

-

Learning should”ﬁe‘an interesting, exciting, and fulfilling

. 4 N . \ ~ “ . Y .
" experience, and it 1s- very much the responsibility of the

‘teacher to see that it is.as exciting and in{eresting as

¢ 4

possiblg. The teacher's own enthusiasm gdes a long way, but
in addition, he meeds interesting presentations, a variety-
of approaches, and a host of appropriate activities. The

good teacher is at least partly a showman.

.3 \
»
Involvemepa e

‘It is important ihat students feel a sense of involvement

- L4

in the proeess. They need to know that class objectives

are really their objectives, that the‘'classes are planned

"o

o P od
JPC‘LL

\
tcatly with theit needs in mind, and that their views
(% —_' - - _—
are important te the teacher.

‘s

. Proce%ures For Planning
AR .

Curriculum development, or its-less extensive manifestation,
. « s’ ) . ) -
.Lesson planaing, can be an extremely complex activity, but
* ‘cargfully done, it cag’be much simplified and very useful in
< A ’ -
Toe v . .

providing gelevant and exciting instruction. It should be

seen as _ a ies of stepsy avoiding getting "hung up" in the .

-

details of any one.part. As a result of good lesson planning,
a teacher can utilize instructional tipe much more effectively
«  thah is usually the case. !

~
”
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-

The following model is a represéntatgon of a three-step
agproach staztlng w1th a deflnltlon of the obJettlves moving

to 1nstruct10nal act1v1tles and then %o evaluatlon. Graphi-

4 - . - . N

cally,, it looks like this: :

) ’,) . - )
. — .~ Instifutional. apd Program -

. - : . o Philosophy’% Goals . o

s -

. Objectives ¥ s .,

. @ . -
| IR
’ e . J RS s . .
Evaluation ! : Teaching-Learning
_ : - ’ Activities .
. L 1 ) ’ ) ' >

> .

- . 5

Ideally, the process becomes,a self-regulating feedback,

loop, continually adjusting the curriculum according to

its measured effectiveness in terms of student learning. Thef‘§§

Planning model might be applied either to an entire course or
— .. %o a one-or-two-hour session and is useful régardless of the
M .

-

extent of program developmentfwhfcﬁ has already been acconm-

-

plished. . ~ .

? \& N

Objectives M

The most appropriate and useful obJectlves are known as

performance obJectlves wh1ch expd1c1tly state what the’

- (23

. Student will be able to do at the end of 3 period of time.

They are future- -oriented, measuxaBﬂe, and written in terms of
. what the student or teacher will do. Performance objectives
1 - j—
are most useful 1f student percelved needs are the basis of

g '




their'development ‘objectives .should be the students' objec-
iiveg, not necessarlly the teacher's obJectlve&. L
Characteristics'of a %eli-&efined dnd useful objective ‘ .-
include: ;'O v ' -k |

a. The objective is future oriented, describing an

anticipated outcome. - . ’ - L

-
b . .

. The subject of the obj@ctive is the learner.

The verb in the performance obJecLluc should de*cribe
observable behavior. ' ' \

d. An objedtive should be relevant, particularly to

-

LIPS .

the student's own described needs.
e. An.objective.shpuld be of reasonable scope; big

(enough tq be important and worthwhile, small enough

to be obtainable,
But objective; are useful.only if ‘they determing,instructional

E

activities. _ . ,

Teaching-Learning Activities . *

After the objectives are defined,

design of the learning activitdies
. . * L]

stqdehts reach (hose‘objectives;

the next

step is the -

to be utilized in having the =

D8signing interesting aqd‘

_ : - —
effective gctivities is a complicated process and the craft

of the td;cher. Unfortunatqu, knowledge ,of the content -

-

business administration or whatever - does not -
L 3

ﬁmpk¢ 3 hlgh leVel of ®eaching sRill nor knowledge of a3 wide

management,

variety of useful methods ) ‘ . .

. - k -
. . N
.
.

-

v

- 177 -/r ' \ _ ' )
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]

In objective-based instruction,

-

* » to the teacher f01 developlng a d OIganli%qg 1nstruct1onal

oY T
act1V1t1es..

’

,More of\the stated objectives,

uties cannot be tied'back fo, on

k4 .

-, ’ - v
helpful‘ﬁrlte::ZBare prov1ded

Learnlng shquld relate to dellverlng one or = -

’ <

E

If the ma;or&ty of . the act1v1-

of . t

tated obJectlves there -

. ObJ&Ctl?&S and actldﬁkles are no

L] S

he
that the objective cap/fz-achleved If*the

\

A N

.1s 11tt1e hope

COrrelated

actlfltyes or the obJectlves need to be Odlfled.

-

N\ ) «
\ A large Varlety*of teéchlnc methods are ‘available and should

. -

. be cons1§ereo\foz use by the teacher, Which nethod one s,

o

chooses is’ a questlon determlned oy a!'umbet of crlterla

1nclud1ng theA§eacher ' sklll,‘lenrth of tgme ayail bIé, the
wne ay e

)

'

< nature or the mateé&aISravaalable and, otheP'fac*ors ..

.

.
> . L
.

\

hen e1theﬁ the

]

discussion- CoyL s

o . . - &
Teaching methods include read1ng,°fectmres~

&>
~

-~ lectures;-discussion;—case studle;!ei‘be.p{eylng agg:other

.use of ,test 1nstruments fleld tr*ps " films,

the ‘use.of gues® 1nstructors and many others.

L]

- simulations,-

video tapes,
"/ N . : 3

oy - an
»

ft_might be useful for thyéseéchEr to build™a model or plh,

- . ~

R . i ¢ 'Q . * . ' : - - . d
°juxtaposing teachimg methods against the crit@ria for the -
‘ o : ‘ -

’

LN . v J .
selection.of a method as follows;z © . w~/
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<Q,Eva1uat10n is an important activi ity, the mechan;:m by which

¢ °

fhe instructor aets, fecdback from the students

’tlon‘ should 1nf’uence Lne tr

anoular patter'\ ’the relationship

T}us lnforma-

. -

] 3 ) \ \ )
of) ob)ect;ves to activities to evaluation. . . .
L - ’ R
‘ ' 4 .
Methods of evaluaglon,*nclu;e but are not-Timited to, test- .
- / : v
‘. ;ng of students ~The purpose of testing Stuuenfs should be.to -
. detgrmme whu’her Kol no.. he mstructm'x 1s efteulve and- how *he
. % o
Y ms’tru\'tlonal d 51gn s'hou14 be revised, as welf as to provide
) ' . S N
Eeedba\ck, to students about- their -performance? . . ) .
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A variety of evaluation ;echniﬁgeﬁ,uboth formal-and in€for-

/

°

mal, can -be used. They might include paying careful a}teqiion

..

.;o nonverbal feedback from ;he students, such as body positiong .

and fac1al eXpression; the use of qucstlonnaLres ot 51Mp1y

w .

ask;ng for 1nfo¢matlon about the program-or 1n>tructor’

~

a

,technlque. Informal discussions about the=activities used 1in
the atcomplishmedt of;the 6bjectiveé‘caﬁ be helpful, and it
rd ol - ' ‘ ."\
; . N J
1s crucial to gain the studeqts tﬁust in order for theth to

. 4 »

- I\ a

prov1de usefu1~eva’uatlon data.’ - L

’

4

(24 F . .
- s
- .
. .

: The following .instrumeift has been designéd as a'cheékiist for

o

classroom observations. It is bn»ended to be of par*'*ular )

use in thte Cooperative Educa:ion-classl\ It.might ve used~by
[ ' ® . ," —— | N L]
thq teacher alone, by ancther teacher WhHo has been ask d for

)

feedback, a supervisor.or dean, or the teacher might ask the
o T .

»
.

students to use it as &an evaluarion instrument.
- . , / .-

Aruitoxt provided by Eic:




Practical items and the general atmosphere

SR W

i1

o

A

.
~

§

LY

°

In terms oswthe general atmosphere,

6'-}

1. Intense - "

3

8, Describe the furniture aqkangenent and

Oescribe the activity or movement in the

’

i
.

how" wbuld you describe the session?

S
Passrve

3
"L 2
)

» “-Circle One

Collegial
Atmosphere

’

Authoritarian’
_ Atmosphere

1

€.

‘Roles a;dsReLationghfpS'“

o
a.  _Jeacher as

Presenter .
of Information

3

-

Teacher and ;fudents
as_co- learners-

=
] -~ LT s

g . Cirth éné
S‘ﬁden ‘as 3 Resourc. v

to himself ‘and other '

- students

Studenu as an
g to fi11

empty

1each@' asf
° exper* !

* 7 C
. q

’

i
Téacher as
Eacf 1jtdtor
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d. . Communication.- - L ‘ . co SRR
- “ . A ; B . IR \ L
\ 1. Describe teacher-to-student communication.
- s ] i‘ : . ) V' ’ ) o ! :
N e . .
' ~ * x ‘
. . 2. Describe student-to-student communication. /'
: T | . ‘
_ : Ty , -
_ " 3. Describe ‘the quélity of the teacher d‘ﬂwsten1ng to, and handling
v ¢ - of students' quest1ors. N '
Lt - ) o I \ .
- ) N . : bN : ¢
— L4 “ ,

 IT1 Teacn7&g Teéhniques

- : ¢ . B4 ' ) ¢ o
. a. Describe the teaching technique usad (Tecture, group. discussion,
‘ film, etc.) . ‘ .
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) . . ’ '
< I
=y )i‘ . . . - ‘ o
- ’ : .
. . .
! . . . N . = - ’ » . .
~ . ‘
. .
.

. ' L] :
. "+ . b, Were the 0b3ec;10es of‘%he ]es;on clear, and either the ‘stated ’
' | chec;Tves of t e’ students, Sr the stuc\”ts had "bought in"? ce
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f. Was there 1 3ny evxdence of var1ety and flexibility in the techn1que5
used’ . .

e

4 >

0id the instruction appear to bu.]d cn the day to. day experuences of
the studen»s" . .

14

IVf‘»Desc*tbe a Major strepgspqint of the session,

-
v

,. ) ' - - ’ ‘.'
Rescribe a major weak point of the séssion. 2
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-

s
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- 4
Additional Cdmments.




APRENDIX:'231:
Aztec Article

EFnterview with
‘h'?”

* On-the-job
| part of co-

* credit-hours in traditional

By Peg Goldman
If you .say. “education is for
having a job.” Ed Johpson of Pimga
Colleges Coopcrative - Educanon’
Depariment (CED) would ' add.
“and havinga job 1s for education -
*The office. shop. assembly floor,’,
lab. your Jning .room and your'
ncighborhood' are, no ess
classrooms than tradinonal ones
with textbooks and chalk. Johpson®
believes

¢

.
[S

“It'sa matter of learning how to
learn Trom them ™ Johnson said.
“How to tuke experiences of work
and really. of life ~ loak at them ask™
questions. come up with @ew

" answers and mak¢ new decisions

To help students do that isthe far- -

reaching goal of the cooperd¥ive
cducation. depariment. said-
' Johnson.

2

Ona d;lilyle\elh.a sl yd;nlgeﬁ.rollod -
in the three credithour CED 198 o

CED 199 deyelops a resume.
expericnces Frole-plays. indernew
situations and  discusses cgmmon
on-the-job. persan-ta-pérson
prablems T

~ Beyond ‘thc“; iwe-haur co-op
scminar per week(for thefirsthalf of

. the semester only) ‘"{:d at-least three
. : .

learning
op’s duty

clagsroom cach student is:

study,
required tosisd $ hours at a job
or volunteer expefisace in his figid”
of study, R may be the student’s
currentjob or one developed for him
by the CED.
Until recently, cooperative
~ education served only Students in
the trades such as secretarjal
services. Becayse of a grant received
last summer. Johnson and others are
. now also developing jobs for liberal -
-3rts $tudents ‘The political science
major may find humself wcg’?kmg on,
a research- project tor cuy
councilimen or an aspiring hbrarian
may catalogue books
Johinson said that public service
agencies. ibrares. musevims and ali
sections of the work world may be
1apped for the experiéncesthey
provide the young dr older student
first cheching out their career goals
in that real world or those rerirning
schpol. testing the waters 112 new
area of work, R T
Johnson quoted the findings of .
Stugs Terke} in “Working™saying
“cufrent stabstits are grim  The
- numbér of people who punch the
cl()cl\’a?gbrly'u‘_dunully low 2
'soberng - fact. ansldepng that a

work 15 ahead for all for

A |

Reviewing
Director
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“will earn 1 credit with 3 credits or™i5 topics/classes as a maximum. . . .
. e 14
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Tax Shelter Annuity Agreements Due . ) "The-Bulletin (8/24/81

= . . ).
A1l faculty-staff-tax shelter, annud tyr agreements must be renewed each yea ! age 3)
in an annuity program, the salary agreement form must be submitted by Septemhe '

New W.C. Libra Hi rs . . . . \
W < rary U '

,

- West Campus library hours for fal) semester will be: . .
© Monday’thry Thursday - 8 a.m. to 9 p.m. ' . S . .
Fglday -8a.m to3p.m. ’ ‘ ' )
Saturday -9%a.m to 12 p:m, , . ' / L ’
ce " ) o . Lo '
‘Staff Council} Meeting--Auqust 12 . . P

Mjnugs of July %.‘J.ul'¥44. and July 22 were approved with corrections to July 22.

L ° ®

Commi ttee Reports: - , z e
Newstetter, Isabel Auen: Written suggestions were df'stributed and discu . Sept. 1 was set as date to
submit material to-Media Dept./Print Shop. ‘ - ‘e
L -t . ; . &
Staff Development, Carl Blanton: Cratique and discussion of recent workshop. All comments received were
very positive and complimentary, The next event in ¢he program will be by Or. Gibson, starting in September.

These are eventng classes and w11l be offered for. credit throygh the Communjty Cdmpus. Every § topics/classes

. [

.Presentation: Or. Art Evdns discussed various aspects of the upcomng United Way Campaign, At his request"
the Council made several suggestions for the campalgn. . .

. “ « ) o
Chairman's Report:' Qur chairman, Larry Chapman, announced that due to personal and academic responsibilities
Y K .

" he fust vacate the chair. The motion was made and seconded to accept hi1s resignation. A further motion to waive

attendance requirements for Chapman was made and seconded. This will allow him to remain a Council member and
attend meetings as his time schedule permts, without vrolating attendance requ},ruents.‘livian Ries, vice-
chairperson, will, temporarily assume the duties of chairperson.  F

. - ‘ STUDENTS™ - | e
Co-op Jobs Available at [BM . .o . . LT T

.

for cqoperative education students only. 1In order to begome a co-op_studtnt, one needs merely to register for
CED-194. or CED-199, cooperative education:” The jobs pay about $4.00 an hour and are in a variety of fields,
including accounting, recreation, mandgement, computer science and office education. Any interested students

§Ze cooperative eucation program again has available a number’of jobs for students at I8M. The jobs are
p

“should céntact E Johnson or Suzanne Konic at the Downtowyn Campus (6541) for fyrther information and application

. . .. '
' . A
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o AN, (ficeMertorandun . | .
' — d meF'O,_lCe emoran ,Uln . F.aCUItEY § Counselor Memos. .
| "7(\'_" PimaCommunityCollege Ty tor i
. oy . . |

~
S , \
. . Reg{sfratﬁon Counselors and. Advisors Date: 1/ 1/81 o
- RV28 Ed ‘Johnson, Cooperative Educéxionﬁeﬂmngihwéw .
@ o Dowatowa Campus .
OSUM A NEW PROGRAM, COOPERATIVE EDUCATION IN THE LIBERAL ART§

. TR T T ~ = \
’ ) 4 R ’
. . »

3 -

As a résult of 3 recent tederal grant; we are now offering -
Coopérative Education to all students, not only those who
o “are dormally classified as in vocational programs. We are X
currently beginning-a job development process, specifically . -
s .- for the.liberal arts- students, and arve looking for students

; who are’interested in taking.part in the program, . ’

[

°

-1 o .kf you dre{ awvare of any: students "who are working ar wish ta

° I 'work iLnm an_area that might be called liberal arts, (that is, >

‘ -anytBng that is nos norhaily consiidered vocational), I'd

N 2 be pleased to have you suggest *fthat they register for CED-198,.

& Cooperative Training-LibeialgArts Data'Codes 10523 (1:10-3:00

. Y Thursdays), or 82273 (7:10-9:Q0 PM Thursdavs). If

’ scheduling is a problem, you might suggest that the student

register anyway, even if'it‘is a conflict, and see me aﬁout'fu

' : S > .

'Ihe program is an attempt to ‘connect, *for the studentss, the .
world of work with their academic program, giving them 'an . -
on-the-job experience relevant to their educati nal-and

+ccareer goals. In the associated coop class [ will help °

" stlidengs with job-finding-and-keeping skills such as writing
4 resume and‘pakﬁng an Wnterview, with career planning, with @
human retarions on the job, and other issues important in the '
&brkihgmwgrkigméhl . .o i

an alternative arrangement. 4

\ . ) )
. P CIf you bfvgny of your students have any questions; 1'd be "
N : Pleased tv have you call. The number is #6541, and either
’ |« Suzanine Konic, our new program secretary, or | -will be glad
T . to explain further. °. ' .
> . o

S PEJ/sk
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© To:,Co0p Ed -, ;)ibgrgﬁ Arts Staff R Date:  1/28/81
- ' .o /. Y . ) ‘.
¢ Fro’m:,__Eé__JOhns.o_“.h’;"_' P, ol —— ResponseDueBy: . .. __f ; )
'&mhch,THE:FNFLOSE MINUTES é QUR NEXT MEETING o
» ) ) - ¢ i} ) L] )
» '.' - )\

"I was delighted with our‘heeting
.enthusiasm afid skill that you al
. looking forward to
- —that will really be
of students..

I am adding Ernie Oppenheimer to
: ) cither put in™RPA's or reques ted

s agd pleasod with the
L bring to it. | am

an excellent semester and a program
of'benefitqto a substantial number

-

*the group, and have
associate faculty con-

N “tracts or you, for $900 cach,

for the spring semester.

Since therc was" a variety

of ways in which

ybu wished to

b¢ paill, .1 attached. a note and ho

pe that it will all work

can.

out. ™ I'11 fodbow it u the best |
i . p/ st

Ouy next meeting wi1l
. axr the East Education

. reporting briefly on t
Al any ‘jobs that you have

C
all ity a gﬂeneral,‘infoﬁation

be sFriday, January 30th, 11:00 AM
ntér, Room 105., Let's, again
meeting with everybedy
reir activities. from the,
found,

who are looking “for jobs, and

['11 try to

)

past week; ’
students that Pu know 'of”
other ifems’.

.
.

'. let youaghow how it is going from my perspective,
. R P ‘ . . » ,
’ ' . L ’
» % PEJ/sk e N
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s ¢lass or who wgnts to know about th pr

\ Inter-((:)fficeMe'ﬁo'rﬁndum. ;
~ PimaCommunityCollege = IR
Ay Pma Colleg o

DATE: °  February 13, 1981 L o
TO: ) devcloﬁcr§, Coop L}b. Arts Spring Semester. . .
.FROM:r q Johﬂson, Coop Education ‘ . ‘- . infA 1
SUBJECT : '}éew 0dds & Ends . ) j)’ ' . N
., : ’ .
. . ) ' K
P . S . . . R

1. dur next meeting will be at 3:00'on Thesday, February 24,
at the Downtown Campus €CC-124. I 1looked over the schedules

and ‘this seenis to be a reasonablywcomfortab}e time for‘mést ‘
people. If it's not POssible, please let mé know and I1'11 '
. try to work out something different.

o ] v . .
2, -I've, cené¢losed a,copy of the Spring'ig:estcf RPA for-ecach of
) you that we submitted., If there's ddy problem wWith this
elet e know, I had to-go with the .s.rather than asso- ’
ciate faculty'cohtracts, but.ddted it from the early, summer °
+. for those who wished. ’ :

- !
“ . o . s

x s
3. I've enclosed copies of a draft brochure that we'can discuss
at the next meeting and finalize at that time. We can also
discu$s the use of the draft forms ‘'we sent to you with the
last minutes. . J v

-~
’

4. I'11 be  going to a Western Cooperative Education Association
#> (WACWEE) meeting in Las Vegas at the end of this ieck, doing «
a wofkshop,‘a de hopefully talking with a number of people
- about new approaches in Coop. (The most important attendee :
*_Brom hy~perspective‘will-be Moﬁris Brown, our man in Washing- .-

‘ton, the Director of the Coop Division, and of course, the'
bersqp respdnsiplc for refunding our program. 1 will buy
him ‘a drink or two. : !

M AN

5. I['ve set up a tentative meeting time for tahkt &ampus students
in the Liberal Arts Coop Program, #or Wédnyesdays - no ‘every
week -.but probably alternate weeks - stayrtimg Februar 1'8 .
at 2:00 p.m ~ I'll meet with Migckie Sw 2ey in the Stud

. Lounge at that time, and would be glag/ to have any other

who would--find. this more .convenient 133 attending the reogular

L4
& . .
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v ‘h‘;\z.g Inter-OfficeMemorandum -
Y PimaCommunityCollege *
/S | lleg

.

-
o

- . v

®

K
» A

Date™: . 2/13/81 .
To: Job .Developers, Coop Lib. Arts Spring Semester
From: -- Ed Johnson, Coop Education . . ¢
quject: A Few 0dds § Ends : .

L

12-.

[+
.
P

‘ . R [ ) by
We are dbingf{%e layout for the business‘cards -for Coop

Education -in the jJLibergl Arts It will- include the follow-
]_ng U - «

-

3
.

- The Pima Logo . .
. Pima®Community College . SR
Coop Education in the-Liberal Art$
Name of staff person

Phone ‘number of staff oerson

~

Will you'please specify, by‘returning'ghe bottom portion of
this memo to’Suzgnnﬁ, your preferences- as to:

e

Lo .Qq\wheQﬁeg you want your card to.include your campus P
‘ location; . .
b) whether you want your card to includei your home
phone number, - IR g "
I have one very talented student withe lots of secreté}ihl
experience - types 70 wpm, takes shorthand at 100 wpm, is
familiar with mag card,-transcription equipment etc. s -and
.is interested in a job in a Real Estate/Property Management
firm. . Can you fing anything-for her? P®rt-time, if possible.
. . .

PEJ/sk
v

, ' *

Name of staff Person

.¥Campus location to be on business card?

-

§ tome phone~wumber on %usiness card?
. ‘e . ;

- .,

ZIf éﬁproéﬁiate, your home phone no.

>

180
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b4 Inter-OfficelMemorandum v , 'Apmdlx .
, PJ?A) :;9 P:maCommumtyCollege APPENDLX C

.

Liberal Arts Faculty ‘ : 3/12/81

" T0:
kmou:‘ : 5op Education\ . -

SUBJECT: 0 ion- ) e Cg iberal.Afts'Pfogram

b

'A

We are progre551ng well in f1ndfhg jobs aﬁd students for the
Liberal Arts/Coop program. _Appropriate jobs arec at a premium,
however, and .l would be most appreciative of your letting e
know if you are &ware of’;obs suitable for llberal arts
students

4. - < Ay +

You also myght be W1111ng to let your students know of ‘a S —
var;qty of‘volunteer p051t10ns that are avilable with the+City )
of Tucsort. Although unpaid, they can provide gn excellent
experiencé and sometimes lead to ‘paid gobs. Currently those
posTtions include: .- ~, T L

anllsh to-Spanish Translator

Neighborliood Center Facilitator

Infornfation Specialist (Dept. .of Humamaa Communlty Developmt )t

Drafting Perscn _ 2. .

Constyuction Contract Interv1ewer @

Housing Market Analyst

°

-

&

[}
Fl

‘For more’ 1nformat10n about thése,positions, students can con-
tact Mary Memedova, on .the East.tampus (X6580) .

I would be pleased to have any students join the coop classes,
accoxdrng to the following schedule.

., .
—

‘If thert's any_ more 1n£61matnen that we can provide please be
Sure to contact me at 6541.

’ s

Continued -

]
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RS “*x,\\ .

. . / . .
TO: | Liberal Arts Faculty - ’ T . N 1 3/12/81 \'
i ) ’ 1 ! & . ' .
SUBJECT: More Information About the Coop/Liberal Arts Program * : L ' s
. A ) o A
DTC CL-107 : " WC CBS-205 “.  EEC RM-103 . .
1:10 - 3:00 p.m. 5:00 - 6:30 p.m. 2100 - 3:30 p.m. -
7:10 - 9:00 p.m. \ .
Y 4
‘ el . - . < \
Dat-e S Toglc' ~ P Date_ Topic v . ’ ~Da\t * - i
3/12/81 omnunication of Plans: 3/23/81 Internal/Externaa ot 3/25/81 The Resume and a Pole-
- Hollow Square ' preplanning exercise Play of Job~Inte;:vie'ds
' Exercise N ) . ) . -

: . -| 4/7/81 The Resume and a Role- 4/8/81  Interpersonal Relationshizs
3/26/81 Tipe-Management Play=of-Job interviews on the Job: FIR0-B
4/2/81  Negotiation- - The Blue- 4/21/81 1Interpersonal Relation- | 4/22/81 Personal Health, My Career:

Green Game ships on the Job: A Questionnaire »
\ | \ FIRO-B | \ -
4/9/81 Interpersonal Relation-, . . .5/6/81 Time Management *
ships on the Job: 5/4/81 Personal Health, My & s
) FIRO-B . . Careér: a Questionnaire ’
) g™ : . o ‘
4/16/81 Decision Making on the ' .
Job: A Trip to the A4* .
Moo,n 4 - S . v 2\
4/23/81 leadership & 'Supervision: . ' . .
’ The -LEAD Model ) , P ~ '
N . + e N *
4/30/81 Personal Health,-My 4 Sy
‘Career: A Questionnaire , )
® . 4
5/7/81 “Review, Evaluation of "'n.
N s - . '
-~ COOP ! \ ~ "
° - i - - 1 . > '
“ . . . 3 4 .
- ‘ ’\ , ‘ . yer
- ' . {
192
v i ) . J‘ ) - i ~
. ; b a © g
.19L .~ - - R - ‘z..‘
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¢ . Pima Coop Luncheon

“theprogranm, including a hisotry of Cooperative Educa-

T ORERMERERAT

>

Workshop Report

» !

WORKSHOP REPORT
. COOPERATIVE EQUCATEON'AROJECT
: WESTWARD LOOK RESORT '
May 12, 1981, 12:00-2:30 P.M.

4 -
The general purpose 6f the workshop was to gather
liberal-arts faculty members and career counselors
ffom the three campuses, to share information with l
€hemjconcerning the ‘program for the year, and to ‘ \
elicit ideas from them for program direotions. e |
also hoped for continuing support from the faculty
and counselors in recruiting students into the -
Liberal Arts/Coop Program in the fall" .

%

Forty-two people attqnded,\>epresenting all three -
campuses and all of the liberal arts faculty areas.
Groups included liberal arts faculty, career and
personal cpunselors from all three Campuses, ;program ’/

personnel, including the'part-time faculty job . .
developers and some representative employers. .
\ v ©

- .

After an excellent luncheon and much conversation
about the program (for plgcemarkers we used the
program brochure), Dr. Jognson.introduced Dr. Jack ~ -~
Fuller, Vice President for Instruction, who spoke
briefly about the role of Coop and was extremely
supportive of the Coop Prograq. 4 ’

.

>

Dr. Johnson then Sspoke briefly about the nature of

tion and the‘geferal oqu&giyes.of the Coop Progranm,
the activifides that were ulcesaken during the year ]
In the Cooperative Education Liberal ‘Arts Program, . ®
and the results in terms of students inyolved, jobs
found, and the curriculum manual that was produced.

, . . - .. .

He emphasized thét one of tiie most importamt aspects

of the program was helping Students to~ find more ful- .
ifirlment in the~ycrld of work; and the classroom .
activities which mowved in that process' direction. The

broad issue then'is not merely finding jobs for .-
studénts, wHéreby they.°can apply their skills, but -
also to .help students learn to learn, to become their

own th®oreticiams, and to learn as deeply as possible

from their ow# experiences. PR . '
» . . -

.A question and answer session was ﬁollowed by small

group’s at the lunchbon tables. Groups of about eight
people-were asked by Dr. Johnson to'meet and talk -
among themselves, with one person as thegrecorder,"

writing their salient topics on newsprint. He asked
) 4 d 3

s

R A BT




Workshop Report j . May 12,,1981
Coop Education Project N '

s

}y
~ I ,

them to discuss the nature of the program, what
"appeared to be good about it, elemehits that should -
> be left in, what different directions .that might be

taken, what suggestions they would have for another
.year. '

.

’

RESULTS: The results of the small groypé sessions, with ‘some
redundancy eliminated, ingluded the following: -

Th@fe should be more .publicity "in-house", with
students, faculty - especially during registration,
including the .name of the program. . There should be
signs during registration, with % tw zline descrip-
tion "and a pocket for brochures. It?;\impoptant to
include liberal arts. Placement in jobs that fit,
trying to match students' needs with the the job;
integrated into the transfer program, should be
included,in the elective section in the catalog.

.’Emphasize to ;fudents job-search skills, and that
they wil'l get help with résume writing, etci. Volun-
teer“jobs are wpork experience too and havécyalue. v

. & )
Set up close communication ties with Tucson Volunteer
Bureau. Integrate' module on Volunteering into the
liberal arts curriculum,-as preglude to cooperative
experience. In €stablishing jobs, use coop -students
to dssist in the progranm itself, to lighten the load
on program staff., -

Incrﬁase'P/R,work in the community, through service
organizations, etc., through job developers and
coordinators. More office space. . -~

AN
N 3

Mailer announcing job experience reldted to your
field. .Coop class to all Previously registered .
students. Times to coincide with registratiion (a
dittle big before so they have a chance to think
about it.g i T\ :
Suggest coop ‘ag an alternative to withdrawing from

school because ;they've'gotten a job or need to get a
job.

¢
A




Workshop Report
Coop Education Project

Program staff coordinator coming to class or job
developer representatives‘early in-the’semester./
ESL (English as-a Second Language) facufty teach
foreign studénts the lapguage of the job.

Year-round internships; open-endedy ‘generate more
variety of paid businesses, connect the liberal
arts program with business experiences.,, for
example -Fourth "Avenué Newsletter Neighbdrhood
“Association; shopping centers have cooperative
activities ta coordinat¥®. .

. Advertise 'a central cléaring'ﬁouse information on
positions, as they become available. * Advertize to
stydents that if they are employed, to take advan-
tage of Coop. Uge St. Luke's Home volunteers.

. 4 : ‘ ,

J P.R. at Departmegtal'meetings, in liberal -arts -
wha't” special qualifications?

. Look for jobs 4in arts, symphonies, Desert Museumf
early childhqod develgyﬂeqt, work-study students.

. ALC is available - pinpoint specifics for Coop
students. Resume writing, module available for
.drop-ins. - -0 .

N 4 . M L
. All in District check on resumes to see what eaciris,

doing, ipcludingﬁﬂritiﬁg'lso, Coop, Business courses,

etcs , * . /- - .

-
w

N Migﬁt'find jgb§ in 6;aﬁt£ng, Engineering and Archi-
tectural, Banking and Finance fields: City: part-
time library, snack-bar, secretarial pool, offices.

| " . ;

. Be more assertive in visiting classes.

. Coop recruitment and retention are _ related to each
other, ~

-
-

AN

.y

.*Develop a slide-.tape presentation.-
. - - L4
. Form a middle ground beayeen vocational and liberal

arts students, ‘

\195.,.}
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Workshop Report )
Coop Edugation Project .

-

"« Language students < encourafe [them to get credsft

N ., RN 7
] . e ) R /’

o ~

< .. . . ' "}\

\

. Extend unpaid, inte

Sshipls to .year-rjound activity,
encourage students

open-ended erntry.

. Generate/offer the widest yvarjety of jobs place-
ment, experiences. There should bd a central
intake person in placement for faculty District-
wide to, share job opportunities, as they.discoVer
them, and for students who have jobs to connect
with-Coop for ¢redit and/or other disciplines for
credit. For example, history research projecty
with History 201, Independent Stud}es, or students

gidsg. j\]

(.
Jfor employment internships with travel agencies
financial institutions. ) '

"
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j * . ' "Linkages" Article § -

Follow-up Responses

Nationaldnstitute-or Statf and Organizational D~evelopmenllKellogg Foundation Project -

j University of Texas, EDB 348, Austin, Texas 78712  ° o f

* -
. T
N . ’

s ¢

» [

o . Job fulfiliment stressed in Coop pr_ograml '

-

.-~

Through funds received from the Bureau of Cooperative ~
Educauon_ Pima Community College has expanded its:Coope- ! ,
. rative Education Program to include all students .
N . The basic purpose ofCoop 1S to connect people with the world 4
/ ' ~ of work and since Liberal Arts studeiits willeventually tind . .
L / ‘ themselves In the work world, too, the program 1s lrying"to help
them .
\ : Coop, now statfed with s& Liberal Arts faculty members’
. . employed on a part-time basis, 1s doing sdme ;éb'd‘évelopment
0" - and studentrecruitrhentin the Liberal Arts field Althoughobs are
< : difficuitto find, arrangements for some very useful posttions have &z~
been made . -
Students register for the' Coop class worthuhree credits The . .
‘U\weme of the course is hdw to find more fulflilment in the work ,
world and the job 1s on;y part of the course’requirement Class
- . < sessions deal with the concept of human relations in the working /
/\ ¢ X environment, planning, wnting a resume, and taking fa job. °
interview . . I
InE{e'rpergonal skills—relating and corhmunvcating better with
, supervisors, customers, employeesgand with other workers—are * .
stressed as the learnable skills relevant o students, In planning, oo
s, ' . : each student takes a hard look at his/her exisfing situation mn -
. ' lerms of career and personal hfe, does some goal setling, and
then d'evelops_an action"plan appropniateto Qel framherato there '
- nthis Liberal Arts program. Pima nstrxmg to'go welgheyond the ' -
. R tradmonglnappncauon on job skills that one learns ip the
C classroom Students becomeapartofanéxperlentoalcyclewhere
they are helped to logk at their total experiences, jobs as well as
v , other expenencesa,and become their own theoreticians, to,take a
\_ \ look at the wdrld around them, and orchestrate their own - ‘ v
I

. resources The point here is o ecome alearner rather than

merely learned ’ _
. . ' Far further iformation, contact Dr. Philip E Johnson.Pima .
Confn mn;tyCollege,DowntownCampus.P.O.Box5027.Tucson.

. C AZ. 85703, (602) 884-6788. : o : s
N . . . . R . i —’\\

.

" -April/May 1981, Volume 1, No. 2 S N

' > . - -
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Ms.. Sandra Anderson,-Directdr
ﬁ%operativq Education

WESTARK COMMUNITY COLLEGE
P.0. Box 3649 - :

Fort Smith, AR 72913°

. - &
-Dear Ms. Andeyrson:

. Thank you for your letter requesting information about our Coope,-
rative Education/Liberal Arts program, as mentioned ih Linkages.

Pifa College has been undertaking the traditional Cooperative
ﬁducat;on program for the past ten years, but limited to voca-
tional students. As 3 Tesult o L3 grant from the Office of

Education, we expanded it to include the libersl arts students
-this year. . —

-1 have enclosed a number of documents, workshop reports, minute's
of meetings, etec. tha}'might give you 3 hetter idea of wh3it' we're
up to. L'l11 also. send a copy of ‘our completed fimal repo;f,
which should he finished by the énd, of September. ‘

,}Sinee ﬁhe ﬁaaching hankbooﬁ is essenfialfy in-process, I.'d bg
‘qpprbciative of any.thougp;s you migh;*haxe, comments or, suggestions.

L If there's"anything gurthafiwhich I’cguld sﬁpply té‘ypu I'd be -
happy to. do what I can. c

ER .

. ' ' —7 ’ ' o Q
Siﬁcerely.you¥sﬂ

/‘ L

>

Philip E. Johnson, "Ph.D.
‘Coordinator e
Cqéperative'ggucation. )
PEJ/sk. AT - .
Enclosures - Workshop reports (Bostqn, Lég Vegas, Denver, Tucson)
T Minutes (Feb.-April, 1981) - _ N ad
Porms§ (Job Opening, Student Available, Faculty Rept.) * .
Cbop Brochure . o, e ' )
‘Teacher's Handbook '
>

o

3
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| . June 15, 1981 - ‘o
| ’ e 13, 18 COQPERATIVE

I - . EDUCATION
Dr. Pﬁillips E. Johnson . ) ‘
. Pima Community College
Downtown €ampus . o - :
P.0. Box*5027
® Tucson, AZ 85703 .
- .

Dear Dr. Johnson:

. RECEIVED

€

I have read in the April/May 1981, Voflume 4, No.'2, issue of
Linkages an'article about Cooperative Education at your college.
I would  appreciate receiving morg information regarding your over- T
all Cooperative Education program as well as the Liberal Arts are®.
~ Also, I would like to know how the class sessions for Co-op students -

are set up and how the contents of the clagses are presented,

L4

Thank you for youf assistance in this request.

-
s Sincerely, LT

»

Sa dra:Anderson "

-, . . Directory Cooperative Education
> . - » ‘¥
ct
' e , °
1Y . \
) . c . ’
! ' '
7 -
. .
. x < ¢ \
¢ . .
z Vad
3 . L - 1]
., - '. LS : * “d e e L. R ’ 4

. e

Voo - 2 19 9 ' ' : ’ '
. Yy > D °
b4 - o - % -

" '," o ‘ \ . ) . . _ ..
-3 . - . . F} . ~
' Grand at Waldron e P.Q. Box 3649 e Fort Smith, AR 72913 o (501) 785-4241 '

y . . .- & o
- » .




. . ) . September 15, 198]
~' Mr., Chuck Green, Directgqr ‘ ,
. - Cooperative Education. ’
’ LAKE LAND COLLEGE
Mattoon’, Illinois 61938

_ : Dear Mr.~Green: . '
. . , Y : ! ,
Thanks for your lettervand comments about‘the,despription of

our program in th? publication, ”Linkage”. h \

I1've enclosed a copy of an article that I wrbte recently for
the Looperative Education Journal, and some other material
which is briefly.descriptive of what we're up to.

* I will send you a copy of what will be a #;ther voluminous
' annual report, as it is completed, towards the middle of
Octoberx S

. « If in the medntime, you.hive:a?y specific questions of if the
) ‘enclosed materjals.raise any further concerns, I would_ be . ‘ ’
Pleased to hear from ‘you.

_ Sincerely yours,

a

. . Y
WiTip E. Johnson, PRD, R . )
Coordinator . : . - ' .

Cooperative Education : . " - .

- - . ~
»,

¥ . . L, : .
Enclosurés: . "Coaperative Education From A Teacher's Perspective
. Role'Destriptioﬁ D . . .
. - 1-Set Coop Lib.Arts Staff Meeting Minutes Jan-April
Coop Brochure. - A

. bEJ/sk’ - |
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, : . September 3, 1981 . v

N

/ Dr. Phillip E. Johnson ———— D ’ ” ¥

Pima Community College e '

Downtown "Campus ‘ .

. .' P. 0. Box $027 . : N :
Tucson, AZ 85703

Dear Dr. Johnson: o .

s
>

Just finished reading your interesting grticle
on co-op in the Bi Monthly Publication, Linkage.

L 4

o - ' I weuld like to kqu more about your program and ’
) “would be deeply appreciative if you could send me additional
\ information. ) ] -
9 3 »l
I j . ' I have been Diregtor of our. Co-op Program at ° s
\' ’ Lake Land, College in Mattoon since 1971 and keep looking for &\
new ideas and ways to improvg and facilitate our own program.
a Thank youy. T )
L . ' ¢ '// . - -
) . S;nﬁegekyg ’
. \\ ' A o \.-‘L) \
SR . A .
e, ‘ ' . . . Chuck Bteen , .7 -
. hlg (TJ - + Director of Cooperative Education .

g,

.
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. - Correspondence With
University of Arizona

~

¢

¢

-~
4

4

‘ February 12, 1981

—~—

Ms. Louise Johngon, Director . . , .

Part-time and Summer Employment Placement Service . | N

‘THE UNIVERSITY OF ARIZONA . .

‘Tucson, Az 85721 - - . ‘ BN
. Y ¢ ’,‘ '.— N \ N

Dear Cin@y: . . ) ' .

It was a delight to meet with you and find out about the
Upivérsitv of Arizona placement prbgram. I must admit to
being really impressed. I sure wish I had all of those Jobs
listed on-a'bulletin board. at Pima like you have there.’

I have encloged a copy of the article that I mentioned, and °
would be mogt appreciative of any fgedback that. you would be
wglling to give me about it. . . -

Let me reiterate that if there is anvything I can do to be of
support tp the U of A placement program. I'll be more than

happy to do.so - particularly,with the kind-of class materail
that I work with and the workshops we run. If you would be
interested in coming down €o meet some of our qg%eer coungelors
and geeing what kind.of operation we have, I would be pleased .
to arrange-it for you. Just call me and we'll set and give

you the "cooks tour." A . \

Again, if'yop have éhy jobs,‘either part-time or full-time,
thatsyou aren't able to fill and would like to make. them
available tp us we would be more than' pleased.

Thanks again, I will look forward. to hearing from you.

. d

Sincerely yours, .

Coordinator -
Cooperativa Education . .

Teacheérs éégyég;tive" :
PEJ/g? . ‘ \
k 202 B

/ .

enclosure - "Cooperative Education From A
> “,‘ s

-~




e

Frank Bonnevillé, Dﬁréétor
Cooperative Education
Engineering Building Room

. UNIVERSITY OF ARYZONA. .°

4

]

Tucson, AZ 85721

~

rl

- February 5,‘1981-

< - ‘
4 - - |

125

v .
Ny

. \ -t ) »

Dear Frank:.

Eadt)

It was d delight fgx”JJ'Ann and me to meet with you ‘and

share some ifleas about cvo
your program and the exten
quic&&y. 'Sorry that we, h

I have enclosed a copy of
this past summer, which mi

would be appreciative of any kind of feedback you could -

give me.

Also I appreciate youf sug
«Johnson. .

v

that might be appropriaté
(that you are met able to
pleased to hear from you.
to be finding-jobs rather

If there's anything I can-
terms #6f classes, I would

I'11 also plan to invite y
later in the spring sq tha
between the Universify* and

Thanks\agaih for your inte
. Ll i . L 4
Sincerely yours,

o -
7~

If you have gny information about jobs in the Tucson area

7

/ ~
P. I am really-impressed with
t to which it's evolved so '
aven't connécted earlier. .7
a fdﬁulty'manual that I wrote '
ght be,of ‘interest to you. I

gestion that-we contact Cindy ___

for'our Liberal Arts students .
fill), 1 would' certairnly be N
Our problem at the moment ‘seems
than finding Students. ) .

do for aﬁy of your students in

be more than happy to do so.

ou out te meet with eur group

t we can develop some continuity
Pima programs, .

rést and let's keep in touch. -

Philip E. Johnson, Ph.D.
- ~ . . Y
+Enclosure FOC e T LT

- ]

PEJ/sk - s

-
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Ms. ‘Suzanne Jacobs, Directoy
Cooperative Education N
+ OAKTON CQMMUNITY‘COLLEC_
ay 1600 wGolf Road o
. Des Plaines, IL ‘60016

Dear Ms. Jacobs:

you. . . .

~

I realize ‘that tHis is minimal,

‘questions you-have- or .specifics
more than happy to do so.
Ligeral Arts program,
second year of development:
enc%osed describes it.

A
’

i

k]

" "Thanks for your interest and don't hesitate to

S

P
“call or write,

3. N N :
= S LTt §
3T3 . Materia'ly Sent to. -,
' ?’) “;\“"( N ‘Colieges & Inst i’:t)tiqn‘s
- g ANk e T
1] o » )' \ . et IS ] . . .
g ‘_'/./0\ /'/\ ” ¢ ) "" ~ . ~'
g 4 . . B
C ,/‘A\‘Z;\\\\ . -3“ -
. go ) ,‘.':.l o . ‘
;? \ . .
) 0. , ) ’ -~ '.. "~ FaRr )
e . - g K
2 A oo LA
Q SO : o
(D October 1, 1981 ’
~ . ) i 5 LN s,
. i Y ~ -~ o
- . . o>, .
1‘-

-

N ; s . ’ \ .
"Thank-you “For youp call about Coop programs at Pima College.
I have enclosed ‘some material tprat might be of interest to

but {f there areudﬁyafurtﬁer; -
that I can provide, I'd be
We are particularly proud of the
which is currently beginning its
One of the flyers that I've

if .you ve_any furthepr questions. BN
Y A . . ]
‘. \S;Dfe} ly.yours, toe '
D) \n ‘ ! C . . . s -
B & - ) : . Lt . .
' Phi- Ip E. Johnﬁon, Ph.D. .- - \ .

Cooperatiive Education

~ Enclospur ;ﬁ.(%?gﬂjxvpﬁarz/ .
| Cee

4 \
i

y wes Pard Lect /Qm%x/;é’b ﬁyW/ |
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June 24, 19831

- . Mr. James Barrett st . L
Director of Coop Educdtion Project - : '
- ILQINOIS EASTERN COMMUNITY COLL'EGES- \ ) :
. 233 East Chestnut Street oL
. . Olney, IL 62450

' Dear 'Mr. Barrett: . o '
. ¥ T .
Thank you for your letter and kind comments about my booklet
" ‘concerning Cooperative Education, IL'm glad it was of use
, to you, ‘ -
I'm currently doing some revisions and submitting a similar
"manuscript to the Kellogg Foundg;ion, which will be con-
" cerned primarily with facilitative teaching techniques for .
teachers of adults. - E . - ,
5 The other work ¢, Which' you referred by Stanley sng Sparks,
+is enclosed. °‘It, along with mine, were part of a project
last summer for “he Arizona State Department of Vocatjonal
.Education. ‘ :

z

Tk 1 hope that it is of use to you and would be Pleased to hear
from you again about the Coop programs at Illinois Eastern
and your~gomments about the materials, ) :

“! Sincerely yours,

" . . * ’ -~
ﬁ - # : : s .
-’ . '
Philip E, Johnson, Ph.D, L) . - .
aa Coordinator, -
: Coop Educatigg . , . »
R . B 8t . D a .
‘ & - PEJ/sk T . : . > -

[ f

. - Enclosdre . PCC'Coaper tiye Education Student'Handbook(Zﬁaméy/;ﬁébéqféx

.




]/ ( ¢ 80ARD OF TRUSTEES

Mavon Hack Wikan,

N Chatrman of the Board
. ' Gueorge 1. Kodher,

ILLINQ1S EASTERN COMMUNITY COLLEGIES Viee-Charrmau of the Board
" 233 East Chestnut Street Olncy, Illinois 62450 618-393-2982 Willum F. Hoffee,

Secretary Pro-Tem
¥ 3 *

. David L. Hart |
Robert E. Mundy, 11 4

. o Richard J. Roth
. : : . | . John D, Stull  °-

Director of Cooperative Education Projects ‘ 1 . Jod Junkins, .

¢ ex-officio

Juné' 3, 1981 , Harry Hllis, 7.,
Bonrd Sccretary

[

i

: o N ‘ o o
RECEIVED
Dr. Philip E. Johnson Erimtllal Vi

Pima Community College °
2202 West Anklam Road JUN 9 1981

Tucson, AZ” 85709
Dear Dr. Johnson: . : COOPERA ! E
: | - EDUCATION: -

. I have recently completed reading the copy df "Cooperative
Education; A Teacher's Manual% which you sent to Mr. Ben Huntley of our
community college district. I\am most impressed with this manuscript. .

If more of us would put down in writing what we’ feel is necessary for

Cooperative Education to be successful x.th@re would be many more quality
programs. ;

In your manual, you referred to a gomparilfon volume by Sparks and
Stanley which is devoted to student oriented aspects of Co-op. Could \
you tell me how I might secure a-copy either to borrow or pur se?

Since our Co-op program is in it¢ first year, I am trying to secure all the .
information I can in order to imp}ement the best possible program for our
students. . :

Ben éuntley is no longgr with ourscommunity college district. A‘
Ben possibly told you, he had very little work to do in order £0 have his
* Ph.D. completed, so he decided that hé should Wwork on that at this time.
I'm sorry to see him leave but I understand. | ' Lt
If you could semd me the information concerning the SparKs and Stanley
« material, I would appreciate it very much. )

S ' . Sincerely, '

- 4

L JEmes Barrett

. - #:  Frontier Community C(J)Ile‘qc - Rural Route 1, Fauholel, Minow €2037 Telophone 618 832 3711 ©
- ’ Lincoln Trail College - Rural Route 3, Robinson lhinewe 62454 Telephone A18 514 8R57
Olney Central College - Rural fioute 3, Olney, o 62450 Telephone £1£.295 4351
W‘pbésh Valley|CoIIege - 2200 Collnge Drive, Mt. Carmel, Hinors 62863 Telephone 618-262 £641 .

- % . —
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APPENNTEX3:2,:8F

Aztec Story on Coop

(R

Aztec Campus News

© "New program offers jobs

.. for libetal arts students.

By DAVID BISCHOFF
. Aztec News Editor

grant, jobs and.internships relating
to a student’s major arc now
. available to Pima ‘College students
studying under the libera] arts
program. :
Cooperative education has
traditionally " been limited to
vocational areas such as welding, ai
' condlttomng, automotive mechan-
ics and nursing: the new program
i . extends cmploymcnt*opportumucs
! to studentsenrolled in othcr areasas
well.

Cooperatjve education’s function
is to provide an interrelationship
between on the job.experience and
material learned in the classroom.

“Employefs are increasingly
- looking for college graduates who
) have hag.experience in which they

' are opting for a job,” acéording to
. Dr. Philip E. Johnson, Cooperative
Education Coordjnator.

“The new program is designed to
offer jobs Jhat relate to what a
student is studying in school,”
Johnson said.

s Resulting from a .recent federal.

work."”
" .He cited the fact that at one time,

world ghd this is one rcason the
prografh was initiated.

“Students need to be aquainted
with the day-to-day reality of how
jobs in a -particular fied rea]ly

sgme schools offering a printing

.program were tgaching with

»

materials no longer used in the
industry. “Co-op helps kccp the
course material in the curnculum
relevant,” he said.

In addition, Johnson fecls that

- Students knowing the real working

world will be able to ask more ..
pertinent questions in class.

Furthermore, he suggests” that

ents gctttng on-the-job
) erience now, will have a greater
awarcness of whether they want te
continue in that field or move on to
somcthin% different.

Available through the new
program will be internshipsand jobs *
offered by public and private
businesses throughout Tucson.

Sen. Dennis De Concini's Tucson
office is presently offering a number
of non-paying mternshtps mvolvmg
research and organlying reports for
the scnatof, Johfrson .said. He
added, however, that these

st

:’ ~ He suggested that course material
Q} s ead .,  .does not necessarily reflect the way
‘ L. things .really are in the working
i R -

} T

t ;' . 9 ' 5

1

N A .1 Tox rovided by ERIC

-mtcrnshlps could lead to. paytng

positlons. Aside from De Concini's
office, many of the jobs offercd
through the program are already
paying positions.

N~
¢ Johnson and five faculty members.

from the Pima Coliege district are
working on developing. job
opportunities for liberal arts
students

He stressed the fact that the
program cannot hire people directly,
“but serves asa prokerage betweena
job and a student. We bring a
potential cmployer and worker
together and then leave it up to them.
as 16 what happcns. he said.

Fifteen hours per week is the

minimum requirement for times

worked and three credit hours will
be granted to those successfully
completing the program.

Students enrolled in, the progra'm
will be required to attend a two hour
weckly scminar taught by Johnson.
The seminar will deal with issues
general to the world of work.

|

.

Q
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)




. " | KERENDIX2249%

‘ Coorespondence in Job ¢
Development

January 26, 1981

Mr. Fred A.'Tarazon\ ' . !
Assistant for Constdtuent Seérvice : S
Office of Dennis D. Conecini .
33°'North Stone - .. *
Suite 1540 :

Tucson, AZ 85701

o - 2

Dear Mr. Tarazon: ' ‘ 3
» . . -
rd

It was/a Pleasure to meet with you to discyss the possi-
bility ‘of Pima students 'being involved in your Internship-
program. - : - )

ot ¢
I'11 make the announcement to facu1t>\members, tafk with
students and hopefully Fe able to make. some referrals to
you. I'm sure that the internship experience will be
extremely satisfying, ‘3& .

-

Also, if you know of any paid positions that might be
usefuly for our students’, pParticularly in the 'Liberal
Arts program, I would be pleased to have you let me know.

e !
( W

Thanks again and 1711 look forward to furthes contacts _
with you. R :

A S

9

" Sincerely }ours, |

-

Philip E. Johnson, Ph.D. - : ’
Coordinator
Cooperative Education

S~

PEJ/sk
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a

Ms. Paula Danﬁ;nﬁeldt
Staff Assistant SR -
.o Office of Morris K. Udall ' : .

k]

[

.o 300 North Main R ‘ ‘

LT - Tucson, AZ ~8570S5 ° : . '

.“ r :\ < A ® >
o Dear Paula: g .
. . y) o .
T It wds 3 pleasure to meet with you about the pdSsibility
of developing some internships 'in the Congressman's
S —~_ . office. ~ .- . .
;n * * ' A

‘I. have enclosed a copy of several memos which I recently
sent explaining the basic nature.odf the Liberal Arts and
Cooperative Education program, and what we are trying to
accomplish. . _ )

+I'11 call you to renew the connection some time near the
end of February, with the Possibility of developing
internships either then or next sumger.

o S Thanks again for your help, and I'11 look forwardy to
further contact with you. - '

.
2
' «
i P ]

. - Sincerely yours,

Philip E. Johnson, PhoD.
Coordinater -

. Cooperative Education . . ,*J/’/7

2

. Enclosures .~ .. d

.~

" PEJ/ sk

~




'll,call you withipn a'week or so to set
. that you are busy/‘}?i]th your néw'position.

~

LoSoN

I, am looking .forward to meeting with you.

-~

.

Sincerely- yours,

A

yhglipsgz Johnsor', Ph.D.
' .- Coordi ator/Cooperative Education - -

.
~

~
»

Pt
BUOZLY

-

PEJ/gs .
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. o} February 27, 1981 , - ‘ ’ oo
M 8
. D " A OS e
T o Mr. David Christensen > :
o Superintendent . )
E Arizona Correctional Training Facility K ) -
S 10,000 South Wilmot Roade ‘ '
-1 Tucson, AZ 85777 / : 1
E Deér‘ Mr. Christensen: '
. . »
3 . Lo
Q- In a'recent conversation with Dave Gaspan, I mentioned the .
3 possibility'gf an extended connection between the Pima Collgegge{
-'U' Cooperative Education program and ACTF ,in two different
c dimensions. - ! : *
(72} = ’ ; ’
o) First I'm interested in being mdre helpful and responsive to i
Q- the residents as they leave the facilityy by helping themn ; ,
124 find part-time jobs connected with an educational program
Q which they might coritinue at Pima College.
. =h. — ] ! ) g . N -
8‘ '+ Second, I would-like to discuss further the possibility of .
either paid Oor volunteer positions at the facility for, my )
g regular students who are in programs such-as Secretarial,
s (>; Management,'or the general liberal arts areas.
%; \ Dave suggested that the’ pr'oper"pr'ocedur'e would be to speak with
~ . Jyou first, so I am wondering if we could set an appointment,
=1 a, time,.since I know




4

' State Personnel Office . h
Y ,1831 West Jefferson |

‘Phoenix, AZ 85007 ' .\u//
»

" To whom it may concern: v . .
A ~Will you kindly place Dr. Philip E. Johnson, as
iQSicated below on the mailing 1ists for:

} + - weekly notices’'of job openings ‘
- monthly notices of job categories
A & Philip E. Johnson, Ph.D. : =
. Coordinator, - .
Cooperative Education
. Pima Community College
- Downtown Campus -
. P.0. Box 5027 C. )
\\ . coo ~ JTucson, AZ 85703 .
Thank you. - )
"Eordially yours, ' A N £
.., L] . ~n - K
Suzanne Konic - -~

Secretary to .
P. E. Johnson

R o
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ey o _ - S November 16, 1981

Mr. Bob Franz

Personnel ,Department < . Ve
HUGHES AIRCRAFT . ~
P.0. Box 11337 * .-« ° .

Tucson,’AZ 85734

DearrBob: N

,;I enjbyed speaking‘yith you on the telephone “this morning. In

regard to your inquiry about the types of students we have at
Pima' College and in. our Cooperative Education Department, I

. have enclosed a copy of our catalog. We teach a wide variety -
. of subjects at Pima and’have excellent candidates in all fields
.0f study. One thing that most people in.Tucson do not realize

is that the average student's age is approaching 30 years old,
S0 we have many good-experienced people who are studying here.

L . . : b ‘
Again, it was good talking with you and we look forward t0 e
hearing from you next Monddy to set a date when we could meet
with you and answer any questions you might have.

Sincerely, - .

S

oV g

 cc:” Ed dohnson, Coordinator, Coop Education

J:Maﬁi Henry Allerheiligen . ’, L

Job Developer
Cooperative Education

t -

~

-~ [
$ .

MHA/sk

\
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7. December 7}, 1981,

. Ernest1ne Holloway
Emp]oyee Dévelopment , . ot
TUCSON ELECTRJC POWER COMPANY . . .,Q\ U
P.0. Box 771) ' S

Tucson, AZ 85702 ' . ..

Dear Ernéstine: . v \ .
.t 4 -

It was a p1easure to tn]k with you on the phone to discuss

the nature 6f:our Cooperative Education program. I'm pleaSed_

that you're intérested and hope that we can work out some, sort

of an agreement. ©
As I 1nd1cated it m1ght be someth1ng comp]ete]y formal, such as
our. arrangemgnt with IBM, or something much less formal and. -~
comp]ete]y casual, whereby you would s1mp1y let-us know that
you'd Tike to 1nterv1ew some students; or of courses-.anywhere
in-between. I've enclosed a copy of a Brochure about bdur Coop/
L1bera1 Arts: program '

'In addition to the IBM references wh1ch I gave you you.might Z(‘\\

like to talk with - . . »

¥
- !

* Mr. Herb Sautter -7 .791-4341 - Tucsen Water Department
Mr. Dick Hornbeck - 791-1786. - (ity of Tucson '
or - CIVICS program
* Ms. V1rg1n1a Foote .o - -

I' 1 look forward to hear1ng from you again about the pos§fb111¢y
meéeting with You and anyone e]se at TEP to explain,our
program further .

‘-

¢

Sintere]y yours, v .

] & < . . S . e
Philip E. Johnson, Ph. D
Coordinator <o ' - C .,
‘Cooperative Education N - \ ‘ : <
"Enclosure - Brochure - % . e

. o ) . \ - . /
. ‘s -

PEJ/sk ., ~* , |
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Mr. Ma#shall -Moskow
Production Supervisor
' UNITRONICS INC.
1806 West 6rant Road
Suite 111 . >
Tucson, AZ, %5719
N ?
Dear Marshsall: .
‘ d . : * —. . * "
. It was a real plcasnreffor Mark ang I.to Meet;wfph You recently
‘and to have the tour of Unitronies, e werd both impressed. -.
= with your activities and growth. We are also eager‘yo‘do,?ny-'
thing‘we-cap on beh?lf.of Pima Co{lege‘tqkiypporF~you.
I've enclosed a catalog whldh‘giveg rather, complete deécriptions
of all of our progran op ns. If'yqu.are.interes in particu-
lar skills and you den't feel that they. would be met by some of
our programs., we intend to “be réséonsfvé”to Community needs and.
will be glad to talk about setting up a special program.: K
) \ .. * s, .y \ ‘ . %:
you about with Burz-Brown is,organized
through Pima's Community Education offfce and.the person to
+ contact if you're interested in setting .up sometHing;similar is
Mary Powell-.at '88476869. , P 7 - (DL/ )

©

ro

LS

LS e . . X ) . .
I've also spoken £o both Mr. Jim Sherman, who istthe-diiecto;*ﬁﬁg

I

our pre-engimeering program, and Mr: Ron Moody, the program- .
"Sobrdipator for the electronics progyams.£ I gave them/basic infor-
.., matiog about' what you're up to; and suggested thaysthey might
T call 3§u about any further details’, both ‘for jobs that you'd be
“interedted ip filling with. Pima graduates onqggnp students and
for the possibilities of an internship program. - ' o~
- - e T ’
I1'Ve also. put the word out gmong our facﬁity”thaf there might.be
"three part-time;ppssibilitiés available with Unitronies, as °
follows: | A -

1: A journalism student, t0 generate and pioduce a company news-
. letter, along with some other activities; . . -
2. A clerical posftion, emphasizing personnel records;

3. A graphics or visual education support student, who could
work with a variety of graphics and’méd;a activities.

»
~ B S, - LY M

o

. . . v i o - .
Y, continued 1
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I referred 2 young lady who is a graphics/media studeif of mine =

Dee Dee Wdlden - and, I am sure she will have been in touch with yo
you before you'get this letter. If that ddes not work out I']11
i be -glad to look for some additional people.

As we get these' three underway to the extent that you are
interested, we can talk-further about other poséipilities.
Aéaiﬁi'it_:as @8 pleasure to meet ypﬁ and I'll. look~forward to
your calling whenever we can help further.

w

Sincérely yours,

. ‘& "

~

Philip E. Johnson, Ph.D.
Coordinator
Cooperati've Education

t

“ .
- Enclosure -3 Pima Catalog

Psg/sk N
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) : Reports of Coop

o . _ Confergnce Report Workshops Attended

* v Cgo%erative Education in the Liberal Arfs ’ '

. Northeastern University
~ Boston, Massacbuset;s .
' October 7,8,9, 1980 ‘ h ”

. o i} " . Ty A —
,ﬂ\\ . . Jd. Introduction/ -,
: ' ] A ‘

As a result of writing a proposal to the Office Education asking for
. funding o support the.inclusion of the 1Meral arts in our coopera-
tive, education program, 1 was able to attend a conference held at
Northeastern University in Bostoh. Northeastern’is considered the
irthplace of cooperative education and currently operatcs a number
of workshops and’other programs for cooperative educafors from all
over the country. - oo '

\

. -

- v~ Ly
This report is intended to summarize my learnings and activities
during the conference so that ¢ can share the results with as many
people as possible at Pima, - T would be pleased fo explain further, ©
or to discuss th¥ conference and. coopergtive education in more de-
‘ tail with anyone who withes. | ‘
t -
The ré%prt will first explain some of the more basic ideas of the -
conference, filtered. through fmy own value System, and then sumMgrize
the workshop. itself, session by session. .
- * 2 : oy ®

\

> I11. General Principles \ )
: e, ' 5 ' N
1. I rediscovered that.the Pima College Cooperative Education pro-
gram is an &xcellgnt one. Whenever I've had the opportunity to
travel to another pag: of the country, or to meet with educators:

‘from other areas I afp reminded of how outstanding our own people,-and
Pirocedures are. It ems quite clear that, we have the best béﬁgﬁal
cobgqrative education program of any -of thoge which I heard described
at thé conference. .. v ) . ' . ” ol e
' ‘ n R A
2. The conference, not really a workshop, was m@re concerned with
co-op in general than with co-op in the liberal.arts and to this
extent I-Was disappointed. I wish that there had been more specifi-
‘city about liberal arts programs. The fact that it wasn't a work-

. shop but Rather 3 Series of presentations ‘was also a disappointment

because the conference was not eXperiential.itself and thus did pot
illustrate the approaches it was espousing, and because it did not’
utilize the greatest. resource there,‘éhe pParticipants.--I nonethe-
less spent many hours ‘talking with others, asking questions about
their progtams, and sharing inf?rmatign about what we do at Pima.

3. .0ne idea that became much clearer . to me as the workshop pfo-
gressed was the two rather distinct philﬂsophjes of Qoopé;at'vb”“_
education.’ They were-cited initially by Dr. Walter Blanchard in his

© presentatiorabout the. philosophy of cooperative education.,/and .
.1ater reinforced by Roy ‘Wooldridge, the grandfather of cooferative -
education, from Northeastern. I'11 try te_explain the diftinction
as’ follows: ' 7 Ly A '

Y P,
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The tfaditional cooperatifve

education philosophy as ekem-
plified by schools like N
eastern, Drexel and Univer ity
of Detroit, largely engineey
schools, is based o Aristotelian
and perhaps Herbartian philosp-

phies.. The general concept i ‘a

dichotomy; separation of theory .
and practice on the job.

learning in the traditional - °
schools is any activity includ-*
ing ipternships, practicums, '
cooperative education and others
in which one'applies the learning
from the .classroon.
this approach would probably .mean
that no academic credit would beg
provided for the work experience,
the coordinators would .be more
"salesmen". than teachers and -
would mot have faeculty standing,
and that the jobs would‘be‘paiﬁ

‘Positionssonly. . .
A further extension of this idea, not
tional schools, is the conlept of the

The definition of experiential °

Operationally -

Contemporary . ’

A more recent philosophy, what
Roy Wooldridge called the ¢
"second read", is/exempli-
fied by the over 700 community
colleges which aré now, hetsaid,
"finely tuning" coope%atiye .
A educatiop. .Their philosophical
approach  is more from the, .
experimentaliset viewpoint.'

A\ ’

Experiential- learning in this
sense is seen as a provision by
the school of an educational
derivery system based on
experjence whether or not the.”
eXper%%ﬁce is intergrated with
classroom ]earhing. In"th
more contemporary program,
credit is provided for the |,
learning associated with work,
coordingtors are faculty

" gmbers, tand some volunteers
experiences., ¢specially in the
public,séctgA,'wouldibe used
as the on-the-jobsexperience.

o~
.

typical in even'fhe non-tradi- -
experience as a .bese for

ﬁelping the student learn from experience, thus the process orien-

tation to experiential learning. ‘The

closest to phenomenology.

The ideas _include helping a student

philosophicadl base seems to be

become a learner rather than merely learned; helping the student

to become, his own

theoretitian, ‘to get into the cycle of learning

from experience, perhaps as indicated in this diagram. . s
. :’ “ . . . ~
) ' Introjected Values or e o : .
. : . Content Information » ‘ .~

Antrojected
‘ Informaion-

More new values

Behavior based on =~ .

- -
.
»
. ¢
’ -
- * i
e

. . -
Experience as'a result of

- or information Jfeedback concerning the
T o behavior . )
+
" * oo “
New behavior ! L

based on personally .
appropriated values

- . n>\\\\‘2153’///// S

New values or information'
based on personal
experiences




- ditiongl cooperative education people from Northeastern and “from

v -
e . T N . !
- ‘ - . L4 . . . —~— N

3 . s
. . RN ‘

3

By far-the large}'number'of ﬁarticipants at the conference, whether
liberal ‘arts or vocationally oriented, are these who .come from the more

traditiomal viewpoint - Co-0p a's'an application of skil'ls learned:
in the classroom. This might be expected-since most of ‘theun were

.

from four year schools, and.though‘aca&emicians.could'probablf not .

be gpnsidefed.egucaforsf
4. Extensive gové€rnhent funding Supporting cooperative education
in past years has been based-on government interest in dealing with

the social problem of ihadequate job opportunities, particularly -

for young People. Thus the government has been emphasizing the more/
» ., . .

traditional view above. . )
N : -

§. Liberal arts progranms are.difficult to develop -and works with

'and'take‘moré pime on the "part of. co-~op coordinators. Northeastern

provides much smallex loads for liberal arts coordinators for this
reason. . % . . o . L

. . v . .
6. :I'got some excellépt feedbacilfrom & number”of theApegyiz\s?‘~

the workshop on the teachers manugl. which I- wrote . dhring the summer.
They.were Particularly Lnﬁk;ested én’the idea ' of faeilitative teach-
ie '

ing associated #¥th exper tial tearning.,

—

A ~

7, Many of”tﬁﬁﬁbrogrhms, as they Mmature, seem to be moving away
from the close Sypervisiop and tight evaluation typical of high

23

school program§}an4-somew at typical of university proghkams . Almost

RO one requires any exténsive evaluation on the Part of employers.’
There seem to be many .differences between hniversijygand.cqmmunity
College programs, the basi.c being that thetuniﬁersity programs are
almost. entiWely an alternate arrangement rather than Parallel. .

Parallel seems t3 me to be much more appropriate for the community

college with the alternate s an option wlRen it is useful. Amother

difference was that university people seem’fo‘thinﬁ of their
Students as youngsters. The wprd "kids" wags ysed throughout.

-
—

T~y ITI. Workshop Summary_“ A

. < . - "
Monday evening ) - .

N IS

A welcoming social hour; buffet and an oppo}tunity to meet some of

the other people who were extremely interesting, There were tra-i_

-

other schools, as well as faculty members in bhilosophy, history
the' humanities and other libéral -arts .areas. They were from‘both
.the United States and Canada and represented 3 wide variety of.
programs. ’ - . N

-

[]
.

Tuesday morning . . ) ’
] - . N

)
-

.t

Assessment exercise in which'pafprcipant§vshared'their particular
concerms. - « -~

+ » »

the National Commission for Coo eratiwe -Educdtion. His‘presenta—
e M . . ) _ _

A-Presengation followed by Johnégﬁgmgoqle,.ngbciatﬁ Diteqgtor of

v : - »
.

' ‘ f]
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tion was entitled "A Process Model for Cooperative Education

Programs." His presentation. was rather long and only partially

useful. He came on as"super salesman’ rather than educator, and ’

left ‘me with a general impression that education is an aaversary
relationship. ,The process model, which had seef. before, might

be useful to those developing new programs, but had limited utility

if any, for anyone else, :

Tuesday afternoon . - . . .

’

‘Dr. Walter Blanchard, director of the Co-op program at Rhode Island /°
. College, spoke on the gefleral topic "The Philosophy of Cooperative
Education{for Liberal Art Students." a tHough he'gas critized by ;

‘. very traditional people, I thought that his presentation was excel-

slent. He described two Philosophies, one being from Aristotle
St. Thomas and Herbart, based essentially on hierarchical arrange-
ments, linear progressions and dichotomies. The people operating
under the¥%philosophies tend to treat a student as tabula rasa.
This type bf'.approagh is more %onsistent with the tradi jgnal

A
‘engineerning vocati nal.kind of. co-op. Saying this, Dr. lanchard
dpev some flak. -He then spoke of more recent development\ in
epistemology, more in the Dewey framework, where relationships are 4
less well defined, and Co-0p can be seen as a vehicle for liberal-
izing education. He emphasized that only the learner is in control
.of his own learning and described co-0p as a "metacourse', deal¥ng
‘With process skills. X ,f
- *

| The second portioh of “‘the Tuesday afternoon program was led by
Hinda Pollack of the Northeastern staff and dealt with student re-
cruitment.” The ideas were quite general -and,there were no
particular implications for Pima College. '

& ' . -
. p -
Dr. Blan rd spoke again about'cooperatiﬁé‘education as a curriculum
compdnent. He emphasized that credit is- for academi'c experience’,
. not for the job. We went through a contract workbook that is used
at Rhode-Island, and listened to 8 slide tape prescntation. The
workbook is similar to the ones we use, and imcludes issues 1ike
problem solving, organizatdonal skills .and communication-skills.
Later in the motning Dr. Blanchard 'spoke again about the role of the
program administrator, faculty and the institution. He said- fdirst
‘that the liberal curriculum should be vgryfmuch_processno:ientedﬁmmm~—~——~w~
In a later—discussion with Dr. Blanchard he was most impressed wh&h
the material-that I had included in the faculty handbeook. He
"suggested that I develop & list of the skills of liberal art
students for use in job development for employers.

Wednesday afternoon . -

He also emphasized throughout that the relevance of. the Job to the
student should be determined more by the extept to which one can
help students process out their experiences rather than the direct
one-to-one application of the skills on-the-job Jearned in their
*EEademic program. This point .was argued hard during the entire

conference. Those who are primarily traditionalists pointed to

s

. =
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"relevant” because it Is most important to help the student.pgo—
céss the experiences on the job, almost no matter what they are.

»

Wednesday afternoon ) l °

Paul Dube' talked on the topic, Program Evaluation. He answered -~
«SOme questions and said that evaluation is much more significant
since its general purpose is to provide feedback about how the
Program is being conducted, provide information for decisions,

and also for accountability of the use of funds. He said that in
general evaluation should not be to make go-or no-go decisions :
concerning programs. He spoke of both formative and summative
evaluation, @lthough he did not use the words in, their -usual sense.
The following is a list of criteria that he spoke of as being

useful in evaluation. . ° ' .
1. Program objectives
2. The Process by which the objectives are achieved .
3. The calendar . ¢
4. The curriculum
5. The operating procedures including recruitment, job

development (is it by faculty or by students finding

their own jobs) * ‘

‘How .do. you connect Students with jobs?' »

The intergration of learning on-the-job with academic

programs ‘ :

8. Time spent in placement and job development, _

9 The budget making Process; does the'program suggest its
own needs? . .

10. The integration of co-op with the faculty, adfissions
registrar, counselling etc"

1T, Cost effectiveness .

12. Administrative commiggent to the program.

* P <

~N N

-

- .Also on Wednesday afternoon Dr, Joseph Barbeau, Associate Dean of
Graduate Studies at Bostor®Bouve College of Professional Studies
in Education spoke about job development. Dr. Barbeau was a real_
hustler and in spite the fact that he is not-my kind of Person, he
did an excellent job. He indicated that the faculty think of .
students as "'majors'", not as individuals with a specific set of
skills., He suggested that we should not develop jobs for s
sbecifickgiscipline,”§uch as history, but rather more generally R —

3r—the—%ibvraf—artST“mTﬁ?fiﬁﬁf??'saying "I am a ...", say rather,
"I can do ...'", Some suggestions which he made for tjre whole
Process of job development: n .
. 4
Telephone calls , Newspapers
. "~ Direct mail . - Talk with decision makers
- Cold calls on employers Don't get discouraged
’ Just "visiting" Rent booth spaces at '
Directories N conferences .
Yellow Pages S Lots of aide jobs in '
Get on a first name basis ' public gchools

o 220
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" — —Telationship to the world ~ " Time management ability
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- Record keeping of°contacts Insurance, hospitals
Personnel managers clubs Emphasizing advantagé to the
Professionals associations’ - employer ®

2 - . .
He spoke also of the msnyaaduantpges of co-op, Bhrticularly\in
' g£o-ap to the liberal arts ‘students.

. "

» the emplbyers from co-op.
'; T ae” . e . .
We then worked out a "laundry list" of skills that cduld be associa-
ted witﬁ,the liberal art students as follows: -

He quoted three studies, all of which indicated major benefits to f-

T,

~ -

“Interpersonal skills Decision making skills v
> Problem solving skills . Maturity - -
. Understanding oneself in " Life experience

*

How to learn ° - Well motivated
Analytical skills ‘Affective skills
Synthesis skills - T Ability to organjze
Interaction skills Express oneself and think
Process skills - =~ cogently |
Articulation skills L

Thursday morning gl‘

»
o

The employers perspective .on liberal arts was the.topic, with on 3
panel of ‘employers who have used co-op programs. One was from,the
Elderhostel program centered in Boston, one an employment person
from Massachusetts General Hospital, and the third was director of
a youth employment services- They all spoke, highly of co-op and their

. experiences with Northeastern' and other, schools. They said that co-op
students tend to be ambitious and often have a better attitude than
others., . .

The finKi‘ﬁresentation}of the. workshop was by Roy Wooldridge!, Director':

of Cooperative Education at Northeastern. I was pleasantly surprised.
He unwittingly reinforced what Dr, Blanchard had said earlier, by
speaking.of the "two threads of co-op", In one, the basis is the .
need fpr a job to make moncy in order to stay in college (traditional
schooels; 'Northeastern, Drexel, University of Detroit) amd the .more
recent philosophy which provides credit;.is seen as an academic pro-
gram providing educational alternatives. These he called "finely
tuned" .programs that are now averaging 75 students in some 700",
schools around fhe country. He warned -that the. tendency of educa-

. oy

tors is to "over-eurriculumize. He is opposed to offering academitc
credit, and says that developing incréased FTE is a bad reason for

» giving credit, He feels that the rationale for'the educational.

type of approach of co-op was developed after the fact, and quotes
YRalph Tyler in this respect. . oLt 5
. ) - e ’ i -
He aldo pointéd out that "there is inverse cost relationship; that
liberal arts co-op prognams are more expensive than vocational

programs, but in the classroom vocatiohal programs are more expen-

<
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"Further, a liberal arts teﬁ@enty is to less sophisticated jobr, :
since most -students are more interested in upper division and
graduate schools than in immediate job entry, ) ’
He suggested that the first thing to do is with liberal art
students is to find what their ultimate career interests are, 'and
then how important immediate income is to th'em, thus relating
their job to career objectives. The job, he says, might be some-
what off base in terms of relevance if mare dollars aré important
to the student. Coordinators need to be.flexible in this respect .

o M

He said alsd that the Co-op-program in the 1liberal arts is often )
contrary to the views of the facylty, and one needs to be careful,
Teachers, of course, get upset if the students leaves school,

“even
for a relevant -job in which he is very much interested.

°

—Mr.*Wootdridge also said there.should be major emphasis on paid
pQ§itiqns, but_that unpaid positions on a volunteer basis were ]

quite reasonab}e, especially in-the liberal arts, and especjially
in the public .5ector. i
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Philip E, Johnson, Ph,D. : ¢ o -
Cooperative Educatien, D,T,C, _
Pima Community College . . ' : o ..
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6th ‘Annual Conference
,) February 13-15, 1981
. Las Vegas, Nevada /
~—

WESTERN ASSOCIATION OF COOPERATIVE & WORK EXPERIENCE EDUCATORS
1 =
* Report by I '
Philip E. Johnson, Ph.D. - *
Vo - Pima Community College .
’ . Tucson, AZ 85703 @ <

- [y

I attended the WACWEE' Conference in Las Vegas recently and as.a
- . Tesult wrote the followin'g zeport. It includes some estimates of
i - general trends and basic information which I garnered as a result
of many talks with indivﬁduals from all ever the West who are
. . involved with Coop, descriptions of the specific presentations
‘which I attended, and a concluding-section with possible implij-
cations for us in the Coop program at Pima College.

« 2

oI, General Information f ‘

. - A. The most useful. part of the cd%ference was contacts with
: the participants. Over 130 people attended fram the .
western states in both secondary and post-secondary
" cooperative education work experience programs. Last
year, interestingly enough, there were almost twice that
number in attendance, the reduction apparently due to
Proposition 13 in California aEE}ZBmiiar budgetary
‘limitations on travel. I think this is extremely unfor-
) tunate, since conferences of this nature are very worth-
y ) . while.

-

. .. B.- One of the major reasons I attended, however, was to
' meet with Morris Brown, Director of Cooperative Education
of the Office,of .Education in Washington. Unfortunately

. _ .. he did not attend, nor was an _explanatidn given as to
. why not. He was scheduled to present a talk, '"Federal
. *. . Implications for Coop in the Future." Perhgps, since

our time of prediction has been ¢ drastically reduced,
it is not possible to make' ‘any predictions.* b
€. Coop is an amazing mixture of'inJividuals'and approaches.
} ] .
. ' > .- It's a program for youngsters' and adwlts, for rural and
. Yurban people, for educational-purposes and placement .
) pu?posgg,.for community colleg%s, secondary schools and
universities, . .

-
-
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I.

N\

D.

E.

F. A continuing theme throughout the cohference was our

.

Philip E. Johnson,Ph.D.
: ‘ S

It continues to amaze me that despite the tremendous
implications for educatidn and educational change )
inherent in the cooperative education-experiential .edu-
cation syndrome, that so few _people have any conceptual
~sense of .what its potential might be. Coop is seen as

a simple vocational delivery system, a way to apply °
one's ¢lassroom skills on the job. Very few Coop people
seem to have the conceptual background or jhe educational
rationale for a basic and important look at Coop as an
educational movement. Thus many Coop people are job

develogers and hustlers rather than educators.

One of my activities at the conference‘was to check
people out in terms of their possible use as outside
%valuators. I have several ideas.

response to the proposed new governmént regulations.
Theligroup as a whole caucused aild came up with some
ideas which I think made sense. In general the group ' :
wished to limit the nature of regulations in the first
place, giving as much local option as possihle, and in
particular to obviate the requirement of four different
work experiences. They alsSc wished to Share with em- .
ployers. the ‘insurance of safe working cohditions, and to .
;allow_more program freedom in a variety of other ways,

. N {

The ¢onference was characterjzed entirely by presenta-
tiong. It was not a workshop, but rather a series of

leéture§, keynote speakers, 1lu cheon' speakers, dinner .
speakers and presenters i§z5m§%ier groups. The major

' resource. of the conference<~those who were.participating--

had no opportunity other than the hospitality hours,
coffee times, or other informal meetings to share infor-
mation with each other. This was a shagxp limitation

-and as a result of my casually mentioning this to the

person who had designed the conference, I wrote the ;
attached letter. 'S;;/expressed interest in workshop , .

design in general, I responded. . _ , -

There -was a heavy emphasis on the technical but hot,on(

the conceptual. I also was aware that ‘most of the educa-

tional models presented and the ideas shared were much

more appropriate for usé with children than with adults.

Malcolm Knowles' view .of adult education was apparently )
ignored. T - ..
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II. General Sessidws
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’Throughout the.presentations and conversations with

individuals ;;,seemgd to 'me that these trends were
forthcoming: *

<
[} . -—

1. Simplified record keeping, fewer forms, less direct'
" §supervision, and a broader view of the felationship
of the.job to the academic Program;

2, Despite the lack of a conceptual basis or rationale,
there. is. an intuitive move in the direction of more
education, more connection with career educator%'
iideas and less with the older, more iimited, voca-
tional educationglnapproaches.‘ . .

3. There's appreciably more emphgsis on connections
with the placement area.withix 2 college, so that
Placement in fact has the function of job develop-
ment and even placement of coop students in several'
instancps. Communication ‘seemed toimprove among
the- areas of colleges moving this way, and.more and
more placement and coop ‘are orghnizationaldy . . N
together. :

4. There is more emphasis on the classroqm@limgtroach
relating to the stident ~ More materials are availa-
ble, mére teachers are speaking of the impoftance of -
the classroom, and other activities to help the
students internhlize_ their ‘experiences and changé
from "fill the jug" learninga, There is an obvious
lack of information,ehowéver, on how to do this and
what makes appropriate claésroom techniques. Despite

> @ vague intelltectual committment to experiential .
learning, much of-the educatigm gping on in the
g{i:sroom is still of a sharply didactic nature.

]
v €
‘ ’

A‘.

After an introductor ge€neral session and welcome by .
assorted officials,: r. Dan Litchford spoke. His topic
was "The Bionic Atqitude." His presentation was pure ,
entertainment (of a somewhat mamginal nature), based on
the. word BIONIC standing for "Believe It Or Not,~I Care."
He had a rather hip-hip-hooray approach, incTuding pas-

.sing out buttons with the word BIONIC on them, witM the
.admonition that whoever toz&yone had to use it to explain
p

that "I care.' He ended b
ing on the general theme o
. R

laying the guitar and sing-
"Believe It Or Not,.I Care."

<

Somehow, I didn%t believe it,” ' . . .
A .- ’ :
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Philip E. Johnsoh,'Ph,D. ,
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II. B. .The co-keynote speaker was Dr. Natasha Josefowitz, ‘
Associate Professor Af Management at San Diego State , -
: University. She is the author of a new .book, entitled ' .
. Paths to Power: A Woman's Guide From First Job. to Top
%, . Executive. Her theme was sexism on the job, and she
P ", spoke of the evils of sexism on the job, how rotten men
are in general, and what ought, to be done about it. A
rather sere and humorless lady, she had so many facts
and figures that it became difficult to listen, .

ITI. Small Croup Sessioﬁi . . ’ - ) .

) ,‘ . " ; N
A.1 I attended one session, "Marketing Tips. for New Coordina- Ty

tors," presented. by Ms.\Sharon Moore of Lane Community '
College, Eugene, Oregom.\ Lane seems to have an innova-
tive program directed by some outstanding people. Fqr ¢
that matter, all of Oregon seems to have an excellent ’

» . approach in coop. Ms. Moore gave us a presentation

3 about the materials that she uses and distributed samples.
Ratherdthan tips for new coordinators, it was actually
tips for public relations for your pro&tam, but rela- ,
tively useful. The materials included T-shirts, book .
'cdvers, book marks, flyers,-brochures, business cards, A
notepads, a variety 6f forms for recordkeeping, note-
cards, calendars, -maps of the school, simplified training
agreements and other forms for-recordkeeping and handouts
of all sorts, N ' ‘

L

B. I attended a presentation by a husband‘and wife teap from

Cheyenne, Wyoming. She spoRe of a ghild care program

that she had developed, 'asing slides and .explaining it

in"detail. It seemed to be an excellent program. Her

., husband spoke of other general issues .involved in high

s ‘ school coop, and despite some serious Iimitations i . N

funding in the state of Wyoming, described what seeged
'to be a-fine progranm. . . h .
‘ - C. I started 'to attend one session led by Dr. Smith of qr .
) Brighdm Young® University about the joys and _virtues of

( * teaching. . ¥t turned-out to be a straight lecture based

on his charm .and extensive wisdom. So I left and attended

instead an excellent presentation by Mr. Tadd Derrick, '

Director of Career Planning and Placement, Dixie College,

- St. George, Utah. His talk was entitled Career Planning,

' Cooperative Education and Placement in a Two Year.Commu-
nity College. He described an. administratively excellent-
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. II1, C. program, as I see i1t, with combined functions and
) e excellent communication and'coordination. He ,used. .
o . Maslow's hierarchy as a kind-of a model for career .
» ) development, and indicated how the.various careef  ~.

elements, including coBPerative education, worke
togethér at Dixie to support the student. A™handout
. . ‘was included.. ' e V . .
D. ‘An excellent presentation was entitled "Scrambling: The
Workstfyle Revolutien," by Elwood Chapman, Chafféy Cols- .
> lege; Caljifornia, Thevautlior of SRA's booklet, ."Your
- w . ,Attitude is Showing" which I have used in past years,
‘Mr. Chapman has recently finished a book which will -be
available in the Bookstores in about 60 days, abpout
. scrambling and the gdistinction between what he calls .
scramblers-and stabilizers. He-described thesé "two -
. - . types of people as different in general appreach to
\ ) workstyle and built an impressive case for different
. approaches and programs, based. on more supporti,for the .
‘ increasing numbers of scramblers'. " He characterized them
.mych as” follows: . . ) & Lo
- \.’* X/ ‘ ' > . B ks ' 7
Scramblers ' Stabilizers

. . ] N ot

. Career Oriented Job & Organization Oriented- »

* + "7 Self First:. . Play by Rules U -

" Risk’ Taking . + Dependable B y L

Zig-Zag.Approach . Follow Through - . .

- . Flexible _ = N\Predictable , S -

- .t T Always has "Pran B "Gets a Gold ‘Watch When His
. Self Motivated ,Time is Runiing Out™

Turn Maslow Upside Down :

J

\His book might be most USegul in congiderin% implfca- !
© tions for training programs. People seemed’to agree, e e
) when I spoke frdm the audience,.that it appeared that S
-, ’ the implication might be that we need to help ppople #
learn to develop more skill in temporary systems, -learn
Y to be mdre flexible, learn to handle find indeed foster .
changes, when staBility is not available. That is, we v
- . need to help people be bgtter scramblers, not only at
\ N X

work but in their total life. . .

-
»
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IV. Implications for Pima ‘ o .

-

-

/s . N ¢ -» e ¢

) @lthough_tﬁere are many impriqations.thére is an overnidiné
concept that we might deal with ‘more .fully, and that is
a,partial rebarganizatio

of coop at°Pima including the

following elements, allsof ghich wer'e gddressed at- least
to.a certain -extent at-the conference: e .
f B N . .

A.

o

’, !
<

_A larger number and a'chaﬁée‘in our.intended clientele.
Instead of dealing merely :with the .traditional voca-
tional student, ye could work with_all students as .
our Liberal Ar s;progiam is now allowing us-to;goi v

z

. > ¢ -

We might deal less intensively with aflarger number,
Since coop was,developed initially in working with" -

. . //\.younger students, particularly with university and

D.

-~ &
e

it ;
. * than rh@%@%gssroo . A
. R . -v’.,. % K. ’

) F.

Cc.

-,forfggﬁﬁgpylate kinds of educational reform--both in

thighschogol students, more intensity was in order. . -
With community coliege students, hoWwever,; it segms that

- the reverse is true. Our emphasis might be increasingly
on the classroom experience, helping-.students to-process
out theifr wdbrk-and 1ife experiences into learning.

2

L4 P -, . . ~ o
We should probably be less into individual evaluation,
less into’ record keeping and form use ,in geheral, “less
into connections with the indi idual Ployer, and . )
more into a student-centered cross beggeen a-classroom

approach and a eeunseling approaéh.,

We mighi'depend more on é Placement’ agency within the
college for job development and student Pla€ement, use
more existing jobs rather than specjally found jobs
since many of our studentszalréZdy°mee to' us that way,
andvemphasize more of the €ducational rather than- the.
'chationaf aspects of -the coop program, ’ )

i

7

b s . - )
Wefyiiﬁt‘;ncreasingly see Coop as a reasofableavenye

P

i‘ k2 - -
thef@@@%ﬁ%pom andlin the job position. We maght for

examp1€1%g§ﬁ Coopdto lielp us move in the direction of - 4

, more-basiés in the Classroom, with more actual skill

developmént, the content. of. the job, on the’job, rather

LR, \m

We might boqghuprith @ more’appropriate division ofe

labor and thius specializatigp within the Coop pragram,
some coordinators emphasizing the ¢lassroom, somc the

placement/job development, some the coordination visits.

@ .
«

. : 1Y /

s N J ¥ A )




nu COOPERATIVE EDUCATION AND THE LIBERAL 'ARTS :

T , . A TRAINING WORKSHOP
- ) \ L4
“ Sponsored by The Rocky Mountain Center
- for «Cooperative .Education ?

S Marcly 26-27, 1981 C .

Benvet, Colorado

. ' « Report by ~
. , : . Philip E. Johnson, Ph.D, -
Pima Community College
" Tucson, Arizona

. {

q
The following material is a report of a two-day conference
which I attended, concerned with Coop -and the Liberal Arts. It
) was much more useful then most’ such conferences, ,and I am ‘very
& * pleased ghat I was able to attend. I learned mucls, ¢larified \

. many ideas, and- I think contributed tosothers learning as well.
The following comments are distilled, in no particdlar order

» from both days of the wopkshop. . ¢ -
"After the initiail registration and an introduction of the' con-
sultants and participants, by Dick Gritz, who is Director of . .
The Rocky Mountain Center, a presentation was given by Mr. James .
Bernuth, Director of Coop at Metropolitan State.College in Denver.

His topic was "Principles 'and Issues in Developing A Cooperatiye _— '
Educatioh Program in the Liberal Arts and Sciences." He made . .0F
these general pdints: . . ) .

. v b ! : .

. It is crucial te#evelop program goals, both on behalf of
¢ « the student and the institution.

. 3

' . Student outcomes.might be in“terms of academic, career or

o personal issues, ¢ ‘ " q

. . It is important that Coop fits iNhto the mission of the
college:

° ’ v 7 b

. . ~
" . Consider the faculty - their credéntials, the institutions
they came from, their attitudes,. their level of inyolvement,
t

[} o LN
4

; .+, Consider, employers. ° /. -

o \ A ~3 . > -

.
(4 -

7 - Coop #s labor intensive and therefore very expensive, )
&

) . + Program design - Work experience is 6ply»0ne part; don't- . .
RS forget recruitment',. counseling, personal growth :and overall
. . learning. ’ r. *
. - -

[ N s
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Coop Ed § The Lib.Arss: . | | Report by
A Training.Workshop Philip E. Johnson, Ph.D.
March 26-37, 1981 . .

.
’
A & /a
»

-

. {

S '
Spqg programs have 3 Pre-placement program. Placement
should include ge ng the student involved and exposed to
the competitive process, not getting a job for him.
LI . - : Y w,
Questions to onsider include parallel versus alternéting, !I’
volunteer versus paid, when & student starts Coop in terms *
of his/her program at the college’, credentialing existing
student jobs, provision of credit and many othegs. .

We should remember that extensive personal growth results
from Coop when we talk about credit. .

» * . . .
Support groups”and<$onstituencies include students, faculty
and administration.\” —
. r

-
»

: Try flaking connections with internships.

., Involve admirfiistrators; develop broad .objectives. ‘ -

1 TR

-The next presenter was Dick Gritz, whose‘topics were, "Acquiring
Faculty and Adminibtrative Support, and "Curriculum Modifications
To Maintain Academic Quality." A summary of his 1k was given <
as a handout (attached). The points he mentioned fncluded:

Programs fail because of lack of chief administrator's

support. The next most frqquent'pause of failure is lack

of faculty support. We need to prove that' the program is

educationally legitimate. . y .
v i

.Coop programs are expensive to operate since they are laboP\ .
intensive and require dollars for secretaries, travel and
other necessary expenses. '

. ) ¢ . \

The program must. be flexible ip terms of the rglevancy of

the job. ' '

[

lCentralized programs are generally mote effective,

- Students learn not so much from the job as from the environ-
ment of the job.

”

* ’

- Typically one-eighth of graduation credit hours can be Coop.
M?ét programs have more than the maximum of twelve, which:®
we offer. .

»~ It's important for the student ‘to know how the Coop 'program

Aﬂmji;sﬁig;p@his/hﬁx;need5-in—terhs—ofﬁcurriculum, timé’ﬂ"jf""

scheduling, etc. - ‘ ° ’ . .

. . -
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: 4

‘After Mr. Gritz, Jim Bernuth returned with the topic, "Job

Development: What Are The Appropriate Placements for Liberal
Arts Students?" : ¢ .

4
y
.

He emphasized that it is important to maintain and service
employers. The first step is te identify competencies available
on the part of Liberal Arts Students - what skills they have,
both technical and conceptual. Useful job descriptiens can be
available from industry personnel offices, training and develop-

yment people, ASTD and Coop alumni. Inform the prospective

P

employer about the educational aspects of the progranm. Emphasize
what servicEé/yon are ofring. Use your vocational employers
for leads t6 jobs in liberal arts programs. Leads for liberal
arts programs include the federal government, state government,
non-profit corporations, environmental groups, eommunity, develop-
ment programs and other similar agéncies. - A language student ‘
might use a meeting and greeting sService. The Chamber of Comgierce
can be useful; placement with law firms can_be excellent, (At
,Cheméketa Community in'Eugene,;Oregon, 1300, supervigors in the
'community each year get certificates for being "field faculty:" A
breakfast for all of them ig‘scheduledgjust prior to the annual

e t .
coghgg‘ budge vafe e | |
The third speaker of the Hay‘wgs Midge Houck-Lowery with the topic,
"Documentation of Learni%g and, The Role of the Liberal Arts
Coordinator." | had considered Ms. Houck-Lowery as a possible
evaluator of our Program because she seemed extremely competent,
but havd( scratched the idea. She seems to persomify adver%ary
relatsonships, is quick to give advice, talks better than she °
ligtens, and is poWerfully hierarchical. Her program at Chemekqta,
although with an excellent reputation and verye large, is the
essence of tight control. IFf She had a bumper sticker on her car
it would read: "Everything Not Required is Strictly Prohibiteg."
She has a six week pre-exploratogy program, particularly for . 7
younger students.” It deals heavily withahearniné objectives,a§

which are ti tly'formalized._ In the Liberal Arts program, she.
says, "It's important, to document learning in order to have credi-
bility with the Liberal Arts faculty." The seminar is apparently

,only a’ light touch., She allows "her people", the teachers, five
.options, but all are in terms of how time is ,uSed. They use an ~
extensive and amazingly complete handbook. She spoke of the T
importance of legal ifiplications in Coop, (perhaps because they
have a number of grievances on file through the Oregon Educatien
Association). She provides a minimum‘of two and a maximum of

. . $ - L) . .
- three students for each Interview. She requitres a minimum of

three and a maximum of four objectives. (The term objective is
intended to include actgvities and methods of evaluation.) The

~
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Coop Ed 6/}he Lib. Arts:
“A-Training Workshop
.March 26-27, "1981

[ )

s

)
- b 3

&ninar is ten sessions per qua
» content®like how to weld. ‘She
cost is about $895 and f£or each
the state. XI thought it stran
spends its energy beating anoth
dollars.) * .

Overall,the workshop was fine a
Houck-Lowery, were excellent.
the idea that compared to other
outstanding. =~ _

(But remember the lady who was a
who replied, "Compared to what?

Y

=~ LI

Report by
Philip E. Johnson,

‘ ‘ -

€
rter, and/might include specific
said with pride that -their -FTE
they get reimbursed $1600 from
ge that one level of government
er level of government out of

2

nd the leaders,”including Ms.
My. evaluation to them included
coop workshops, this one was

sked,
”)

"How -is "your husband?" and

Ph.D.




. :>~ a) '
= S ]
& o - © um—
C A
. S © 0
ED 9% T
© £ V Qg9
E§T 9358
. © E— o . U © sumn
N < W W O R b v I
2. |
"
‘VI‘ Pima Community Collese '
JA\ Philip E. Johnsen, Ph.D.,, .
... . Coop Educaﬁtlpn in the Liberal Arts
: Downtown Campus
50 West Speedway
“Tucson, AL85703
i_“~ '7‘/“ b} had
z‘. - : ° ~ 2
g ‘ ’-@'M H .
- ']
y 2, . .
: g't ( lg . ' w@ﬁ ,
Q £, ” e )
gd § - '1;;
.o .5'59‘%:‘_ .
< w§§§ i S
55883 . ~ 2
- N u.@&u&.lg - e
ERIC "

.

ARE, Jﬁnﬁ%‘z ey

Addltlonal Sample Public
Relation Information

4

BT, CBETIBLTRO AL, B W s ve———

-~

——

A A a . AP g




1

’

WHAT IS CO-OP? HOW THE PROGRAM WORKS  =.* - WHO SHOULD ENROLL IN co-oP

Cooperative Education is a program Any Pima Collede student is eligible. IN THE LIBERAL ARTS:
which connects the student’s academic Simply register for the three credit course, * Areyou interested:in:
undertaking with the real world of work. Cooperative Education CED 198 or CED , @ learning how to interview
Students are helped to find part-time jobs 199. kook for the special sections that are _successfully for jobs;
,in their field and to incorporate thCIFJOb established for the Liberal Arts program. : ® preparing an effective pergonal
experience into the learning they are Registration is kept open almostall resume;
doing in the class_room. o _ semester. _ ® planning your acgdemic and
t/; nt;g(t;er ;3{;er_nmars are_ offered to help . If yoti; hg\:e ajobin yc_JLIJr bacadfemic field, it professional career;
e ent begin or continue a more can be the experiential base for your co- i Y
fulfilling worklife, to be able to make early op program. If you don't, the co-op staff S * Iff?g;'t?ge:’: ;‘:f;f;g@e more
and effective career decisions and can help you find an appropriate job or o finding more personal fulfiliment in
perhaps, to re-enter the world of work " volurtteer experience. ' the grl d ofvegrk?
after years asa homemaker. These - The two basic facts of the program are * Do W t
activities allow the student to respond your job and the related class seminar. youwantfo: -
po§|tively tothe interviewer's questlgn THE JOB - You should have, or be ® eam while you leam;
“Do you have any work experience? interested in having, a job of at least 15 . ® put classroom theories into practice;
' CO-OP IN THE LIBERAL ARTS " hours'per week in a field related to your *.. N gxlglom Y??L‘lf Cgfegf y%?:?lssell‘ow
tareer goal and academic program,a = erore cornmittin .
*For the first time, as the result of a recent substantialgxperience that you have ® increase your self-confidence?
grant, Pima College is permitted to offer e , AR
cooperative training to all students, determined is relevant for you. - - * Ifyouanswered "yes” to any of the
including those in the liberal arts, who _ THE CLASS - You will be expected to above questions, then call 884-6541
were formerly excluded from eligibility. attend a two hour weekly seminar which o -
meets one half the semester. The seminar ’ . .
- is a series of werkshops based on your _ S
needs and deafing with issues like finding '
a job andkeeping it, human relations on .
‘ . the job, job and career planning;in short, . ST
. how to make yQur lifetime of work ' ’
experience more rewarding. -
‘ . .- \
1
“ " -
) [ - - . ’
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.~ Pima Plugs & Clubs

Pima flpjs and Clubs is a regular feature of the Aztec Press. The deadline for alf
information is the Wednesday before a new 1ssue, Any information received aficrthat
day cannot be included. , "o ‘ '
® The Cooperative Education program 1s offering some jobs for Co-up sudents at
{BM. The jobs which pay about $4 per hour are in a variety of flelds. For more
information on the jobs and bgcoming a cooperative education student call Ed
Johnson or Suzanne Konic, 884-6541 at the Downtown Campus.
West Campus Inter-Club Gouncil will meet Wednesday Sept.*9, at,11.30 a.m.. the

luncheon will fast an hour. It is open to representatives’and advisers of all West
Campus clubs.” ‘ . :
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_Bright Spot for Liberal Arts -

Doesthe itberal arts graduate have a
bright spot in the working world?

g

Traditionally. there's been a distinction
between vocalional and Iiberal arts stu-
dents Often liberal arts graduates find o,
themiselvés i the position of havingto '
convince employers that their education
has gven them necessary skillsin
problem-solving and human relations'

.

Over the next year, cooperalive education ¢

coordinator Ed Johnson willry to transtate™
those types of skills for local employers

and help fiberai arts students devg!op
practical experience-betore graduating, .
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Johnson is the coordinator of a tederally
funded grant of $54,315 to expand the
flege’s cooperative education program
to serve liberal ars students Once a
Student and an employer are matched, the

= employer can then train the student in =

skills needed for. a specific job, Johnson
- Said .

- in Pima’'seoop program. students work‘
® part-time orfull-time for cooperating
employers and also lake a special course
that helpsthem link clasgfoom learning
,_ and learning from job experience “A lol of
“opeopledon’t get Into the cycle ofhow can |
do something better the next time,”
Johnson said He calls his approachto
learning “educational reform




- PCC expan#ls co-op education
with six liberal arts instructors . .-

Th‘ Pima College Cooperative Education
programhas been’expanded thls semaater
to Include the liberal arts . programs.

"Traditionally, cooperative education
. has only been offered to vocational educa-
tion students,” Ed Johnson, Downtown
campus cooperatiye education ‘teacher/co-
ordinator. *Now any PCC student can en-
roll In the cooperative education program,”
he sald.

Three years ago, Dave Ebert, Downtown
Campus education teacher/coordinator,
drafted a plan for funding of a libera) arts/
cooperative education program by the U.S.
Department of Education. It was rejectad,
Johnson sald. .

He said a second Proposal was sent to the
U.S. Department of Education last -year,
and thistime it was approved. *

There are six liberal art program Instruc-
tors involved with the new program, John-
son sald. They are Ernle Oppsnheimer,

* Larry Thompson; Beverly Moore,
Mémedova, Dave. Stephen, and JoAnn
Littie. "We are trying to recrult otudgntau
for the classes,” Johnson sald.

“The basic purposs of ‘cooperative

education Is to connect the academic world - *

with'work, Johnson sald. o
/

Marya‘_

\

He sald the eoo;)eratlv_e education, pro-
gram not only educates students but* glsg
helps them to learn. ¢

Cooperative education classes try to gat -
people Into the job cycle, Johnson sdlds-
Classes also™ teach ]ob-plann‘!ng, career

‘Planning and iife-planning. ]

Cooperative education Is not, however, s
placement service, though some students
are " plsced In jobs, Johqaon sald.

There are ‘about 400 students enroiled In .
PCC cooperative education classes; Johri-®
son sald. Therg are 30 students enrollied n
the PCC liberal arta/cooperative education
classes. “Natlonally, there are 800 commu-
nity colleges which offer codperativededu-
cation classd¥;* he added. YN

A numboﬁif students have sxpressed an
interest In the liberal arts/cooperstiye”edu-
cation classes, Johnson said. "There seems
{0 be a ot of Interest; we are pleased-with'
it,” Johnson added. . ’

4




Cee - L SPPENDTXRZEF
.o ‘ . ] ) . Role‘Descriptioh for
S . - Rote Description Job Developers

Cooperative Education/Liberal A
Part-time Faculty Job ‘Developer

)

. .. . e o
. : — .
The following actiyigies are expected of the part-time job
developers in the Cooperative Education/Liberal Arts program,
’ The individuals selected are to be full-time Pima College . '
faculty members in a Liberal Arts or Arts Science, field, and

are accountable for this program to the Director of the Coop/ -
! Liberal}s Program.

,e

I. Job Development

—

* A. The job developers will make regular contact with
7 N b employers or potential employers in the Tucson/Pima
* County community as well as nationally, to discover ¢
.existing full-time or part-time openings suitableufog
liberal arts students, and also to encourage employers
. to create such jobs. Information about Jpecific
openings should be recorded on the appropriate form

. o (copy attached) and forwarded to the Coop/Liberal Arts
S N office. toe N . ‘ j
L ) "B, The ﬁob Heveuopers will establish;genera} con§aéi '
- - with ‘business agencies, locally and nationally,, .so

; .+ that prospective, employers who do not have any open-'
L ings currently, will call on us for student employees
. whénwan opening occurs in the future, . \ te

v

. a3
2. ' Student Recruitment . \\\‘ '

" . . Ly
14 - -

) The.job developers wi .communicate information about the -
chL ' “Coop/Libéral Artg.program to students in their own classes,
o . by «visiting colleague’ classes, and by other ‘means, and
A ' Suggest that intereste students register in the appro-
ST W -priate section. Tnformation about Student’s who are look- ’
) : \ ing ‘for jobs is té be recorded on the appropriate form _ . -
(copy -attached) and forwarded to the Coop/Liberal Arts .

. .~ Office. o 8 \ -

'
[ . . > .

Faculty Relations . - T

b - Y .
. " The job develofers will inform their colleagues of the :
) nature.of the ‘program and enlist their support in finding;
i jobs and recruiting students., -

. .
] ’ . . - '
> i . rd v N
.t T o, ) !
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Role - Descrlptxon . =2~

Cooperative Ed/Liberal. Arts ' ’.
Part-time Fagulty Job Developer

. L3
-

4, Reporting : ‘ - v T N
The job.developer will submlt a report, using “the attached®
form, every two weeks to the Coop/leeral Arts offlce.

.
.

‘PEJ/sK . ’ P :
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Minutes ) Sémple Minutes of Job
) , ' Development Mcetings
. First Meeting ) . T
) . y ~Cooperative Ed - Liberal Arts St. . ™ - )
b S Fr"ay, January 23rd., 10:30 a.m. '
“ Downtown Campus Room 124 ,
< S > " oo ) ~ . ’
Those Present: . o ~ Rk
Ed Johnson C Dave Stephen ’ ‘
- e ' JoAnn Little Larry Thompson .
| * Mary Memedova N Suzanne Kenic .

[
)

2.

<= ®

3.

- 0N

Qs

. . p ~ . -

I.. We discussed at length the preferred fiethod of payment for

both the interim Rpg

* the spring semester. There are apparently no options fot the
between-semester one. It will be one extra check, with an N
unfortunately large income tax deduction’, because e ‘computer
doesn't know that that's not all your getting paid

For the spELpg Semester, there were different views as to how
people would like to be paid, and Ed agreed to make every

. v, . A . * «
attempt tQ suit each individual's needs,. . 2z

-—

e

(b)

(<)

(d)

Ed announced that up to $900 Wwill .be available for each of the:. K -
five plus one additioral person for the spring .semester  This-
-Would amount-to eighteen total days of work' at 350‘per1day, or
approximately oregdéy per week for the Semester: All of those-
Qaptégdipgoexpressed interest in continuing with’ the programs

o B o ) - - X . . .
A_éariqﬁyigf issugsﬁwquWQi%;u§§cd including the following.-
Ed wpll:, A S

‘(a)’

-program for review at. the 'next meeting;
e ) [ R

. . f ¢ . .
.Eoth,leé-anq the U9{73151ty, yQ{ , L S _

-

Beveraly Moore' .

S
L] 8

» ! ”~ -

on which‘we ate now operating,- a3 wgll as

—

-

- LY > .

o R g T
S KA

N Y NERNEENE . N

(Y

3

\ b
-
’ 0 %7 .

» AR ¢ - -4 jn&l" ‘%\} - ’ |8 4 ‘ ]
Arrange’ to-Md{t“the pr t-dut Show that the two Liberal -
Arts godplclasgxs%agq‘ cn“dklggehestér; :

38 . . .-
. ¥y 0 ©
! P Ry o e e L

Draft a brochure oﬁ“injorms&ib@ on the Cqpp Liberal Arts

il

= 2 - :

Y

’-Zw". s . . ’
Look into the Uof A’qup proggaq, fox any coordination
possibilities; JoAnn agred to heip and we'll contact the
'person when we discovwer wité ib“ﬁsk- . -
Contact Racddel Goldsmi}h.akbht her experiénié_with’negis-
tration procedures whereby  ceurset are cross listed "at :

- v
’

y . . o . R b foe .o
The job developerS'should'keep.xyackaof their -mileage Tecords
and give to Suzanne for submission for reimbun%emenﬁ:' . (\

- ¢

For long distance,’ program oriented téi®phone calls, you may .. *
use 884-6879. Be aware that some .phones do not have long dis-
tance capabilities. - ‘

~

. . ; . .
~ .
o
,
.

s . . Continued. -




L terms of the student's terms; is the job relevant and ‘a .. c
*'valuablé experience in his field of study - as the student -
. . defines relevance? - y ' ,
. < . M . - . ’
/ Ed discussed the nature of the seminar-he teaches and his .

»2
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. . — ‘ ,
w . \:& . .
. . : ) N .
- 6. “Ed.announced that his contacts with Senator DiConcini's office
bW : and Congressman Udall¥s office resulted in the possiblity of

imternship programs in various axeas which look vexy useful.

Please refer interested students to~Ed or Suzanne (ext. 6541).
- (7. Art’ Evans might bg interested in a vq}unteer‘stuq?%} as an

intern in connection with his own legislative activities for
the cpllege. . ’ ~

class, the student 'should be also taking three other credits
in-his field, The "job.experience should be at least fiftcen

o . , .
' \8- Ed announced that in order to take the. Cooperative Education -
. hours a week. The general criterion for job relevance is in

willingness to, teach it on the other campuses, -at special times
set up for the,stydents' convenience. :
3 . . : . 2y N
9% The possiblity of variable credit for the course was discussed
’ ‘and Ed will look into it with/Dean Macon. :
- . *

10. The ushfulness of-gusiness/ca;hs was discussed and Ed will look-

into their possibflipy. : ’ '

. 11. During the week Ed will call Morris :Brown, our Program Officer
for. the Office of EWucation ix ﬁ;%hington,qtp let him know
whdt we are up to and to begin the progess of_gngendering
,;\suppo;j ﬁer refunding the Projecg. )

\

12. Each of the Faculty Job Developers théﬁgmade a brief report /
about the nature of their activities between semesters -and to
date., . . b \

<~ ' (a) Mary Memedo'va is .making contact with Dr. Eric at the U &f A,

: State Legislative Intern, about the program, and will be )

attending a program in Sacramento on the Western Conference

. of Social Sciences. She will announc® our program and wili
ask about ideas. Mary also suggested a possibility of a -
Cooperative in Liberal Arts workshop-at Pima, and Ed agreed :
» , to undertake some Planning. The workshop should have pro-

L .fessional growth points available for the faculty develop-

ment participants, as well as- other participants®
. " :

«t - - d /
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A} , -

12. (b) Dave Stephen_then described the Pima program as. the first
in the country in the field of archaeology and(is now
recognized as <3 repository ‘for artifacts. “He described.
the environmental protection law-.and its impact, and will be |

. working with state and federal level people, finding jobs,
and placing smidents who are interested in field archae-
. ology as w%ll‘as other areas. . '
) Z
(¢) Larry Thompson, writing teacher, described the contacts he
had made with journalism teachers- and others in letting
» them know about the project, and discovering possible jobs. -

(d) Jo Ann Little asﬁed about a‘potential problem of the time
span between when a student needs a job, and when a busi- .
ness needs an employee. She spoke of several possibilties -
including a ’'job with the Framers Gallery, and one as a
~ . Jreceptionist in a health spa. She also asked about a .
. *resume typing service and Ed agreed to check out the possi-
PR ‘bility of word prpcesgpis and a computer-oriented arrange-
ment for resume storage with karry Victor. )
' - . . i
(e) Beveraly Moore discussed the possibilities of buying and
selling antique books, often as a valunteer, and in tibrary
research work, wggch she is investigating. L ’

] ~ “a
- -

.o Reminder: - . ‘

' The next meeting of the Goop Ed. Liberal Arts Staff will be
on Friday, January 30, 11:00 a.m., at the East Education

N “Center, Room 105. ) "

) Tliese meetings will é‘?sequentfy be held bi-weekly, qn .
s 0 © Fridays at 11:00 a.m% and will rotate*between the three ’
. . s

(7— # campuses,
\

Distribution: B . ' .
- Coop Ed Lib.Arts Staff: Jo Ann Little Ernest Oppenheimer
i Mary Memedova. Dave Stephen.
Beverly Momdre Larry Thempson

= ’

€ci. Arnie Davidson "\SﬁJadeﬁ-Manilja* o,
. ’ Jack Fuller , Jim Martin '

. Chuck Macon ’ . R
') , * . : . | '

-
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. y )
' Minutes )
D Coop Liberal Arts Staff Meeting +
: " Friday, January 30, 11:00 a.m, TN

East Education Center Reom 105

Recorded by Ed Johnson
- “ )
- Those Present: Jo Ann Little Not Present: Beverley Moore N
: , Mary Memedova Ernie Oppenheimgr
o—— ’ » £Ed Johnson .. Dave Stephen —
- ) Suzanne Konic Larry Thompson
ral s
\ . . ) . . l . . . .
: M # \ -
. 1. Ed checkeﬁ with those present abbut their choices for paymeﬁt
9 - for the spring semester. Some prefer am RPA, some an over-
. loag contract. Ed will try to suit each, person, but it was

noted that the college is moving toward the use of overload
credit, only for actual teaching, thus PPG's might be the,
only optton. . ' :
L ? )
" 2. Ed described a draft 6f‘i‘% Coop Liberal Arts Program Brochure
) and agreed, to sen a .draft to members 9f the group prior to
[t - the next Coop LibgyaL Arts Staff meeting, for finalizing at
. that time. - . - :

»

.

)

Jo Ann raised the question of including information on the oy
coordination of the Coop programs at the University and Pima,

as well as the possibility of cross-listing thcycou?ses\ Ed

felt that this was going to be a long term proceys and so we
should not expect to include it on the clrrent brochure.. He

and Jo Ann will discuss it with the Divector of Coop at the
Univeérsity, with whonm they have an appointment, -

2

ES [

. . . -
3. Ed presented information regarding the Internship Program with
. Mr. Tarazon, of Senator DeConcini's office. Mary had requested
¢ ' specific information. There a8re two types of activities in- »
. N volved: . .
' — a) Legislative Research *

]

. b) Constituent Casework
‘ . A4

Interested qfudents shouid contact Ed or Mary for details. , \‘
\ .

- 4, YEd asked about the best means of communication to fiad students

- A on ¢he West and EastQCGmpuggs so that he can schedule the )
' reldted- classés, at their convegicnce on their campus; Mary,
: will try to find the EEC studemts. ! s A

5.- 'Ed asked about informawidn-to_be included on the Business
! cards.. We settled on the usual college datga, plus)the fatulty L.

’ staff name and "Cooperative Education in Liberal Arts Program."
3 Suzanne will caliy those not attending to get appropriate phone
¢ nunmbers, 4 5 - : P
‘ : - ' -

K4

IO . . P S "Continued —
. ' ) _ ) -
Q . - ‘ 2 4 Q7
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Minutes - Coop Lib.Arts Staff Meeting .« )
s1/30/81 - -EEC Room 105 Lo _ :

‘.retroactive basis. . ) (/"
. \ . N

N ) z . , \

Ed asked each job devéloper person to keep track of their
. . Nov {

OWn mlleage and submit, preferably monthly, o . Zanne. _
. . 1 .

Mary is attempting to contact-Dr. Erich .at the: Ugiversity of:
Arizona, regarding their Internship’ prografiy The ‘selection ¢
process for Legislative Internslrips begins in Septembea and
and lasts until November and the Internship perfiod is January

through Apriti. Mary would like to Scte some advertising '
flyers posted. . : :

. N , .
Ed mentiéned, in response to as.question from Jo Ann, that Coop
classes arec not normally offered-in the summer, but that

Ed anpounced.that he had been intervicwed by an Aztec reporter
and we wil% soon have an article published on the Coop/Liberal
Arts Program. : .

" *Mary inf med éveryonc that tﬂ?’parallel pPublication for the

10

. Ed will follow up with Susan FincKe about %nfothtionhin'thc

East Camfus.is the "Eastsider™ and is publisheq only once a )
vSemester.  She'll call Mike Sita t3 see if we tan have a notice
Or article printed. T 25 BN

!

-
A

city press. Also, an article about our progxim will appear in -
L¥¢nkage, a national commupity college newsletter published by
the Kellogg Foundation, ) i -

14

Mary suggésted again that a PPpPG workshop foux ﬁa&i{@z be con-

ducted mid-semester. We established a tentative date fQg -the ~

first week in April. Ed will draft a pPlan for the next meetine

and will contact Jim Kluger about PRG points,
[ . N

Ed described three forms he: and Suzanife had drafted for job -
development record keeping: ‘ - ~ - ‘
s J) Job Opening Form A s . ,
b)* Student Available: for Employment Form .. . :Z:A\e ¥
c). Faculty Job Development Report Form |

-« ~

. N - - ‘ ~ B -
Drafts cf the forms are attached herewith, for review and

finalizing at our next meeting. ) . : -7 o .
¢ . . N . - L. . .
Ed asked the Staff if it would be hblpful to xhem;ﬁor-hqm'to
write up job descriptions - with a unanimous posi@&%g response.,
. . o

N . . - ¢ “r e -
Ed has a call into IBM, to gheck on the possibility of liberal
arts type jobs. Tt . 0. :

. ~

. o 7. Continued - .

L : .
- 4.
. . - - ¢
/

-
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' Minutes - Coop Lib. Arts Staff Meeting
1/30/81 - 'EEC Room 10§ . '
\ \'h .
—_

6 -

s ] T ‘ T

.
2

¢ . '
o 15.-Ernie Oppenheimer, of the Psychology Departmeqt,‘ﬁag been

N .  added to the Job’ Development Staff
* }- . . -

- meetingmday might Ye found.

Bt .

v - 3 ¢ s
N - A3 A2

. . ' ~X

-

.
~ - . 3

16. In view of today s absences, it-was decided that a' better .
Suzanite will check with all con-
cerned 5{& everyone wiil be notified.

v

\

- - . v . ’ i
* Mary notified Suzannt on Feb. 4 that the\}Eastsider” newsletter

has not bee

[y

N\ : ' -
R4 .
. 3 ‘ ’
"PEJ/ sk . : wj *
¢ > .', ) <
oo v
Distribution: ,

Coop Lib. Arts Sta&ﬁ:' Jo Ann Little
T | Mary Memedova'

~ aR Beverley Moore
© . :
i i - €c: Arnie, Davidson -
- B - .. . Dave Ebevt-*
‘ \ : . Jack Fuller
d ’ Chuck Macon
x LA
B ' .
- . . ,
- N N
. .
-~ ~ -
) - ,

r¢funded and so is no longer

being' printed.

Ernie Oppenheimer °
Dave Stephen . S
Larry Thompson . e
S. James’ Manilid

Jim Martin

Betty Wallis




* - N ’ '
AN R . " JOB OPENING FORM - . _
. R 4 v . .
~ Coop Education in Liberal Arts s
. R . ' ) e,
g . I
- Position "« | ’ Date Infor- .
: ) R mation Taken ° |
Name of Business TN _
’ ) . . Information .
i Contact Person ~ Taken By . ~
> . ~ ' R N . B , . -
Phone No. . R . -t
Location or : +® Salary Range or T
Address ~ : \Vqluntoer,Basis
‘ g , ' ‘ Hours "
. ~ *
o 1y o . . * . ?
- . ’ Permanent or Temp.
Qualifications Desired: , ‘ ' K4 !
- <
. ) .
¢ - LA
,{ - - P
* NI .
. o .
¢ : ‘}u d
, . . s . t . B . )
. . g ‘ 'Y ‘ _
- © . e
LY >
- 4 h
k) — .
4 ~
.Actibn Taken: \ »
s . _ "y
: T A
3 - : ¢ N
. . . ’ \
Additional Information: ’ <7 '
< 4 .
Snasd , N N "M‘ v 0 ) ‘ 4
- - ¢
’ &, - ' .
- - * - -
- -
.. e E | .
Lol - . . ° [N ’ L “, * ’
. -y . . E o - .

0 ,‘ —

EY .
- o ’ §




ERIC.

Aruitoxt provided by Eic:

, FORM ., ‘
Student Available for &mployment
N ' Coop Educatlon 1n -Liberal Arts
© - ~
Name of Student =~ Intake Date . *
< SS#'<~° _ e ] . By . .
“Phone No'. Referred by - < ’
Reglstered in Coop? ,Coop Coordinatofﬂﬁ, . '
Looklng for ) s~ ‘
Looking'for type job . - - Hrs./week :
. ' . 31. "o
" Job Experience * ] , ° .
: > \ ' 2\ D ~ ¢
Field of'Aéademic Study # .
N ’ r
i Looklng for Salary Range" ‘ ) . \C
, " : ' o . . .
WilIlng tQ do volunpeer WOIk Cow " LN ’ - . .
) ':’ ¢ T ¢ ’ .
Action ‘Taken: " . '
k> ! * -
‘ . - ) L )
’g . . - . L] ~0
. v ) . , . . .
v = . » ; .
1 . ’ ° L} - -
-~ ' \ ¢ o
Additional Informatiof: - - - .
.- 9 . . .
~ s ‘ » ' {
(- - . -
N “ \\ ’
N 4 * N
-~ , \I
“ 249 c
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. 7 e r[ ®
. T N ', ! - ]
: v ' ) : o '
a FACULTY JOB DEVELOPMENT ol
v "REPORT FORM g |
. , ’ ) . .
Ut Business Contacted: T Date_z_
Contact Person: \
® L} '
Phone No: - ’ i * . '
‘ e ~ v Ve ’
Jop Opening: : , IS J
L4 _“ “
Results: . . N
T ’ > ¢ .
Busines's Contacted: - ) ) . Date
L
‘Contact Person: /“ 5o
~ Phone WNo. . .
’ - . ~
b 4 "Job Opening . ‘
© k, * -
. ) ' ) o ’
i
» Business Contacted " Date - )
. . " T -
. 3 N v
. C,oqtact Person . ) ¢ ‘
' Phone No. ( . .
o | " Job Opening’ RN . i .
N : . ¥
o + ] ,'k%? . ’ ) . e R
- Other Activities: B ) - : Lo
.. B -~ 3 -
4 & ‘
.. v 4 s
4 R ) »
. %
Q - ’ o‘\' &
" re ~’ '200




;. . Minutes. ' éﬂEHEQLR-
- < .

COOP LIBERAL ARTS "STAFF MEETINd .
Tuesday, February 24, 1981, 3:00" P.M.
. Downtown Campus CC-124

\

Recorded by Ed Johnson R .
Those Present: Jo Ann Little Dave/StEphep e . -
. . Mary Memedova . Larry Thompson ’ - -
_ Beverley Moore Ed Johnson . f///“\
. Suzanne Konic AN
Not Present: Ernie Oppenheiner ¥ » /
. o, S S
: . Al ‘ o ’ ‘ ' N
1. The printing of business cards was digéussed and Suzanne will -
proceed. . PR . b, ‘
- . . . f N '
2. The draft brocliure, sent’ with 2/13 memo, was reviewed. Larry

presented his redrfaft and Suzanne will type into brochure
form (copy attached), for final Teview at our 3/24 meeting.

3. The West Campys Coop seminars with Ed Began on Monday March 2,
and will continue on”alterﬁatedendays~qt 5:00 p.m. The _* °
‘contact person on the West Campus is Ernie Oppenheimer® (X6030) .
The East Education Centef Coop seminars gith Ed ‘began .Wedsnes-
day, March 4 -and Will continue on alternate Wednesdays. The
contact person on the East Campus is.Mickey Swazey

» ' 4. Attached is the job descripﬁfbg}of the job developer role

for review at ounﬁnex$ meeting, - . .

. > X ; ) E
5. The job deveJopment forms were rg&&fwed (Job Openings, Students
Afailable and Faculty Reports) and all were approved by the,
staff, .for printing. ’‘Suzanne will send a supply of the Iy

"finalized forms to the Staff. A

&
+

. 6. Copies of the WACWEE Confere#nce Report hgve been sent to the Staff.

7. Mary noted that it would be a good idea for all of the Staff
- to have copies of the Alma Repo}; on Cooperative Education in
Liberal Arxts. ’

8. Ed visited IBM and announced that’we now have a direct connee¢-
1 tion with Mr. Rick Poweil. He noted: that students should-be
informed that if they get a €oop job, there is no guarantee
that it will be-a permanent job. C€oop jobs have a maximum of

two semestérs per student. A . - ‘

cow ’ A

-~ M . . t e

Continued -

»

oo
Ut

[ N )
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;} Minutes - Coop'Lib.Aris Staff
2/24/81 -"DTC CC-124

A}

< s
) 3 .

9. Ed reported on his and Jo Ann'sévisip to Frank Bonneville,

. Coop Education in Liberal Arts at the” University of Arizona.
Bonneville referred him to Cindy Johnson, the Director of
Part-time Placement Program, at-theUniversity, with whom
he atso visited. Cindy is in part-time Jjob-placement. She
will remember us when they know of available jobs..

. . . ”
10. The possibilify of ‘cross listing Codp at Pima and the
" U. of A. isWot possible, since Coop at the University does

not carry credit.
.

. « Py : N .

11. 'Mary 3hnounced that she is'working“ou getting students jobs
with the City of Tug¢son. Also ghe has arradged for a paid
position with a law, firm for 3 law student,.available after
-May 1. ’ ) o

Mary also said that there may be an opening with the Tucson’
Strings Organization if there is money left over in their.
budget. The position %s semi mana&grialq for a fine arts or
music student, to manage spring tours. ’
oo

% + - 12 Jo Ann expressed sopme frustration. she was experiencing ia

- "not finding jobs an stu@épt§'§imultanpously. She sent
student(s) to a job at, the Framer's Gallery, but never heard .
erm either the student or ,the Gallery. The same is true for
a law cl'erk job. -The question.of résﬁansibility for- feedback
and, follow-up was discussed.” Jo Ahn said she.would check
with ti#® Framer's Gallery. = :

'13. Marry raised the'q uestion dbout *possible connections for us,

with, the Pima Placement Office. o

14

PEJ/sk

-

-~

~ x

Distrihttionk . b '
- g

. s ‘ :
"Coop Liberal Arts Staff: Jo Ann‘Little ~ ‘Ernie Oppenheimer
. ' Mary Memedova, Dave Stephen
¢ , Beverley Moore ~ * Larry Thompson.
cc:qkfnie Davidson S. James Manilla
Dave Ebert . 2Jim Martin
Jack Fuller Betty Wallis
» Chuck Macon Evaluation File
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. WHAT IS COOP?

v
» - -

s

4

Codperative Education is a
. 6§ogram which connects the
_student's ,academic undertaking
“with the real world of work.
Students are helped to find
.part-time jobs in their field
and to incorporate their job
! experience into the learning
they aré ‘'doing 'in the class-
- roqp .
\
A number of seminars are offered
te help the student hegin -or
continue a more fulfilling work-
life, to be ‘able to make early
and effective career decisions,
and, perhaps’ to re-~enter the
world of work after years as
a homemaker. These activities
allow the student to respohd:

PR

'

. positively'to the interviewer's,

question: '"Do you have any
work experience?" | .7 ,

- fa

*. COOP IN THE LIBERAL ARTé

For the fipst time, as the
result of a recent grant, Pima
College is .permitted to offer
" cooperative trainigg to all
+ students-—-including. those in
.« the liberal arts, who were
formerly excluded from
. eligibility. . .

- L4 -

U

.. 254" =T

< “

HOW "THE PROGRAM WORKS i

Any Pima College étudent is
eligible. Simply register for
the three credit ‘course,

-

Cooperativg Education CED iss ., .
or CED 199.] TLook ‘for the special
sections that are established DN

for the Liberal Arts program. -
Registration is kept open almost
all semester. ) A

If you haVe{a JOb in your
academic field, it can be the
experiential base for your
coop program. If you.don't
the coop' staff can help you ' "«

>

* find an appropriate job or

-

volunteer experience. .

The two basic facts of the -
program’are your job and the

related class seminar.

THE JOB--You should have ,or be
interested in having - aj33

of at least 15 hours per week ‘ .
in a field relatedto your "
career goal-and_ academic program -

a substantial | xperience that

you have determined 1s relevant ».
for you. .
THE CLAS$--You will be expected .
to attend a two hour weekly .
seminar which peets one half '
the semester. The seminar is

a series of workshops, based on
your needs and dealing with .
dsgues like finding a job and
keeping it, human relations on
the_job,*job and career planning.-
in short,. how to, make your 1life-~
time of work experience more *
rewarding.

. - 3. : -

. o

WHO SHOULD ENROLL IN}{COOP

»

_ IN THE LIBERAL ARTS?

* If you are interested in:

- Learning how to interview

successfully for -jobs;

-

- Preparing an effective.

personal resume;

- Planning your academic
and professional career;

.- Learning how to relate

mQre effectively on the

job; g .

)

- Finding more personal

fulfillment in fhe world

of work.

\

If you want to:

[ N7

’

- Earn nhile you learn; |,

i

~ Put classroom theories

into practice;

- Expiore your career
goals now.before commit-

ting yourself;

—.Increase your self-

«onfidence.

- If you answered "yes" to

any.of the above questions

then call -

J

an
ot
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. ) ? Minutes w - , PENDIX D .
E <. -COOP LIBERAL ARTS STAFF MEEJ NG
v Tuesday, March .24, 1981, 4:00. P.M.

"East Education Center Room #103 - Lt
. . . Recorded by Ed, Johnson . - 1
.Et . ' b:q, . , % .. ’ .
. Those Present: .Ed Qohnson 5@ + ¥Not Pregsent: Jo Ann Little
— - < Mary Memedavi. Suzgnme—Komig
Y B _ Beverley Moore =~ , » =~ Dave_Stephe@
' --Ernie'Oppenhdim%r . Larry Thompson

. S
, . ) ) \ :

1. Ed ekplafged that ‘the busines%icards%p;inting ofder had been
sent in, and.aswgagp'ashthe cdrds -arrive .they will be for-
warded. e S

i ,"’-"7; s .o

2.7 We lookehiover‘the draft brochur

printing. ;

. . / n
e ‘and agreed to "go dhead with

3. Ed ﬁentioned ;again theﬁseﬁ§n§}§'tha 'we}afbeing téught on
the three campuses and that .an¥ stug@fits are welcome. hey
are as follows: ' T B : .
. > I i
. .\ . 7”( “‘ .'& . v (. .
. ‘ . Monday -.5:00.-°6:30-p.m. - West Campus -
§ . : "o ° .' $ “! - . 3
A Wednesday |, - '2:00 - 3:%3 p.m. -+ East Education Cntr.
LI Thursday. - 1:10 - 3:@@ p.n. - Downtown Caépus‘

- 4
- o

.4. The Faculty Job Developer description was #ccepted as Ed had
written it. A copy is attached.

2

S. Ed-distributed several copies of the Alma College Liberal
Arts/Coep report, a's Mary had suggested. .

. co . ‘ ) ®

e 6. Ed emphasized th® importance of record keéping“and asked that

. “-everyone, now that the report’ forms are available, go bacgk -

. ' through their. records and try--to submit forms listing every -

N ) contact that they. have made - personal, by phone or other-

. o

wise - for our evaluation procedures., )

¥

)
~

7. . Ed'anfnounced that.he would. be sending another memo to the

- - ‘Liberal Arts faculty, for the general intent of improved

3 ", public relatiogs, this time with an emptasis on what-goes on__ -
if“ the related classes (copy attached). .-

7 -

'8, We'discusscd the .idea"that Mary originally presented, for a

' workshop/presentation of some sort for the Liberal Arts
faculty. We settled on a tentatﬁve‘datc of Friday, April 24,
Wwith a “luncheon, to bhe Paid for by the program if possible,
and followe y- 8 brief presentation and perhaps some small
groups, ary Will check out the Possibility of a speaket y

»
&

Ty s ./ R36 '
'EM ’ o ' e « "' '

- ) I N}
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Mhuf&s-Coop Lib.Arts Staff Mtg. ( /Nf*% ' \ﬁagc 2

March 24; 1981 - EEC Rm-103 R i *
- ‘ ’ Al

8. to be available on & tonsulting basis from Alma College,

and Ed will look into arrangememts for'a facility.* Possible:
; places include the Arizona Inn)y the™Redwood, Spaghetti _
—Factory, Cushing Street Bar and the Temple of Music and Art.

. L
9.. A few suggestions were made:
' - That-the GED classes be informed of thé availability .
of the Coop progfam at Pima CSllege so that whegn  °
those people become Pima students they' will know,
about 1it; ’ .

-~

-

B 1 . - : N °
» ) ( . That students in Hanﬁ Oyama's retirement program
’ ‘be informed. [~ e
| B I
, 10. We discussed the job.openings for students,, tecﬁn;ques fo}‘
- ! job development and some of the difficulties being encoun-
.tered. ~
4 > R
11. Our next ﬁeeting will be 4:00 p.mj; Tuesday, April 7, "in )
"The Deep End" on the West Ciisus.‘ ' L
. . . . o . . , - . v -
A / . ' ~ T . / -7 /
2 Enélosures; Role Description . ' : ' ~
' 4/1/81 Memo to Lib.Arts Faculty - )

.

Distribution: . T ' -

' 4 ' COOP Liberal ‘Arts STaff: dJo Ann Little Ernie Oppenheimer o
. , L Mary Memedova Dave Stephen 3

. . Co. . Beverley Moore Larry Thompsen

‘ . . ) ¢cc: Arnie Davidson 7 S. James Manilla:
. Dave %bert ' Jim Martin
Jack Fuller Betty Wallis

Chuck Macon. Evaluation File

.
. .
s , M ’ .
.
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.
- Role Destcription

Cooperative Education/Liberal Arts
Paft-time Faculty Job «Developer

(23 T
Ve

"developers in the Cooperative Education/Liberal Arts program,

) C . . S . n . ) )
Thef£e44ew%ﬂg—attfvit1§§“ii?’expected of the part-time job

The individdals selected are to be full-time Pima College
faculty members‘iqa‘ Liberal Arts c‘)r?rts Science' field, and
are accountable for this program to the Director of the Coop/

-

Liberal Arts Program, 5 .

.

1. 'Jobfﬁevelopment .

Y

‘ A., The-job developers will make regular contact with

Yo~ employers or potential employers in the Tu son/Pima
County community as well as nationally, tojdiscover
existing full-time'or part-timé openings suitable for
liberal arts students, and also to engourage employers
to create’such jobs. Information about specific
openings should be recorded on the appropriate form
(copy attached) and forwarded to the Coop/Liberal Arts.
office. -

\B. The job developers will establish general contact
with business agencies, locally and nationally, so.
that prdéspective employers who do not have any open-
v o ings currently, will call gn us ‘for ‘student amployges‘
when an opening pccurs in the future. T :
. .

’

Student Recruitment ) . N
The job developets will communicate information about the
Coop/Liberal Arts program to students in 'their own classes
by visiting colleague®s ‘classes, and by ether means, and
suggest that interested students register_in the-appre———-—————
priate. section., Information about students who are look-.:

ing for jobs is to be” recorded on the dppropriate form

(copy "attached) and forwarded to the Coop/Liberal Arts

office. T,

>

- ¥aculty Relatons -

]

The job Jevelopers will inform thei? colleagues of the

nature of the program and enlist their'supPort in finding

jobs and recruifing’students. d
' n

-




ﬁole-Description .
Cooperative Ed/Liberal Arts
Part-time Faculty JoB Developer

R -

-
.

Y

, P
ReEorting ‘. 3

The\job;develpperowill §dHﬁ1t a’ repore,
form, eVér% two weeks to the Coop/Libera

. Iy

VIV

»
(a3

SPEJ/ sk '

‘Match 12,1981 .

s ¢

A}

usiﬁg the agtached
1 Arts office,




< ppoved inter-OfficeMemoranduim
| s Mo A

- . . AN . - ~
Pf;,"@ PimaCommunityCollege . |
-~ %z? Y . N
- i . . . Lt v’
-~ TO: Liberal Arts Raculty DATE: - April 1, 1981
, ‘ U '
. FROM: Ed Johnson, Coop Education, DTC . ¥
SUBJEET Update on Coop/Liberal Arts. Progranm . )
o . 7 . ) . . (_ ) . -, .
~ '~> , . :‘ ~. i"‘ L L 4
This is another brief memo to let you know what ‘we are doing in . | v
' the Coop/Liberal Arts program, : s Tt ) . o
\ § ¢ : . : o . 1
We cCurrently haye about thirty students registered. Most of then ’
are working in jobs that seem appropriate-for their career, oals
,and I am very Pleased with th2 results, Thg six fdculty Tembers -
who are finding positions are doing an excellegt job, and the - o
) program is Yeaily off the ground. Perhaps the mo’st exciting AN
v Part for me, however, is the" classroom aspect. I meet with <.
students at the following times: : ’ , .
t - . © ,‘ . - S R I- -
Mondays = 5:000 - 6:30 p.m, .- West Campus CBS-205 R
i v - . - . .
*  Wednesdays - 2:00 - 3&50 p.*l. - East Campus Rm-103 = &
’ .- Thursdays - 1:10. - 3:00 p.m. /- Downtown Campus:C1-107
‘ - s ! / ) ’ ' »ﬁl . -
. .

—

There are.threE geéneral activities which I undertake in workfh@i. ‘
With the students. v ’ ' . Y

-~ .
o~
s . . o

1) We deal with the mundane. but crucial aspects of finding a .
joby I help the students write a resume, and we do some work S
-on the nature of a job interview and role-play job interviews,

are helped to asseSs their current situation in terms of. ]
‘attitudes, values, skills 3r,1imitation@.' Then they do some ’
goal setting in career- and personal areas, and plan the ; N

activities appropriate to getting from where they are to wHepe
‘ they want to get; - . : W

3) We emphagize the concept of Human Relations On-The-Job. .1 .

* work .with simulations and other exercises that help people

. assess their ability to connect with others; supervisors,
subordinates, Co-workers, customers."* " .

. R .
[ ' '

i ¥ ® . . i ‘. .
V‘ (-\ *. " , . . * - \ < . ¢

N . . Continued - L
, , IV -




the job ang

Overall, we
get into g3 cycl®
their own experiences, The,
rather eéxperiential -ang
in a Ssense,
learn.

/

It seems to work.

atmosphere js

still accepting registrations ang will be working with

both now and in the Summer, 25 well as the

are, try#hg‘to ?S}p‘ptoplé find more fuifillmeh; on \U A

‘not dfdactip but :

facLlitative, helping People -to become ,

their owp theoretici@ns, helping them
<

]
.

’ O
- .
< 4/1/81
- 1) o
r' g
- ,
e, p

learn o

I an” . i
. Students ) Y

fall. Simply hayve .

them cal]l pe Or Suzanne, oyr program'secretary, ataextension .
6541 for fLurther information. . . : : -
- < :
’ M L4 ~
, * ) ~ ’ ,
. N P - b
PEJ/sk - ‘ : -y
. . - -— e L] Ve .
A4 ) * e M »
- ’ i »e .
i o )
- T » . ' )
. R 1
. \ e
. . . . .
- v Y - -_— \ B}
G‘ J i
. Ny, ‘e
- C % R .
Id - » . . ] !
1 - . ° v .
» . , ) ° 3 . { ]
4 [, “ >
. ¥ - M - - b
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» ’ \ - . ¥
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* . . v -- - "
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Minutes

COOP LIBERAL ARTS STAFF MEETING .

Tuesddy, April 21, 19871, 4:00 P .M.
West Campus "Deep End"

' Recorded by’ Suzanne Xonic

A

-
.~

ThoseP}esqﬁ%: Ed Johnson ’ Not Preseﬁp§ Beverley Mosre °
.o . Suzanne Konic . Larry Thompson -
© Mary Memedova ‘
+Ernie-Oppenheimer
&
Dave Stephen

L 2

’ .
g . . e R . 4 i :

The Cdop/Liberal Arts brochures were just "hot off the press"
and a supply was distributed to thosq¥present. A supply has

becen sent to those not present. . ' o

The luncheon seminar in Coop LCducation in the Liberal Arts
waszg}efﬁ§3ed. The date will be Friday, May B%Zfrom'lz:oo
to 2000 p.m> Ed is 'looking into what Will’bq the best
facilities to use - a réstaurant conference roonm Oor one at
the West. Campus.

. - v - |

The format and content-were briefly discussed, i.e., develop-
.ing the Coop Education program in Liberal Arts for next year -§
~how to get jobs for the students . ' ' ©
.Ed will speak briefly on Coop Education in the Liberal aArt's.
President Manilla will be invited to give & presentation and
"several small groups will be asked to discuss.directions for
Coop/Liberal Arts and then report to thé-total gfdﬂp:'

;$hose.to'be invited as participan?s-will fndlqdé:

[
-

Campus Deangy
« . Assaciate Deans
’ Jim Manilla . ‘
. t “Jack Fuller " . ;
" Chuck Macon '

Die%g Navarette, V.P,, Student Service$
Courfselors )
»-

s 7

»

Cd raised the ﬁuestion of revising the-existing coop record-
keeping forms for Yoe in, the Liberal Arts program. More on
*this rater,. .

s ‘

-

v

Ed noted that an extension of ‘the current Coop/Liberal Arts®
grant has been applied for to extend it- through the interim
period of September ‘1981, until .the new grant is forthcoming.,
Resubmission-of the Praposal for the new grant will be done
by May 27‘ Ed will emphasize career development and the
classroom activities rather than onﬁy(%job frustling."

R *
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. -Minutes¢Coop Lib.Arts Staff Mtg.
.« April 21, "1981 - West Campus Deep End

< \ ¥
¥ L 3 .
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™

5. Ed noted that he ‘is doing a Teacher's Manual, which will

. deal with the issues of Rrocess education, experiential
. - . . . N . . .t
I learning and facilitative tedching.

)
¢

Ed also ‘noted that he is writing some articles about Coop
Cj Education in the Libéral Arts. B
. Y6, Current class lists for the two

Coop/Liberal Arts sections
- Were distributed:

7. Ed-ib still searching for someone, to evaluate the Coop/
Libergl Arts program. He is currently considering an

ex-director of Coop at Antioch College ‘- J. Dudley'Dawson,
who could come to Tucson in late May.

8. Jo Ann raised the question of-how Cooé students are graded -
by letter or passzaiL/inCoMaiete. Ed responded that he
can give only a pass or‘incomplete. .
Ann's question, Ed £xplained- that

er can be used for Coop credit in the
. /
£

Also in{response to Jo
jobs wofked this Summ
fall sefpester. i :

s

9. Mary raised the question of sﬁmmer internshipss, ile.,
whether or not, Students who are interested in thé internship -
program could @lso sign up for Coop. Ed responded yes -

. cither in Summer Coop with Betty Walfis, or in the fall, wibh‘ai
) o Ed.

10. The advertisement about
. by Virginia Foote of the
’ 2 . Was agreed that it needed
1 - interest. ‘ -
4 4 o 1‘3-;\'_E , ‘%
" 11. Dave apnounced “that.fe has ap
: for students who Rave sk1J
history. g :

the Coop/Liberdl Arts program written,
City of Tucson was dreviewed and it
more "umph" to attract student

[

employer/contractor looking
1 and knowledge of carpentry and

o .12, The next meeting will be replacgd by the luncheon‘semfnar on
N May S. '

Distribution:

Loop EJd Lib. -

. ; Cx
. . 4§ Arts Staff: J. Little p Oppenheiggr
Lo . : M. Memedova Stephen . * .

g - , ~ B. .Moore * Thompson .

cC: A. Bavidson IS SN J. Manilla e

L“ . . D. Ebert . J. Martin® o
T, . , J. Fuller _ - 4. B. Wallis. )

) C. Macon «~-. Evaluation File " :

-
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gt manc
Cl

. \y Phone No.

AWPEN DIIX‘.“‘S’ ]

T INCO
Position

JOB OPENING FORM

Coop Education in Liberal Arts

ME TAX PREPARER

v

. &
Name "of Busine

Contact Person

ss MADRILL TAX § ACCTG. .

Efnestine or“Carlos

889-8086 .0r 889-6414

P

Location or

4723 S.,12th Ave.

;(apprk.

Address

1/15 per Car

Action Taken;

! )

© —

Additional Inf

Qualifications

+ (8 blks.

P

Desired: .

J

los:

s0,.0f Ajo)

4

- %
VIS |

- Wants someone academlcally Srlented but degree
, not mecessary; .
(Commercially oriented operation,

¢ v

Sample Job Developer
Reports §.Listings of
" Typical Job Openlngs

¢~

< ° !
Date Infor- |
mation Taken 1/14/81
/s
Information
Taken By

S.Konig

Referred by

Salary Range or Min.wage or ﬂore
EGE@EEééE’E§§E& depending on [exp
Commission b351s
»full or. part-time .

- 'QJ’
Hours

Permanent GE=Fenp s

- .
Os :i& ,
o

—

-

thug)

~
Someone alert, fast, aggressive (rather than slower % ~
more thorough) . . -
Tax bfep. experience helpful but not necessary
Bilingual helpful but not necessary’' (he is) :
7‘ . q ’ N
s . . - . &
. . 4 .) hd
1/14 -gave info. to H.Klinkner § Frank .Schering = «—- .
/ "
'4 «
»
. . 3 2 A ‘
ormation:
L , !
. ‘ \ .
N &\\.
L) .
-~ * [ * .
. .
: 7 S .
- .‘ \ °
“ ’ : 284 : . M . ‘s
' \» N ! o
. ’b . . , m y - .




JOB OPENING FORM® -

/

Coop Education in Liberfal Arts

LY
Position DUPLICATOR,COLLATER (Some PASTE-UP)yare Infor-
. ; matifn Taken 2/6/81
Name of Business HEALTH INFO.DEVELOPMENT ASSOCIATES

. ‘ rmation o
Contact Person  1inda bergsma ' TAken By S.Konic

Phone No. 624-{403 - call 10am- 6pm . efersed by

Min.Wage to st

- [ o ° o
Location or 1802 W.Grant Rd.,Grag& Rd,LPdUSSalgry Range or 3.35/hr

Address * trial Plaza, * Molunteer -Rasis
' . l-mile west of I-10Q o, (20-25 hrs/wk)
. (no bus after 6:40 PM) Hours 1)4-8/9pm/4-5 nts/wk.
\ , _ ' ', 2)8am-12N 2=days §
N . —'Pg;manent=Gr=?emp.4-8pm 2-ntyg.

Qualifications Desired:
JDuplication om large xerox
Collating .
Birfding - . A
Some paste-up of typeset materials
Sometheavy lifting ., -

-

6\ :’

-«

\‘-'/~
v * . * T ". Q;‘-'

Action Taken: 2/6 Info.given to Connie Dent, Adv.Art llajor -not int.,not.
IR enough art-type work _ . , . ;
2/6 Iﬁfo.calledtUJCIQire PoSpisil- She's interésted, will call for appt.
2/11-C.Po8pisil decided against interviewing, since she would need to
.drop a c1a§s.to handle am hours (when she spoke w/Linda whe was

i « tpld they wanted someone in an 2
2/6 Message left f.Ken Gardiner to C.b.re joeb. 2/9 K.Gardiner called§ gave

him info.,said this ﬁob_might be more. in printing area (Lino Aragon)**,/)w'
Ken will.give Lino 'the infd, one of them will send applcant out...
Additional Information: .

Per. L.Bergsma,K.Gardiner sent;iiﬁ/boycg Qegr, they're strongly considerin

-

t

her but want to see others.too. - . .

2/11 - L.Bergsma - stidl preferring someone_for pm's...

2/13 Joan Findlay (PEJ class) referred by K.Gardiner, she's not sure about
working nights,-will.ca]l‘L.Bergsma - - 4

’ al

-




JOB OPENING FORM ‘

50 k4
Coop Education in Liberal Arts

~

? . - " ~ .
Position LEGAL SECRETARY , - Date Infor- -
Janation Taken 4/20/81

Name of Bufness DENNIS N.BREEN III1, Attny,
R Information:

* Coptdct Persop. Sanfy 8:30-5:00 pm Taken By S.Konic
~ . - . ~
Phone No. 624-23%81 ,///“ ‘Referred by ?
Location or . L8 ///, Salary Range or
Address, 405 W.Franklin (n.w.4f down- Volunteer Basis $4/hr.
g ® town area, near St.Mary's) ' .. .
. - ' " Hours Pt-time (15 hrs, 3-days|)
B Ad L)
» ] Permapent AXXR&NX. Perm.
Qd’liﬁications Desired: o . *
p S s Shorthand, typing, some bookkeeping, good organizafional

& phone skills

B

*>
4

*

Action Taken: ¢¢: Info. to Hans Kliqkﬁef

~ -

‘




— " JOB OPENING FORM

.

Coop Education in Liberal Arts

~ ’

o SHOP ASSISTANT :
Position . -~ Date Infor- 5/5/81

mation Taken -

Name of Business WINDOWS BY ROSE

' . (vife of . Information ~ =
Contact Person_, ROSE VELASQUEZ (i, .- Taken By . S.Konic
(PEJ U.Phx.student) .
Phone No. ©22-4119 Referred by
[

Location or 1611 N.Stone (betlLee-G Elm) <=Sakary-Rangedorp

Address R Volunteer Basis
. : - pref. am's-flexible # hr
. Hours on per job basiss

Permanent okaemp.

Qualifications Desired:

Interior Design Student ] b
. .. . ~ ‘ .
Updating pp#Ce lists - window covering shop .(shades,drapes.
. ' : - etc.)
’ l . . . .

Action Taken:

.
w9
o~




'Posiyiop

dOOp

.
[ 2

) Receptionist}@leik—xypist
A
Name of Business Dr.Wi%]‘;am Brownl.ee

. Date Infor-, ':

mation Taken - ‘7/6/81

'. -

fer”
»

_ - * ; j Infonmation P "
Contact Person Bernice . Taken By “Konic '
e ioa - o i LD
Phone No. 327-1384 Referred by transferred by ph
“}“ ] " ) from W/C‘Job Plac
" Location or . IR . t Salary Rdnge or .
- Address 1011 N.Craycroft,Suite 303 Volunteer Basis 3.35 no- exp.
@ 2nd St. (near Speedway) °, 4
N , . . ‘ Hours 12:00-5:30 or 6:00
' . (5's0r 6 hrs/day x 5)= appx.®0
- <! *  Permanent $¥XT¥wy. Pernm,
- . ) Opening immediate-tq W/1n tﬂg-
Qualifications Desiied: o week. .
(Medical office) .
- ' R 'S . :
[ Pleasant telephone manner : .
‘Achurate »typing mo. 1mportant than ' speed (50 wpm apprx.)
, eeds to be able :to work unsuperv1sed after initial
tralnlng period, v T
. v Ce . .
" Action Taken: cc¢ 7/6 to Hané,Klinkper'! \
’ v . . ‘ I . ©
. I . ‘ ﬁ‘ ~ » d .
' » : ! \ ' 2 or ! N
Additjonal Information:, Lo , ,
. ] . I b: \ ~.. R ,‘ \5 ) LY v . . .
R . j?b . \
. ,' » »’ . “ ) M .
e , . =~ .
+ ) “ s . .
—'~ N . R .( ] T./. \'. -' ..p . - .’
' ! ’ : , . 1‘-;0 b . - .

emt

hr




~ S KPEERDL RSO
‘ ) ’ Correspondence in Job
o ' Development with IBM

A November 2, 1981

- Mr. John Slayton
Personnel Department

IpM CORPORATION - ' - . !
General Products Division ' ; )
i Tucson, AZ 85774 . E |
- > . N . . , '\ 3

Déar John: Vg

' N -

It was a pleasure for Murk an4he togtalk with-you at our
recent meeting. 1I'm plaased that you'll be adding some '~
structure to the Coop pr ith IBM and was particularly
Pleased to know of your concerns for our students and wilIi@g-
ness to cont;?ue and expand the program.
. A suggested schedule for the Spring semester might be as
. follows: a . L
. - ' : ' )
12/28/81 - - Pima College begin accepting applications
-, from students ' :

. 2/5/82 - Pima College stop accepting apglicatioas
d (except-for special cases)

@

This wilkr give us adequate time and yet provide some structure

and definition that will be very helpful to us. Using these

. dates as-starters, you might add your dates, ‘such as when' you
. would start working‘withémanagers, when you would want all your
requisitions in from manwgers, when you want to have the inter;
views completed, and -when you want to have students notigied of

e . their acceptance or otherwisae,
b i

s - I'd be glad. to meet wifh any of your. managers, individgarﬁy or
. 4in groups, to explain our view of Coop and to get some ideas
e g,from them abdut directions, and how we can be most helpful, 1

am also grateful for your willingness to help, try to work.out
.arrangements with Pima College and with the Department of®
Corrections, at the Ari*zona Correctional Training Facility. 1I!m .
in touth with some people there and will try to set up a ‘meeting,
o that we can get together at the pPrison and begin some dis-
cussions. : . . N

°

N »

, : : ' : : continued -




,

!

»

Mr. J. Slayton/IBM -2- . e 11/22381

Thanks also for your willingness to come out to Pima College.
Perhaps, within the next few weeks we can work something out,
so that you and Isadora and whoever else you would like, can
visit several of our campuses. I'd be glad to act tour-

'1uide. I'11l call you within a week or so to aArrange a time.

- We'll also utilize your suggestion that & student be registered.

; &

¥e avoid any future confusion.’ '
N . .
" Thanks again for your %ixpport. ’

. o Y

-8t the same time an application for IBM is filled out, so that
\

"

Sincerely yours, ‘
‘\
Q

Philip E. Johnson, Ph.D. . T - .
Coordinator o .
Cooperative Education )

—
. 7 .
: PEJ/sk s K . . R

¥ . \ =¥ A )

- €c: Mr. Mark Henry . - .4

. Dean Charles Macon T I .1'b

.__Ms: Isadora Wright , . : R .
- ’ >
— c M -




o JOB OPENTNG FORM é%‘&{;&;‘;{gggﬁg;mgs With

. ' -

T R ) Coop .Education insLiberal™Arts ' -
% e ' ) , .
: v~ Information Specialists (2) :
Position Date Infor-
. . . , mation -Taken 3/3/81
Name of Business  City of Tuecson :
.. ‘ Richard Hornbeck Information o A
Contact Person Virginia Foote Takén By . M/Memedova
Phone No. 791 4204 ' ey ~
. UNPAID-INTERNSHLP
. |' Location or Salary Range or
. Address . ’ - Voluntger Basis
i ¢ Hour's' :
{ Permanent or Temp.'
Qualifications Desired:
» “ ) \ ’ . A
SEE ATTACHED* . ~ ' -
- - » 14 4 - -
/ » o
’ Action Taken: > ‘
. ) /-‘
‘ ’
. ./ -
, ) . '
‘o . N o . . . . ° ’ . ' "
Additidnal Information: . , S
[ ‘ , N . %
4 . . - z . -
e 2 . Qh‘ : " v ' i . \
. ‘ .
. ~ e T . ,
. . »
o -—‘-——“.. : = - £

- 271 !
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‘ JOB OPENING FORM . e
. \ ' Coop Education in Liberal Arts .
» ‘. ‘ - ‘>
bociri DRAFT SMAN - I‘f )
osition . : ate Infor-
: . E - ‘mation Taken 3/3/81
Name of Business City of.Tucson o A N
Richard Hornbeck , Fnformation
Contack Pe&sop Virginia Focte _. ) . Taken By . emedoyia
' L‘ T ",, " .
Phore No. 791 4po4 . I ) .
Location or — s . - ”Séﬁary Range or UNPAID
Address ‘. ’ ) . v glolunteer Basis INPERNSHIP
“ . . . s : - - Hours i
' . ’_ﬁ ‘ ‘ .Permaﬂtnf’oi Temp . .
Qualifications Ddéired:’ . ‘ -
. .. ” . p P .
-SEE ATTAGHED
- ‘

Action Taken: ~
-l T , .
: ’
> , ‘

Additional Information9 . .

’ s

e -
hd N
- [ 3
" > N jﬁ
] o .. -
- —
's' ¢ " 3 ~ ) -




2.3 ]

® A
q ‘ e C
CIVICS PROGRAM . e
Ny A \
VOLUNTEER/ INTERN JOB OUTLINE i
v . ‘ e .
TITLE: -@Draftsman _ =
\ . . ’ ) ,
' ) S ' % P - T,
DEPARTMENT/OFFICE: . DHCD/Building Safety ‘
N . . o -
. \ - -e. 4 N
SUPERVISOR: Larry Mulhern - o Ty
-
" RESPONSIBILITY: 'I:o research and transfer existing addresses from various
. documents to mylars, using drafting techniques of every
subdivision map and plat recorded in the Pima County
Recorder's Office. -
< .
i ) . N [ 3
QUALIFICATIONS: Knowledge of drafting techniques and materials. ,
: ’ ' Knowledge of legal descriptions, plotting of legal
descriptions, and the street layout of the City of Tuce
* Son. ‘ . /
rd :, § . . * L '..
*COMMI TMENT . 130 hours - 16 hours per «weéek.® (Can be 10. for in.tern).{‘
u o - .
1 D Y T — T
PERFORMANCE: - By LarryMulhern using CIVICS MANUAL, Page 61. .

v “ -

»
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Ca s . , » 7. ‘; “
' - * ' ° N » ’
' ' - / J0B LOPEN [b wa S . [
: : 7 . b .- \-
« . ‘ S ' i -
. . Coop Education in|Liberal 4yts A ‘ s %~
. . N , ' \ ’ N . N " L .
) English to Spanish Translato .. §\§ . , ¥
Podition \ T Date Infor- AUDUEE
= A ¢ ‘ "mation TakKen 3/3/81% L
k. Name of Business City of Tucson . . Targ —
M ' Richard Hornbeck InfotM@ﬁ&oH“ " N '
Contact Petrson* Vlrglnia Fbofe ‘M. Memedova

Taken By

LS J P 2 : - "; . ‘Qa . P
» P <
; Phone Mg._ 791 420k« S -
. . .
_ Loeatlon or* 3 - . . Salary ?ﬁnge OT UNPAID
. Adﬂress . - , ~ Volunteer Basiss ;
LIRS N * ¥ -(Internship) -
o® o e e *Houns .. :
7 ‘o B
. 1
* 8
) 1 & \\i / 5 Pefrfgnent or Temp. ., .
) . L R N P
,Qudﬁlflcationsépesgifd: e ' 8 . \\
M * ! - B) ¢ / .
. e s ) . .
b A v ’ ‘L ' x .\‘ [ *
* P
. SEE-ATMaCHED . > ~—
- ° ‘e y ° ’ 7 ’ Ser
4 . . . . ,
P . , - . e # ¢ !
\ . \ - i — _ " - .. .
- N § N - 5 . ‘ - 3
. . [ . % P . v, *, . o 4
. ’ . I."‘ ‘ ' .
1 nfh N - ke [l N “ hw
: ® o i
. . I T
N < ' .
PR Y D - : R N
- Action Taken B A . -
» ’ M ’
© r'y » .
~N ’ : L] /
.‘ ¥ .', 5
* N “ -. a
=y i . L. . . .
\ . , - »
e -
.o . C . &3 _ . 1 <@ y
a s ? ’ . * s * { - . '/’1 " » - s
. Additional Information: v Ao : ”
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CIVIcs PROGRAM .,

-

: VOLUNTEER/INTERN JOB 0U$

> .

LN
3

TITLE:

'DEPAR;MENf75¥éICE-

SUPERVISOR'

COMMITMEN;[' ¢
-

A

..
.

QUALIFICATIONS:

P
)

RESPONSIBILITIES:

/

A

‘\\l_*‘_,,jx&lly Nottlngham

nglish to Spanish Translator chor
Department of Human and Commudiity DevelopmentL
N Adm;nistrativg’servxces RN

K
- ' ' .
Several days each ‘mofith’, when ‘an 1ssue of «
departmenlal newsletter is ready to be trans-
lated Mater1al ready at irregular intervals.
. Materlal may be taken home. and done outside
8“00 to '5:00 pnm.

[}
Abllity to translate from- English into SPanish.
Spanish ‘should be grammatméallz dorrect, but ~
understandablé, to the Spanish speaking’ ’
population. . Ablllty to write clearly and
concisely.  Ability toﬁwofk quiclly, under
'.deadline.' e .
» ~
* . Translate from English into Spanish primarlly
a lZ—page newslettér ,that comes ot evefy ceuple.,
* of months ., Also smaller 1tems, e. g., announcements
. sOr letters when necessary i .
R 2 ' ¢ P .
If possible, type the Spanish‘version. Typéwriter 6
will be provided. - . .

Ce
N } »

’

-

”

- o

.} Prodf typeset copy. ) e .

e

. R T . v
'‘By Emilly Nottinghan using CIVICS MANUAL, Page, 61.

% .

L \n i ..:,u Y UF (,AmLuRNlA

IU‘“ ‘ m,\m\homs FOR
< JUNOR COLLEGES,
86 POWERL L IBRARY BUILDING -
ws~mdm4§s, c.\uyon;\m 90024
“EE 3 . .

1

4
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- ‘Data are'presented on a series of tables summarizing
enrollment trends and the personal characteristics.of the 20,286 .
regular studeﬁts enrolled in -credit programs at~the Hawaii community
colleges during spring 1982§\The tables cover: (1) headcount . ’
enroliment in regular credit and gpecial programs; (2) headcount
enrollment by campus for the yearg 197576 through 1981-82; (3)
selected student characteristics %i.e.,fsex,\pducational objettives,
major, attendance status, semester hours taken, residence,t@ition
status, age, citizq%éhiﬁk and registration status); (4) student
profiles in terms of“these characteristics for, £all 1979 through
spring 1982;%and (5) distribution of majors by campus. The data
provided indicate, among other findings, that the regularly enrolléd
students constituted 78% of the total spring 1982 enrollment. The
average student semesterphours-(SSH) taken decreased from 9.7 in
spring 1981 to 9.5 in. spring 1982, which may be attributed to the .
increasing proportion of part-time students and thé decline in
average SSH taken-by-these students. Average semester hours taken by
full-time -students had held. steady.at.13.8 for. six semesters.
Demographic data reveal that the medidn.age of the students was 22.6
years, 50.2% of the students “were male, and 76.9% were pursuing an
associate degree: General and pre-professional majors comprised 38%
of the enroliment, while vocational education majors made up ahother:
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SPRING ENROLMMENT REPORT .
UNIVERSITY OF HAWAII, ITY COLLEGES
SPRING 1982. o

This..is a brief report summarizing data on studerts enrolled at
Honolulu, Kapiolani, Kauai, leeward, Maui and Windward Community Colleges
which are under the Officer of the ChancelYor for Camunjty Colleges.* The
primary- emphasis -of the Teport is on students enrolled as classified or
unlassified students in credit programs. However, a reg1strat1on count of
. students enrolled in bther programs (prnnarlly non-credit ' programs) as well

'+ as the reg1strat1on counts ‘of “students - in programs ,sponsored by

E:nplvoyment Training Office and by Hoomana are 1ncluded \

Solirces of Data - " . .

* Ekcept for Tablé 1,. the data oited in this report-were extracted fram .
i Studént’ Enrollment Reports (SER) as of March 12, 1982. The basic data
ere derived from student app11cat1ons, .personal history forms and student
class reg1strat1ons. e ,
Reg1strat1ons in various community college offermgs number 26, 159 this
spr‘mg (Table l) Of these: - .

A}

l. 20,786, 78 peroent, arg reqular students enrolled in 'credit
programs." LT -, )

261, 1-percent, are early admits or concurrent reglstrants enrolled -
in credlt programs ) ‘

1 608, 6 percent, are apprent1ces or Journeyworkers.

4 ,004, 15 percent, are reglstrants in spec1al programs such‘ as
Kalihi-Palama Education Center, Wa1anae-Nanakul1 Center, Hoomana,
Bnployment Training Office, public/cammunity, Services programs .at
various campuses, e%c. - ) B

- (8

B. Data on 20,286 M(classiﬁed and unclassified) students (Tables 2,
3 and 4) Ldn credit’ programs show the following:

1. Th1s spring’'s enrollment of 20,286 is the highest spring enrollment
recorded for the cmmunity oolleges, second )ogy to this past fall s
enrollment: . :

e ’ ’ LY

*'I’h1s report excludes data ‘for Hawan Community College “which w;l&r be
reported with, and ag an organizational ¢anponent of ’ the University - of
. Hawan at Hilo. . 7

+ _a




+ 7 increasing. |, .
Ve N7 » ~
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‘ ...Enrollment data “for ‘this spring show an increase of 1,547
T . students, 8 percent over last spring, but 521 (3%) fewer studentss
. than this, past fall. However, this is a relatively small fall to
~ ' . spring enrollment mline, e§pecially in 1light ﬁof this past
, fall's record enrollment. ~ : I o

. ...Enrollment- increased over last spring at dll campuses.

’

2, Several t}:ends are continuing:
. . * N L] ‘ -
...the proportion of unclassified students contipués to incréase
slowly from spring to spring fram 13 percent inlg‘pring_ 1980 to 16
, bpercent in Spring 1982. - . . -
l. . v , . . - . . . . - .
...There are proportionately more, pa{t—time students than® in
"previous spring semesters: 54 percent this spring campared with
52 percent and 51 percent for.the Spring 1981 and 1980 semesters. :

*

...Stugients are taking fewer c’re&its. The average student semester

‘houts (SSH) taken is 9.5 compared with 9.6 last semester and 3.7

last spring., This is due mainly to the increasing proportion: of

part-time students and the deckine' in average .semester hqurs
* taken ' by these stu S. Average semester ' hours taken .by '
full-time students held steady at 13.8,\ for six semesters. .

3, The mean, and .median ages of students ‘are beginning to slowly

. increase from spring to spring, and fall to fall. ° -

4, 'n\lere are very little changes in the foli_owing:

L een96 to 97 percer\xt of the students'have Hawaii permanent hame-
addresses. ~ . T

...the distribution of. students . from Oahu - campuses with local ~

address in Honolulu, Leeward and ‘Windward has' remained relatively
stable over the past three years. B - : . v
v . ) * . i‘)\i " N R N .
. (- - Y - ”

The Spring 1982 erirollment figures Ehow. an .8° percent increase over -
figures .reported for Spring, 198l. This i§ the highest "spring enroéiment
recorded, and is only 3 pércent lower than last fall's enrollment which- waé
the highest recorded for the community, colleges.. , .
<@ o ~ . ) ) ! N

The community colleges continue to serve more part-time students and are |
- beginning to serve proportionately more unclassified students.-. Moreover,

students are taking-fewer credits, and their mean and median gges are slowly '
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' v . TABLE ] \ ’ - . .
HEADCOUNT ENROLIMENT, ALL: STUDENTS ° . - ’
UNIVERSITY OF HAWAII, COMMINITY COLLEGES I} ‘ - ‘
‘ SPRING 1982 - = W -
i ' \ - .
s . Regular Credit Programs Other Pro trans-l—/ .
Regular K -y : N
Canpus Total —l (Class & Unclass . ~ Special / Apprentice/ Other
) +  {.Subtotal Stude’nts_)\l Early Admits Concurrent | Subtotal Journeyworker Spec1a1,
~ = : LY = ¥ — -
TOTAL .iieoeoocese 26,159, 20,547 20,286 236 25 5,612 1,608 ° 4,004 °
. N R v N . ~ N — .
Honolulu OC vvevveeenons 7901 | -s,30 |\ 5,317 - T - 15 .| 2,65 S 1,139, 1,512
. - N b > . ‘e
/ Kapiolani CC ......eeets 5,449 *4,737- 4,726 . 6 ‘5 .o T2 121 . 591 °
,\ Kauai OC ci.vvevecoonoen 1,399 1,128 1,134 - 54 - 211 . 94 117
© ' s Vo v ’ . - o : - s
Ieewa.rdw. 5,907 . 5,797 ~ 5720 76 <1 _~110 110
A MAUL CC vertoeeereenennn | 2,640 | 2,081 2,019 72 - 550 | 854 296°
. - ¥ E9 -
- p . [ St
Windward OC ccveeedonens 1,679 1,394 1,370 20 4 285 - - 285 .
{ N * ) — - . v * »
Other ......evbeesesies. | 1,003 | ) 1,003 | ' \},093
i . . -
® / -
Hoomana ...eeeeveelens 181 ~ e ) 181 . ) “
Employment Training ! '
*Of£ICE vevrrrnnnnnes: 912 N R2x ' 912,
1/ Includes enrollment count in programs which were in prog'ress on, or, 'which started after January 14, 1982." An additmnal 4,004 were | i
served in programs between October - 10 and January 14 1982° )

ETO, 1,304.

ot
¥

-
N

-

\
.

-

C SOURCE: Deans of Instrﬁcfion; SER Reports, March lé, 1982, .

?

Hénolulu, 162; x{apiolam, 259; Kauai, 108;-Leeyard, A ,708; Ma.ul, 463;

o
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R : , ' ‘ TABLE 2
- : HEADCOURT ENROLIMENT OF REGULAR STUDENTS
INIVERSITY OF HAWAII, COMMUNITY COLLEGES . - . ‘ I,

2 ACADEMIC YEARS 1975-76 T0 1981—82 - S
. ™~ . . . . T _ Qi
Semester & Year TOTAL  #%| Honolulu %% | Kapiolani % Kauai  #% | Leeward  #% Maui % °| windward *X
) = - : —
1975-76  ° . . & - ] _
Fall 1975 ........| 18,949 +15| '73,982  +12 4,307 © +18 | 1,181 +11 | 6,790 +15 | 1,554 +25 1,135 +13
o Spring 1976 ......| 18,530 -2{ 4,401 +11 3,720 -14| 1,195 +1| 6,410 -6 1,615 +4 1,189 ° +5
we-r - , - [ o
" Fall 1976 .ev.....| 19,217 + 4 4,422 —q 4,511 +23] 1,125 -6 | 6,347 -1 | 1,626, +1 1,126 -5
Spring 1977 ......| 19,069 =~1{ 4,771 +8 [ 4,310 -6/1,189 +6 | 6,06 -5| 1,565 . -4 1,208 +7
197778 . . . : , . o ‘ a7
Fall 1977 ........| 19,077 —|. 4,382 -8 4,457 +3}1,191 ' — { 6,003 )+1 ] 1,630 .+4 1,324 +10
§ Spring 1978 ......| 18,284 * - 4|/ 4,451 .+ 2 4,200 -6|1,300 -8 577 -5/ 1,544 * -5 1,221 -8
O LY o
1978-79
Fall 1978 ........| 19,120 +5 4,377 -2 4,702 +412| 1,103 - | 5833. +1 | 1,713 +11 | 1,392 +14
* Spring 1979 ......| 17,715 -7 4,335 -1 4,155 -12 | 1,13¢ +3 | 5162 -12°| 1,600 -.1 1,239, -1l
'1979-80 i T - : s - S
Fall 1979“...... 19,067 +8|° 4,58 +5 4,626 31| 1,085 -4 | 5;493 +6 | 1,810 , +7. 1,485 +20
. Spring 1980 ...)...| 17,730 -7 4,484 -2 | 4,]600 -10| 1,060, -2 | 4, 919 -10| 1,725. -5 1,382 -7
1080-81 . , - -
. Fall 1980 ........| 19,359, + 9 4,493 .. -~ |l 4,966 +19 [ 1,060 O | 5535 "+13 | 1,869 .+8 1,436 +4
. Spring 1981 ......| 18,739 -3 4,849 +8 4,461 . -10| 1,069° +1 | 5,277 -5 | 13793 -4, 1,290, - =10
‘08182 . . ' SRR ) ,
> " Fall 1981 ........| 20,807 +11 5,10 +7 5,079 +14 | 1,175 +10 | 5,989 +13 | 1,897 . +6 1,477 +14
~=:  Spring 1982 ......| 20,286 -3 537 +2 4,726. -17(.1,13 -3 | 5720 -4 | 2,019 +6 1,370 o- 7

G
']

i

. e - ’ i ¢ . ’
SQURCES: Office of Institutdnal Research :ind Analysis; OPfice 6f the Chancellor for Commmity Colleges; Student Enrollment Reports.

- - . . -
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« Notez Peroéntages have been rourf@ed; may not always total 100,0 g/ti'le sum of the "parts,

* '

TABLE 3° ,

HAWAII,
SFRING 1

SELECTED CHARACTERISTICS REGULAR
UNIVERSITY OF

.

NITY COLLEGES

¢
STUDENTS .,

[

©

[} Mg
e mm o et . e e - e e v —————

>

Seiected Characteristics ’ JTOTAL Honolulu Kapiolani Rauai Leéward Maui Wi(ndward
, No. S No. - V& No. - V% No. No. = V% No. VB No. Vi
. . . ' ' . - y .
CTOTAL +uiveesensesesnesess |20,286 100.0 | 5,317 . 100.0 | 4,726 100.0 | 1,134 100.0 5,720 100.0 | 2,019 100.0 | 1,370 100.0
"+ BY SEX .
fde oot t10,078 50,2 3,570 67.1 | 1,712 3.5 | - 53— -47.4'| 2,892 .50.6 | 815 '40.4 |\ 588 '42.9.
FOmMAle vevvessewesesssss |10,075 _49.7 | 1,742 32.8 | 3,930 62.0 597 ° 52.6 | 2,827 49.4 | 1,203 59.6 | V776 .56.6
Mo Datd w.veecescerasees | 5 37 0.2|. 5 0. +r24 0S5 . © 1 <0.1 1 0.1 6 0.4
/
BY EDUCATIONAL OBJECTIVE | - .

. y : - - .
Associate #n ArtS ...... | 7,787 38.4 | 1;392 26.2°| 1,969 4l1.7 265 23.4 | 2,869 50.2 454 22.5| 838 61.2
Associate in Science ... | 7,813 38.5 | 3,143 - 59.1 | 1,833 38.8 283- 250 | 1,866 32.6 540 26,7 | 148 10.8

. Cest of -Achievement ..}. 11,319 6.5 347 6.5 | 428 9.1 112 9.9 236 4.1 | 131 6.5 65 4.7
Cert of -Campletion ..... 85 0.4 43 0.8 6 + 0.1 & y 13- 0.2 . 23 1.7
Unclassified Seeeeeeeess | 3,160 15.6 357 6.7 437 . 9.2 477 41.6 730 12.8 | . 889 44.0 [ 275 20.1
NO DAta sececsscscsceces 122 0.6 35 0.7 53 1.1y - 2 0.2 6 0.1 5 0.2 21 1.5

BY MAJOR PROGRAM AREA . v
General & Pre-Prof e.... | 7,787 38.4°| 1,392 26.2 | 1,969 41.7| -265 23.4 |2,869 50.2 454 22,5| 838 61.2
VOCALIONAL +vuvunneiuees 119,217 45.4 | 3,533 66.4 | 2,267 48.0 | 395 34.8 |2;115 37.0 671 33.2| 236 17.2
Unclassified eeeeseeeess | 3,160 15.6 357 6.7 437 9.2 472 '41.6 '| 730 12.8 889 44,0 | 275 20.1
NO DALA veveveeenecnnais 122 .0.6 | o 35 0.7 53 1.1 2. 0.2 6./ 0.1 5 0.2 21 ° 1.5

BY ATTENDANCE STATUS l ' - )

e . . . ) y |
FUI1=TiME «vevveeeassees | 9,353 46.1 | 2,706 50.9 | 2,203 ~ 46.6 431 38.0 | 2,729 47.7 707 35,0 | 577 42.1
© PBLE-TiME veeeesseeseees |10,933 53.9 12,611 49.1 | 2,523 53.4 703 62.0 | 2,991 52.3 | 1,312 65.0| 793 57.9,

TOTAL.SSH TAKEN* . 193,117 53,606 45,358 9,736 \55,395 16,342 13,680
Full-Time Students .... 129,373 37,629 29,918 6,275 37,158 10,501 71.89%
Part-Time Students .... 63,744 15,977 15,440 3,461 18,237 5,841 ° 4,788

AVERAGE SSH TAKEN . 9.5 10.1 9.6 . 8.6 e 9 8.1. 9.3
. . » N . R
Full-Time Students .... 13.8 13.9 13.6 14.6 13 " 14.9 _13.7
Part-Time St_udents cees 5.8 6.1 . 6.1 4.9 X °B . 4,5 6.0 .

. . N T » ) ’
PTE STUDENT OOUNT R : , !
(TOTAL SSH + 15) "~ 12,874 ..3,574 3,024 649 3,693 1,089 845
4 ')EY PERMANENT HOME ADDRESS | , ' , ..
Hawaii seseseseceneeons 19,449 95.9 | 5,120 96.3 | 4,527 95.8| 1,114 98.2 | 5,428 94.9 ! 1,944 96.3:1,316 96.1

© OLher sevstestecennenns 771 _ 3.8 183~ 3.5°] 155 3.3 20 1.8 290 5.1 73 3.6 45 3.3

0 DEtA veeseeeearsiens 66- " 0.3 9 © 0.2 44 0.9 2 '<0.1 27017 9 0.7
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TABLE 3 (cont.)

) Selecéed Characteristics . TOTAL Honolulu gapzolani Kauai Leeward” Windward
3 © | No. No. © W& | No. \i No. No. No. W

BY IOCAL ADDRESS L8 ,

. (gahu only) . 17,133 5,317 100.0 | 4, 725 100.0 5,720 11,370 160.0
Honolulu . 8,281 3,431 64.5 | 3, 785 80.1 ** 1,018 47 © 3.4
LeeWard eveieestesccesee | 6,190 1,124 21.1.| 447 9.5 4,604 15 1.1
Windward «eceeseeessese | 2,517 704 13.2 423 9.0 95 1,295  94i5
NO DALA veevevecncorens 145 58 1.1 71 1.5 3 13 0.9

BY TUITION STATUS , . ’ “

¢ ResidentS ....eeeoseees | 18,473 4,927 92.7 | 4,341 91.9 | 1,039  91.6 | 5,027 1,253 91.5

Y ‘Noh-ResidentS ....ee... | 1,772 384 7.2 358 7.6 94 693 11 8.1

Non-Residents ....... . 325 92 1.7 114 2.4 24 ,» 27 16 + 1.2
Statutory Exeupt ceee | 1,447 292 5.5 244 5.2 70 666 , 95 6.9
No Data ..leeicecnensns 41 6 0.1 27 - 0.6 1 ' 6 0.4

BY AGE | L . - . o
-Mean Age seeeeueecesas 2 24.9 23.8. 29.1 6 .| . 27.0
Median AQe ceeeeeecces 2 22.5 20.8 25.7 2 22.9
Under 18 ...sveeeccoss 57 3 A1 0.2 14 0.3 2. 0.2 * 9 .2 0.6 9 0.7
18419 civivnestenenees 5,304 Jd 1,269 23.9| 1,462 30.9 269~ 23.7 | 1,504 26.3 2.1 373 27.2
20421 ,eveeececccncaen 3,879 11,159 21:8 | 1,036 . 21.9 152 13.4| 1,062 18.6 12.1| 226 16.5

L N 3,026 9 934 17.6 770 16.3 108 9.5 817 14.3 1.2 170 12.4
2529 tereeereccccnnne 3,199 8. 934 -17.6 690 14.6 195 17.2 859 15.0 16.4 | 19 13.9
3034 ceiternencnatonns 1,919 5 486 9.1 327 6.9 143 -12.6 572 » 10.0 13.6| 116 _ 8.5
3559 titieerecncenses 2,644 0 492 9.3 391 8.3 217 | 19.1 864 15.1 20.6 | 264 '19.3

60 and OVEr eeeeeessqs 214 1 27 0.5 10- 0.2 47 4,1 30 - 0.5 4.2¢4 15 1.1
NO DAL seeesscscsones 44 2 5 0.1 26, 0.6 .1 0.1 3 Jd. 0.1 7 0.5

U.S. Citizenship ......., | 18,324 3 144,656 87.6 | 4,032 85.3 | 1,040 91.7| 5,414 92.0 [1,3%5 96.7

BY REGISTRATION STATUS i ) .

- CONtinuing eeeeeesssss | 13,970 9| 3,79 71.4 | 3,331 70.5 702 61.9 | 4,093 929 67.8
Retun%..;........ 1,290 - 6.4 265 5.0 306 6.5 158 13.9 310 .92 6.7
New (First-Time) ..... 2,619 .9 669 12.6 593 12.5 150 13.2 615 186~ -13.6
TLanSE£er cueeeTreeeess’ | 2,407 .9 587 11.0 | 496 10.5 124  10.9 702 163 1.9

“*Excludes ‘SH's taken by early admittees and concurrent registrants.

VWaimea, 218 (19.2); Koloa, 261 (23.0); and Hanalei, 74 (6.5).
***The distribution of stidents, sy local addresses for Maui Community College is:

Kihei, 196 (9.7); Puunene, 26 (1.3) ; Makawao, 114 (5.6); BHaiku, 106 (5.3); Haliimaile,*13 (0.6); Pala, 86 (4.3);
and nd data, 17 (0.8).

123 (6.1); Kula,-114 (5. 6),\Hana, 11 (0.5);

Lahaina, 167 (8.3); Molokai, 97 (4.8);

Student E‘.m:ollment Reports, March 12, 1982.

\
B

> **The distribution of students, by local addresses for Kauai ‘Cammunity CoIlege is:.

Kahului, 572 (28.3);

Lihve, 33§ (29.6); Kawaihau, 245 (21.6);
L]

wailuku, 377 (18.7);
Pukalani,
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TABLE 4

CHARACTERISTICS OF REGULAR STUDENTS y
X , UNIVERSITY OF HAWAII, COMMUNITY COLLEGES
‘ ‘ FALL 1979 to SPRING 1982
&, AY
CHARACTERISTIC TOTAL BONOLULU KAPIOLANI ~RALAT \ LemvaRD MAUI WINDWARD
i . 1
COSEX (M), & Male " “Male ‘s Male Male' Male Male Male
Fall 1979 . .51 66 40 49 52 a3 4
Spring 1960 51 68 39 48 ] 53 . 43 2
‘ - - . -
* Pall 1980 50 66 39 45 51 42 ! 2
* ~Opagg 1981 50 66 38 - 46 . 51 1 4 ! 4
*  Fall 1981, 49 66 ¢ 38 S Y 50 P 40 ’ 42
Spring 1982 % 50 67 37 ° 47 Vo517 40 a
i A !
_PROGRAM AREA (¥) |GEN VOC UNC|GEN VOC UNCIGEN VOC, UNC|GEN VOC UNC|GEN WE UNC/GEN VOC uucc&vocmc
Fall 1979 43 45 12124 69, 7 (42 ST 6|24 42 335 30.° 11.32 44 2471 11 1B
Spring 1980 Al a6 132 70 641 52 723 38 40|58 30 -1l 31 40 29|67 14 20
Pall 1980 Paa 44 14l25 68 7042 50 8|25 80 34|54 32 14,32 37 32065 16 19
Spring 1981 4 744 15025 "66..9 ;42 48 10 |24 35 42{54 33 13131 34 35,65 15 18 -
N . i . . .
Fall 1961 Y40 45, 14126 6 7 ’ 2 50 7|23 37 39|52 34 13 27 35 el 15
Spring 1982 138 45 16|26 .- 66 €, 48 923 35 4[5 37 13 2 3 4le 17 2
1 . » »
‘ »
FOLL/PART-TIME (3) | FT  PT FT  PT } FTL _ PT FT  PT FT  PT . FT PT _ H PT,
‘ ot » R . Y . - . ) ’ . ;
Fall 1979 /| 50 50 , 53 47 , 50 50 46 54 5 50 46 55 | 45 55 .
Spring 1980 ' 49 -51 i 53 47 ! 52 48 90 .66 49 °51 4 3 | 42 58
- “4 ; - > .
1 1980, £49 51 . 52 48 | ‘50 50 2 58 49 51 44 . 56 | 45 55
ring 1981 . 48 52 , 51 49 ’ 51 49 3% 64 148 52 ¥ 6 | 8 g
. ! Y
Fall 1981 47 53 | 51 49 49 51 7] 42 58 48 52 39 6l ! 44 56
Spring 1982 4 54 | *'s1: 49 |- 47 53 38 62 8 52 35 65 42 58
i Y — l kd p ! . N
v 1 9 M T
Y T . . , ’ ¢
TOTAL SSH TAKEN . | | . : E
, ! «
* Fall 1979 ‘v . 189,893 | 46,92 | -+ 46,801 10,299 54,33 . 17,38 | 14,060
(/_] Spring 1980 : 174,393, 45,505 L. 42,762 #9,178 48,94 | 16,054 | --12,700
. ’ . [y : + .'
~ Pall 1980 w0017 | 46,131 ", 49,612 9,522 Js3,015 0 17,361 ) | 13,476
spring 1981 . loL,684 | ' i !
P y - .
Fall 1981 L 200,432
Spring 1982 f 193,117
AVG SSH TAKEN | Az Fr
Fall 1979 | 0.013.8
Spring 1980 1 9.8 13.8
Fall 1980 ' ! 9.8 13.8
_ Spring 1981 9,7 13.8
81 ' 9.6 13.8
1982 | 8.5 13.8
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e - TABLE 4 (cont.) ‘ s’
N ~ . @
CHARACTERISTIC . romL ® | RowoLuLu KAPIOLANI |, KAUAL ' LEEWARD MAUT T WINDWARD
' ' 1 1 |
PERM HOME ADDRESS (%) | Hawaii Hawaii _ Hawai i Hawaii _ Hawaii _ Hawaii T Hawai i
Fall. 1979 97 ] e . |1 99’ 98 % % % -
Spring 1980 96 97 98 . 97 95 9" ! 95 ,
N . .1 M
Fall 1980 97 97 98 - 97 . 96 -, % i 97
Spring 1981 9 796 98 , 98 . 95 95 97
&v‘ . . .
Fall 1981 96 9% <97 99 . 9 9% !L 95
Spring 1982 9 9 9% © 98 95 9 ' 9% ¢
. LOCAL ADDDRESS (%) ) . Kawai- ’ Rahu- Wai- La-' o
(Gahu only) ' Hon Lee Win | Hon Lee Win | Hon Lee Win | Lihue hau Koloa Hon\bee Win [ lui luku hainai Hon Lee Win
N G o »
Fall 1979 : 47°36 16| 63 21 14| 70 w0 12| 33 21 221980 2028 20 717 1 9
Spring 1980 | 48 35 16| 64 21 14| 79 10 11| 31 22 21 119 79 2 127 22 7 i 8 2 91
. | S\ . ‘
Pall 1980 | 48 36°16| 64 °20 14| 79 10 11| 31. 21 23 [ 18 80 2‘1 26 20 9 | 5 1 94
Spring 1981 _ | 48 36 16| 64 20 14| 79 é\o % 28 24 25 | 17 812 [ 27 20 10 | & 1 95
v 1 .
. Fall 1981 ‘ 48 36 15| 65 20 14| 78 10 10| 28 21 22 ' 18 80 2 |28 19 .8 .3 £ .93
Spring 1982 . 48 36 15, 65 21 13; 80 9 9| 30 22 2|18 80 228 19 8 ‘'3 1 95
. : i K &’ . - > i fv’.a-_'» .‘
TUITICN STATUS (%), | ident Resident Resident Resident Resident vesident' . Resident e
! . )
Fall 1979 [ 93 93 | % °* 92 90 . 94 | 9] .
' spring 1980 | 92 94 ! 95 . 9 88 93 . 89
Fall 1980 i 92 95 94 94 89 93 ! % ‘
) Spring 1981 92 © 94 93 9 88 93 l 9]
Fall 1981 f 91 93 3 93 88 ‘ 93 l %0 .
Spring 1982 ; 9] 9% 92 92 88 93 {09
. BB - R L T "
:‘ '
AGE (in years) ' Mean Median | Mean Median | Mean Median| ° Mean Median Mean Median Mean Median ;| Mean Median, B
Fall 1979 25.0 20.9 |24.6 22.0 |22.8 20.4 26.4 229 25.8-22.0 | 26.3 23.1 | 2%5 "23.3
Spring 1980 25.6 22.4 [25.2 22.7 $23.3 20.6 27.8  24.0 26.4 22.6 27.2 23.8 [,27.9 23.4
3 . ]
*  rpa)l 1980 ‘25.1 21.0 |24.3 21.0 |{23.0 20.5 26.5 23.1 26.1 22.4 | 26.9 23.1 27.4 230 °
ting 1981 25.7 22,5 |25.1 22.7 |23.7 20.8 28.4 25.2 26.2 22.6 28.3 25.0 27.6 3.3
Fall 1981 25.2422.1 |[24.3 22.0 | 23.4 20.6 28.3 23.7 -1 25.9 22.4 27.6 23.6 | .26.9 2236
Spring 1982 ) 25.8 322.6 | 24.9 22.5 | 23.8 20.8 29.1  25.7 26.1 22.7 29.6 26.2 27.0 22.9
REGISTRATION 18t 1st 1t lst - 1t 1 . lst lst
STRIUS (%) - sCont Time | Cont Time | Cont Time ; Cont - Time Cont Time Cont - Time Cont Time
z . Al -
Fall 1979 e . 52 28 58 27 49 30 49 26 56 27 43 3l 46 32
;Fpring 1980 72 12 74 12 73 12 63 17 74 1 62 13, 70 13,
H - .
Fall 1980 . 50 29 58 25 46 33 43 3 52 28 41 33 52 ¥ 25
Spring 1981 69 13 68 14 74 13 59 15 71 12 62 14 69 1]
@ Fall 1981 L 50 29 55 28 47 31 43 28 52 27 . 40 31 50 28
Spring 1982 ™69 13 71 13 70 13 62 13 72 1 | 55 20 < 68 14 .-
. ) 8 : .
\ ) 14
\ : - @
3 .
Q ° ’ -

-

FRIC

s R . . - o
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DISTRIBUTION OF MAJORS (Regular Students) *

-

UNIVERSITY OF HAWAII OOLLEGES
SPRING 1982
Percentéges have been rounded; may not always .t:ota\l 100 or the sum of the parts.
TOTAL “HONOLULU. | RAPIOLANI KAUAT - MAUI ! WINDWARD®
Enroll. V§ | Enroll. V¥ ~m@x w Enroll.: V¥ Enrolly , V& Enroll. V& | Enroll, W
- *‘ : T , — —+
20,286, 1oy 5@17{100 "1, 4,726 100 : 1,134 100 5,720 100 2,019 100 " 1,370 106
GENERAL & PRE-PROF ED 7,787 38 | 1,392 26 | 1,969 42 265 23°| 2,869 50 454 23 | 838 6ls
Liberal -Art8 weecccocen 7,746 1,351 1,969 265 2,869 454 : 838
IndustriBal EQ ,.ce0e0es’ 41 41 - , 4
VOCATIQNAL EDUCATION ©9,217 45 | 3,533 66 2,267 48 395 35 | 2,115 37 671" 33, 236 17
Business Education ..... |- 3,629 18° 115 2 [\1,631 .35 [* 222 20.| 1,171 20 ‘286 14 204 15
ACCOUNELNG weersesoone 9%2 . |+ . 374 Fea1 303 101 \ 8y
Clerical .evevceeeeose |, 255" & o \ 149 57 . 49 .
Clerical General ..... 30 ~ 302/ >
Clerical 'IYping 3 " : 3
Datid Processing ...... 406 406 . .
pata Proc Oper ...d... 26 < 26 ° K .
_Pinande ..eceeececcces 50 : N 50
Gen Office Training ., 73 . 73
Hotel Operations ..... 283 ‘ 234 . . 49 .
Inform & Comp SGi .... 337 . 337 r -
Management ..cceveeese 400 3 *, 61 339
Mgt (Banking) cescsces 2 . 2 \
Sales’ & Marketing .... 191 159 . 32 N
. _Secretarial Science .. 545 . 50 “ 257 23 131 31 53
7 Stenograply ..ceceeess . 84 35 - 26 "L- 10 13,
TYPIBE sececeomeocscns 2 - N\ -2
FOOd Servites ........de |+ 611 3 5% 1 \34 8 : 17 2 55 3 .
Camerical ‘Baking .... »55 ‘55 }q . -,
Pood Service ...oeeees” 452 . 2 . , 117 55 — I
Fd Serv Qulinary Art . 94 94 ., ,
Fd Serv Dining Rm ...s 10 10 N S N
.‘Q ] . N L2 R 0
Health Services .peeee.. | . 305 2 193 4 s 4 .67 3 .
Assoc Degree Nursing .’ 87. i 25 . 62 s
Dental Assisting .....’ 11 4 11 | '
*w Medical Assisting .... = 35 \ ‘ * 35, . . ,
‘ Medical Lab Tech ..... 720 ; 20 o
. Nurses Aide Training . 6 .6 ,
dbcu@ Therapy Asst ... 22 22 3 . .
“practical Nurging .... 74 49 20 ‘5 .
u&diologic Tekth ...,:. 32 32 \ / .
'atory Tech ceeee | 18 18 .

15
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4/ Due to code set changes, 26 students in the General Clerical program were included in
Office of Institutional Research )nd Analys%s,'sm Camputer Report 2508A. .

. ) L - t .
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TABLE 5 (cont.h - ) . .
\V = 3 = - > 34
< H KAPIOLANI RAUAL LEEWARD MAUT S| wWINDWaRp
; " |Broll. V8 | EnrollN\(V® | Enroll. V& | Enroll. V8. [ Enroll! W | Enroll. V& | Enroll. V& .
' \ - . K . N
Public Services ..eeeese..| 1,010 5 608 11 | 59 1 10 1 259 4 S 72 4 2 '
i \
,  Fire Science .cev.ee.... 94 94 . B oo
Human Services ..cceceese 431 263 * . 125 43 - -
Intrp for the Deaf. ..... 13 13 1 ' ) .
Legal Assistant .e......|? 59 ‘ 59 & ' . L
- Library Techology .....| 13 ° : , 13 t . N
Occ Safety & Health ... 96 96 - - iy .
Polfce Science .........| 181 @2 . ‘ 10 , <~ 2 ‘ .
Rec Instructor Prog ....| 121 » \_ 121 -
- Social Justice .....eee. 2 : h “ . 2 -
I ' . .
m}@* 3,662 18 2,755 52 N 118 10 568- 10 191 - -9 30 2 /_‘
. . J . . < [ 4
Agriqultufe’...ceceeeee. 62 ) - 52, ¢ 10 .
~ 1 Design & Constr. 17 . YY1
Applidd Trades seceeec.. |* 377 n ] : o~
Architettura)l Draft ..;.| 184 184 A . !
“Muto-Body Rep & Paint ..| 125 % . " 13 22 ‘ .
Auto Mechanics Tech ....| ~648 ~ 189 \ . . 65 329 45 20
Aviation Maint Tech .... 111 111 hE \ . . <o .
Building Maintenance ... 9 \ -9
Carpentry ceececeeccasces 128 81 \ ‘26 . 21
Commerical Art ...e.....| 214 214 :
Construction Tech ...... |™ 13 ' » 13 \ :
Cosmetology ..Me.e.es | 142 142 : ,
Drafting Tech ...veee.e. 98 . . 86 12 -
Elec Inst & Maint Tech .| (145 145 . A,
Electronics®Tech ....s%. | 454 454 ¥ i
Eng. ring Tech ....... 83 . 83 . ' W DO
Fashi;ztelnes&l&etdl cese| 133 133 “ X -7 LR A
Graphic Art ececeeeeeses b Bl : ., ) 81 : i
' Beavy Bquip Maint & Rep. 54 54 . .
Machine Shop Tech ...... | 135 135 , N
Marine Pipefitter ...... 42 42 : e Y
Marine Tech .iceassssees | ~ 71 , . 71 J .
«Marine Tech'Seamanship .| . 1 . A 1 . . . \ .
Refrig &,Air Cond ...... | 160 160 \
-Sheet Metal & Plastics . 25 25
Welding Tech .........:. | 150 136 ) 1 . 13
UNCLASSIFIED 3,160 16 357 7 437 9 |. - 472 42 730 » 13 889 44 275 20
) . d . . \
NO DATA . 122 1 [ % 53,1 2 a 6. 4 5. d 22, 2

SQURCE:

., &
t

,.‘
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No Data Category.




