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OVERVIEW

Whether you live in Spokane or Seattle, Colville or Cathlamet, chances
are you know youth who are looking for work--or soon will be. In school
or not, most of these youth are serious about finding a job. How well
they succeed depends in large measure on how well they were prepared.

While we know youth _face some real barriers to employment today, we also
know how to help them acquire--and then demonstrate--their. newly learned
skills and experience. For the past several years, Washington state has
been a leader.in preparing youth for employment. Citizens at all levels
have recognized the advantages of investing in human capital:

~-8chool districts offer a wide variety of career and vocational
offerings that provide a basic core of skills

--vocational-technical institutes and community colleges provide
specialized training leading to job entry

——locall&~managed employment and training programs target special
services to individuals with unique needs

~-juvenile justice programs\provide transition services to
youngsters in custody . .
—-and hundreds of employers devote thousands of hours helping youth
try out potential jobs and learn essential work skills
These are just a few examples of how communities across Washington are -«
addressing the challenge of preparing young people for a complex world of
work in the 1980s. Sometimes they use federal, state and local
resources. Most often it's just ingenuity. With today's reduced -
funding, the need for coordination -to provide the best services is )
clear. The unsung heroes in this process are people like you who are
committed to putting ideas into action, who have a "let's make it work"
attitude.

. Coordinated Services

When programs and agencies work together to achieve a common goal, we say
that they provide "coordinated services." Regarding youth and the world
of work, the common goal is to help young people” acquire that special
combination of skills that enable smooth transitions between education
and employment. ,

Rising unemplo}ment combined with decreasing dollars in education and
training budgets make the task of providing "coordinated services" more
difficult than ever before...and far more critical.

The State of Washington. Standards for Vocational Education Programs
specify that the primary -objective of vocational programs is "the
development of competencies that lead to entry level employment as well
as entry into advanced_vocational training."” :




The U. S. Department of Labor goal for youth is to "establish programs
designed to make a significant long~term impact on the structural '
unemployment problems of youth...to enhance the job prospects and career
opportunities of young persons including employment, community service
opportunities, and such training and support services as are necessary to
enable participants to secure suitable and appropriate employment in the
public and private sectors of the economy."

Because these programs have such similar goals for youth, there is a
danger of duplicating services. At the same time, these common goals
present the potential for makimizing the available resources for youth.
It is through the coordination of services that this potential can be
realized. The result is increased use of available resources, reduction
of duplicated services and systematic 'programming for youth.

Let's Work Together

In the State of Washington, the Let's wOrk\Together project was
stimulated by the realization that Vocational Education and CETA~funded
employment and training programs for youth shared many of the same
goals. The purpose of the project was to take a careful look at
successful cases of coordination between vocational education
institutions and prime sponsors. Based on the findings, several models
for coordination wefe developed, along with an instrument designed to
measure whether increased coordination actually occurs. During the past
year three of the models were tested--one in a small school district in
northeastern Washington, one in a large high school in the greater
Seattle area and one in a vocational~technical institute, also near
Seattle. 1In each case, the specific goals of the Let's Work Together
projegt were: ) ’

] .

0 To improve skdll training, job placements and career counseling
services to high school youth by developing or impProving
coordination between CETA-funded youth programs and vocational
education programs .

0 To develop methods to utilize more effectively the resources of

"both programs to serve youth better . ) .

.

N Y

o

Audience \

This Let's Work Together Handbook is for schools and youth programs with
similar goals: helplng youth to gain meaningful and successful
employment. The Handbook sets forth jcurrent ideas about how to plan and
provide’ coordinated services that maximize a young person s chances for
succeeding in today's world of work. .

- )
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The kinds of professionals who will find this Handbeok most helpful are:

0 Employment and Training Program sEaff and counselors

o Vocational education direcgors

0 Instructors in secondary schools and -vocational institutions
School counselors

Career educators -

.

Any public or private agency contact person working with youth
-work experience programs

Private sector personnel specialists or persons who work with
youth programs . .

o Staff of juvenile justice facilities

, -
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EMPLOYABILITY IN THE 1980s
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’ Let “s Work Together is concerned with how young people fare in the
current job market., Job seeking in the 1980s is fiercely competitive,
and unemployment rates are skyrocketing., Further, the increase in *high
technology” can quickly put and keep,a large group of people at a.
distinct disadvantage in the labor market. There were times young people
had more hgpe., With job skills, a well-completed job application and a
successful interview, a young job seeker had. a good chance, '
Unfdttunately, those times are ‘past.

Introduction . »

We know that the youth we serve have barriers to employment that can't be

solved by job placement alone. Some young people aren't ready for

placement because they have problems that keep them from making a better -

life for-‘themselves: medical needs, child care they can't afford,.

criminal records or difficulty with the English language. Others have .
~ never worked. Still others seem to lack motivation.

Nonetheless, most youth will say’ that their primary need is Tor "a job."

They may need the job for extra money, for a car, or to provide support
' for their family. Some need full-time work to survivetand some need a .
‘job to pursue a special interest. \\

Employability skills ’ ' '
‘ i '{

‘We- know that what "a job" means to most youth will change, but life-long
", skills they can acquire will help them develop new 4bilities and new
opportunities. In order to compete successfully teday, the average young
person seeking work needs a special set of skills, abilities and ¥
experiences, i.e., they need more than employment. They need' .
employability--a complex combination of competencies that result in the ,
* long-term ability to get and hold a job. wWhat is "employabjlity"?

Many career development specialﬁsts'agree.that employabilitx results from
competence in four skill areas:’ Pre~-Employment Skills, Work Maturity
A Skills, Educational skills and Occupational Skills, -

Persons who are competent in Pre~Employment Skills know about a range of
career alternatives and know how to choose among the alternatives. They
know their own career interests and their own strengths and limitations

. as they apply to career choices. Finally, they know hoy to seek and
obtain work. ' ‘ .

Persons who have Work Maturity Skills can demonstrate abpropriate work
attitudes and can meet employer expectations of\basig employee
. ‘responsibilities (e.gq., attengaaee, carrying out instructions).'

- -
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Arpenson shows competence in Educational Skills by demonstrating mastery
of appropriate mathematics and language skills. This person must also
show the ability to apply these skills in employment and tra1n1ng.

Competence in Occupational Skills can be demonstrated at either the basic
or advanced levels. The competent pergon has the skills required for-a
specific occupation or a cluster of occupations. Many job skills ate
transferable from one setting to another. N

[ LI

We supply more detail about each of these competency areas on pages 14-16.

When we serve up the question, "Who's responsible to provide these
skills?," the answer tends to bounce in numerous courts: the schools,
the home, employment and training institutioms, the workplace, and human
service agencies. Each can contribute a different element to the set of
required skills and.each can claim varying degrees of suggess. But not
all youth receive the same services /from these "service providers." It
can be rather arbitrary whether or not youth, partlcularly disadvantaged
or "high-risk" youth, actually achieve that combination of skills
required for success in the world of work.

Employability is developed by program services that meet youth needs for
certain sgkills. Young people come to you with’'different levels of
employability and with different levels of readiness to learm. Our task
(and the answer to their problem) is to dellver the right service to the
right person at the right time. No single agency can provide that range
of services. )

v

»

To examine and illustrat€ some solutions, the Let's Work Together project
tested three models that foster “coordinated services' for youth in Lhe
state of Washington. . . 7 °

-~

* Anticipated Outcomes of Coordinated Services ' i

7

Let's Work, Together asserts that youfh receive the best benefits when the
agencies and institutions that serve them function in concert. This

harmony entails assessing the needs.of an individual and prescribing the
activities and 1nterventlons that each institution can best tailor; it

also means systematic communication between the service providers as well
as ongoing documentation and recordkeeping.

N
We have found that effective programs that coordinate services to develop
youth employability skills have many of the following characteristics:

~

o They are comprehenslve, i.e., they provide a range of sérvices
that meet varylng needs of young people.

o They use a developmental approach; i.e., they recognize that
youth have gdifferent needs that emerge at different times and
they provide appropriate mixes of services to meet those needs.

-
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o They are individualized; i.e., based on individual needs as
. established by using assessment procedures. “

o They use written plans such as an EmployaBility‘Developﬁent Plan
(EDP) to progressively record the attainment of employability
competencies; i.e., written plans specify competencies to be
attained and provide a record of competencies successfully
attained. » t

o They can provide the .young person.with useful labor market and
training information.

¢

. . o They are based on a linkage among agencies which gerve
youth--schools, employment and training programs, and egployers: N
The major outcomes of this type of service delivery to youth are: K
, a. Cost-effective uses of existing agency resources
. - ’ * ) M
b. Reduction in unnecessary duplication of services ,
o . . .
¢. Individualized planning, for youth %
Rationale for the Let's Work Together Models *
' The stratégy of Let's Work Together was to identify the essential
" 7 iggredients, or the\ "building blocks,™ of coordinated services and to
design- program medels that make use of them. These models were designed
: ., for three types of educational settings: .
’ 1 4 ] {.
. 1. A small rural high school
.e 2. A large\urban high school (Comprehensive)
ﬂ,ﬁ
. 3. A vocational-technical ifBtitute (Pre-vocational{ ' .
Each model was,based on the essential "building blocks" or minimum )
. characteristics of a coordinated program:
‘ 1. Adminjstraéion/Ofgénization‘ )
. - 2. Services to YJouth ’
- 3. Educational/Emplypyability Deve lopment Services - ‘.
[ . PN .
4, 'Work Expgflenges . ‘ - ) ( ;
5. Transitiomfrom School to Work ) : . . .

- » * PR . -~ .
The next section will discuss these building blocks. - .

’ -
-
.
5 .
-
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This)seetion offers tecﬁhiques for coordinating services'around the
"buiiding blocks' listed in the previous section. Most of these .
techniques are gleaned from the expérience‘@hd expertise of the‘Let'i

Work Together models. ~ Nevertheless, they. are by'no means the "one and:

.

2 = .only'" answers. - Many persons have discovered other effective techniques, ' *

for successful coordinated programs and they can be just 'ds’ valuable for“'
you as these strategies have been for the LWT models. - '

.A i

S ’ . o . -
s ” oot - ‘
1.  ADMINISTRATION/ORGANIZATION . ) . L
~ 4 U “ ) ’

- L}

- » . : s :
- ) .

. .

.

«Successful administration and organizatipn re
s dmong all agéncies, active admigistrative sup
- * written agreements that are complete and spec

quire Eoint‘planqing
port from all agencies,
ific, clear procedures*

-~

ERIC
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. . . e .
f§r documentation, and open channels of communication for decision
* making and policy making. ' -
. ’ . \..{,, ’

v

. »
\ . . . H
v ~ ’
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TECHNIQUES: ' .o '
- ' TN L .

. —
' . ’ ~ e v N st .

T Staff Management--One’agency must assume the responsibility of -
assigning a program coQrdinator. ? In a large high school it might be
the district vocational director; in a small high school the
responsibility may be more’ easily hssumed by the employment and
training agency. 1In any model, the kéy is to make sure one person in
one agency has the clear responsibility to coordinate. o
T
Role Definition~~When two or more agencies are involved, it is - o
,ériticéi to be clear on who is,responsible to do what, such as - .
student recruitment, eligibility certification, recordkeeping, etc.
- Turfdolm can be overceme. . The,most successful way to make this ‘happen
h Inter-ageney Agreement. Some samples.are listed

is by dctivating ajp
in Appendix C; usefthese as guidance buf créate.an agreement .that

- e g0 o »,
best meets your program's individual needg. , .
l.’ . ) /_—" - C
Recrultment--Because youth identify on different levels with .
—_——

different progtams, each agency that has contact with youth must
' .- contribute to the recruitment protess. , Syccessful, coordination
demands that all "recruiters" present thd same information to the
youth so that expectations are clear. One agency, and this should be
stated in the Inter~agenty Agreements, must’ assume the responsibility
: process; which may include keeping the -
records of enrollment and determining who is eligible. .

o

] . . . , \
.

0
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Eligibility~-When there are set criteria for eligibility standards,

i~ the agency that sets the standards should be responsible for " ‘
| A mon1tor1ng them. For example, the employment and training agency
oot ) will monitor U. S. Depattment of Labor income criteria more . .
’ effectively than a school. \\J

.

Credit--The schopl dis{rict can most logically monitor and document
the earning of academic and/or vocational credit. However the school

. district and the employment and training agency need to work together
. ) on how best to help studenq§ progress. '

M~ ! ) N
- . N
Comminication-=Set regular meeting times for planning and problem ‘
W © solving. Don't wait for a crisis "need." As you learn the -
o procedures and strategies used by other agencies, decide upon and
stick to specific mechanisms for sharing information, for surfacing
. frustrations, for making decisions and for documenting all of the
o g above. -

- 4 1
+ - .
N -

< The reciprocity that results from these administrative and organizational

\«-\\\ _techniques will benefit all involved agenﬁies and institutions. Most )
importantly, it enables-better gelivery of services to youth.” !

- - -

2. SERVICES TO YOUTH

Provision of “services to youth" should take advantage of all '

- existing services to minimize dupllcatlon and maximize offerings.
Mechaﬁlsms for providing these services will build upon the existing
and newly developed agency relationships. Some general serVices are

. targeted récruiting, testing/assessment, coordinated development of .
' .an Employability Development Plan (EDP), consistent review and &/V ¢
monitoring of the EDP, and meaningful documentation of the youth's
. participation in the program. . o A ¢
"v ‘ . N e ‘
s - TEGHNIQUESt .
-. ) 4 Pl
_ Assessment and Testing--Assessment detexmines a ‘youth's readiness for
. * gpecific education or employment experiences. Every as8essment .
activity should help reach a prescriptive decision (e.g., "¢an he/she
. . 7 . read at a 9th grade level?"). The more the assessment focuses on a
.clearly defined competency, the easier it will be to track progress ~
toward ach1ev1ng the competency. (See the Resources chapter-of this
Handbook for references to spec1f1c employability assessment —
instruments.) In the large high school model, the employment and b
training counselor placed in the school works with the school staff -
» " in the assessment process. In the VTI model the prevocational ’
'y program provides ongoing assessment of career interests and
developing competencies. * .
." -
L . s/ 10 - lfg

f’El{lC : _— ' | : ‘

i .
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. Counseling and Individualized Planning~~While some people dismisg
ind#vidualized counseling as too costly or too inefficien , Let's
Work Together and other employability pragrams have found it to be
fundamental in pulling together the various parts of a coordinated
program. It demands a strong commitment from your program staff to
help individual youth attain the goals they have set. There are four
basic steps to this kind of employability counseling:

. . * 7

’ -

a. Assessment and goal setting- '

be. Selectio? of activities to reach set goals
c. Ongoing evaluation of goal attainment

d. Adjhstment of goals and integration with
overall competency development

T ' A .
. Some useful strategies are to -

o ‘Engage the youth in self-analysis and self-evaluation

o

o Be specific about target dates

_ 0 Make expectations clear . .o

6 Make related performance criteria measurable

»

© Involve community people and_job sites

.

0 Emphasize career planning and 1ifelong learning .

Recording and Reporting Progress~~The major audiences for progress
reports are (1) staff, (2) participants and families, (3) employers,

. (4) funding agencies and (5) the community~at-large. The basic
information' is the same~—-which youth are achieving what competencies--
but the detail and format can vary according .to the audiences.

o Staff need information for two purposes: to plan youth
activities and to improve overall quality of the program.

o0 Participants and families need to know which‘competencies
they have achieved and which ones they need to work on. When -
they know how they are progressing they can be held more
accountable and encouraged to take greater pérsofal
regpongibility for thejir own development.

0 Employers must know what competencies an individual has in
- ‘ order to make good hiring and training decisions that will
L 2 benefit both the employer and the employee.

v
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0 Punding ,agencies need information to determine whether an i
> agency is meeting management goals agreed upon for the .
program. . ‘
I4

O The. community-at-large needs to know how a program is
succeeding with its local youth, This knowledge can be
turned into active community support.

Management Recordkeeping~-Some tips for manageable recordkeeping

. are: (1) involve staff in the design of the system they will be
asked to maintain, (2) make use of and mesh with existing systems
that are useful to your programs goals, (3) "recording by
exception® (i.e., competenc1es that are not mastered) can reduce
the paperwork, but it also tends to minimize the reward factor.

-
’

Coordinated services to youth, from the original assessment process
through the final documentation of experiences, is the heart of increased
emplpyability development.

-
4

3. "EDUCATION/EMPLOYABILITY DEVELOPMENT SERVICES

with traditional academic apd vocational education. The techniques
described below offer -proven ways to link up and make sense of the

services provided by various agencies to the same youth. The ‘Q‘;(”J
integration. of academic counseling with career awareness results in

focused job search and greater llkellhOOd of job satisfaction and

retention. -

We cannot exaggerate the need to bring together career counseling ‘

TECHNIQUES:

-~

émployability Development Plans (EDP) - An EDP provides a tlear
plan and record of a young person's employability skill
development. If you are an educator, you probably are already
familiar with the Individual Education Plan (IEP), a similar tool,
which is mandated by Public Law 94~142 for all special education
students. You can use this format in both education and employment
settings to integrate academic counseling and job placement. An o
e EDP is not "just another piece of paper-work;" rather it can '
improve career planning by assuring coordihation between school
curriculum and work experiences. A written EDP is comprehensive
and is periodically updated. It can be seen as a "contract"
between the youth and a program. Refer to Appendix D for a sample
EDP. But remember, each program should develop a format that meets
local community and youth needs. The main thing to keep in mind is . .
that the plan is a mechanism for coordinating assessment and . ‘ ‘
services on an ongoing hasis. . ' \ , '

15
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Let's Work Together Models used the EDP to assure that activities v
provided to youth'were part of a'systematic effort to help the youth
become more employable. Let' Work Together andr other programs have

found that it is best to: (1) keep the EDP relatively simple and

short, (2) use the EDP as a counseling tool so it stays current and

active and (3) involve local staff in the actual design of thes form.

Some benefits of using an EDP: ‘;5, . /
0 In work experience programs with separate '"worksite

agreements," the supervisor and teacher/counselor. can

coordinate the agreément with the EDP.

o In developing a resume, a youth can excerpt statements of
competency from the EDP to show prospective employgrs. Not
only can this help the youth in the job search process, but
it can help a counselor advocate on behalf of a student.

o For young persons with significant barriers to employment
such as a physical "handicap, transportation problem, etc.,
the EDP can include a section in which the barrier is

described, followed by the means by which it will be
overcome. .

[N

Labor Market and Career Information~—Knowing how to find and use |
career information is an esse tial .employability skill and will
affect job success throughou® a ‘person's life; the information itself
is critical to making decisions. Youth need to know:

(1) The''skills that are in demand by employers .

(2) The job market and current trends

(3) Education and training requirements for jobs
‘ 3

(4) Existing training opportunities

2 )
Counselors should encourage youth to gain the following kinds of
‘information from employers: information on entry-level job skills,
the variety of occupations where those skills are needed and career
paths that can lead from those entry-level jobs. Employers are also
an excellent source of information about working conditions and
characteristics of a particular job or job environment.

. —T——

There are a variety of commercially produced materials and career
information delivery systems. Some are listed in the Resources
section. There are also many mechanisms for delivering labor market
and career information: mail service, telephone, mass media, mobile
units, special events such as career fairs, youth service centers and
walk-in sites, computerized systems, written documents, curriculum

packages, etc, The availability of the information alone will nof

:
ensure that youth will know how to use it; that competency, too, must
be learned. ‘




L4 -

The real challengefls'to decide what:sources in what forms will work
best with your local youth. 1In any ¢ase, you will want to be sure
that your information is accurate, up-to-date, clear and
understandable to the youth, comprehensive, and free of bias based on

sex, rate, age or religion.
14
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Benchmarking of Employabiljty Competencies~~Many programs have
motivatéd young people to learn by using a competency-baged
approach. This approach‘involves: (1) developing a set of required
skills or "cdmpetencies," (2) defining an "indicator" which states
the behavior that demonstrates proficiency and (3) deciding on a
standard (often called a "benchmark®) of how well a youth must
perform in order to be considered competent. .

If a set of competencies is well~developed it can provide useful
Jnformation for youth, parents) program staff, employers, and the
local community. This approach can organize and communicate your
program's effort to build skills young people need.

The fdllowing list of competencies can be expanded or reduced, based
on your local needs.

Work Maturity Competencies-~-These represent the skills and

‘ c.

attitudes essential to function as a 4 emplovec . ‘mbha oli13.

and attitudes developed in work maturity will enable participants
" to meet employer demands for getting work done, getting along
with sugervisory and other pe:zonne; and taking the initiative .
for the benefit of -the employefdand oneself. The youth should be
-able to demonstrate: )

bl

0 Jpependability

0 Appropriate apbearance

A

o “Appropriage work performance
- - ‘4,
Appropriate interpersonal skills
\"\/‘ ’
Appropriate work attitudes

Work adjustment skills
Responsibility
Time management skills

Initiative and resourcefulness
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. Pre-Employment Competencies-~These cover the knowledge and skills
. each participant meeds to make a variety of occupational decisions

and to effectively seek and enter employment. These competencies
. { orient the participant to the work environment. The emphasis is on
’ job planning and the development of occupational self-control. The
> student/should be able to:

0 Describe personal characteristics that relate to emplo&ment
~ ¢ 0 Explain conditions associated with work

O Explore job preferences N : , ”

0 Summarize job market conditions

v . o Locate job openihgs . :
0 Apply for a job .

0 Interview for a job

-

0 'Start a job effectively

) . -

0 Develop a job élan .

— — o—Sokve-on-the~jobproblems e

' o Plan a job chanée . ‘ .

- ‘.r ‘ h. i , e
. Educational Skills Competencies-~These badic skills are necessary for
successful empleyment and continued léarning. They include ) ~
communication, mathematics, use of information resources and
reasoning. The student should be able to:

o Communicate through writing and.speaking

O Understand written apnd oral communications

S " 0 Apply mathematics skills
. v o Use information xesgafces'
- o ‘ 0  Apply reagoning processes . . 4 Ll
. . ) .
[ ] \..
" . Occupational Skill Competepcies~--Occupational competency includes

knowledge and skills needed to perform .job tasks successfully. These *
" skills are more technical and speclalized and relate to one or a °
) group’ of specific occupét@bns. They are sometimes called vocational
‘ T skills. <

.
» - ™
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It is difficult to develop a single list of competencies that applies
to all occupations. It is more useful to develop a list that
pertains to a specific occupation--welder for example. If this
approach is taken, it will be necessary to develop a separate list
for each occupation under consideration.

A second approach is to develop a more general set of competencies
that fit a cluster of related occupations~-metals for example. In
this cade, there are fewer sets of competencies, but the competencies
do not fit a single occupation perfectly.

- o

- A third approach is to develop a set of general occupational skills
useful acrogs a wide range of occupations. The benefit is having to
develop only a single competency list; the problem is that the
competencies may not fit any specific occupation closely.

Each local area must make its own choice about how to identify
occupational competencies appropriate for youth.
Employers frequently say they wish new employees would come to work with
the "right" attitude and skills ‘to raise productivity. We can help make
that happen by developing these employability and educational skills.

B R
.
LA
.

4. WORK EXPERIENCES /

\ : ' .
"Work experience® provides the opportunity for youth to receive skill
training in a‘supportive environment that is well-supervised. A
meaningful work experience placement will (1) be based on a young
person's cdreer interests and abilitieg, (2) provide a realistic
context for development of the employability skills described in the
previous section, (3) result in information useful for planning
- future coursework or job search and (4) be structured for ongoing

' evalfiatiort of progress.

TECHNIQUES :
L

Job Describtion and Sité Analysis~-Becausge work experiences should be
closely connected to a_youth's interestssSnd ability, it is important__
to know what a specific job demands before placing a student. _.You
can acquire this information by performing a work site analysis:
This process can be a félatively short but structyred interview with

an employer and a program staff person. The interview will identify .-~
: - : \ .

.
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what the student can learn while at the work site. Refer to Appendix
F Xor a sample of a Site Analysis Form that gives the job description
~in the following qategories: - .

math :

reading

communications

job skills

life skill application

" Good site'analysis will provide the bridge between actual work
experiences on the job and what a youth can/should be learning in a
related class. ’ > .

‘Vocational Exploratipn--Vocational exploration is both the name of a
process and the name of some programs. As a process it is also known
as career exploration, job sampling, or job shadowing. A student
doing vocational exploration will 80 to several workplaces and learn
somethidg about the tasks, the opportunities and the enviromment.
These youth. have a chance to see how the work suits them and whether
they want to pursue such a career. One person described this kind of
exploration as "taste'tm and try'em before you buy'em." Since most ;
youth’have had limited experiences in and information about the world .
of work, they need to get some hands-on experiences with what's

__really out there. Then they will be_able to usé these personal _
experiences to make more realistic choices about -jobs and school
coursework.

- A lasting benefit of job expldrations is that youth learn to extract
meaning from their own experiences; this can be applied to their
personal growth and to lifelong career Plannipg. The process of
vocational exploration, tKerefore, is a low-risk prelude to any level
of work experience or-job placement. Youth and employers can meet

‘each other and work together on a short~term basis with no binding
' agreements on either side. * :

: Many “employability programs use individually tailored vocational
explorations as the heart of the program. They can range from one
day to over a week. As youth acquite knowledge of the wide variety
of jobs available and some personal experience with each of the jobs,
they can geek work experience and job platements that suit their
interests and goald. ..

Placement in Job Sites-~As soon as they are prepared, youth should be
encouraged to handle actual job responsibilities.: Because they do
more than just observe, this method is ideal for bringing up skill
levels, developing better work habits or eljminating characteristics
which interfered with previous job performance. The experience must
always be a meaningful placement; previous structured vocational




.

explorations will help to achieve that goal. Placemenﬁs in_actual
jobs must also be well~supervised; a detailed site analysis and job
description w111 focus and structure the supervision.

Some staff duties' related to work experience are:

v

o Site recruitment )

.

o Job description and site adalysis .
S -

LN . ) 4
o Supervisor/employer orientation
o Monitoring and evaluating student progress
o Updating EDP,  and other records ° .
3
o Developing work agreements .

o

Dealing with administratiVe requirements

-

L3

These tasks are often carried out by a school.staff person or work
experience coordinator. Let's Work Together models demonstrated ways.
for cooperating agenc1es to share these funcEions.’ .

Because 7t is so critical to relate education to employment, program
§taff must plan and prov1de classroom act1v1t1es which relate to the

Performance Reviews-—-

‘\

.

"
s

i ‘ .

going assessment, of a youth's performance

-~

during a work experlenee w1fl’prov1de vital information about
progress toward competency.attainment. Ideally, the young person,
the employer and a“®taff person should all be involved/in evaluating

n*‘

-
bad

progress and rev1slng or 'settin

date.

Refer to Appendix G fora

new goals based on performance ta
a sample of a Work.Pfogress Report

used in King County, Washington, one of many. useful Performance
‘Review formats. The criticadl elementg'are that:

-« .
g -
’ . v . -

, 0 Performance reviews are-regularly done. | v
it . - . .

.- ~ s, ’.

o Students, employers, and staff all partieipate.

»

Né 0 Results are'documented.

'S

..

s

’

A

NS

(o}

The information is used as an 1mportant part of the process

of 'helping youth to- develop employab111ty skllls.

’
.

 Many programs find that real "hands~on" Work experiences in the world of

work motivate ybuth to take advantage of academic offerlngs tiar
prev1ously seemed irrelevant.

v . W ’ . .
4 '
- \ { /_ . >
. .21
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) 5. TRANSITION TO WORK K R _ | ’

- h . ~
—

___ . Helping youth make smooth transitions between educatlon ang work is’

f;' e- fundamental reas$on for this Handbook and the programs from which

g grows. During the 1970s, numerous panels and commissions studied
problems of the American high school and the american adolescent.
These studies concluded ‘that young pecple find their. school
experiences do not help them -.ease into the work force; neither does
their learning focus on career interests and asplratlons. )
"Transition services" respond to that’ need; these services can be
provided by a school,,a community~based organization or any youth
service agency.. Some essential- transition serv1ces are:

e F T
I VERY S

lo] Assessment

© Occupational and career counseling .
O Provision of labor market information
S

O Job search skill training

o Job sampiing . . .

N ' o Awarding of high school credit

.

,eaA‘SLejpbaplacemené,andexeferralmserwicesa;ew-- B

‘o Assistance in overcoming barriers to employgent,such as sex
Or race stereotyping ) N . :

o . Development of personal aﬂd carepr survival skills .

-
.

Some ‘of these services have been dlscussed earlier in this Handbook;
three addltlonal techniques will be offered here.
1 ’ . .

TECHNIQUES : N )

- - . . ’ ﬁ‘g:‘ — .
Job Search Skills--Youth unemployment statistics verify that youth
are not acquiring the skills to successfully seek and secure
employment. These skills are increasingly critical in a competitive

Job market. Coordinated programs Juse many of the techniques |, udd
desgribed in this Handbook to teach the follow1ng job search skills:

' 0 Identifying job prospects

‘o .Using newspaper want ads and other printed information

‘o Prepafiqg for interviews

l9. ‘




e
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Writing letters associated with job inquiry and application
A 3
o Completing written application forms
© Using appropriate dress and behavior for job interviews
L 4

Many programs find that it helps to use employers in the .
instructional process so youth can learn from the experts. The other
w1dely accepted strategy is to have students try out as many
technlques as possible on a first-~hand basis in their own

communities. Structured and guided job search instruction results 1n
increased self-confidence and competence.

‘\

Survival Skills~<Survival skills are necessary for successful and
= independent 1living. Each program determines the survival skills most
critical for that locality, but here is a typical list:

»
-

0 Transacting buginess on a credit basis
0 Maintaining a checking account

o Providing adequate insurance for oneself, one's famlly and
possessions

© Filing state and federal idcome ‘tax forms

A

-__“A'WHWQWN:S_’éhdgeting time éhd_money effectlvely

~ v

° © Maintaining good physlcal}health and making effective use of
leisure time

‘

0 Responding approprlately to flre, police and physical health
v\ emergencies

P 4 N
o Participating in the electoral process
© -, .
o Understanding the basic structure and function of local
government -

~ . )
-
. . . =

© Explaining personal legal rights . ) .

Making appropriate use of public agencies

o}

o}

Making application for employment and successfully ho;ﬁing a
job

o .Operating and maintaining an automobile
1 N »
v Many high schools teach these topics. The techniques described here
are consistent with practices in Vocational Education, since
demonstration of the gcquired skill is based on performance




standards. Most successful youth employability programs ask youth, to
actually demonstrate their skill; youth are even asked to perform the
skill to the professional satisfaction of a community person who is a
recognized expert. For example, an officer in a local bank could
certify student competence in balancing a checkbook. Some survival
skills are appropriate for everyone; others vary according to
geography and local conditions. It is important to involve local

employers, parents and youth in identifying local or site-specific
survival skills. ‘

* o
A school or a program that graduates (or transitions) a youth

possessing these skills will have a sense of confidence that the

young person will be prepared to meet the bhalienges of the world of
worke. ’

~

Documentation of Skills~~One of the greatest disadvantages that young
people experience as they transition from school to work is the lack -
of "credentials" that make their skills visible to a prospective
employer., The all too bommon scenario is: a young person is

N applying for his/her first job. The employer asks for previous job

experience or letters of recommendation or a resume. The youth has °
very little to show.

;__,,//f—////—d;;:;ost vocational education and youth employment-programs, youth

gain valuable competencies in the above mentioned areas of work
. maturity, pre—employment, education and occupations. They often

-y

Y

4 acquire marketable skills during school-related work experiences.

Many programs ﬁélp youth to document these experiences in ways that
will make them more "marketable." Some documents are called
Portfolios, some are called Career ‘Passports, and some are called
Experience'Briefs or Resumes. Regardless of the name, they all serve,
to translate a young person's employment-related experiences into

tems an employer can. understand and appreciate. Much of the .

kept up-to<date. Even a-high school diploma or a GED cerfificate do
not highlight a young person's work-related skills. . )

A young person's ability to survive indépéndently, to seek employment,
and to present skills and experiences 'in a marketable format will result
in a smooth transition from school to work.

k]
A

information in these documents can be taken from an EDP that has been ’
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This section describes models of coordinated services which have -been
S used in Washington State. .
-
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S ' _ COMPREHENSIVE HIGH SCHOOL
‘ - ‘“ {(Large High School) ’
. # . .

4

~

. L .
2 Genleral Description < ¢ .

N

This model provides an opportunity to coordinate sexvices by eétaBIisbing
a career resource center in the school building, housing,%n employment
and training counselor in the resource cdenter, and implgpeﬁbing a team
approach to planning appkopriate activities for partidipat}ng students.

v B . '

"This modéi'féquires a financial agreement to ihglude compensattion for

part- or full~time staff needed to operate the program. ' It might also
include district management of the participant payroiq.

-

While students in this model may be|enrolled in v§§2259451 studies, the
, program also sexves students olled in voca al‘éducation, *

Because this model is so eldsely tied to the schoolls vocational program,
however, it is likely that students will identify career interests which

requﬁpe vocationa} training and will, therefore, enroll in vocational
classes. “ -

R ’ . '
- 1 l\ ’ .
. - N v rd
. - M
: )
<

Organization/Administration \\

2

»

p This comprehensiveshigh school model is run by a projgct coordypafgr who
—-ffmzy—SﬁpéfVi§€=§aaffiﬁﬂgl support and/or direct service staff. The number *
of staff will depend on the number of youth theé pProject serves and the
range of services the staff provides. A district-level coordinator .

should be identified who can~work with project staff in the school, :
‘building as a facilitator and i resource. Usually this person is the

district vocational director. »" .

. Most of the administrative and service functions are the resﬁéisibility
.of the school district, unless the agreement specifies otherwise. These

e functions incjude: > 5 -
‘. o] Pr araéion and updaﬁéig of students' Employability Developqent |
; e , L3

e © Monitoring of work sites - . -
b o Orienfétioh of wofﬁ site supervisors : ‘
"o Counseling s ! . ST e,

. In addition, the school should be responsiple for pro#il'ng the ‘
empldyment and training agency with required monthly a?’ quarterly <t
reports oh program operation. !

e ~ N
) _Regular plahﬁing meetings assure that appropriate ro;:\q§§inition.takes
. place and that the career center i‘s effectively meeting Phe needs of

L} N .
° youth. .

—T: ‘ 25‘ ) ’ ' \
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In this model, the relation beéween basic skills training and

employability is a key point. Particiﬁants begin by using the career

resource center to-become awaré of employment opportunities and

vocational course offerings. They receive training in math, English and
home and family life skills. At the same time they participate in work
experience either through job shadowing, wocational exploration.in the
private sector or other work experience that is related to their career
{nterests. During phase 2, students are enrolled in a cooperative work
#~  experience where they work part-time while continuing training for a -

specific career. These components of the model are depicted in the

figqure below:

PHASE I

Vocational and

’

PHASE II

| e

Other General and
Vocational Training

! !
! !
Entrepreneurial gl ]
Training ] |
" | . 1
R ] b e e ey — ————l
LB
Mathematics ~ NA
y Part-Time Paid
N Employmend:.Related
to Cxasswork in
—4 YPhase I (Leading to
Full-Time) )
, i English ' ?
, * (1-2 CREDITS) Y

Homte and Family
pife

(2-4 CREDITS)

L4
i

Jop Shadowing and Work

Experience

(1-2 CREDITS)

Figure.l: Components of Comprehensive High School Model
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Education/Employability Development Services

-

It is the responsibility of the employment and ‘training counselor in
the school to work with,school staff to identify program—-eligible
students, assess their educational and employability needs,.and
develop individual plans to improve their ability to compdte

’ successfully in the labor market.

Coordination with'vocational education can occur in several ways.
Employment and training staff cap provide participants with
information about the school's vocational offerings, as they relate
to students' interests and aptitudes. Secondly, employment and
,/”J " training staff may provide instructional and counseling staff with
information about the students' work experiences which relates to
the students' ongoing counseling or studies. Third, when employment
,and training staff know participants' specific vocational interests,
* they can work with school staff to enroll those students into the
right vocatidnal classes. Finally, employment and .training staff
can help prevent a studemt from dropping out of school because of 3
need to earn money or a lack of interest in classroom learning.
’ " Often, a work experience can be found which provides the student
wfﬁh needed income and school credit while rekindling interest in
learning~~thereby increasing the chances that the student will

™~ remain in school. ) . ..
. . .
. In addition to their work with individual participants, employment
' and training staff may provide a service to the entire student body

by, providing workshops to hélp students make the transition from
— : school to work. Anpy student may be eligible’ (depending on
regulations) to receive these services--such as occupational and
related counseling, job~search skills, or job referral and placement

/) services. 7

§

. N . o
Work Experience . .///,\ .
. ’ » e

a

. Development of work experience placements and monitoring of ..
.students' progress in those work sites is the responsibility of the
employment and training staff. The work experience component of .

" this model has the same requirements as in the other models:
students must be provided meaningful and well-~supervised work

- experiences in accordance with written job descriptions, and they

' must receive’ pay for work done. Because this model’is in an'urban
area, there will be ample opportunities for developing work,
> experience Placements related to students' interests.

It may also be possible to implement a Vocational Exploration
VEP)wirtich1involves job explorations in the private

sectdr. Under this arrangement, youth learn skills related to
o .‘career’ areas of interest to them. They 'receive training from
, o co-workers,; the only stipulation is that they do not become .
. . productive  members of the work force in the business which has hired ’

-
. [} . “ X
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. them. In most cases, youth rotate between several different kinds,
of work stations in a business, learning skills required to carry
out tasks in each. For instance one youth worked in a nursing home
and was stationed first in the kitchen, then in the laundry room and
finally as a nurse's aide. The length of time a youth stays at a
single work station depends on the complexity of tasks to be

iearned. The average placement is two or three weeks. ~"

1

Employment and training agency staff are responsible for working
with students and the community to: :

o Identify work sites

o Develop specific job descriptions'
o  Provide orientation to superyisors and students
o Oversee the gtudents' performance in their jobs

Depending on the specific requirements of the interagency agreement,
these game staff may also be responsible for colleeting time sheets,
generating participant paychecks and seeing that participants
receive their paychecks. In situations where participants are
enrolled in vocational co-op programs (e.g., Distributive ‘Education,
Diversified Occupations), it“may be necessary to clarify staff
responsibilities to prevent duplication and cqnfusion for
participants and work site supervisors.

This model lends itself to a sequepcing of.work wexperiences that
corresponds to the developing proficiency of the participant. A
student may need to begin with vocational .exploration activities; ’
then, the student may want to tést some options to gee whether.
preferences héld in an on-the-job situation™ Next, the student may
wish to develop specific job-related skills through work

. experience. Finally, though this is the case for comparatively few

' participants, an-on-the~job training situation can be set up to help

the youth actually enter the job market.

Work experiences can be relatéd to classroom experiences in several
ways withinégﬁis model. For instance, counselors can also work with

Jparticipants in a group situation, talking about specific problems
and issues related to their work experiences and the world of work

. ag a whole. If students are enrglled in a vocational co-op program,

the vocational course offerings form a natyral link between B
classroom and work experience. During individual cotinseling and
monitoring, counselors can aISQ,help participants explore how
various classes--from drafting to math to psychology~~relate to
experiences in the workplace.

’

- _— G

s

Transition From School to Work
v As in all vocational education programs, the goal of .this effort is
’ to help students obtain entry level jobs related to their career
interests and skills, which can lead to a rewarding career.

’ ’ ’ g \
28
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] . : Staff working‘with this model are enthu.;iastic about the way in which the
cdreer resource center can coordinate various schodl activities related
to vocational and career education.’ Housing staff from an employment and
training agency in the resource Ccenter causes that agency to be regarded
as one part of a coordinated effort by the school to help youth be well
- prepared to find work. Youth always know where to go to find information
- about work opportunities; fur'thermore, the counseling and skills training
they receive effectively address their long-term employability needs,

-
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*>.____pfograms in which they enroll after completion of the prevocational

ot

PREVOGATIONAL  PROGRAM MODEL

(Vocational-Technical Institute)

General Description - »

ToReécome more knowledgeable about career options and their own

‘secondary students.

.gourse materials.

This model takes advantage of the resources of a specialized
vocational education institution such as a vocational~technical
institute (VTI) to provide young people with an exposure to a
variety of vocational areas. Normally, these institutions serve
post—~secondary populations. ’

[

This model has two'purposes.” The first is to help young people

Aterests and abilities, in order to make realistic career choices. .
Sjgondly, by providing students with a better understanding of

vdg¢ational programs, students will be better prepared for the

program.

The prevocational model may also provide services to nonsecondary
students (e.g., high school graduates, students.enrolled in
alternative schools,-dropouts, or people with €EDs) as well as

- -

This model is conducted under a financial agreement between the - . .
employment and-training agency and the vocational-technical
institute. The agreement covers the cost of the instructor(s) and

. -
\ . ’ N

Organization/Administration » '

- Success of this model requires a coordinator housed at the VTI who

—
(3

has both good, relations with VTI staff and with the employment and
training'agenqy. *For this program to be effective, the coordinator
must stay-constantly in touch with employment and training agency -
staff -who will be referring participants to the prevocational
program. By doing this, the coordinator can anticipate and deal
with any problems that may arise. The coordinator can also make any
adjustments to ensure that students will get the most benefits from~
the program. It is also very important for employment and training
agency counselors to develop relationships with high school
coungelors and instructors in order to identify students for this
program and to obtain assistance with enrolling students in
vocational programs when they have determined a care¥r interest. .

>
N

The-VIT-hasno significant administrative respohsibilities beyond |
those rglated to student records (e.g., attendance records,
evaluation of performance). Administrative responsibilities remain ,

4
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s with the employment and training agency. The VTI coordfnator should & /

: be involved in the revision of EDPs for students Mho have : .
participated in the prevocational program; he or she will be in a .

. good'postion to prov1de information regarding students' interests, .
aptitudes and experlences whléh.can be valuable in developing T )

realistic goals for students. ’

. . { 1 . . i "-1» .
Education/Employability Developmen{’ Services

. )
The thrust of the prevocatidnal loration model is to provide
hands-on experience with each vocational area offered by the
institute. There are some practigcal constraints, however, since
factors- of safety and required preparation may make it difficult to,

‘ provide 7Wery vocational opportunity on a hands-on basis.

N

A vocational instructor is identified for each area. This person -
provides one or more classes for participants which introduce the
vocational area: Instructors need to be aware that participants are )
likely to be younger and less motivated than the learners they are ’
accustomed to. However, these factors may provide a good . ‘
change-of-pace for some instructors. The challenge of providing
hands-on-experience in a short time to complete beginners may also
stimulate instructors. The items on the next two pages show
respectively an information sheet and a sample schedule.

14 : .




INFORMATION SHEET '
. “LET'S WORK TOGETHER" - N

King County Work Training Program and Renton VTI are jointly .

sponsoring a summer program for young people who are interested in

combining summer employment and vocational exploration. You will be ! .
. ypaid $3.35 an hour for up to 5 1/2 hours of WTP work and for’2 1/2 '
v \]hOurs of career exploration at RVTI. Your vocational exploration

will include interests and aptitude testing and the exploration of

about 15 vocations for which training.is available at RVTI.

Vocations for which exposure will be provided are:
/ ~

Automotive (auto mechanics, auto body, auto parts %ales)
Horticulture .
Accounting/Administrative office management

General office X

Distributive Education (bank teller, real estate, cashier/checker)

Child care

Metals (machinist, machine repair/rebuild, welding)

Electronics (electronic technology, electronic service technician,
major appliance and refrigeration, office equipment service
technician)

Civil engineering technology, drafting

Cosmetology, fashion retailing -

' Custodial . )

Data entry, legal secretary, medical secretary ’
; Foods

Musical instrument repair

Work~related training

4

At the end of the program t
to obtain and keep a job.

here will be field trips and sessions to planchow e
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STAMF ELECTION SHEET

DAILY TIME FRAME 2% HRS
3:00 - _5:30 PM

/

P
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o P : —> -»HS —P >
5 Subject . Time . Time , ATime Time Time
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0 - L g 4 ' 4 4
é Subject Time , Time Time ‘ Time Time
Cosmetology . Auto Mech. Autor Mech. _ 3 Auto Mech. - Auto Parts
Name W 29 - 30 . - 1 2
b > > >
3 Subject DR Time Time Time . Time Time
- Office Eq. Tech Appltance Rep. Office Manager .
v - S
Name 6 7 8 9 10
> — ) [— 4|m > > —
El Subject Time Machine Sh. - Time § Machine Sh. Time | Machine Repair Time| Custodial Time
. 2
Name 13 14° ’ 15 . 16 17
¥ Subject Time Time Tt Time Time . Time
., Electronics - Electronics v Horticulture Horticulture
N l - »
Name 20 21 22 ~ 23 24
N P > : g > —p
g Subject Time o Time | Time Timef ~ Time
- |* Name ) 27 I 28 29 - 30 31
> ‘ﬂ-}“
< ?EN ni
L) - —P —P o - - > - D )
Subject Time Time . Time Time Time
T M !
Cashier/Chkr Fashion Design. Pre-Appr.
-~ ' . s
Figure 2: Sample Schedule )
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Generally it is best for the progra& coordinator to structure
activities so that they occur in a meaningful and logical sequence:
Furthermore, opportunities.must be available for youth to talk about
the experiences they have had. Often, field trips' can supplement
classroom experiences. : . .7 )

It can be a problem for students if they‘are in school in regulqr
classroom activities all day, then.go by bus to the VTI and are
expected to sit through another set of classroom activities.
Energetic youth often cannot deal well with that amount of sitting
still. éonsequently this model may work better as a part of a
Summer program wheré students spend just part of the day in a ’
classroom. ,

In general, the prevocatidnal program could achieve its objectives
for students in one semester, although the needs of participants and
administrative constraints might justify a shorter or ldnger
duration. It -is expected that 30~60 students could be served each
semester, depending on three facters: needs of the stqunts,'length
of student days (i.e.,, full or half~day program) and entrance/exit
policies. ' . )

- »

.

The structure of the program can be designed to respond to local
needs and conditions. One option is to organize the model into two -
components: orientation and career exploration. In the orientation
component, assessment, surwvival skills, introduction to career
opportunities and selection ‘of career exploration areas would be
among the topics covered. This component might last approximately
three weeks. The career exploration phase which follows wéwld have
youth spending several days as participating members of ongoing VTI
classes in their three chosen career areas. Learning about the
specific career areas cam be stimulated not only by the -in-class
experience but also by written materials guch as a learning activity
packet the student would be expected to complete for each '
experience. Students could receive individual counseling from the
prevocational instructor and should have opportunities to meet with °

peers to discuss the career exploration experience. . ,

»

- Some students have difficulty with classroom situations and,

therefore, have problems being integrated into ongoing vocational
classes to explore career areas. In this model, identification of
interests and aptitudes can often be accomplished by hands-~on
experience within the prevocational classroom--working on projects
or learning about tools or equipment under”the supervision of the
instructor. Ongoing VTI classes can be used as students learn to
adapt to those classroom situations. This option would require that
the instructor be knowledgeable about a variety of vocational
subjects and bg_ableﬁtomfnitiateAandgsupervise~students’—project~*fw"*

leafﬁing. In addition, some provision must be made for counseling

‘students on an individual or group basis.

Y ]




Work Experience

As mentioned earlier, work experience placements are not the
responsibility of the prevocational staff. It would be valuable,
when possible, to consult the prevocational coordinator about the
kinds - of work situations most appropriate for students. In
addition, students can benefit from private sector tutorials in
occupational areas they are exploring. These opportunities can be
- arranged through a vocational exploration program.

v

.

Transition From School to Wark

As mentioned earlier, the purpose of the prevocational model is to
provide students with information to make career decisions and to
identify ‘the training needed for those careers. An immediate <
transition from the prevocational program to full-time unsubsidized
employment would generally not be appropriate; a more appropriate
transition would be into further vocational training or work
experiences.

- L )
Summary

Staff working with this model believe that students benefit greatly
from an introduction to various vocational areas which are taught in
a VII. While youth might not be able to put immediately to work the
things they learn, they have a good opportunity to break down
stereotypes about different .kinds of work, to have hands-on
experiences whieh'they can use to increase their knowledge about
different careers, and to become acquainted with the resources
available through a VTI.

}
o
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This model has bee deSignea for small, rural schools and it ig
intended to coordirnate available work experience, opportunities with

a Diversified Occupation (DO) program in the high school.
. A

In this model, the PO instructor is responsible for providing
coordinated servicebk to participating youth. The responsibilities

employment and training agency.
the DO-finstructor is responsible for Planning classroom -+
activities and for arranging work éxperiences. The employment and
training agency ”vides support to the school district and handles
pay for participants. //\ - .

~

Al

Organization/Administration

N

In this model, most of the administrative functions remain with the
employment and training agency. These include determination of
student eligibility, payment, followup of participants after
completion, etc. Many of the student service functions (e.gq., .
counseling, work site supervision) are the responsibility of the DO

instructor and other school staff as apprdbriate. Figure 1 below
shows a sample listing of responsibilities.
h ]

: v Responsibility
Functions . School Employment and Training
Agency

’ » .

A. Outreach/Recruitment
B. Intake/Eligibility Determination
Preliminary Application
Review of Application
Arrangement of Interview
Conduct Eligibility Interview X
Selection of Participants ' X' (consultation role)
Placement in Worksites
Participant Orientation
Worksite Development
Supervisor Orientation
- Monitoring of Worksites
Corrective Action-Worksites
f« Corrective Action-Participants
Corrective Action-Fiscal X
Supportive Services X (approval)

E ]

X (trains school district)

X (trains school district)

.

X P

R R

Figure 1: Sample List of Responsibilities for School
District, Employment and Training Agency

.
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Procedures for plannlng, problem—solv1ng and communication should be
establlshed early« Approprlate.gtaff to be involved include the school
principal and the DO instruct from the school district, and the
director and counsgling staff of the employment and training agency.
Agreements on roles and resgonsibilities should be developed and modified
as needed so as not to cause undue disruptions for participating youth.
One of the advantages of .this model is that it reduces the need _for
cost;}gﬁ avel. The employment and training agency may be located at a
cons rable distance from the school district, and by making it possible
for school district staff to handle many administrative functions, it is
possible to achieve considerable savings.

Education/Employability Development' Services

-\ ;
Given the resources of both the school and the employment and training
agency, this model can provide an opportunity for each agency to
complement the A other's eﬁforts. ] ’

N

The vocational program in the school——especially a Diversified

Occupations (DO) program--provides a ready-made structure to meet
employability development goals of youth. <In Washlngton communltles, the
class generally meets for one hour a day and covers such topics ‘as:

o How to find employment

0 How to write a resume

0 How to cohblete an application

1
¥

How to behave in a job interview--and afterwards
&hat wqork is like

How to advance on the job

How to locate career information

2 below -shows gome sample activities.

!

JOB SEARCH ,:
| »

. X
Try these activyities tqQ help youth become aware of what is involved in
looking for a job. . “
e N - P’
1. ~Have each studenl obtaln and complete at least one 16*
' appllcatlon form from a local business. —

‘2, Have youth scan want—ads and select jobs they might be

interested in. - .
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‘

’/‘,’dln addition, the DO program provideé ahjob experience and -specialized .

Q » 0 Labor marké%)infprmation ' Iy [/’ '

_information on\ possible
,~ experience in work site development.

. . - -y A
3. -‘Have students prepare“resumes directed at selected jobs..
. » - .

.

!’
4. Have students prepare letters‘p6/;ubmit for selected jobs along
. with resumes. - - :

.

¢ L
JFigure 2: Sampli Activities Used in DO Class. )

’
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ingtruction related to each student's occupatio?al choice.
_ : ' k :
The DO instructor provides many of the required employability development
skills to participants enrolled in the co~op programs. The employment
and training agency canyoffen p;Pvide services to the school district
T e . r . - . = .
which might not’ otherwise be aw. i1lablg¢. Such services could include:
. .
" ’ . : e
+ 0 -Orientation to-occupational information systems

t

“ ‘e

o Assessment and testing of career preferences.

v . o . .
Such services may be available-toal\ students in the school, not “just / ’
program participants. Workshops in t)ese areas complement "vocational y,
educatien offérings and provide a service to eryone in the school.
. » .

»

' , Lo /
. R * E
Work Experience .

) . . .
Schools with a vocational coopera%ive program .already have a useful
structure for work experience placements. In this model, work '
experiences available through employment and training agencies complement
and extend the range of offerings available to youth.' The vocatiom%g'

(DO) instructor s responsible for setting up work experien
placements. 1In £ost casef the instructor will have to mak

complies with wequirements of the employment” and training ency. .

Usually the requirements are similar to those of a co=-op program. ' There
must be a specific job_description, students must gain work co tencies, .. ,
performance must be evaluated and, if possible, high school credit for .Zi*‘ .
the work experidnce is granted, - ‘ R

suve the site,

- -

Because of the close relations between the vocational’ ingtructor,: s -
employers in"the community and other high school staff, vocatiomally e
relevant work experience placements can usually be developed. Since the
instructor knows both the student and emplgyers well, work experiénces ;
tailor-made to the needs-and interests of %heistudénts can be developed..:.
Copinselors fr4m the employment and training -agency may be able to. provide.™
work sites because of their background and

H >
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The most important feature of this model, as far as participating youth
are concerned, is the close relationship betweén work experience and
classroom activities. This occurs because the student is enrolled. in a
vocational class in which class time is devoted to discussion® ©f issues
generated by the work experience. The instructor’ S close acquaintance
© with the youth and the work experience placement enables the instructor
o work with the studént to identify and solve problems of the work site
and thereby improve the student's abilitzhtz/succeed in the work world.

2
)

1‘1‘
gt &
e
v

‘ School credit for work experience is earned by the student under
; provisions of the vocational program in which the youth is enrolled.

.‘Transition Erom School to Work ~ e

~

. .Because a work experience placement has been tailored to the needs of the
) student, the likelihood is high that {it will be a successful
EXPerience--one which leads to full-time employment later on. In some
work sites this may not be possible, but the instructor's knowledge of
) the employers in the area can provide Students with information about and
- ,an entry into a-job with another employer.

EY

Summary

Staff inyolved with this model say they like it because they are aware of
where udents are and what they are doing at all times of the school
) day. They like knowing how a work experience placement fits with other

o
N -
L4

~

-

'agtiyltles_nf_the_youthl__!outh_receive_beneiatseunder—thaq—medel—theyf

a ; might not otherwise have: work experience ig not just added on to the
A \\\ school day, but is planned w1th and integrated into their academic and
. vocational training. 3

This model récognizes that the. school district and employment and
training agency have a similar mission: to prepare youth to succeed in

B the world of work. Through models like this one, each agency can support
and complement the work of the other. ' ‘\‘\ '

~

""" Other Models "~

Coordination between employment and training programs and vocational
education may be achieved in many other ways besides those described in
- the let's Work Together models portrayed above. Somevpossibilities‘are
) outlined below.

<,
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o ‘ MULTIDISTRICT COOPERATIVE, AREA VOCATIONAL \
’. . COOPERATIVE, REGIONAL SKILLS CENTER
- - X \ - “

»

. . £
B - e *
. . P -/n#-;

-
v

General Description _ . . R

- ' £ The multidistFict model is similar to the comprehensive high dchool
model, except that it serves several school districts and may feature the
resources and facilities of ‘a. vocational skills center. In Washinﬁﬁgﬂ
State, area vocational cooperatives and regional skills centers have been
established to meet the needs of school districts unable to provide
comprehensive vocational programs with their limited individual .
resources. By pooling these reBourcés through an area skills center or '
vocational “cooperative,' the needs of many students can be met. If a
vocational program is not available at their home high schools, students

. are typically trangported to a gkills center or another high school
within the cooperative's'jurisdiction which does offer the program.

K In these multidistrict arrangements, a board comprised of representatives
of the cooperating school districts generally hires and supervises the
#ultidistrict staff (e.g., the skills center or area vocational
cooperative in one of the school districts); however, this host school

‘ © district exercises no more authority over the multidistrict staff than
- Adoesmany~other~participating—schoo%—district. T

through its host school district,«undér the terms of a financial '
—agreement—with-an—employment—and training agency. The financial
. agreement includes the cogt of program staff and, if appropriate,
§ participant wages. In addition to this agreement, there should also be .
supporting agreements between the multidistrict:cooperative and the )
— participating school districts.

. In this model, a program is operated by the multidistrict cooperative
+

3

. Organizétion/Administration

This model is structured to take advantage of the existing vocational
-+ -education-offerings—and institutional relationships of the multidistrict
cooperative. The program coordinator is located in the vocational skills -
center or, in the case of an area cooperative, in_.the host school
distriet+—The program coordinator reports to the SKills center. director
of the area cooperative director. Other staff report to the program
coordinator. .

‘ . Critical to the success of this model are the relationships that “waff .
. develop with the instructors and counselofs in the participating school
A districts. It is these school staff who will recruit and identify
participants, assist in the assessmert of student needs and the
- development of the students EDPs, and award school credit for work
“ experiences. Program staff can build on the existing relationships of

' } \
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the cooperative to establish tﬁese important links. In"addition, if the
program is large enough to support several direct service staff, it may
be helpful to assign staff to one or two school districts; dealing with
oné person consistently seems to help school staff develop good
understanding of employment and training programs and good working
relationships with program staff. ’ . =
e B -

In this model, as in the comprehensive hi-gh—-school model, it is
envisioned that most of the administrative functions (e.g., eligibility
determination, monitoring of work sites, participant timesheets and
payroll) would be .the responsibility of the multidistrict cooperative.
+In the cdse of programs targeted to spec;f;cally ellglble youth, it is
the responsibility of the employment and training agency to make the
eligibility determination.

«

EducaEibn/Employability Development Services

Education and employability services are provided to participants in this
model in much the same way as in the comprehensive high school model.
Staff work with the participating school district's instructional and
counseling staff to ¥dentify students, assess their ‘interests and needs,
and develop an education/employability development plan for each

student. Staff responsibilities for. initial and ongoing work with
students should be clarified in order to use resources most effectively
and to minimize confusion for students.’

In addition to providing employability' development workshops and work

- experiences; it may-also be possible-to-develop-a-closertink-with —-- -
vocational education through this model. It may be possible to use the
classes and facilities of the skills center and area cooperative to
provide students who have not yet identified career interests with an
opportunity to explore a variety of vogational areas. It may also be
possible through work experience and counseling’to help studentd make
career decisions and to facilitate their entry into appropriate
vocational, classes.

As in the models described earlier, it may also be possible for staff of
the émp;oyment and training agency, to provide transition services
workshops to individuals and classes in the participating school
districts. This7would depend on available resources and the staff's

ability to share some of*EHE'respon81bi11t1es for partlclpants with other
school staff. . . A

2 v <4

[

Work Experience '

[y

. f

Work éxperience in this model is structured very much as it is in the
models discussed earlier. There are three important differences, however.
First, because the progJam serves several school districts, Ehere are
more communities in which work sites must be developed. This may place &
larger burden on the staff responsible for developing work experience
placements. - . _ . S

. v 42 ‘413
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Second, the fact that many students are being transported to a skills
center or high school other than their home high school may make it
difficult for students to have the normal 15-20 hours available for work
after school; this may necessitate alternative work arrangements (e.g.,
work on Saturdays) -oxr assistance with transéortat%?n between school ‘and ’
work. 2

.

‘The third issue involves the awarding of school credit for students' work

experiences. Unlike the other models, the multidistrict staff only have .
a “"coordinating" relationship with the school district staff responsible
for awarding credit to participants, not a direct institutional .
connection. Therefore, it is particularly important in this model that-
program staff clarify, with school counselors and instructors, the
requirements for achieving academic credit prior to placing students in
work sites. In addition to the actual work to be done, these
requirements might include evaluation and reporting of students’
performance, progress in developing work habits, etec.

Transition From ‘School to Work );

Unless the program agreement specifies othdwgise, it is the

responsibility of the employment and training agency staff to place
students completing high school into unsubsidized employment. As in the
other models, these staff-should coordinate their placement efforts with
those of vgiational instructors and éounselors in the schools.

- . .

-

X
%9

resources, may provide an answez.

and training programs.

Summary

Multidistrict cooperatives may assume increasing importance as ways of
delivering vocational education services. As demands increase for
vocational training in high technology areas, many school districts will
not be able to afford costly equipment needed for such training. Poolina

LY -

While the multidistrict model was not tested as.such, there are numerous
instances in Washington where regional gkills centers or other area
vocational cooperatives coordinate sefvices effectively with employment

©




JUVENILE JUSTICE SYSTEM MODEL

Eéhérai Déscripéibﬁ

One of the unanticipated benefits of the LWT experiment in Washington was
the discovery that the' Comprehensive High School Model could be '
successfully ‘adapted for use dn the residential care facility. for
juvenile offendeérs., =~ R -

The basic requirements for success in this kind of situation are (1) an

educational director whg supports the concept of education for
employability and (2) institutional policies which allow for work
Placements that can foster emplqyability development.

Organization/Administration

In this model, staff from the employment and training agency work with
youth to get them enrolled in the program. If ingtitutional policy -
allows youth to work off-campus; these same sts‘!kwork in the community
to locate work experience placements.

~ It helps that the educational facility is part of the local school

district.

Education/Employability Development Services —

The 'key to the success of this model is the creation of a structured set
of experiences which lead youth into readiness for the world of worke.
Many if not most of the youth are incarcerated for no other reason than
that they simply needed more help than anyone "outside” was willing to
give them. This program offers youth a way to (a) develop career
awareness through use of “Projec¢t Discovery" materials, which have been
designed for hands-on career exploration in a variety of vocational

+ fields; (b) progress from job explorations to work on the institutional
campug to work off-campus, )

The diagrani“below shows the progression most youth go thrqugh:

CAREER OCCUPATIONAL - JOB INTERVIEW COMMUNITY

ED. INFUSION EXPLORATION SHADOWING FOR CREW - PLACEMENT
' : POSITIONS
(Classroom) (Classroomn, « (Institution) {on, (off~campus)
Project off-campus)
Discovery) ! !

Also, educational activities are geared to attainment of the GED,
rather than to the expectation that youth will re-enxnoll in a
traditional high school. !
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ad Work Experience .

Providing work experience in this model offers specialidifficulties, but
"nene which cannot be overcome. First of course is the need to convince

communitz_gmployers'of the value of hiring a young person whd is spending 7

time in a facility. Employment ‘and training agency staff can eliminate
most potential difficulties by getting to know the youth well and working
closely with the eémployers to prepare them for the youth they will be
hiring. Once employers have a positive experience with a young person
from a residential facility, most of their stereotypes disappear.

Another difficulty is transportation. Youth need to be tranported to and
from community work sites.

Finally, there may be a problem locating suitable work expériences on
campus, depending on institutional policjes. In most institutions, a J
great variety of functions must be accomplished which relate to nearly
all vocational areas. These may include load preparation, office
occupations, automobile repair, electrical engine repair, groundskeeping
and others. In this model, work experiences are chosen to reflect
vocational needs and interests, and the insitution can be an excellent
source o? such placements., .

7~ Transition to Work =

The question of transition is unique in this model because each youth is
sentenced for a specific period of time, unlike other programs or schools
where everyone enters the same day ana most complete the program at the.

S —— [

‘same “time.

In this model, most youth can only receive a part of the sequence of
activities outlined in the section above on "Educational and
. Employability Development Services." It is especially important
therefore to articulate program offerings with offerings available at
other schools, community colleges and vocational imstitutions, and with
RN jobs likely to be available in the community.

. Summary /
This model, an "unanticipated outcome" of the Let's Work. Together ~
project, provides a viable way to direct youth in the juvenile justice

. ’ system into constructive thinking about careers. Staff were very.

' enthusiastic about this model, in particular about lasting benefits which
are seen as deriving from the Proyect Discovery materials (which can be
used repeatedly) and from the results of staff traiqing.

-
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1. Responsible Agencies in the State of Washington

' 2. Cooperating Agencies of Let's Work Together .

A

3. Occupational and Career Information Delivery Systems

T "~ 4. Assessment Instruments i .
‘ 5. Selected Bibliography of Helpful Resources
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RESQURCES .

® - . )

. g

Most -communitiés afe rich with resgurces that can help young people increase
their employability skills. The challenges, however, are (1) to know what and
whére the resources are and (2) to use the resources in a systematic and
coordinated manner.’ This section tells what resources exist and how to find
them, both locally and nationally. . o .

In using this Resource section, note -the following:.
!

o] Not all available resources are -listed; what you see here are
. examples of what is widely available. C
o] The inclusion,of an organization, an assessment instrument, or a

* document does not imply the Let's Work Together endorsement for use
in ‘a particular situation. . °

0. ‘Contact your local education and employment agencies to see if they
have other locally developed resources or preferences based on
.experience. ’ .

1. Responsible Agencies in the State of Washington e

a. Department of Employment Security--The Employment Security
Office is the principal office responsible for administering
programs related to employment and training. Among the
functions of this office are to administer the Balance of State
prime sponsor and the Spec%?l Grants to Governors for CETA. e

‘ b. Office of Superintendent of Public Instruction, Division of
Vocational Technical and Adult Education Services--This office
. is responsible for vocational education in the public school

systems for all youth K through 12 and for vocational-technical 7
institutes. .
c. CommisSion for Vocational Education (CVE)--The agency was 4

established by the legislature to receive and disseminate
_federal vgcational education funds and is responsible for
carrying out federal rules and requlations, L - - -

» ‘de  State Advisory Council on Vocational Education (SACVE)--Mandated
by the Vocational Education Act of 1963, this council assures
citizen participation in the vocational education
decision~making process.

'
°

e. State Occupaﬁgonal Information Coordinating Committee
(S0ICC)--The State Committee is part of a National Occupational
Information COordinating_Committee,,hhich develops and
implements a comprehensive occupational information system for
the state. The SOICC also improves coordindtion of vocational
education and manpower planping. i

r




2.

’

f. Prime Sponsors——These agencie% are responsible for the
administration of all programs upder the, Comprehen81ve
Employment and Training Act (CETA). :

Cooperatiﬁg Agencies of Let's Work Together. - ,

The agenc1es listed below were all active during the 1mp1ementat10n

of Let's Work Tégether and can serve as resources for persons

desiring further lnformatL?n.

a. Education and Work Program %
Northwest Regional Educat10na1 Laboratory N
300 S. W. Sixth Avenue

) Portland, Oregon 97204
(503) 248-6800

Contact Person: Greg'ﬁruian; Andrea Hunter, Larry McClure

by
b. Employment’and Training Services Division

Department of Employment Security
1007 S. Washington--Mail Stop EL-01

- —— —Contact- Person:—Don -Brannam

Olympia, Washington 98504 = - e

Contact Person: Doug Allen
' 7

Ce D1v131on of Vocatipgnal-Technical and Adult Education Services
Office of*the Superintendent of Public’ Instruction
7510 Armstrong St., SW--Mail Stop FG-11 "
Tumwater, Washington 98504 - . ’

Contact Person: Klyce'Schaffer

d. Issaquah School District No 411 '
22211 S.E. 72nd Street
Issaquah, Washington 98027

e. Renton Vocational-Technical Imstitute _ N
3000 N.E. Fourth Street » I '
Renton, Washington 98055 — |

/’/

I ;.
Contact Person: Joanne Primavera

(5N
(S

50




- ' f. Républic School District No. 309

‘ *  P.O. Box 378 . o PR
. Republic, Washington 99166 LT

e T T L ~ Contact Person: Roger ‘Morris

Al
¥

s =" 8. King County Work and Training Program )
412 Smith Tower ‘ L .
Second and Yesler
Seattle, Washington 98104 B

Contact Person: Karen Vandagriff

' . h. King County Consortium
. 1818 Smith Tower .
, Second and Yesler ’
Seattle, Washington 98104

. . Contact Person: Stan Eccles ,

\‘ ' - e R N \
i. Northeast Rural Resources N I I
" 358 E. Birch )
Colville, Washington 99114

s - ’ - *
. . ot Contact Person: Denhis O'Brien ’

[

3. Occupational and Career Information Delivery Systems

.a. State Octupational Information Coordinating Committee (SOICC)
" Mr. A.T. Woodhouse, SOICC Director
Building 17, Airdustrial Park : .
P.0. Box 600 ~ Charlotte Amlie Lo
Olympia, WA 98504 1.

¢ P

.,These committées were established 3& the Educational Ammendments
of 1976 to improve communication and coordination between the )
' _federal and”state agencies that produce occupational information S

- and the agencies and individuals,who use that information. The
SOICC is charged with the’responsibility of establishing a system -
of occupational and educational’ information to assist people and
agencies involved in program planhing and career decisi nmaking.

- The gystem should provide access to the following types of
information: labor demand, labor shpply, occupational
charatteristics and other complimetitary materials.

b. Washington Occupational Information System (WOIS) ° .
Science Lab #2 - »
The Evergreen State‘College . .

‘ Olympia, WA 98505 \ R . o
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d.

—~—Metro Guide/NYC Board of Education
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WOIS is part of a national,network of Computerized Career :
Information Delivery Systems (CIDS). Most CIDS contain a ' )
self-assessment component, descriptive materials on specific
occupations, information on requirements for occupations, and
economic information on occupations. WOIS reflects the unique
occupational structure of the labor market in the state of
Washington.

Guidance ;ﬁformatioﬁ System (GIS)
Time Share Corporation
3 Lebanon Street

Hanover, NH 03766 \

The GIS is a commercial computerized information system, wh1ch
attempts to provide specific information on all three- and
four-year colleges in the country; includes national’ 1nformation
on some 1300 occupations as well as information on
apprent1cesh1ps and military opportunities. GIS is widely used
in high schools and also forms the basis of some state systems.

»
-

Association of Computer~Based Systems for Career Information
(acsc1) -
Deborah E. Perlmutter, President

c¢/o Murray Bergtraum High School .
411 Pearl Street ' .
New York, NY 10038 . .

ACSCI is a national consortium for accreditation, tralnlng, and
technical assistance ‘to advance computer-based occupational and
educational information systems for career exploration and -
planning. '

Some Publications Regarding Occupational Information

4 k]

Education and Work. Capitol’Publications, Inc., Suite G-12, 1230
Pennsylvdnia Avenue, N.W., Washington, D.C."20037

‘This is a biweekly news service on career education and the
partnershlp of educators and employers. )

Labor Market ‘Baformation for Youth. Wolfbeln, Seymour, School of
Business Administration, Temple University, Ph11ade1ph1a, ’
Pennsylvanla.

This is a coppilation of papers delivered at a 1974 Temple
University Conference. It provides excellent background on the
application and importance of good occupational information to
career decigionmaking. >

!
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The Encyclopedia of Careers agz’Vocatioual Guidance. Hopke,
William D., J. G. Ferguson Publishing Company, 1975.

S , -
This two-volume, privately produced conference set describes
industries by job classifications .and specific careers within the
areas of work. Job requirements, access and future job outlook
are included. ,

Annotated Bibliography on Computer Assisted Counseling and
Guidan¢e: ~Cairo;-Peter; UsS: Aty Régseatrch Institute for the
Behavioral and Social Sciences, Attention: PERI-P, 1300 Wilson
Boulevard, Arlington, Virginia 22209. ’

- This is a comprehensive list of the major research and evaluation
studies and reports on computer—assisted information systems.

Application of Information Systems to Career and Job Choice.
Stern, Barry, Oregon Career Information System, 247 Hendricks
Hall, University of Oregon, Eugene, Oregon 97405.

This is a chapter from the book Labor Market Information for
quth.' It explores the rationale behind comprehensive career
information systems. It provides an assessment of existing
systems. - ’ e

Career Information Systems: Standards for Organization and
Development. Division of Career Information Services, Employment
and Training Administration, U.S. Department of Labor, 601 D
Street, N.W., Washington, D.C. 20213 )

The standards upon which DOL based its. state grant program for -
career information systems is presentéd in this publication.

Developing a Career Information System. McKinlay, Bruce, Oregon
Career Information System, 247 Hendricks Hall, University of
Oregon, Eugene, Oregon 97405, :

.

‘The stages of development of the Oregon CIS and resgérch findings
from initial evaluation of the systems are documented by this
report. ' '

EeN

Asseggment

Assessment of employment and training competencies falls into one of
three categories, each intended to serve a different purpose: '

o ‘Initiagl planning assessment is designed to help determine a young
person's level of competency so that appropriate training or
services can be planned.
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o Assessment for management of instruction and tra;n{‘g is used by .

teachers or counselors to make decisions about ‘the next activity
young persons should engage In to increase thelr/;kllls.

, .

0 Assessment for external reporting (most frequently to employers)
is used to make decisions about the readlness of a young person

- for a g}igﬁ\JOblqk“

1}
‘It is important to keep in mind that no assessment instrument gives

erfectly accurate g;formation on the level and nature of a pérson's
competency. Thus, the results of any of these instrument; should be
viewed with a healthy skepticism and, wherever possible, dssessment
data should be supplemented with other kinds of information about a
young person's needs. Here you will find suggested instruments for
the(assessment of both employability and basic educational skills.
Listg of assessment instruments for occupational skills are not
d because of the w1de variety of Jobs thit could be covered.

Comments about the quality of instruments have been drawn from The
Mental Measurement Yearbook (Buros, 1978). The yearbook, published

about every six years, contains reviews .0f nearly all published
tests. It is an excellent reference for determining what puﬁi1shed
instrument exists which may be best for a particular situation.’

Employability Assessment:

a. . Assessment for Career Education (ACE), 1977, gra&%s 3-12, PREP,
Inc.,1575 Parkway Avé., Trenton, New Jersey 08628. .
The Assessment for Career Education was developed to measure the

_ outcomes and objectives identified by the U.S. Office of
Education which have become the central concept of career
education across the nation. It contains multiple choice fest
items with scores reported in terms of mastery of the eight major
objectives and 26 sub-objectives of career education.

Self-scoring or computerlzed scoring is available. Three levels -
of the .test exist.

1
L]

b. Career Maturity Inventory (CMI), 2nd edition, by John 0. Crites;
1978; Grades 6~16; CTB/McGraw-Hill, Del Monte Research Park,
Monterey, Ca11forn1a 93940.

~

The Career Maturity Inventory consists of ap Attitude Scale
(available in a screening and a counseling form) agd a Competence
Test. The Attitude Scale contains 50 items and m res
declslvenesg\\1nvolvement, independepce, orientation and - :
compromise im career decision making, and requires 30~40 minutes
to administer. The Competence Test containsg 100 items and
assesses abilities in self-appraisal, occupational information,
goal selection, planning and problem solving, and requires
approximately two hours to complete. Tests are available in
hand-scorable or machine-scorable editions, and yield raw scores

¢

-




i -using, the norms provided, or“iqs:l norms.,
" test.include studying career ‘de lophent, sc
~ “maturity, assessing guidance needs, evaluati
- and testing igkca:eer counseling. 3. :

-

c. Career Skills Assessment Program (CSAP): 19

by

York 10019.

y

questions’and can be cdmpleted in about on

Validity studies have not yet be

discussed goes beyond those 1i
projedts. } < e

f
which can be cgnverted to perlentile ranks or

uggested uses

AP B

-

78;

v
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' Seventh Avenue, “New York, New Yotrk 10019,
~— * ~ '

,. PAYES is designed to assist progdgm directors

o

University Press, Stamford, Cqdlifornia 94305.

The S¥rong~Campbell Interest Invenfory ig desi
individuals discover interests in the followin
themes: investigative, artistic, realistic, c

teachers in, the .guidance of persond with low ve

- they prepare for entry level emplo mgnt. It is based on

. extengive research in measurement by ETS for school dropouts,
" potential dropoutts and disadvantaged youth. The battery is
divided into three general categgoriés:’ Attitudinal Measures (jo
holding skills, attitude toward supervision, self-confidence); s

-3 Strong—Camﬁbg}i Interest Inventory, revised ed
Strong and Pavid P. Camplell; ; Ages 16 and over; Stanford

.
i

»

-

’

~ -

gned‘to help
g ocCcupational
onventional,

-~

1

, covering skills in self-e on and developient, career:;
awareness, career decisign making, employﬁent-seekin&, work
effectivefess, and pers nal economics.'.Ea:E%chn has -60-70

be ours In‘additﬁonnto
.printed materials, a sound filmst ip for staff and student .
orientation is provided. Materifls can bg hand scored, but those
requesting central computer ‘scoring have available a combination

, of norm~referenced and criterion-referencad interpretations.

. They provide class as well as individual "Summary repotts.

done; thus, users must

», counselors, and
rbal skills as,

4

1

’

andh;,df"swrés,;'f C
of” the:
reening for caréer . =
ng“gargehigﬂuéhtion;;f

Grades 9—i§ﬁénd L .
“adultsi+ The College Board;—888—Seventh Avenue, New York, New:. Yoo '

The Career Skills Assessment Pragram was developed, to “jdentify.. -+ . .7, )

the skills most.central to successful career development and. to" =~ .«

‘provide the means for assessing student competencies -in thése, '
- areas. CSAP consists of six separate s€lf-assessment tools:,

-

carefully review items for quality consistency for . é:QK ’ '
‘competencies being .taught. The readin level (mainly grade 9-11) /
may be too difficult for some per A

» the range of jobs ’
volved in CETA

. : , .o .
d." Program for Assessing Youth Em loyment Skills (PAYES), 1979; =~ .
) ' individuals with low verbal sk lls; Cambridge Book Comp‘any,& 888

Cognitive Measures,(job knowledge, job-seeking skills, practical
reasoning); and a Vocational Interest Inventory.
time is approximately 75 pinutes. Measures of(va11dity and
ﬁeliabilify are presented in the~technical manual.

otal testiﬁg\

ition, b} Edward K. .

et

*, o7
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- gsocial, and enterprising. Basic interest scales are available
for the following: adventure, agriculture, art, athletics,
business management, domestic arts, law/politics, mathematics,
mechanical activities, medical science, medical service,
merchandising, military activities, music/dramatics, nature,

‘office practices, public speaking, religious activities, sales,
science, social service, teaching, and writing. Individuals are
also rated as to how their interests compare with individuals
already working in 124 different occupations. An academic
orientation scale and introversion-extroversion scale are also
inpluded. 3The test requires from 20-30 minutes to complete, and
scoring must be purchased through authorlzei scoring agencies.

USES' General Aptitude Test Battery (GATB) Forms A B, C, and D:
1970; Grades 9~12 and adults; United States Department of Labor,
Manpower, Administration, Washington, D.C. 20210.

GATB is a multiple aptitude test-battery testing the following
areas: intelligence, verbal, numerical, spatial, form
perception, clerical perceptlon, motor coordimation, flnger
dexterity, and manual dexterlty. Administration time is
approx1mate1y two and one~half hours for the total battery. Also
avallable is the USES Nonreading Aptitude Test Battery, a .
comparable instrument for nonreading populations. GATB was
developed by the United States Employment Service for use in its
occupational counseling program. Minimum aptltude scores and
norms for specific occupations are provided for use in
counseling. Use of the GATB as a measure of 1nte111gence is not
advised.

Vbtational Opinion-Index (VOI), Forms A and B; Associates for -
Research in Behavior, Inc., The Science Center, 34th and Market
Street, Phlladelphla, Pennsylvania 19104.

The Vocatlonaf‘Oplnlon Index is a short paper—and-~pencil t test to
easure an individual's Job Readiness Posture (JRP) - att1tudes,
perceptions’ and motivations which impact on ability to obtain and
maintain a jgb. The 58 item VOI can be_ administered in about 20

minutes and assesses the,follow1ng dime®sions: attractions of
work, losses associated with obtaining and maintaining a job, and
barriers to employmerft. The test provides a diagnosis of reasons
contributing to an individual*s classification as a potential
nonworker, andycan be used to develop prescriptive material to _

he

* improve the JRF. The te3t, available in English and Spanish,
must be scored by the publisher. The VOI was designed, tested
.and normed specifically for the economically disadvantaged
population. Research has been done to establish the va11d1ty and
reliability of VOB. \

Wide Range Employability Sample Test (WREST) by Joseph F. Jastak
and Sarah Jastak; 1980; Ages 16~55; Jastak Associates, Inc., 1526
Gilpiq Avenue, Wilmington, Delaware 19806.

4 ~

§

o




The WREST was originally designed for use with mentally and
phygically handicapped individuals, but has more recently been
reMised for use with' the general population. Thedten work sample
tasks included are: folding, stapling, packaging, measuring, tag
stringing, gluing, collating, color and shade matching, pattern
matching, and assembling. Each task takes seven to 15 minutes to
complete, while the entire=test requires about one and one-half
hours for individual administration, and two hours for small
groups of three to six persons. Norms are provided for
production quantity and .production quality for the general =
population and for special groups,

‘Basic Educational Skill Assessment:

-

a..

>

AAnalysis of Skillsg: Language Arts.(ASK-Language Arts) byO. F.

Anderhalter, Neil J. Vail, and Joseph F. Papenfuss; 1975-76;
Grades 2-8; Scholastic‘Testing Service, Inc., 480 Meyer Road,
Bensenville, Illinois 60106. ’

ASK-Language Arts is an objective-referenced and norm-referenced
test measuring skills in capitalization. and punctuation, usage,
and sentence knowledge/composing process. Each of 36-58 skills
are tested by three items, and the results are given as mastery,
partial mastery and non-mastery of each skill. The fest iz
available in six levels, with the overlapping of grades (2-3,
3~4, etc.). Approximate administration times vary from 60 to 90
minutes. Rental and scoring services are available. No data on
reliability is pPresented, nor are norms given for the sgkill
scores. ’

-

- b.ﬁ‘Diagﬁostié_SkiiiggBétte;;ﬂ(Béﬁj, Form A and(B; 1977; Grades 1-8;

Scholastic Tesping Service, 480 Meyer Road, Bensenville, Illinois
60106. *

~

The Diagnostic gkills Battery tests reading and mathematics in:
four levels for grades 1-8 (Levels 12, 34, 56, and 78), with
language arts also included in Levels 34, 56, and 78, The tests
ﬁﬁe similar to those of the Analysis of Skills test series
published by the same company ds described below), but test
fewer objectives. DSB focuses on 35-45 objectives in each area
at each level, using two items per objective. Test
administration time is approximately two hours, 40 minutes. Both
objective-referenced scores and norm-referenced scores are
reported. The General Manual contains the rationale for the |
tests as well as an explanation of the scores reported.
Descriptions of the standardization procedures, and internal
characteristics of the test are also provided.

General Educational Performance Index, Forms AA and BB, by
Don F. Seaman and. Anna C. Seaman; 1981; Adults; Steck-Vaughn
Company, P.O. Box 2028, Austin, Texas 78768. K




the extent to which adults are ready to attempt the General
Educational Development test. The five subtests include writing,
reading, mathqutics, social studies and science. Administration
time is approximately three hours. Test scores may be useful for
grouping:for instructional purposes or following progress in =
test-retest situations. A description of the test’construction
and standardlzatlon procedures, along with the test' .8 validity
and reliability, are included in the Manual onglrectlons.

The General Educational Performance Index was devised to measure | .

High School Equ1va1ency Test Guide by Raymond G. Hodges; 1975;
Adults; P.A.R. Inc., Abbott Park Place, Providence, Rhod® Island.
. %
The High School Equivalency Test Guide is a test primer for the
GED, 31m11ar 1n some aspects to the General Education Performance
Index descrlbed[earller. Subscores are available in the
following areas: correctness and effectiveness of expression
(spelllng, capitalization, punctuatlon, usage, effectiveness of
expression, diction and style); interpretation of reading
materials in literature, social studies and general science; and
general mathematical ability. The test guide contains 310
multiple choice items. ' N

Minimum Essentials Test, Forms A, B, and C, by John W. Wick and
Jeffrey K. Smith; 1980; Grades 8-12 and adults; Scott, Foresman
and Company, 1900 East Lake Ave., Glenview, Illinois 60025.

The Minimum Essentials Test measures student achievement in ‘ ’
reading, language, and mathematics, and provides information on
the student's ability to apply basic skills to life 31tuat10ns.'
An opt10na1 writing test 1s included. The 124-item test requires
about one dnd one~half hours to administer. The reading section
covers literal comprehen81on, inferential comprehension, context
clues, and main idea. The language section assesses knowledge in
punctuation, capitalization, and sentence structure. The
mathematics test covers basic arithmetic operations for whole
numbers, fraetions, decimals and percents. The life skills
section tests the application of those skills in communication;
finance; government and law; health, safety and nutrition;
transportation; and occupations. Both norm~referenced and
criterion-referenced scoring information is available, with
standards of mastery set by the local user. Informatidn on the
tests' development and additional technical data are provided in

the Teacher's Manual. .

Objectives—Referenced Bank of Items and Tests: :Reading and
Communication Skills (ORBIT: RCS); 1975; Grades K~Adults;
CTB/McGraw-Hill, Del Monte Research Park, Monterey, California

93940. .

ORBIT: RCS is a collection of 335 objectives and corresponding
test items from which educators can select those most appropriate
for their local goals and programs. Objectives and items are . ‘

[ - o9
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available in the following areas: visual discrimination, phonic
analysis, structurdl analysis, word meaning, literal
comprehension, reference skills, language mechanics and language
expression. Each objective indicates the vocabulary level of the
corresponding items (primary through 10th grade). Scores are
reported for each subtest with the criterion level for all
subtests established at 75 percent. Each subtest requires
approximately five minutes to administer. If a get of items
requires oral administration, or requires more than one page,
that informagion is noted in the catalog of objectives. Tests
are available in two formats, and include an examiner's manual.
Objectives booklets are also availabfe. Low reliabilities for
subtests, and the need for precise recordkeeping, may be concerns
for the potential user.

-~

g: SRA Norm-Referenced/Criterion-Referenced Testing Program;

" 1971-76;. Grades 3~9; Science Research Associates, Inc., 155 N.
Wacker Drive, Chicago, Illinbis 60606.
The SRA Norm-Referenced/Criterion-Referenced Testing Pro ram is a
collection of tests that .can be used in a variety of combinations
to fit local needs and circumstances. The norm~referenced tests
contain 30 items and require 25 minutes to administer. The
criterion-referenced tests require 45 minutes to administer and
contain 13~15 objectives with three items per objective. Reading
.CRT's are available in the following areas: phonic analysis,
strctural analygis, Vocabulary, comprehension and study skills.
Agencie8 desiring customized CRTs may select from the Mastery:
An Evaluation Tool reading or ma atics objectives. The
Survival Skills Reading and Mathematics tests are presented as an
“optional componient. Some technical data is available in the .
NRT/CRT Interpretive Manual, but close examination should be made
of the validity and reliability data of the individual tests
being considered. . i

1

h. SRA Survival Skills in Reading and Mathematics; 1976; Grades
6-Adult; Science Research Associates, Inc., 155 N. Wagker Dr.,
Chicago, Illinois 60606. . Ce

The SRA Survival Skills Test, a criterion-referenced test,
measures 20 objectives in math and 20 objectives in reading.
Each objective is measured using three items. The test requires
approximately two hours to complete. Tests may be hand or
machine scored. Suggested mastery level for each item is 100
percent while mastery level for each test is suggested as 80
percent. The available student data includes the percent of
students mastering each objective, performance on each item, and
overall test performance. Group data includes the percent of
students mastering each objective,. the percent of students
'iesponding to each item correctly, the average overall test
performance, and the distribution of studentsg mastering
cumulative numbers of objectives. ——
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Steck~Vaughn Placement Survey for Adult Basic Education Forms
I-K, I-L, II-M, and II-Q, by Beth Ann Phillips; Adults with
educational skills from grades 1-8; Steck-Vaughn Company, P.O.
Box 2028% Austin, Texas 78768. .

The Steck-Vaughn Placement Survey/for Adult Basic Education is
designed to assess skills from a nonreading level through 8th
grade. Skills are assessed in the areas of reading, language,
and mathematics and include phonicg;” vocabulaty, comprehension,
capitalization, punctuation, spelling, English usage, money, word
problems, and operations with whole numbers. Test administratiom™
time is approximately 15 minutes for each sectlon, or 45 minutes
for the entire survey. A word list is used as an initial
screening device to prevent learners from experiencing excessive
frustration when taking certain barts of this survey. A Skills
Breakdown Chart is provided to help identify specific strengths

" and weaknesses. Prescriptions are given by grade level, keyed to

other Steck~Vaughn publications. Technical data-is not included
in the examiner's manual.

Test$ of Adult Basic Education (TABE); 1976; Adults with reading
levéls grade 2-9; CTB/McGraw~Hill, Del Monte Research Park,
Monterey, Califgqrnia 93940. . .

TABE is a measure of adult .proficiency in the basic skills of
readlng, mathematjcs and language. The test is available 1n
three levels, E (easy), M (medium), and D (difficdlt), and
réquires from 127 minutes to 209 minutes to complete. Subtest
scores are reported for vocabulary, comprehension, computation,
concepts and problems, mechanics and expression, and spelling.
Scores are reported as standard scores dnd grade equivalent
scores. TABE is the adult version of the California Achievement
Test (CAT-70), and uses the same bagic content and format. Norms

are available, but they are based on CAT-70, rather than TABE.

USES Basic Occupational Literacy Test (BOLT) Forms A B, and C'

1973; Educationally disadvantaged adults; United States

'.Department of Labor, Bureau of Labor Statistics, 1515 Broadway,

New York, New York 10036. . .

BOLT is a test of basic reading and math skills developed for use

with educationally disadvantaged adults. It is available in
three forms at four lewvels: fundamental, basic intermediate,
high intermediate, and advanced. Administration of the ﬁOLT is
preceded by giving the Wide Range Scale, a brief screening ng test
in reading and math, to determine the appropriate level of BOLT
for the individual. Subscale scores are available in feadlng
vocabulary, reading comprehension, arithmetic computation, and

' arithmetic reasoning. Subtest raw scores are converted to

standard scores, which arg translated to a GED (General

| et
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Educational Development) level. Counselors can compare literacy
skills on the subtests with occupational skill requirements
provided in the suppleménts to facilitate vocational placement.
The entire test requires approximately 130 minutes to administer,

and can be hand or machine scored.

Analysis of Skills: Reading (ASK-Reading) by O.F. Anderhalter °
and Frances Shands; 1974-76; Grades 1-8; Scholastic Testing
_Service, Inc., 480 Meyer Road, Bensenville, Illinois 60106.

ASK: ‘Reading is,a criterion~ and norm-referenced test measuring
skills in the following areas: word analysis, comprehension, and
study skills. Skill scores are interpreted as mastery, partial

' mastery, «and non-mastery in the following categories:

discrimination, phonetic analysis, structural analysis, word
recognition, vocabulary in ‘context, literal comprehension,
inferential comprehension, critical comprehension, library and
reference sgkills, organization skills, pictorial and graphic

‘- material, and following directions. 1In most cases, each gkill is

b.

Ce

measured- by three items. Total test administration times vary
(depending on the test level) from approximately 135 to 175
minutes, divided among three testing sessions.

Criterfon~Referenced Tests: Reading Tactics, Levels A - F,
Olive Stafford Niles and J. Japp Tuinman; -1981; Grades 7-12;
Scott, Foresman and Company, 1900 East Lake Avenue, Glenview, IL
60025, .. ) .

. I
- Reading f%cticsriéﬁgg instructional program which is designed .

primarily for students who are typically below average in their
reading gkills. The criterion-referenced tests are the
"diagnostic and evaluative components of this system. The
concepts and skills taught in the Tactics program are defined by
12 Program Objectives and 78 Skills Objectives in the following
areas: word attack (context, structure, sound, and dictionary),
inferences, central focus, relationships, sentence meaning,
judgments, figurative language, imagery, and flexibility. Each
objective is measured by a six~ to eight- item subtest, which is
available in either hand scored or machine scored editions.
These tests can be used to their greatest advantage ‘when used in
conjunction with the other elements of the instructional program.

Fountain Valley Teacher Support System in Secondary Reading
(FVTSS-SR) ;. 1976; Grades 7-12; Richard L. Zweig Associates, Inc.,
-20800 Beach Blvd., Huntington Beach, California 92648.

_The Fountain Valley Teacher Support System in Secondary Reading
(FVTSS-SR) is a continuation of the earlier edition which was
developed for grades 1-6. Sixty-one specific objectives are
divided into three subtest arean comprehension, study skills,
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and vocabulirb. Subtests are of varying lengths with the
majority consisting of four or six items. An optional Survey . '
test is available for initial screening of students. While the .
sybtem assesses student mastery of specific objectives and .
provides references for remediation, the extensive record-
keeping required may inhibit some potential users.

Gray Oral Reading Test; 1967; Grades l-Adult; Bobbs~Merrill

Company, 4300 West 62nd Street, Indianapolis, Indiana 46268. 4

'
The Gray Oral Reading Test 1s useful as an adjunct to silent
reading tests. The test 1s available in four comparable forms, ~
with 13 passages ranging in difficulty levels from pre-primer
through adult. The examiner presents different passages for the
student to read aloud, progressing until the student makes seven ‘
or more errors on two successive passages. Errors are classified )
as aid, gross mispronunciation of -a word, partial
mispronunciation, omission of a word or group of words, insertion
of a word or group of words, repetition:of one or more words, and
inverting or changing word order. Instructions are provided for
scoring the four comprehension items glven at the conclusion of
each passage. - . !

Individualized Criterion Referenced Testing: Readimg (ICRTR),
Forms A and B; 1973-76; Grades K-8; Educational Development Co
Corporation, P.0O. Box 45663, Tulsa, OK 74145.

The ICRTR consists of nine levels of tests covering 345 . ‘
overlapping objectives, with two items per objective. Each level

includes from two to nine minibooklets covering from 16 to 72

objectives. Objectives include letter recognition, phonetic

" anmalysis, structural analysis, literal and critical

comprehension, and vocabulary. Tests are available in machine-
and hand-scorable editions. The items appear to have content
validity in that they reflect the objectives accurately. The
manual does not discuss in detail other questions of objective
and item seﬁection, nor doe§ it discuss field test information on
final test forms, assignment of objectives to a level,

development of the continuum of obJectlves, and the reliability
of the test in general. Test results are reported in the form of
a student summary, listing the objectives the student. has
mastered, as well as the objectives needing review.

An Evaluation Tool: Reading (System for Objective-Based "

"‘Assessment--Reading (SOBAR), Forms L and M by the Center for the

Study of Evaluation, Unlversity of California at Los Angeles;,
1974-76; Grades K-9; Sciénce Research Associates, Inc., 155 N.
Wacker Drive, Chicago, Illinois 60606.

.3 . .
SOBAR is a .set ef criterion~referenced subtests 1n six areas:

.comprehension, letter recognition, phonic analysis, structural

analysis, study skills and vocabulary. Each grade level test
includes from 25-35 objectives, each meassured by three items. ‘

C1
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Each subtest can be administered™in approximately three minutes.
The potential user has the option of selecting from 302
objectives for a customized test in either English or Spanish.
Scoring services available,inc{;?Z performance- on each objective,
as well as performance on the tpfal test for each pupil, class or '
system. The manual recommends a program of criterion-referenced
probes called Diagnosis: An Instructional Aid. SOBAR provides
additional instructional prescriptions based on pages from basal
texts and supplementary ma?e?iqls. 1

Pérformance Assessment in Readi (PAIR); 1978; Grades, 7-9;
CTB/McGraw~Hill, Del Monte Research Park; Monterey, California

93940. 3

. ) .
PAIR provides identification of learner needs in basict reading
skills and instructional prescriptions referenced -to those
skills. The 72~item test is divided into two sections for
administration: reading enabling skills and life role
applications. Each section requires approximately 50 minutes to
cdmplete. Reiding subtests include vocabulary, literal
comprehension, critical comprehension, and location/study
skills. Life role applications include pictorial representation,
reference, forms and documents and rules and regulations. Local
programs set the standards of mastery. Reporting services are
available from the publisher.

Power Reading Survey Test by William E. Blanton, James L. Laffey,

Edward L. Robbins, and Carl B. Smith; 1973-75; Grades 1-12; BFA
Educational Media, 2211 Michigan Avenue, P.?. Box 1795 Santa
Monica, California 90406.

The Power Reading Survey Test is a series of three
criterion~referenced tests measuring 105 objectives in three
areas: word recognition, comprehension and study skills., Test
administration time ranges from one to five hours depending on
the test level used. Approximate test administration times are
one hour for Power 1, two hours for Power 2, and five hours for
Power 3. The Power tests are a part of the Power Reading System,
a program for diagnosis and remedial instruction which includes
lesson plans and additional tests which must be reproduced
locally. Some of the tests in each level must be administered
individually. A recordkeeping -system is included for monitoring
the progress of individual students by objective.

Stanford Diagnostic Reading Test (SDRT), Forms A and B, by Bjorn
Karlsen, Richard Madden, and Eric F. Gardner; 1966~76; Grades
1.5~13; The Psychological Corporation, 757 Third Avenue, New
York, New York 10017. . . '

The Stanford'Diagnostic Reading Test is available in machine~ or
hand~scorable editions at four levels. The red level, designed
for grades one~three, tests abilities in word reading,
comprehension, auditory vocabulary, auditory discrimination and

‘
[N
!




phonetic analysis. The green level, for grades tﬁo-five,
measures auditory vocabulary, auditory discrimination, phonetic
analysis, structural analysis, and literal and inferential
comprehension. The brown level, for people with #eading ability
in the four-nine grade range assesses abilities in auditory
vocabulary, litera} and inferential comprehension; phonetic
analysis, structural analysis, and reading rate. The blue level
(grades nine-13) tests literal and inferential comprehension,
vocabulary (word meaning and word parﬂp), phonetic analysis,
. structural analysis, and rate {scanning," skimming and fast
"reading). Administration times-vary from 115 minutes to 165
minutes. Content-referenced scores and norm- ! |
referenced scores are provided along with suggestions for
prescriptive teaching and instructional alternatives.
j+ Woodcock Reading Mastery Tests. Forms A-and-By by Richard W.
Woodcock, 1972-73; Grades K-12; American Guidance Service, Inc.,
Publisher's Building, Circle Pines, Minnesota 55014,

The Woodcock Reading Mastery Tests is an individually
administered test measuring abilities in the following areas:
letter identification, word identification, word comprehension,
and passage comprehension. Although the predicted administration
time is 20-30 mimutes, poor readers may reqiire much longer.

Mathematics:
!
a. Analysis of Skills: Mathematics {ASK-Mathematics) by 0.F.
Anderhalter; 1974-76; Grades 1-8; Scholastic Testing Service,
Inc., 480 Meyer Road, Bemsenville, Illinois 60106.

ASK-Mathematics is an objective-referenced and norm-referenced
test measuring skills in the following areas: computational
skills, concepts, and applications. 8kill scores are provided
for the following areas: positive whole numbers, fractions and
decimals; negative integers; computational processes; numbers and
numeration systems, properties, and theory; set notation and
operation; common measures; metric and nomnmetric geometry;
percents; statistics and probability; trigonometry; functions and
graphs; ratios and proportions; mathematical sentences and
algébra& everyday problems; and use of specific concepts. Each
skill is tested by three items, and the results are given as
mastery, partial mastery, and nonmastery of eacéh skill. The test
is available in seven levels, with overlapping of the grades 1-8
(1-2, 2-3, etc.). Approximate administration times vary from
100-180 minutés, dividéd among three tésting sessions.

b. Diagnostic Mathematics Inventory (DMI), Levels A - G, by John
Gessel; 1971-75; Grades 1.5+8.5; CTB/McGraw~Hill, Del Monte
Research Park, Monterey, California 93940. ‘

The DMI is a criterion~referenced test measuring 325 specific
objectives using four items per objective. The individual

£3
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diagnostic report and the objéctivqs’mastery report '‘forlthe
entire class reflect learning on an objective~by~objective
basis. The objectives are in the following general areas:
numeration, computation, fractionms, decimals, negative numbers,
number properties, numerical reasoning, number theory, metric
geometry,°measurement, money, temperature, time, geometry,
percents, and set notation. Suggested mastery level is 75
percent though local standards may be substituted. Included in
the testing materials are a teacher's guide and a learning
activities guide. Also available are reference guides to each
textbook keyed to DMI and a guide to nontextbook materials.

c. Pountain Valle Teacher Su port System in Mathematics (FVTSS-M);
1972~74; Grades K-8; Richard L. Zweig Associates, Inc.; 20800
Beach Blvd., Huntington Beach, California 92648.

’ !

.The Fountain Valley Teacher Support System in Mathematics is a
series of 786, subtests, each measuring a specific objective in
ilowing areas: applications, .functions and graphs,

one of the fo
geometry, logical thinking, measurement, numbers and operations,
problem solving, sets, -statistics and probability. The test is
administered by tape cassette in both self-scoring and
hand~scoring editions. Tests r@gmice from 11-25 minutes per
subtest. Looseleaf prescription guidés and individual record
forms are included with the test manual for each grade, While

this ‘system assesses student mastery of specific objectives and '

provides references for remediation, the amount of recordkeeping
required may be prohibitive for some instructors.

d. Individual Pupil Monitoring System--Mathematics
(IPMS~Mathematics), Forms S and T; 1973; Grades 1-8; Riverside

Publishing Company, 1919 South Highland Avenue, Lombard, Illinois
60148. : :

s

The IPMS~Mathematics is a criterion-referenced test measuring
objectives in the following areas: numeration and number
systems, basic mathematical operations, geometry, measurement ,|
problem solving, probability and statistics, and sets. The
system includes a gseries of tests that are grouped into
"assessment modules," answer sheets, pupil progress records,
teacher management records, behavioral objective booklets,
reference booklets for individualizing instruction, and teachers'
guides. There are from 47-64 objectives for each grade level,
with 442 objectives in all. The objectives in the assessment

" module match those generally taught in the fall, winter or spring
quarter of each year. Levels one~three have five items per
objective, while levels four-eight have ten items per objective.

e. Individualized Criterion Referenced Testing; Math (ICRIM), Forms
A and B; 1973-77; Grades 1~8; Educational Development
Corporation, P.0O. Box 45663, Tulsa, Oklahoma 74145,




f.

g

’

[AFullToxt Provided by ERIC
LI “ .

The ICRTM consists aof eight levels of tests measuring 312
objectives in the following areas: sets; bases/numeration
systems; addition and subtraction/whole.numbers; place value;
equations and inequalities; properties of addition and
subtraction; money; time; geometry; fractions; measurement; word
problems; multiplication of whole numbers; division of whole
numbers; properties of multiplication and division;
multiples/prime and composition, factorization; estimation and
rounding; graphs and scale drawings; decimals and percents;
exponéntial notation; ratio and proportion; and operations of
rational numbers/integers. Objectives are measured by two items
each, and are grouped in four or five booklets for each level.
Mastery levels are established as 100 percent for all tests. The
tests are available in machine~ or hand-scorable editions. Test °
results are reported as a student summary, listing the objectives
the student has mastered, as well as the objectives needing
review. '

KeyMath Diagnostic Arithmetic Test by Austin J. Connolly, William
Nachtman, and E. Milo Pritchett; 1971-76; K~6; American Guidance
Service, Inc., Publisher's Building, Circle Pines, Minnesota
55014, '

KeyMath Diagnostic Arithmetic Test is an individually
administered test originally developed for use with educable
mentally retarded children. Subtest scores are available in the
following areas: numeration, fractions, geometry, symbols,
addition, subtraction, multiplication, division, mental
computation, numerical reasoning, word problems, missing
elements, money, measurement, time and metrics. The items are
keyed to objectives and deficit areas are defined 'in detail,

K

. allowing accuratke remediation. The items are prezqnted in an

easel kit folder and the test requires approximat&ly 30 minutes .
to administer. The testing packet includes diagnostic records
and manual. .

~

Mastery: An Evaluation Tool: Mathematics, Forms X and Y; Grades

K~9; Science Research Associates, Inc., 155 N. Wacker Drive,
Chicago, Illinq}s 60606. .

«
Mastery: An Evaluation Tool: Mathematics is a set of
criterion-referenced subtests in ten areas=-~fractional numbers;
geometry; integers; measurement; numbers and numerals; sets,
functions and graphing; sets, logical thinking and geometry;
statistics and probability; whole number comggtations; and whole

numbers. - Each grade level test ipcludes from 15 to 40
objectives, each measured by three items. They can be
administered in approximately three minutes each. Scoring and
reporting are similar to SOBAR with mastery levels at

100 percent for each subtest. A user's guide, manual, and manual
supplement are also available.:

_—
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| Mathematics: IOX Objectives-Based Tests, Forms A and B; by Ira ‘
Moskow, Denis Purcell, and Don May; 1973-76; Grades K-9; Q
Instructional Objectives Exchange, Box 24095, Los Angeles,
California 90024. . ’

-

Mathematics; I0X Objectives-Based Tests are 280 : (
criterion-referenced tests with five-ten items based on
behavioral objectives. The K~6 tests assess skills in the
following areas: . sets and numbers, operations and properties,
numerations and relations, measurement and geometry. Tests for

“grades ‘seven-nine include measures in the following aréas: . N
elements, symbolism, measurement, geometry, operations and
relations. Printed on spirit masters, each test requires
five-ten minutes to administer.

Objectives-Referenced Bank of Items and Tests: MatHematics
(ORBIT: * M); 1975; Grades K-Adults; CTB/McGraw-Hill, Del Monte
Research Park, Monterey, California 93940. ]
ORBIT: M is a customized, criterion-referenced test consisting
of four-item, single objective subtests covering up to 50
objectives. The 507 available objectives correspond with items
in the following 18 areas: addition, subtraction,
multiplication, division, number and numeration, number theory,
number sentences, number properties, set theory, common scales,
geometry, measurement, graphs, coordinate geometry, word
problems, probability and statistics, algebra, ratio and
proportion and percent. Subtests are categorized accordiﬁg to
the grade range in which each objective is typically introduced
and mastered. Each subtest requires approximately five minutes
to administet. If a subtest requires oral administration, or
requires more than one page, it is noted 'in the catalog of

objectives available from the publisher. The customized tests _ _ —

.

7 "dareavailable in two formats, hand~scorable or machine-

scorable, and each includes an examiner's manual.

~ Stanford Diagnostic Mathematics Test is available in machinef or
hand-scorable editions at four levels. The red level, designed
for grades one-four, tests abilities in number system and !
numeration-simple and compound, addition and subtraction, story
problems, tables and graphs, geometric shapes and properties,
time“and money. The green level, for grades three-six, tests
concepts of whole numbers, decimals, ordering, rounding,
addifion, - subtraction, multiplication, division, simple and
compound number sentences, story problems, geometric shapes and
properties, metric system, time and money. The brown level
(grades five~eight) tests the same concepts as the previous one,
with adjustments made for grade level. It also includes both
metric and English systems of measure. The blue level, (grades
seven-13) measures many of the same concepts as/the previous two
levels, with the addition of rate problems. Test administration
times range from 95-120 minutes per level. Norms are provided,
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. along with percentile ranks and) stdnines by grade. Individual
diagnostic reports and pupil profiles Identify individual
strengths and weaknesses and facilitate remediation irn*the
general areas. If more detailed information is needed, a locally
prg%ced test might serve better.

-

s

.




"‘Selected Bibliography of Helpful Resources : o

-

Thé selection of resources listed here is not meai¥ to be
exhaustive; rather it is meant to provide the reader with a
manageable list of useable and readable documents.. Some are
research findings; some are theory; some are practical guides; and a
few provide actual curriculum activities ‘that can be done with young
people.
. ‘ P
A code_is used *to specify the type of resource presented; the code is -

B - Books ) .

J - Journals

Av--Audio-Visual Materials . ) .

1
‘P -~ Papers, Monographs, 'Guides, Reports and others

C - Curriculum Activities
L]
»

Boston YWCA Connections. A Program for Middle School Students
about Women and Work and Skills for Good Jobs. Women's
Educational Equity Act Program, U.S. Education Department, 1980.

Bennett, Lawrence, andkothers. Counseling in'Correctional
Environments. New York: Human Sciences Press, 1978. -
Butler, Erik and Darr, Jim. Lessons from Experience: An Interim
Review of the Youth Employment and Demonstration Projects Act.
Center for Public’Serfvice, Brandeis University, 1980.

Dictionary of Occupational Titles, U.S..Department of Labor, U.S.
Employment Service. \October, 1977.

- - b,
Giving Youth a Better Chance; A report of the Carnegié Council on
Policy "Studies in Higher Education. San Francisco: Jossey-Bass,
1979. ' ' ' -

’

‘ , . -
Gold, Martin. “Scholastic ;xperrences, Self-Esteem, and.
Delinquent Behavior: A Theory for Alternative Schools®, Crime and

Delinguency, 1978. . ‘
- ~

Grasso, John and Shea, John. Vocational Education and Training: - QA
Impact on Youth. Berkeley: The Carfegie Council on Policy ’
Studies in Higher Education, 1979. .~ .

~

Hamar, R; Hunter, A;'Mdore, M, Women In Nontraditional Careers
Curriculum Guidg, Portlgnd, Oregom: Northwest Regional
Educational Laboratory, 1981. :
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—-1xhur 1(11eﬁ“§e "Réﬁétte. 'Pre-EmpIByment Sllde/”hpe Program for Limited

) . ggggl1sh Speakers. Educational Media and Currlculum Consultant
e ’ (890 - S E. Merryman-Street) Sherwood Oregon, 97140.

BN

- - ~3J Holland, J.L. Making Vocational Choices. Englewood Cliffs,
N.J.: Prentice-=Hall, 1973. . .
:". L. ' B Hoytr.Kenneth. Career Education: What-It Is and How toADo It.
- S, Olympus Publishing Co. ’
I . B Human InEerac;ion'Research Institute. New Career Options for

L Women: A Counselor's ‘Source Book. Los Angeles: Human
' ‘Interaction Research Imstitute. ) L

R C/B Jackson, \Toms Guerilla Tactics in the Job Market. New York:
b e T Bantam- Press, 1978. B : /

C/B Lawsbn, Jane and Finn, Peter. Career Education Activities for
, . - Subject-Area Teachers, Grades 1-6, 6-9, 12. Cambridge, )
e - - -Massachusetts: Abt Publications, 1975. )

. P Mangum,-Garth, ed. CETA: Results and Design; The National
COunc11 on Employment Policy, 198l.

P‘/Mlnnesota CETA~~Education Task Force. Plannlng Together: A Guide

for CETA and Education Program Planners. For National Association
of State Boards of Education. .August, 1979.

P Minnesota State Department of Education, Youth Employment Unit.
Partners-~CETA Education Youth. Minnesota: February, 1979.

-\ .

- B Mitchéll, Anita M. Career Devélépmenf Needs 9f Seventeen

o - o Year-Oldsw_, Falls Church, V%iginia: American Personnel and
"\ Guidance gzgﬁgiation, 1978. }
. < - - ) . Lo -~

. C/B Mitchell, Joyce Slayton. Free to Chooge: Decisiop~Making for
Young Men. New York: College Entrance Examinati¢gn Board, 1978.
- - .

‘

~

s o ‘f/ c/B MitchelI Joyce Slaytoni. I Can Be Anything~~Careers and Colleges
. - for Young Women.— New York: TCollege Entrance Examination Board,
1978. . - T

C/B Mitchell, Joyce Slayton. The Work Book: A Guide to Skilled
' Jobs. Bantam Books, 1978.
—

-

« P, National Center for Research in Vocational Education. Career .
) Resource Centers:;. A Guide to Expanded Career Gliidance Services
and Career Education Delivery Systems. National Center for
Research in Vocatlonal Education (1960 Kenny goad) Columbus, Ohio
43210, 1977.
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P National -Commission for Research on Youth. Technical Assistance

- for Youth Participation in Youth Employment Pro ramg: A Catalogue
for CETA Youth Directors. Washington, D.C.: National Commission
for Research on Youth. '

P National Youth Practitioners' Network. "Focusing Better on
. Youth: Legislative Recommendaticns from the Field." The Center
- " for Public Service, Brandeis University, 1982.

P Nortwestern Voeational Gurriculum Management Center. Vocational '

Curriculum Catalogue. Washington State Commission for Vocational
Education, 9th Issue, 1982.

P Prg;;man, Harvey« Linking School and Work, Youthwork, Inc. April
1 9 . ! ¢

Selz, Nina The Teachidng of Employgbility Skills: Who's
Responsible? Columbus,\Ohio: The National Center for Resegrch in
Vocational Education, “The Ohio State University, 1980.

B Wirtz, Willard. The Boundless Resource. Washington, D.C.: The
New Republic Book Company, Inc., 1978.

-

* P Youth: Transition to Adulthood, Report of the Panel on Youth of
the President”s Science Advisory Committee, June 1973.

.
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Assessment is a process of determining the quality,
of program performance. In the LWT models that
an extensive assessment was undertaken tod

did,
scho

Program planners or evaluators must
assessment .

for

PROGRAM ASSESSMENT

character and extent
operated in, Washington,
etermine whether the models

in fact, have any effect upon the level of coordinqtion“ﬁétwaen
ols and the employment and training agencies.’

assesgment.

-

related to your own program, as well.)

1.

assessment?

<
What are the purposes of

What aspect's or components

-available. to carry qut

of the program will be
measured?

How will data be e
gathered?

When will datQJbe”
gathered? ;

[}

What will be done with
data? )

i
What resources are

e

.assessment activities?

You

I3

Ao

can do a number of thfﬁg§¥

rather than a threatening on

' To determiné effect —.
--\_of models on coordin-

LWT"RésEonse

atione.

Administration, Services
to Youth, Educational/
Employability Develop-
ment Services, Transition
‘to Work. . -

Project Coordinators
complele self~assesgsment;
outside person completes
same assessment “based on
interviews.

.Prior to implemeﬁtiqg the
models, and periodically
throughout duration of
funding.

¢ ’ .t
Reported to Employment'
Security.

Contract with outside

"agencies.

~

make a number of choices relatéd to
Questions such as the ones listed below can guide planning

(You may use the list to sketch’ some initial thoughts

Your Response

—

N

3

N

to help make assessment a positive process

Let everyone who is going to be involved know that assessment is

to take place.




A v

p] B . .
- o 1If possible, involve people who w1ll be affected “in plannlng the

) “ .- ’
. assessment . : ‘
- P - . .
. L ; . -

+o Let people know why #t is being done, who is doing it'and how.they
’ can benefit from it. "Nothing can be more damaglng than sprlnglng
an unexpected assgssment on program staff. , .
& ~
o Be willing to work around busy schedules *of program staff. Don't
schedule an assegsment meeting on the first day of a program's L
operation because everyone will probably be busy with kids.

Ll Q__Allow people tlme to gatheﬁ the information they need to respond
\‘ to assessment questions. : .
o- Generally, assessment questions should ask for concrete, -

measurable responses. For example, 'How many students were
enrolled in your program?" should elicit a direct answer.
4

In the case of Let's Work Together, we found that it was difficult to
: measure ‘'‘coordination,” so we decided to include a category of
“"indicators" which would provide!concrete guidelines to respondents. ' For
g\~—’// instance; ome item on the assessment' instrument asked people to describe .
‘the extent to which “work experiences were utilized to develop ‘
employability.skills." The suggested indicator was whether there was 3
match between a worksite job description and needs identified on a
+students’ employability development plan.
The Let's Work Together Assessmerft Instrument may be used as i§ or
modified to meet specific situations. It lends itself well to repeated
uses so that comparisons can be made. The instrument is limited to items
‘ describing program prpcesses and procedures, and does not attempt to
el directly measure changes in students as result of the LWT models. The
“instrument cEntalns a set of directions that describe how to use it, and

it requn'ea 10 spec1a1 tralnlng. |
T - I

e, ’
’ »
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4. ~ . "LET'S WORK TOGETHER" PROJECT

- X Assessment Instrument »

. \ ' . COMPREHENSIVE HIGH SCHOOL MODEL

<5

Prepared with funds made available under the-
. Comprehensxve Employment and Training Act (CETA),
Special Grants to Governors. State of Washington
. Employment Security Department, Employment and
ining Division. John Spellman, Governor.
Norward J. Brooks, Commissioner.

September 3, 1981

. f' Education & Work P
‘ < & s,\tzst Regional Educatlonal Laboratory
) Sixth Avenue. Portland, Oregon 97204
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"Let's_WQrk Together"” Project

Assessmeng Instrument

P ose

The purpose of this instrument is to determine to what degree sites using the .,
"Let's Work Together" models have been ahle to improve the coordination of
Youth Employment and Training Programs anfl vocational education services to
their students. This assessment covers the basic organizational and opera~
tional features considered essential to a vocational education/YETP colla~
borative program. ' ‘

1 .
Each program director is asked to complete the instrument. In addition, a
third-party evaluator will complete the instrument, using information gathered
~*-during interviews with program staff and participants and reviews of available
pProgram records. This process will providL a complete picture of the effective- .

‘ness of the "Let's Work Together" models in coordinating vocational education

. ’

and YETP resources for in-school youth. ¢

Use

It is useful for this instrument to be completed by a project director shortly
after the program has begun and again toward the end of the school year. Some
—Project directors may find it helpful to have the entire staff discuss their
judgments about where the program is on certain dimensions of the checklist
and to use it as a way of monitoring any areas they feel may have been neglected
or omitted in the program's operation. The completion of the instrument toward
the end. of the school year can Provide an opportunity to monitor ways in which
the operation of the program may have changed over the year.

Directions f [

This assessment instrument covers five areas of potential YETP~vocational -
education collaboration:

h P
e administration/organization :
® services éo éouth . I
° eduéatiqn/employabilié& develﬁpmené services - )
® work experiences : : ' ] .

® transition to work . .
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4 In add:.t:.on, a s:.xtﬁ section covers questions related to the specific CETA~ ‘
vocational education model being implemented. ’

Within each of these six categor:.es, a series of statements appears. wh:.ch
represent characteristics of an ideally functioning coordinated program
Persons using this instrument are asked to rate, on a scale of 1-5, the
extent to which each statement is an accurate description of their program.
/ If the item very closely describes the program, it should be rated "5." 1f
. it is partially descriptive, it should be rated between "2" and "4," depending
£ on how descriptive it is. If the program is not doing what is described in
35 - the statement, it should be rated "1." If the program as implemented was never
intended to address the item or if the item is not appllcable to your program,
that should be indicated under "Comments."

In order to help think about what rating should be assigned, a number of
. "sample indicators" are presented along with suggestions for "applicable
*T\ documentation” accompany each statement. Documentation may be informal
as well as formal’. After reading a statement, review the associated
"sample indicators" and determine what documentation exists, the statement
should probably be rated "4" or "5." 1If some of the questions are
answered negatively, a lower rating should be assigned. Persons using
this instrument are ngt asked to supply written ‘answers to the "sample
indicators," but anyone who wishes to explain or amplify a response may
do so using the space under "Comments." Comments may be especially
appropriate in supporting a rating of "1" or "5." If more space is needed .
for comments, please use the back of the sheet and write the statement .
" number to identify to which the comment refers.
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1.0 ADMINISTRATION/ORGANIZATION

1.1 Joint planning involves vocational education
and prime sponsor/YETP operator staff in
discussions of terminology, program goals,
credentials, and program operations.

1 -2 3 4 5

O Check here if your program does not ‘inte
to address this item.

Comments :

”~ P

Al

nd

‘e

Sample Ind¥fators:

How many meetings were held, in relation to the
perceived need for meetings?

a.

bid these meetings involve the people whom YOU'//d’

b,
felt were important to the planning process?
C. _ “ pid the planning progfss address all‘the issues
“it needed to? L.
) ! [ -
d. Was there consensus on ﬂhjor issues?

f

C
Applicable Documentation: ,

hf --Agenda and minutes of planninP meetings

I

. Administrative support from both thg building
and distridt levels as well as at the prime
sponsor level assures coordination of
vocational education with YETP.

1’ 2 3 4 5

E]Check here if your program does not intend

to address thiﬂ item.

Comments:

Sample Indicators: .

a. Have the administrators of the school and CETA agency..
informed staff about the existence of this program?
b. Do staffs feel that their administrations suppbrt

this program and aré committed to its success?

Applicable Documentation:

-~Administrative memorandum(a) to staff
~-Staff meeting agendas and minutes
A .

CN
Mot




1.3 Agreements between and among~a11 coordinating
Rarties assign responsibilities to the party (ies)
most appropriate to assume them; these agreements
are complete and speci fic.

.

1 2 3 4 5 \

(check here if your program does not intend
to address this item. T T

Comments:

Sample Indicators:

a. Are there signed agreements which outline the
specific responsibilities of the educational - S
‘institution and CETA Prime sponsor/YETP operator
in the implementation and operation of the program?

b. Do these agreements assign responsibilites to the
institution or agency most able ‘to carry them out
efficiently and effectively?

¢. Are all staff participating in the program aware.of
which responsibilities are assigned to whom?

d. Are these agreements complete and current?

Applicable Pocumentation:

~-Interagency agreements
~-Memorandum(a) to staff
--Staff meeting minutes

1.4 There are clearly spelled out procedures for
documentation which facilitate coordinated
activities and the sharing of responsibilities
between and among agencies, :

1 2 3 4 5.

b3 EJCheck here if your program does not intend
to address this jitem.

.Comments:

LRIC

.,

i

i

~ \

a. Do interagency agreements clarify reporting and
documentation requirements for each assigned
responsibility? If not, is there other written
evidence that documientation procedures have been
established? -

Sample Indicators:

-b. Is this documentation sufficient to meet the ‘

accountability requirements of both institu-
tions, so that duplication of recordkeeping
is minimized? -

¢. If appropriate, is there evidence that the
documentatjon procedures have allowed agencies
to share or transfer some of their traditional
responsibilities?

Applicable Documentatjon:

--Interagency agreements .
--Program records, reports ' .
--Correspondence between and amopq staff
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Clear channela _of communication between

school and YETP staff exist at both administra-
tive and direct service levels; in addition,
there are mechadisms for involving these

same staff i? decision. and policy making..

1 2 3 4 5

A[J Check here if your Program does not intend
to address this jtem.

Comments:

i,ASQmpie,Indicaths:

contact within their
own agency/institution if problems arise?

a. Do all staff know whom to

.

b. Do all staff know whom to contact in the other
coordinating agency (e.g., the CETA prime sponsor
for school staff) for information or assistance?

c.' Are there channels of communication that allow
administrators to discuss administrative issues,
and direct service -staff to discuss service jissues?

d. Do staff at all levels feel they have input into -
the identification of problems and the development
of decisions? .

Applicable Documentation:

~~Interagency and intragency memoranda

\

* * 2.0 SERVICES TO YOUTH - t

Mechanisms are .established to identify and
refer students to the YETP program; these -
mechanisms build on the existing relation-
ships school and CETA staff have with eligible
students,

1 2 3 4 5
[] Check here if your Program does not intend
o \address this jtem.
Comments:

Sample Indicators:

a. Have all staff -beén informed of the existence and
pPurpose of the program, and of the eligibility
requirements for participation?

b. Is there a process for all staff, regardless of
their roles, to use in referring students to the
program, and has this process been explained to
all staff?

-

'Applicable Documentation:

~—Announcements and/or memoranda to staff )
--Student records (many contain information on referrals)
-~Referral records

&8
o




2.2 Provision of services to youth takes advantage
of existing/available services to minimize
~duplication and maximize offerings. For example,
services such as assessmefit/testing and counseling
may already be provided, and the coordinated
program incorporates these offerings.

B

3

- 0

1 2 4 5

[] Check here if your program 6oes not intend
" to address this-item, .

Comments:

L.

Sample Indicators:

a. Are program staff aware of assessment/testing and
counseling services that are/were already available
through the school and/or CETA program?

b. Have staff used the existing assessment and testing
+capability of the school br CETA aYency and/or previous

assessments of students in determining students' needs?

Are counseling services for individual students
coordinated by the school and YETP counselors, to
minimize duplication and inconsistency?

C,.

,Applicable Documentation:

-~Students' school counseling records \
--Students' EDPs

|

- The student's Employability Development-Plan (EDP)
or service agreement is prepared with input from
counseling and instructional staff, in addition
to the,student; this plan is based on an assess-
ment of the student's abilities and interests, .
and outlines a series of educational and employ- -
ment’ acbivities to increase the .student's
-employability. “ .

1

2 3 4

e———— 5 N

5

O Chec:k hete if your program does not intend
’ .to address this item.

- Conlnentsx

e

)/,b\

|y

\
Sample Indicators:

AN i g

a., Are appropriate people (YETP and school counselors,
instructors and;students) involved in the preparation
of students' EDPs? .

Is all available information (e.g., previous classes -
taken, test results) about the student used in the
preparation of the EDP?

z - .

. Do the EDPs outline a specific series of educational

" and employability activities, based on an assessment
of students' needs and ‘interests, which will increase
the students' employaﬁility?_

Appligaplé Documentation:

12

, '--\Students ' EDPs
r--ﬁtudents' school records
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2.4 fThe student's EDP is reviewed periodically Sample Indicators: i
to determine progress in meeting the. goals A © :
and/or to develop new strategies or goals; a. Are students' EDPs reviewed periodically -to
the results of this review are communicated P determine progress in meeting the plan goals?
to those people inwolved in the imitial , T
preparation of the EDP. b. Are EDPs fevised to incorporate new strategies -
) ) P (- . -~ as students' needs change and/or earlier strategies
1 2 3 ) 4. 5 rove unsuccessful?
[J check - T
- toe:dd:::: ti::iyofr program does not 1"t nd c. re appropriate staff involved in and/or apprised
8 item. . ~ of these revisions to the EDPs?
Comments: . “~
' ’l ¢ Applicable Documentation:
. --Stﬁaggts' EDPs )
--Correspondence between school amd YETP staff ,
. . ! B
. - — - 1
2.5 At the completiop of his/her participatior" Sample Indicaters: ‘ E
" in the program, @he student has developed la - .
@ portfolio or record of accomggishments;’ ~ a. Are staff 1Mth each participant aware of
" - those involved in the preparation of thé , the need to develop a student portfolio and of its
EDP contribute to this product. purpose? :
7
\ 1 2 8 3 4 5 " b. Has there been training in portfolio development for .
: [J check herz if your program does not intend- , ,“‘aff? ’ . .
to addresS this item. ‘ Y
\ o bc. Are YETP and school staff, in addition to work site
Comménts s ' * _ supervisors, asked to contributg’ to this portfolio?
.' ' - « ¢, e . N
. d i T4, HWill the information contaiped in the portfolio
: \ ' assist the student in making the transition from ,
, . school to work? ) .
— Y
‘- . Applicable Documentation: .
) ~-Students' ‘EDl."s ‘f
, -~Students' portfolios
. SH 98 : ‘

.
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3.0 EDUCATION/EMPLOYABILITY DEVEL?PMENT SERVICES !

v

3.1 "Btudents should have access to available
T i educational (including vocational) services
"- ,and YETP programs/resources; gpecific
, activities are provided to each student
" in accordance with his/her EDP.

Sample Indicators

a. Are students aware of available vocational education,
classes and YETP activities related to their EDPs?

b. Is their access to those programs guaranteed?

C. Are all students receiving the educational and
employability development activities outlined in .
their EDPs? If not all, why not? ‘

d. Are participating students who were not previously ,
involved in vocational éducation now enrolled in
voc, ed. classes related to their career interests?

Applicable Documentgtion: ) .
-~Students' EDPs

~-=-Students' class schedple;\\
--LEA agréement

i

1 2 3 4 5
‘ [] Check here if your program does not intend
* to -address this item. -
Comments: * .
i
—_—
® . ’ -
o\ -
- - T —
3.2 1In addition to enrollment in vocational
e education classes, students are ahle to
utilize vocational education resources
(i.e., facilities, equipment, staff) for
«career and/or prevocational exploration
experiences. .
r ]
1 2 3 4 "5

1:]Check here if: your program does not intend
to address this item.

o

Comments: .

.

~

Sample Indicator3y” . B

o €

a. Havé YETP- and vocational education staff worked
» together to identify additional ways to utilize ‘
vocational -education's resources for YETP participants?

b. Have any students beehiprévided opportunities for
career and/or prevocational exploration under such
an alternative program? :

“
Applicable Documantation:

~~-Students® EDPs

) --gig,;as~of staff meetings

v

&)
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(. 4.0 WORK EXPERIENCES . 7.
o ] -

¢

. <

4.1 "Work experiences are developed to relate to
students' career interests and/or classroom
experiences.

s

1 2 3 4 5

[]Check here if your program does not intend
to address shis item.

Comments:

-

‘k —.,\/
Sample Indicators: )

a. Are students' work experience sites developed to
relate to the career interests and/or current classes
identified in students' EDPs?

b. If not, is there a valid reason for it, and are
other approaches being used to relate work experiences
- to students' future employment?

4

Applicablg Documentation: ‘ }

~-Student counseling’ records
~-Students' EDPs
~-Work site job descriptions

i

* ve—

T

4.2 Work experiences are utilized to develop
employability skills.

1 2 "3 4 5

¢

E]Check here Af your program does not intend
to address this itemn;

Comments : .
-~ ‘

- the jkills the students are expected to learn on »

Sample Indicators: Ca
a. Are work sites ‘developed which will enable students

to learn the employability skills their EpPs indicate

they need? ] ) ;o

3 . -

b. "Are students and work site supervisors aware of

the job?

Applicable Documentation:

~-Work 'site job descriptions
-~Students' EDPs
~=-Work site agreements

90




) ' ¥

.

4.3 If approbriate, work experienceg are ' Sample Indicators:
utilized to proyide an opportunity for v
career exploration whict may guide students a. tAre work experience sites created and utilized to
into vocational educati'on programs. assist students Whj have not yet done so to )
. : . identify career intierests? §
1 . 2 3 | 5 -
0 " . b, Are counseling and vocational exploration experiences
Check here if your
| to add}:ss thiz :tlgrogram does not intend also being provided to assist students in understanding
: how these work experiences might relate to future
Commen ts: career choices?
\ - . c. When and if students develop career interests, are
they then referred to appropriate voc. ed. classes?
! Applicable Docuskentation: }
{ 5. --Students' EDPS, counse} records
. --Students' class schedules
4.4 For each work experience, a job description Samplé Indicators:

which identifies ipecif!c skills to be learned
on, the job has been develoged; this job*
de8criptioq;is the basis of a plan between

the student, work site supervisor and ‘staff
for achieving the student's goals.

1 2 3 a4 5
EJCheck here if your program does not intend
to address this item. ’

Comments s e,

4
a. Are thefe job descriptions for each work experience |
site which idegtify the. specific job tasks to be
accomplished and the skil;s to be learned on the job? !
b. Are the taéks and skills appropriate for the student
placed in the job?

c. Are the tasks and skills written in such a way that
the students' performance and progress can be
evaluated? oot

d. Have the student, work site supervisor and YETP staff
reviewed the job description and developed a plan

- whiefoutlines the responsibilities of.each in helping

the student to achieve his/her objectives on th
work site? - e\\\\\\—’.~

Applicable Pocumentation:

~~Student's EDPs
--Work site job descriptions N I
—~Work site agreements

' ‘ -




There is an estaBl
documenting and eva

-
=3

hed procedure for

ating the student's

Progress in meeting performance goals
identified in a job description; these
evaluations assist in ldentlfylng
continuing employability needs and
provide a justification for awarding
credit for the work experlezfes. <

1 2 3 4 5

E]Chté; hete if your Program does not intend

to\address this ltem.
Comments: o

&

Sample Indicators:,

4
Is there a procedure to evaluate and document

‘the students' progress in meetlng their work
experience goals?

b. Does this evaluation process include all lnfOtma-'
tion needed to meet YETP and school requltements,
especlially for awarding academic credit?. Does it .
elinipate the need for duplicative evaluatlons by
school and YETP gtaff?

€. Have work site supervisors and students been informed
in advance of the evaluation procedure and their
roles in that ptocedute?

d. Are the results of the work gite evaluations fed back
into the EDP process to ldentlfy changing needs and ¥
interests?

e. Are the results of the evaluation process included
in students' portfollos?

Appllcable Documentatlon:
--Work 'site evaluations
--Standards for academic credit
--Supervisor and student orientation materials
~~EDPg and student portfolios




P

5.1 The interagency agreement which structures
this program outlines program goals and
staff responsibilities for the transition

* of students to other appropriate activities
- at the completion of this program.

1 2 3 4 5 .

|:]Check here if your program does' not intend
to address this item. i

.
Comments:

0
5.0 TRANSITION

!

Sample Indicators: R . R

> 14 L

Does the interagency.agqeement clearly .outline the

responsibilities of each agency and indicate how

participants will move to other appfopriate

activitjes after their parg}siggtion is completed?
=, . - .

Are individual staff aware of their responsibilities

in this process? ' - ’

-

Are. individual staff aware of other activities that
exist?

Applicable Documentation: , \
--Interagency agreement (s)

- ==Staff memoranda .
~=School or YETP plans of operation

p “ ‘
5.2 Mechanismg havé beeX established to increade sample Indicators: o //
studentg'~knowledge of and access to other . . T .
CETA or education services, up&n completion a. Have Staff been informed of the availability of and
© ¥f or termination from the YETP program. - eligibility requirements for other CETA and
| educational services which might be, appropriate for .
1 2 3 4’ .5 L their participants? .
EJCheck heré.@f your program does not intend _ b. Have students who are about” to leave the program
to address this item. - . been informed of the availability of and eligibility
’ N e requirements for other CETA and educational services
Comments: which relate to the goals outlined in their EDPs? :
C. 1Is there a process-for staff-to use in réferring~
\ ‘ students to these further activities, and has this
¢ Process been explained to all appropriate staff?
\' © .

o -
L




. _ . 11,
\ , '
. . Y .
. . . . \-
5.3 For participants planning to enter the work Sample Indicators:
force, existing school placement programs
are coordinated with YETP placement a. Are staff aware of placement services already
efforts. provided to YETP students by the school or
. CETA program operator? - v
1 2 3 4 - 5 )
’ ) “ b. Have model program—staff built on these existing
[]Check here\if'your program does not intend ' mechanismg in,developgng placement services for
. to address this item. . Program participants? “
Comments: Applicable Documentation:
. --School or YETP plans of operation
< 4 . L -
*» ' .
A} *
. ' R 5
{
. I e }
’ - ¢ "o
R . 3
' O /
. , . AV g
Cy R . b —
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6.0 Comprghensive High School Model
6.1 Using the resources available to the compre-
hehsive high school, the "Let's Work Together"
"model-has enhanced students' classroom
learning by providing work experiences related
to their course curricula. .
/

1- 2 3 4 5 -

¢
E]Check here if your program does not intend
to address this item.

| Comments: . . o ~

[

12,

Sample Indicators: .
' { )
Is there evidence that program staff have made

a.
) attempts to develop work experiences for ¢

students which relate to their coilifse work?

‘ . £ T
b. How many sttdents have actually had such work
experiences? ) )
c. Has students"classroom learning improved as a
result of this coordination?
Applicable D0cumehtationx - .

—-Student school and work site attendance records
y  ~~Teacher and employer evaluations of students

| % -~Work site job descriptions . .

\ o ¢ .

W

)

1 b ,
By providing the YETP services through school
staff, students participating in this model.
program have increased their knowledge of
career options and have enrolled in vocational
education programs which will.help them achieve
their career goals. . . \

. .
. LY

1 2 . 3 - 4 5

E]Check here if your program does not intend
to. address this item.’

Comments: A . A

s 4

-

Sample Iﬂdicators-

- . .

Have employability development activities included
a discussion of career opportunities.in relation
- to education programs available through the school?

b. Are students increasingly 1dent1fying educational
! goals in relation to their careeér goals?
c. After (or during) participation in YETP, have

students enrolled in vocational education programs
which were not scheduled in their initial Ebps?

Applicable bocumenéatioﬁz

(\ ——Material& used in employability development -
workshops ) \ . R
--Students' EDPs
! ~-Vocational education enrollment records

s

' A
N
" .
»

Sy
D

1
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6.3 The, Conprehensive High School Model assigns Sample Indicators:
responsibilities which minimize duplication -~
and maximize the provision of Career a. Does the LEA agreement signed by the school and
Employment Experiences and limited transition prime sponsor/YETP operator reflect the model
services to gstudents in the school. ) ‘ and LEA agreement detailed in the LWT Selection

] . Booklet? If not, are the differences significant?
1 2 3 4 5 /L
b. 1Is there evidence that duplication of educationa
employability development activities has been
reduced by the implementation of the model?

[]Cbeck here fisybur program does npot intend
to address this item.

1+ Comments: .
. Is there evidence that more students have received

» ‘ services under YETP as a result of the implementation
. </ of the model?

Applicable Documentation:
¢
--LEA Agreement
~-School and YETP records of services provided
- . --Students! EDPs

6.4 sStaff of the school and the YETP feel that Sample Indicators:
- the "Let's Work Together” model has improved,

, .
their ability to provide services to their a. Do staff feel that through this model they have

students, without overburdening any
individual staff member or one agency.

increased their knowledge and appreciation of
the services both agencies can provide?

. 1 2 3 : 4 5 b. 1Is there any evidence that staff of the school
D and/or the YETP operator who are not directly
- '—Chéck here if your program does not intend . involved in the model program have voluntarily
. to address this item. participated in or contacted the model staff
Comments : to discuss issues related to the program?
‘ c, Is there evidencé that this model has increased the

workload of any staff in 'such a way as to cause a

negative reaction?
Y

Applicable Documentation: ‘

--staff correspondence

102




6.4 To what extent has the implementation of the Comprehensive High School ,
Program Model in your area reflected the model as described in the "Program
Models Selection Booklet'?

1 ‘ 2 3 4 5
. There has. There has There has been
been little or been some extensive variation ,

no variation " variation

Please describe significant variations below in the appropriate categories:

Goals/purposes

Target audience

Organization/structure

- 4
: .
Content ) .
\\"\
Staff involvement . ‘ ( )
! ¢ ‘
"
- Ay
Other . 4 .

94
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6.5 To what extent has the implementation of the Comprehensive High School
Program Model in your area reflected the model as described “in your

. roposal? * - ¢
T 1 .2 3 .4 5
(
<«
There has There has : There has been
been little or been some extensive variation
nd Variation : variation - .

Please describe .significant variations below in the appropriate categories: -

@

Goals/purposes
V -

Target audience

‘ ‘ ’

Organization/structure

.

t
Contené

PR .- '

Staff involvement

\
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GLOSSARY

' This brief glossary is intended to clarify some ‘of the technical terms
used in this Handbook. If you have further questions, contact either a
representative of your public schools or your CETA Prime Sponsor.

Balance of State (BOS). The area which consists of all parts of Ejs;ate
which are not within the jurisdiction of local CETA Prime Sponsors
and, therefore, are served by the State acting as prime sponsor.

Career Education. Learning experiences based on identifiable learning
objectives which may be infused into basic skills and/or working
skills programs, and may include career awareness, career orientation
and career exploration. »

!

Caréer Employment Experience (CEE). One of two kinds of service "that may
be offered under YETP. CEE consists of work experience or on~the-job
training plus career information, counseling (including career
counseling), occupational information and placement services:,

Career Orientation. JLearning experiences that emphasize the wide range.
of occupations available, worker characteristics, educational and
training requirements and relevancy of school subjects to the
occupational areas and that also stress self-evaluation of interests,
aptitudes and abilitiies and their application to various life styles.

v L ’

Community Resource Training {CRT). A vocational program designed .for
small school districts that features one~to-ome instruction utikizing

-

a resource person in the community. y; s~
A .

Comprehensive Employment and Praining Act (CETA). Establishes a' broad-
based program of employmglht ard training activities administered
through the 'Department Labor. - A major focus for CETA youth
programs has been'to cooperate with local education agencies (LEAs)
to increase youth employability.

Comprehensive High School. A secondary school with a curriculum designed
to offer a diversified program to meet the needs of all youth,
regardless of their varying interests and abilities. -

Cooperative Education. Within approved vocational programs inm the State
of Washington, cooperative education involves jobs plus the classroom
in delivery of instruction. Cooperative education may be provided in

' Agriculture; Business and Offfice; Distributive EducationjiDiversified
Occupations; Home Economics; and Trade, Industrial, Technical and
Health Occupations. - '

Diversified Occupations (DO). A vocationally~approved program designed
f6r schools not large enough to support individual programs in '
specific areas (e.g., Business and Office, Trade and Industry, etc.).

- -

Aruitoxt provided by Eic:




Employability Development Plan (EDP). A plan, drawn'up in copjunction
with a participant, which is designed to assist the participant in .

becoming ready for ‘placement in unsubsidized employment. An EDP °
. includes an assessment of employability readiness, a descElptlon of ‘
barriers to employment and a description of spec1f1c employment and
training needs along with activities and services designed to meet

those needs. .
¥

~

12
LEA Agreement. - Prime sponsors are required to spend at least 22 percent
of their annual®YETP allocations to serve in~school youth pursuant to
written agreements between the prime sponsers and local educational
— agenc1es (LEAs); these agreements way be éither financial or '
. nonfinancial. Under a financial agreement, schools receive funds to
operate a program; under nonfinancial agreements, prime sponsors or
program operators run the program, with LEA cooperation. Usually
such cooperation involves assistance with identifying YETP-eligible
youth and referring youth to the progn@
>

- 14
»

Limited Transition fervices. Services under YETP which may be provided to
all students regardless of their YETP eligibility. These services
are: counseling, occupational education and training information, |
job referral information, placement .services, and ¥ssistance in
overcoming sex stereotyping in JOb development, placement and..
counseling.

Local Education Agency (LEA). A public board of education or other
public authorlty legally constituted to administer, direct or perform

a service function fer public elementary.or secaondary schools in a ‘

city, county, township, ktc.

e
. On=-the~-Job Training (0JT). A service available under YETP in which a
student is hired for a job and receives training while on the job.
) *  Such positions are generally full time and YETP reimburses the
. employer for up to 50 percent of the costs of tralnlng, for a
- . predetermined training period. , - ' R
/
Prime Sponsor. A unit of government for a population of 100,000'or more

responsible for administering all CETA programs within its
jurisdiction. , .

Program Operator. An organlzatlon which eontracts with a prime
sponsor to provide direct services to CETA-~eligible clients.

w

Transition Services. Services which enhance the value of a work
experience for youth and which are designed to help youth make the
.tran81t10n from school to unsubsidized jobs in theslabor market. The
list of "allowable" transition services for a CETA prOJect 1s
. availablefrom any prime sponsor.

I3

»

Vocational Education. _Vocational education as used in this 'booklet
refers to programs which have been approved as vocatiomal by the
Office of the Superintendent of Public Instruction. Such programs
meet a set of basic standards (available from the State

A

ERIC

Aruitoxt provided by Eic:
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/) .
~
Superintendent's Office) fﬁ; all programs as well as specific
criteria‘of the appropriate service area (i.e., Agricultural
Education; Business and Office Education, Community Resource
Trdining, Distributive Education, Diversified Occupations, Home and
Family Life Education, Industrial Arts and Trade, Technical and
‘Health Occupations Education). '
. \
Work Experiénce. A short~term or part-time work assignment with a public *
or private nonprofit employing agency, which is designed to enhance
the employability of individuals through the development of good work .
habits and basic work skills. , . : v

1

YETP. Youth Employment and Training Program. A part of Title IV (Youth
) "Programs) of CETA in which it is mandated that at least 22 percent QB&
each prime sponsor's~YETP allocation be expended on programs serving
+in~school youth. Such programs are to be run according to the terms
of gp agreement negotiated with one or more school djstricts and
signed by appropriate agency represenfatives. To be a participant in
a YETP in-school program, students must be 16 to 21 years “of age and
- meet oqrfain income.guidelineq._ 4

L3
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’ "Let's Work Together"

Vocational Cooperative Education Program Model
e . (Small Rural High School)

. Local Education Agency Adreement :

Purpose + . | ) J\

This Local Educatign Agency (LEA) Agreement is one of several agreements'
necessaryY to implement the "Let's Work Together® model.

This Agreement outlines the responsibilities of the

CETA Prime Sponsor and the
School District in the implementation of the Vocational Cooperative
Education Program Model. . :
.. . 1
‘ Responsibilities

The School District agrees to: s

o

! 1. Recruit potentially eligible students for thg model program

2. Provide assessment and testing for participants, if appropriate
3. Prepare participants' Employability Development Plans, in
4 conspltation with the prime sponsor staff i

4. Enroll students in the appropriate cooperative education program
operated by the school -

5. Develop work experience sites and job descriptions for the
program participants . -

6. Provide counseling to participants as needed

. ~ ,
7. Evaluate students' performance in the. work experience sites, and
incorporate the results of these evaluations- into the stuydents’
EDPs and portfolios ¢
: ]
8. Certify the relevance of each student's Career Employment
Experience to his/her education and career goals
9. Establish standards for and award academic credit for students'’
- work experiences

-
-

10. Assist students in deygloping portfolios or records of their
accomplishments, which can be useful in making the:transition
.rfrom school to work

11. Through its coopefative education class, provide participants .
with employability development skills




3
-
s

Y

12. Provide supervfsion to the cooperative education instructor in
the performance of his/her responsibilities for YETP in the
school .

13. Prepare and submit required reports and records, including
participant records, in accordance with prime sponsor
requirements .

14. Comply with all appllcable federal, state and local laws and
regulations: .

The - CETA Prime Sponsor, directly or through its YETP
operator} agrees, to: .

1. Determine and vérify thé eligibility of students for YETP, and
enroll them in the-program

. N

2. Assist schoo} staff in the preparation of participants' .
Employability Development Plans (EDPs) .

3. Provide part1C1pants with an orientation to YETP and the ‘prime
sponsor's program; advisea part1c1pants of the prime sponsor
grievance procedure s

"y

4. Provide work experlence supervisors with an orientation to YETP .
in consultatlon with the school

5. Provide supportive,serzices to participants, if appropriate

6. Monitor wark sites for compliance with YETP law and regulations
z
7. Manage the payroll for YETP participants, including collection
and verification of time sheets and generation of pay checks
8. Assist students in locatlng unsubsidized employment at the
completion of the1r participation in YETP
4 “ . ~

Provide limited transition services to students at the

High School during the " school
Year, as requested by the school (outline of transition services
curriculum attached)

Vel
.

10. Conduct followup studies, oflparticipants upon completion of
their part1c1pat10n, in accordance W1th prime sponsor followup
procedures .

11.  provide Prime Sponsor .Youth Planning Council review of this LEA-
Agreement

\

12. Prepare and submit all required reports to state and federal
agencies

Peaat
~ -
e
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13. Comply with all applicable federal, state and local laws and

regulations .
<.

This agreement is effective from . Yoo o ¢

Q

It may be amended or cancelled by either signator upon th
‘Wwritten notice.

3 -

.//‘
i days .

Prime Sponsor or Program Operator School District

s

197




Pu se

e
+ This fdcal Education Agency (LEA) Agreement is one of several agreements
necessary to implement the "Let's Work Together™ model.

This Agreement qutlines the responsibilitles of the

CETA Prime Sponsor and the
' School District in the implementation of the Comprehensive High Schdol
. S

'Let S Work Together™ .
. Comprehensive High School Model )
(Large High School)

Local Education Agency ‘Agreement

AY
*

+

M <
h

ModeL,
- -3
Rasponsibilities
The §chool District agrees to:
1. Recruit potentially eligible students for the model program
2. Determine and verify the eligibility of students for YETP, and
. enroll them 1n the program -
o«
g 3.  Conduct assessment of students' . needs and interests related to
education and employability I
4. " Provide particjipants with an orientation to YETP and the prime ;
sponsor's grievance procedure .
» £
5. Prepare and revise as necessary participants' Employability
Development. Plans (EDPs) ,
6. . Providetemployability'aevelopment and educatioggg activities and
- services (including vocationdl education) to sfudents, in
. accordance with their EDPs
—— — )
‘o 7. Provide counseling to participants as needed
. . 8¢ Develop work experience sites and job descriptions for thé
,program partic1pants
. . ) \
< . 9. Ptovide work expetience supervisors with an orientition to YETP
. ™~
10. Evaluate students' performance in, the work experience sites, and
‘ incorporate the results of these evaluations 'into tHe students'
. EDPs and portfolios * .
. 1ll. Monitor work sites for compliance with YETP law and regulations
12, Manage the payroll for YETP participants, including collection :

%!gand verification of time sheets and generation of pay checks ‘

Soewel13 T




13.

Establlsh standards for and award academic credit for work
experiences -_—

{ 14. Certify the relevance of each student's Career Employment - .
’ Experience to his/her education and career goals '

15. Assist students in locating unsubsidized employment at the
completion of their participation in YETP ~

16, Provide limited transition services to students,
regardless of their eligibility for. YETP

17. Hire and, supervise all program staff, in accordance with school
district policies and’ procedures

" 18. Malntaln participant and program records~ prepare ‘and submit all.
required reports in accordance with pr1me sponsor requirements

19, Comply with all applicable federal, state and local laws and
regulations

The CETA Prime Sponsor, directly or through its YETP
operator, agrees to: - ‘

- . »

. 3
l. Provide Prime Sponsor Youth Planning Council review of this LEA
<% agreement

‘. :

2., Provide supportive services to participants, if appropriate ’ .

3.- Cohduct followup studies of part1c1pants upon completlon of

their participation, 1n accordance with prime sponsor followup
procedures /

4. Monitor program for compliance with YETP law and requlations

. ~N
5. Comply with'all appllcable federal, state and local laws and :
regulatlons

This agreement is effective from : to .

It may be amended or- cancelled by either slgnator upon thirty days i d
- written notlce. !

’ Co Q_ .

Prime Sponsor or Proyram-Operator , . School bDistrict

.
’

—




"Let'"s Work Together"
Multidistrict . Model
Local Education Agency Agreement

Purpose
’

This Local Educatlon Agengy (LEA) Rgreement is one of, several agreements
necessary to implement the "“Let's Wbrk Together™ model.

This Agreement outlines the responsibilities of the
CETA Prime Sponsor and the ' ‘ School District in the
implementation of the Multidistrict Model.

—

Responsibilities . .

The School District agrees to:

1. Develop agreements with the school districts participating in
its multidistrict cooperative to assign them responsibility for:

a. Recruiting potentlally eligible students for the model
- program " .

b. Assisting in the assessment and testing of participants ' .

C. Pariicipaqing in the preparation and revision of students'
Employability Development Plans (EDPs)

. » l X ’
4. Certifying the relevance of each student's Career Employment
Experience to his/her educational and career goals
€. ﬁstablishing standards for and awarding academic credit for
, Students' work experiences
. . A
" 2, Determine and verify the eldgibility of students for YETP, and
enroll them im the program .

.
‘
te M

3. Provide participants.with an orientation to YETP and advise
participants of the prime sponsof's grievance procedures

4. Conduct assessments of participants .to determine their needs and
interests related to,employablllty and education ) . v

»

5. Prepare and revise, as necessary, participants' Employablllty

! Develop@ent Plans - (EDPs) . .
6. ' Provide participants with employability developmen% and s
edqucation activities and services {ifcluding vocational -y -

education), in accordance with students' EDPs \




7. Provide counseling to participants as needed

8. Devélop work experience sites and job descrlptlons for
p@rtlcipants ! . )

9. Provide work site supervisors with an orientation to YETP

10, 'Evéluate students' performance in the work experience~sites., and
incorporate the results of these evaluations into the students’
EDPs and portfolios N

- 3

11. ﬁonitor work sites for compliance with YETP law ahd\regulations

12. Manage Ehe payroll for YETP participanté, including collection .
» and verification of time sheets and generation of pay checks

[
13. Assist students in ggveloping portfolios or records of their
accomplishments, which can be useful to them in making the
transition from school to work .

3 - .
14. Assist students in locating unsubsidized employment at the

completion Jf their .participation in YETP , .
: {

15. Hire and supervise brogram staff in accordance with school
_district policies and procedures . : '

2

16. Malntaln part1c1pant records, and prepare and submit all .
requlred reports, in accordance with prime sponsdr requirements ) '-,

.17. Comply with all appllcable federal, state and local laws and
regulations '

’ ( '
[y . . . L

-~
3

The CETA Prime Sponsor, directly or through its
YETP operator, agrees to: . :

.

1. Provide Prime Sponsor Youth Planning Council review’of this LEA
J *Adgreement X . -

- . . ~ s . C,
2. Provide supportive services to participants, as necessary

-

3. Monitor program for compliance with YETP léw and requlations

. 8 . .
4. Conduct followup studies of participants upon completion of .
their participation, in accordance with prime sponsor followup

* procedures

5. Comply with all'applicable federal, state and local laws and )
regulations . , .
11
. ROy .
‘ -
N .
112 7




This agreement is effective from to . .
Y

‘ ’ It may be amended or cancelled by either® signator upon thirty days

written notice. -
N

. - ¢ } ‘
School District .
e B s i

Prime Sponsor or. Program Operator
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B R "Let's Work Together”
. ' Prevocational Program Model
Local Educatlon Agency Agreement

—

» N "‘ﬁt ‘o ' ’ . . '
K *"."‘ 4<\«% T . B . . . 'S .
""" Purpose--~* . - ¢

This Local Education Agency (LEA) Agreement is one of several agreements i
necessary to implement the “Lgt's Work ZTogether" model._ . -,
This Agreement outlines the respon81bllit1es of the
CETA Prime Sponsor and the - School District in the
implementation of the Prevocational Program Model. . .
Responsibilities ) .
The School District agrees to: '

l. Assist in assessment and testlng to determine students' needs ) .

and interests related to employablllty and‘educatlon

2. Participate in the preparation and revisiqns of students'
- Employablllty Development Plans (EDPS)

t
-

3. Provide education and employability development activities and
. services to students enrolled in the prevocatronal program, ' in
. accordance with thelr EDPs ) . e
\ .
4, Evaluate students' performance in the prevocational program, and . -
provide the results of these evaluatlons for use in rev181ons of

= Students' EDPs . R N .

L3

- -

5. Maintain participant records -in accordance with school district
and prime sponsor requirements .

6. leé and supervise prevocational instructor in accordance W1th
'school dzstrlct policies and prqcedures

7. Comply with all appllcable federal, state and local laws and
regulations ) X

The - CETA Prime Sponsor, directly or through its
YETP operator, agrees to: . . . PO .

»

l. Develop agreemehts with the school districts paﬁtlclpatlng in
its multldlstrlct cooperative to assign them responsibility for:

a. Regruiting potentially éligiole students for the program

b.. Assisting in.the assessment and testing of participants ‘-

[ 4




’ 2
-
.

3.

4.

- _ 5.

6.

7.

9!‘
v

10.

€

11.

12.

13.

S 1,

c. Part1c1pat1ng in the preparation and revision of students'
Employability Development Plans (EDPs)

d. Providing educational and employability development .
activities and services to complement those provided by. the

prevocational program and the YETPR operator 1§ -,
« .

e. Certifying the relevance of each student's Career Employment

.Experience to big/her educational and career goals
f. Establishing standards for and awarding academic cred;t for
students' work ekperlences _ . .
Determlne and verify the eliglblllty of,students for YETP, and
enroll them in the program

'
——
-

Provide participants with an orientation to YETP and advise,
participants of the prime, sponsor's grievance procedures

Conduct assessments of participants' needs and interests related

to education and employability, in consultation with the
prevocational and area school district staff

Prepare and revise, as necessary, participants' Employability
Development Plans (EDPs), in consultation with prevocational and
area school district staffs - ,

Provide counseling to students,‘as needed
\

Develop work experlence s1tes and JOb descriptions for
part1c1pants

‘
'

Provide work site supervisors with an orientation to YETP -

’ N
t

4 . . ;
Bvaluate students' performance in the work experience sites, and

incorpdrate the results of these dévaluations into the students{

EpDPs and portfolios

Monitor work sites for compliance with YETP law and regulations

Manage the payroll for YETP participants, including collection
and verification of time sheets and generation of pay checks
Provide supportive services to participants, as necessary.

) ' N ’
Assist students in developing portfolios or records of their
accomplishments which can be useful to them in making the
transition from school to work

I . s ’ .

Assist students in making the transition from the prevocational
program to other education/employment activities, and, at the
completion of their YETP participation, in making the transition
to unsubsidized employment - -

’

. 119
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Conduct followup studies of participants upon completion of
their participation, in accordance with prime sponsor félowup
procedures .

Provide Prime Sponsor Youth Planning Council review of this LEA

‘Agreement T e o
17. Comply with all applicablé federal, state and local laws and
regulations T, ,

This aqreement is effective from to

}

. It may be amended or cancelled by either signator upon tﬁirty days
 written notice. .

.

Prime Sbonsor‘or Program Operator- School District

« Lo 4




' APPENDIX: D . “
EMPLOYABILITY DEVELOPMENT PLAN SAMPLE
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‘

.

Employability Development Plan

.

¥ 3’\ - 'fO'l'

Name )

I. Assessment‘ : ’ ~

Describe assessment activities which have been carried out by .

l‘ 3 3 . 3 3 3 3
checking the appropriate lines and supplying additional information
as needed: \ )

ngéral Aptitude Test Battery

f ' .
Personal Int?f2£96r\\\

w

"Basic Occupational Literacy Test

{_ Othgr (please describe) ‘
II. Desired Compefenqifz\r ) s J

Based on results 3f the above assessment, the following plan has
been developed to show how needed competencies will be.attainedy,

S—

s

-

. S;anda}d of Attainment or
Competency » How the Competency Will be-Demonstrated.

Pre~employment

i . )
Date Attained -

.

Work Matuyffity’

-

-Educational

Occupational




d Iv.

III.

4 [

The following service(s) will.be provided to assist in competency
attainment:

Careér Exploration - .

Work Experience

. Job Shadowing

On-Thé'Job-Training ' o "

Other (describe)

Updating o . N

It is understood that competency attainment will be reviewed
and at that time this plan will be updated and/or modified.

L3 -

Signatures

I have read this plan and agree to provide, services which will
assist the participant with developing identified competencies.
L3
14
(Employer, service provider, school ecounselor, etc.

I have developed this plan with my employment and training
counselor and agree to work on‘developing the identified
competencies by participating in the act1v1t1e8 described in
Section II.

(Participant)

I have developed this plan with the participant and agree to agsist
the participant with resolving issues related to competéncy

aftainment. . .

-

(Employment and Training Counselor)

il
%

¥

v 122
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APPENDIX E: R
) CAREER DEVELOPMENT PLAN SAMPLE
- 1]
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* Jobs I've had: =

,

-[:] Things I have done to start thinking about a career:

v
-~

) "1
CAREER DEVELOPMENT PLAN

I understan@ that this Career Developmegt Plan will help me,
and my Counselor identify a career that would interest me. -
4

. ~

Name Grade Age Date

my Work Experience Coordinator

School Counselor .

thought about the difference between a job and a carser

talked to a person in a career I'm ifiterested in

filled out a job application .
discussed jobs with: _ my parents/quardian/family
taken career related field trips to

__friends __teacher

—acquired a Social Security card/work permit
__taken a career interest survey: _ Kuder _Job O
__taken a career aptitude survey: _ GATB __ ASVAB

__Needlesort

__Other:

————ee
O

_DAT _ other:

1 2

My high school courses that will help
B or C (A = classes already taken, B =

classes I am taking this school

me in a job or career:, Please circle the

letter A,
year, and ‘Y

C = classes I plan,to take). You may circle more than one letter for any course. .
A B C Typing A.B C Metals A B C Commercial Foods A B C Personal
A B C Bookkeeping A B C Building A B G Dental Assistant Finance
A B ¢ Shorthand A B C Construction A B C Medical Assistant A B C Health
A B C Business Offige A B C Woodshop " A B C Child Care A B CyDrama
A B C Machines A B C Drafting A B C Psychology A B C Math
A B C Electronics A B C Autp A B C'Communications A B C English -
A B C Other \ ABC ssience
. 3
My favorite classes so far in high school are:

.

How long I've had them:

Ones I liked: . . - :

...because

Ones I didn't like: -

. )
.«.because

2.

©  __Some skills I have 1earned:rﬁ(ex.~typing7~~“Wherej?*1earnéd“thém£““lei}

friends, self)
N

selling, fixing cars, weldiqg) .8

school, family,




A

. E Things I dislike are:

job site

N N

E Some experiences I've had that were important to me but that don't fit under "SCHOOL" or .
"WORK" (ex. volunteer work, vacation trips, hobbies) : .

4 E

- -

E ‘In my everyday activities, I naturally do some things well. They are:

.

m I think I would enjoy a job where I could: ) .
__work with my hands * __work- alone ’ _giv:a advice
__build things __work with others __be outdoors
__fix things 1 . __meet new people ) __be physically active!
__organize materials " _supervise others __be of direct. service
plan ideas ' ___report to someone else to others
__other: : __solve problems __earn big.money )
, I have thought about ,3 career-goal: __ Yes, my career goal is ' .
b __No, I am not sure about my career goal.
| o J

L]

E I know jobs are available in many areas. Some of these areas are food service, sales,
office, child care, health care, auto, electronics and so on.... ,.There are many more to
choose from. Based on my experience, my skills and my interests, I would now like to
apply for a job. , .

L ' .
1st choice: ) +  2nd choice:

(If you’'re not ready to choose a job, ask your Work Experience Coordinator for help.)

My lst choice will let me do what I checked above in item #7. __Yes No

My ‘1st choice will help me: . . ’ .

~

__learn more job skills

.__learn more about my hobbies and interests
__see what it's like to work ‘ '
__eatn money so I can )

__work toward my career goal ' ,

v 4
~F , A ) b

o

FOR OFFICE USE ONLY: . Student signature bate -

The studefit and I have discussed this CDP and it

is relevant to his/her career-and—-educational ~=
goals. . . e
O .
- )
Counselor signagure — date .
. ] -

-

The student and I have discussed this CDP and have
agreed on a job-placement-beginning— .

4
Work Experience Coordinator signature ...’ date

Ralat:edl school/training:
Copies to: Work Experience Coordinator

Counselor '
Student .
' YCTS area office ” 1 £y 0 ,
~ U )
) . . 126 .
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APPENDIX F: ’ -—
. | * LEARNING SITE ANALYSIS FORM ’
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experience-based s
P career education -

1

LEHRNING SITE
HNHI.YSIS FORM

¢ o . ’

Portland Public Schools/,HRBv/PDC /ACD & JCATC g‘
COMMUNITY SITE

® Emergency Home Repair
DEPARTMENT/POSITION

ADDRESS/PHONE .
COMMUNITY INSTRUCTOR
SCHOOL STAFF ) — A w A
DATE - Y
‘,, s
128 R—

. - 129




MAJOR TASK Basic Framing - Diagnosis , .
Subtasks MATH READING
{Check box for .
“ Student Participation) (How welly |~ (How welt®
1. Make an evalua- . ] N
tion of the physical Applied: Measurement of Applied:
condition and needs, surface edge and width of Code bogks - .
such as dry rot,overspan/ Steps to see if it meets
floors, joist, caulking code::'.. Some calculating.in
or painting. writing and/or interpreting. \
. writte{: job orders. /
' Fundamentar: Fundamental:
) R
2. Write an . .
accurate j°u§ order E Applied: Do accurate measuring | Applied: .
and compare jit to the and ordering for amount of Catalogues,
paint, nails, caulking, etc, Code books

Portland Development
Commission work order.

-

for bill of materials
- gallons of paint

Manufacturer's reconmendafion
for materials’

for proposed jobs.

scale, using (Architect's
scale) ruler, etc.; include

’ - lbhs. of nails | Instructional materials, Sl;ch
- 8q.ft. of plywood as texts .
) continued below
Fundamental: 1 Fundamental:
D Applied: Applied:
- bd.ft. of lumber
- linear ft. of trim -
- sq.ft. of roofing and
’ . siding
- cubic yd. of concrete |} ‘
- sq. yd. of floor ¢
covering
) Fundamear* OF insulation Fundamental:
3. Draw up plans , o, g
E-] Applied:  pAccurately draw to Applied: -

Instruction texts
Read other people's sketches,

skill% "and ,abi?.lfiﬁ“b”f“ -
work force.

- estimation_of_stacks_of wood,.
gallons of paint, etc.

an explanation of the scale. drawings
- basic functions i
- fractions ' ‘
' Fundamental. s Fundamental:
4. Receive materials " . ' .
and check to see if @ Applied: Basic calculations Applied:
all is there and assess’ started above. Rely onysome Read ipvoice

5‘.

-




- , -

Life Skill/Curriculum Application

- 4 \ Y N
COMMUNICATIONS- o
) SPECIFIC JOB SKILLS LIFE SKILL APPLICATION
(How wetl) .
. . N - J .

Applied:  How to say, tact- Work order vocabularxy - How do state/federal builcd-
(— " fully, "Your whole house is| |, ) ‘ ing codes datikrmine the

falling down, lady!, but Determining whether to content of a work order?

we'll fix it." Interpret- | replace or repair - . (Soéial Studias]

- ing POC work ordar and . . N . .
explaining to others the Bcw does home.xm?oz:;em:nt
specific tasks required “ impact the neighborhoc

A dwellers?
-~ ‘ X ‘| #hat is urban renewal and’

Fundamencal P3 / ’ what are some results?

. - | ] " (Sociclogy)
Aoplied:  Accuracaly write up| Make labor calculations, When is a building permit
the specific job ordar. i.e., how many laborers for| needed? .-
Verbally justify the how many days. .
order by citing evidence. . How is a building permit
Write up order and bill of secured? (Citizenship,
materials .and indicate who . Local Government]

"it should be sent to fop .
decisions and payment. 4 Exercising judgment based

I ’ on experience. {Critical
Thinking] . ‘
Abohed:
N .
A d ,;
, U g

Fundamental. — 77

Applied:  rree~hand sketching International langua’c?:: of Layout and design of a plan

can be useful-if drafting engineering and architect- (Creative Develcpment, Art,
materials and/or skills ural drawing Drafting] :
arsan’t available.,

.

Basic drafting

~l|wFundamentar- : : ’ /
Applied:  Sumimarize racaipt Accurate estimation of Physical fitness and .
of materials and briefly whether job can proceed nutrition will be important|-
state that either it's all | based on materials, work, as haterials are recaived,
there or what's missing if | force, and written plan. carried, stadked and used.
it's not all there. Write | Physical characteristics
a report of materials ' ‘| of tolerance to weather,
nissing if appropriate. ° etc. (Health, P.E.,
) . : : Science]

—~ 131




+ MAJOR TASK

Basic Framin

{(Bx: Porch Repair)
&

| - Build forms.

Subtasks N MATH N READING.
{CHeck box -for -
Student Participation) ! {(How well) ! {How weil:
1. Dismantle exist- [y - . L
ing structure. Applied: Applied:  paad job order and
* plans,
Fundamental; Fundamental:
A ~
2. Pour concrete [:] . . - -
Applied:  Maagure surface to Applied: Read cement sack

footings.

- Shovel the oud.,
- Implant accessory
hardware,

cover & then calculate how
much concrete to order or to
mix, ‘*cubic yards

2z
Measure & cut luxnber to con-
tain concrete *board feet

Calculate layout for accessory

ware try-"3-4-
pu amental” ge(;mf ry="3-4-5

instructions. Reading any
directions on ‘accessory
hardware packages

‘v

Fundamental:

1= Attach stair jacks

3. Frame the posts .

and beams that support

the floor and steps.

- Put beams on posts and
attach to wall with
joist hanger brackets.

between beam down to
footings.

0‘ » ’

Apphed: Measure for level lin
on wall to assure that all j
beams & joists are at same
level. Basic meéasuring for
cutting wood. Calculate
number of stairs, what size
for within a certain distance.
*ratlos & relatlonshlps

ractions
Funoamental

Applied: Visual reading-of
level

. 0

_Fundamental:

4. Build floor and ]
steps.

Applied: Measuring and pre-
marking -

Fundamental.. .

"Applied: manufacturer's
instructions on how to apply

pPlywood. Read grade stamps,
usually on best side up.

<

Fundamental:

5. Estimate the k]
commercial value of
repairs made.,

- hypothetlcal hourly wage, etc.

\
Applied: Totalling cost of
materjals, labor hours spent,

*basic functions
*fractions

Applied: 211 invoices, work ,
recerds, PDC forms-




~}

2\

Life Skill/Curriculum Applications

‘COMMUNICATIONS

{How well)

N

" SPECIFIC JOB SXILLS

LIFE SKILL APPLICATION

"Apolied:  Listening to and
following instructions.
Giving and relaying -
instructions.

Fundamental:

Safety

Discretion about whag to
throw out and what to save-

-

Ec_oz.oqical disposal and/or
saving of matarials
(Science]

Establishing goals and *
following through cn a

task [Personal Devalopumnt,
Psychology] :

~

Applied:  melephone tachni-
ques if more of anything
needs to be ordered. Claar
communication with person
at othex end of the tape
measure. .

) level brace

Coordinating actions and
Wworking well as a team

Pounding, sawing, hammanng,

Appropriate building tém—
inology .

Hand-eve coordination

Chemical analysis of ' ..
cementing process [Science]/:

~

Applied: Cooperating with
and relating to others
working on same task

Fundamental:

Drills, levels, plumb-bab;’
lock fox: "crown" and plaee
crown side up.

Speed of work is important
when working on a contract
basis. o

.

v

Investigation of wood
‘products industry, etc.
[Science]

Looking into rdcent trends
of conservaffion, wood
products, etc. [Ecclogy,
History, Studies of the
Tuture]

Applied: Cooperating rala-

tionships during
construction. Written
commmication of task
completion.

Fundamentai:

>

Determine size and grade of
plywood for floor.

Know what each grade means.

~

Study of weatherization of
building materials for
prevention of decay
[Science] .

Applied:  pelate this
written information to the
appropriate party.

‘Billing

Contracting

Financing ,

Handling confidential
information {Citizenship,
Psychology]

r




BRI A 1 7cx: Providod by ERIC

MAJOR TASK

Subtasks MATH _ READING
(Check box for
. Student Participation) <(How well) (How welt”
: . * O apptiea: Apphed:
Other possible major tasks:
1. Foundation work , !
2. Doors and windows ,
3. Drywalling . s
4. Countertops and .
cabinets
Fundamental. Fundamental: ’
_ }
D Applied: Applied:
. .
. .
Fundamental: . Fundamental:
D Applied: Applied:
il ~—t !
- , .
S . Fundamental: ) -Fundamental: ..
" D Applied: N Applied:
<
¢
Fundamental. Fundamental:
D Applied: Applied: o

ERIC




COMMUNICATIONS

v

{How well)

~§

. SPECIFIC JOB SKILLS

LIFE SKILL APPLICATION

Applied:

Fundamental:

A}

\
)

Applied:

Fundamentali:

 Applied:

;&l

Fundamentat:

Applied:




Site .Ih'formatio'n
for Student
Community Exploration

] 4

" To be completed by the community resource person in ' .
preparation for a student's exploration of that
person's job and workplace.

-
Marvin's General_Contracting
. Community Site .
Carpentry e
Job/Department |
Rddress/Phone | )
Resource Person ﬁ ‘
" School Staff Contact
Date
/1 -

Supplementary Material for | . .

+ Experience-Based Leaming: .
"‘How to]Make the Communit} Your Classroom '
i 7

~n

» s . ) ) N N \
- . /

‘ - 1-35

North eit sgional Educational Laboratory
- - (A N

>

© ~ 137




' 5 . . Site Ihrﬁrmation.,

- -

SPECIAL CONDITIONS ! g

’ Physical. Requi-rementé

Please check or enter descrlptlons of those requirements that apply
. to your work: ~

“ . .

X
_L_Hea‘;y. 1iftin9_.chmL

» o

g J—Cuﬂlngmmmwmﬂa_m_muu: c. )
‘ —X-St°°P1n9__and_cxznling__nnﬁexneath*_attlcsf
: : X _Standing long periods all day long
A g ’ ' . V n M
e, no sitting long beriods _No! zérol

ne Spec1al voice qualltles

no Tolerance for n01se St&te Dept of Health req. ear protectlon--

. SﬁIIsEea.by state - equivalent to EederEI

. no Special appearanéé

. 7 . o ’ . - -
, - _2?_ ‘Tolerance for odors o 7

no Driving abiiity "'{%’ e g )

} —~ e oy . :
P > TR Y S - )

‘ Pleaii list any other special bhysical requirements tolerant to extreme
o~
~ weather conditions with Physical preparation

>
a0 - n

e v " .
C]othing, Equipment Requir*ements e ’ -

Y

noDriver's 113gnsqx§3_ﬁard ha;ﬁgﬁLpbverallségﬁLﬁhln, foul-weather gear

_X Uniform safety boots or shoes F. -
¢ C,_ P hao
. o X Other carpenter's belt is recommended .
Safety Cond1 twns : N .o \

Please descrlbe speczal safety restralnts or condltlons at your ]Ob site:

o~ - (‘K
; ~ OSHA state eq valent (state safety manual) 4




) . E e

L . COMMUNITY EXPLORATION ' . *
B TOOLS, MATERIALS AND LEARNING RESOURCES
; . AVAILABLE FOR STUDENT USE AT THE SITE
: Tools uﬁ%que to this jobs °
e w . > R . i - M ‘
) _12' tape . 2' pry bar X "
- cross cut saw flatbar N ’ -
e rip saw . combination square :
28" level " chalk box
screw drivers catspaw —
. nail sets utility knife ) .
putty knife pliers . : -
chisgel
- R o
Precision instruments:.
builders transit ,
Plumb bob . - #
9 level .
’ miter ., , ‘
S— - .—Work samples- and-materials+ —— - S ——
. all~¥ above ‘
\ Heavy equj.pment: o ) - -

. 4

Office machines (typewriters, caiculators, adding machines, etc.)

' i caluclator could be useful - \
Audiovisual nia:terj‘.als (filmsv[0 ta.tpes, sfides, video tapes) .and
; equipment (projectors, recorders, cameras) the student might use:
‘ perhaps photography for promotion '
‘f. ) -k H P} -
. Special classes the studﬁ;& might be able to take: : .
- . . e .
blue print reading
r - ) surveying - ‘
o . apprenticeship programs are all possibilities for the student

.

‘G ‘ - | 1’)7
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ES . .
-

. READING MATERIALS CHECKLIST

Which of thggye are available to students at your site?

E‘Job ‘application forms . ' - .
- %?E Notices' and signs:' on job site .
N ;‘gﬂr‘orm's: {order fbrms, invo:ice'sr) 7 o ) o
[ catalogs '
D .Brochures. or printed advertising
E Manuals and written instbrueg:ionsﬁ’ .
D Schedules or lists
’ . D Account statements
D Letters, memos, notes (a sampling)
5 EJ Reports, pamphlets or articles in publications
E Telephone lists or lists of extensions
" [[] agdress 1ists
k] abels or writing on packages .

v

m Union contracts

D Personnel tests regularly administered
m Any other*sbecific work—r“elat:ed materials
D List others

- ) "Uniform building code”

" Stock cataloques

Plan's and blue prints

-

- — — — - —Using—the-list-above-as a reference, select three pieces of-writtem——
_material you feel must be read in order to do the job satisfactorily.

e .
.

. ’ . Sit:fé;";l;aforiz‘:atiqn s

ot

[ 5 NI . . ]
———uniform Building Codet

1"'(\ I
'LU\J




COMMUNITY EXPLORATION ) . .

~

_ _ . BASIC SKILLS ASSESSMENT
COMMUNICATIONS SKILLS

‘ Describe three communibations'tasgs essential to é&kisfactory
performance of the job the student’ will be exploring. Describe

the tasksipeloyi o . ] e e v e eewaman e arm o eaan

Your role will be to help the student understand these tasks and
hoy they are used in your work. As the student tries to perform
these tasks, evaluate the student's efforts, .Indicate whether or
not the student can perform the tasks and then sign the student'®s
copy of the Exploration Record.

-Description of tasks:
1.
2. (See below)

3. >

- -~

If you cannot readil tbink,of“threewjob¥taskswusing communications -

skills you may wish to use the following as examples:

1. Student will copy vocabuylary list from page 8-.0f this
Site Information form and, at completion of exploration,
explain the meaning of each term to the satisfaction of
the resource person: o

2. Student wi-ll demonstrate the ability to read and-use a

telephone message form by accurately recording in

writing a telephone message for someone.

1. The student will demonstrate that he/she c¢an read the PDC
work order and summarize the proposed job to the' entire

« ~.
. o

group of workers to.the satisfaction of the instructor.

v».k-—~*~4——j—foiiaw—fﬁé;aIfEEfIEHE'on a bag of cement or other similar
building materials. : ' ) . .

' I

3. The student will. display the skills to work cooperatively with

' ‘interpersonal communication.

139

another student and/or supervisor on a given task that demands

4
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Select
of the

regularly in that job. Describe the tasks below.

Your role will be to ‘help the student uiiderstand thése" tasks and
how they are used il your work. As the student tries to perform . .
these tasks, evaluate the student's efforts. Indicate whether or = ‘
not the student can perform the tasks and then sign the student's

copy of the Exploratién Record.

Description of tasks:

-

i - P e e - e L M e o e ol .__.9,?-_.:‘*:‘:—

P T Tgite Ihfbrmatzon

L | / . -

T
R

o
7 BASIC SKILLS ASSESSMENT , ,
~— MATHEMATICS _ s ‘ :

five mathematics tasks essential to satisfactory performance
job the student will be exploring or typical of work done

R —— - B ~ o

,,,,,

1.
2. (See below) ’
3 -
3. . :
If you cannot readily think of job tasks using math skills, you -
— may wish to use the fbllowing as examples:
1. The\student will demonstrate the ability to zdentlfy P L
by. sngt a“half~-inch wrench.
2. The student will figure out how much is 37 p rcent of i ©
. $500 (with 100 percent accuracy). . “\>
1. The student will estimate to within 10 sq. ft. how many ~
square feet of carpeting is needed to cover 3 specified
rooms in ‘a house.
N 2. The student will calculate how much 51ding is needed to .,
cover a roof -that-is 24 £+, itch. '
3. In a repair job replacing 2 x 4's’ the student will

-accurately measure-hew-many—board feet will be needed to

cover a 10' x 8' wall area. .
&

| 8%
Ha
<
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“

SPECIAL VOCABULARY

.*’; . . 2

: List any special voca.bularg} a person needs in order to perform this
job. It will be the student's responsibility to find the meanings
of these terms before leaving yqur site.

1. insulation

2. v}eathgrization
3. sub-standard
4. install’

“5. building permit -

6. rehabilitatj:qn_

7. res torat:iqn

9. 'work order

10. bill of materials
11 invoice

- ’

12. purchase order

13. inspecti,on
! .
14. leverage

15. fulcrum

16. tongué é:xd groove

17. drywall
18. apprenticeship
19. journeyman

20. commercial value
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KING COUNTY WORK TRAINING PROGRAMN
: WORK PROGRESS REPORT -

Participant . Team
.Horksite s - WTP Counselor
* Job Title v . ‘Supervisor
) . ' PR Reporting Period

INSTRUCTIONS: First, pafticipant and supervisor each compléte rating
independently. Then, they both meet together to complete final evaluation.

5| Doing excellent LT—] Doing very Doing an 5 | Doing a fair 1 | Yot -doing an

jobjat entry good job as acceptable - job as trainee; acceptable
level or better. trainee. Job as trainee. needs to improve. Job as trainee.
BASIC WORK BEHAVIORS JOB PERFORMANGE
‘ NE RA . COMMENTS
e DEPENDABILITY . Supv. | Part. L

Works scheduled hours

Gets to work on time .
Completes assigned tasks L .

e INITIATIVE . .
Forks well without -
close supervision
Sticks to assigned task withowt | S
needingﬁconstanf“rémindznq :

Does extra things without
being told

e FOLLOWS DIRECTIONS

e ATTITUDES’ : .
Does his/her best even when given
tasks s/he doesn't like to do :
Accepts constructive A
eriticigm X : \ :

Gets along with supervisor

Gets alony with other workers .
e WEARS RI CLOTHING FOR . .
THIS JOB s

.
e OTHER g : 3 . - . _

SPECIFIC JOB SKILLS - Specific skills the participant is to learn on this
- job~—(Please—tist and rate..) .

1.
2.
3.
4.
5. i ) ‘
Participant signature and date&' Supervisor s1gﬁature and date
White copy - Counselor For WIP use only:
Ygllow copy - Supervisor !
ink copy - Participant | ,EDP UPDATE
Gold copy - Participant worksheet [ (Counselor initial and date)

y K ~
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