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The ICP Implementation Manual is designed to help local educators
implement a process to develop Individualized Career Plans for all students
in high school. The manula describes the ICP conceot, tasks-wneeded
to develop the IcCP brocess, a Readiness Scale and Plan of Action, and
resources section.




FOREWORD

The Individualized Career Plan (ICP): Implementation Manual has been
designed to assist local education agencies to consider implementation of a
process that will encourage students to develop career plans. The Manual
includes suggestions for implementing an ICP process, sample ICP formats,
and resource information.

The suggestions described in this Manual were based on the results of field
test activities conducted by fifteen local education agencies in Illinois.
The field test activities were initiated as the result of the recommendation
of a statewide task force formed by the Illinois State Board of Education,
Department of Adult, Vocational, and Technical Education. The task force
consisted of forty-two state leaders in the field of vocational education.
The task force worked closely with the project staff and field test sites
throughout the three-year cdevelopment and evaluation period. Sincere
appreciation is extended to the task force members and field test sites for
their excellent contributions to the ICP process.

Career development experiences play an important role in preparing students
for their chosen careers. We hope that local education agency staff con-
sider the ICP process as a means of organizing career development experi-
ences for I11inois youth and adults. . -

Zrt By

Donald G. Gill
State Superintendent of Education
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"Would you tell me please, which way | ought to go from here?"
“That depends a good deal on where you want to get to,” said the cat

“I don't much care where so long as | get someushere,” Alice added as an
explanation.

“Oh, uou are sureto dothat,” said the cat, “if youonly walk long enough.”

taken from. ..

Alice's Adventures in Wonderland
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INTRODUCTION TO THE
INDIVIDUALIZED CAREER PLAN (ICP)

Every individual has unique needs. interests. and abilities. Because these persorial attributes are basi. to the fulfiliment of ife goals. it
s important that students be provided wmith guidance and direction that will lead them toward satistying and productive lives. in order to
help students meet their personai goals. the loual education agency (LEA) is encouragedto guide each stuaent inthe development of a
written short and long range plan for educatior:. training. and empioymernt The plan will faulitate the coo dination and delvery of
relevant learning actmuies. expenences. and services

Anlndividualized Career Plan (ICP) is based on a process that relates a student s formal learring expenences to his, her career goals
The ICP 15 a too! for students and staff (L use to woordinate school career development experiences An ICP is a written plan of an
ndividual s emerging career goals and the career development actvities that will facilitate attainment of those goals

Although the actual plan should be in writter: form. it is important that the ICP be a dynamic. flexible document The ICP 15 a
summary statement of the career related activities expenienced by the student—it :s a roadmap for the future

Itis important that the ICF be student ceiered. therefure. the student shouid have the greatest respansibility for the developrnent
and implementation of the plan Faients yuidance persunnel. teachers, and Lommunity representatives shouid be involvedto ass:gtthe
student develop realistic goals and to give direction to the pian.

The ICP should strive to

(1) provide articulated sequential education and employability planning throughout the school Iife,
(2) bndge the academic and the vocational expenences:

(3) embrace the concept of the school-community relationship.

(4) faciitate the coordination of support services for special populations. and

(5) encourage the concept of individualization of educaronai and employability programmng

The llinus State Board of Education. Departitient of Aduit. Vocational. and Technical Education has accepted the responsibility for
providing leadership to LEAs in llhinois by

1) encouraging LEAs to develop a procedure for the preparation of an individualized career pian for all students,

(2} assising LEAs in the develupment of jocally designed procedures by providing inservice programs. consultant semces,
and printed guidelines, and by

.37 making available abroad range uf sequential employability education programs appropriate tothe individual s needs and
interests (e g, assessment. career awareness. expluration. onentation, vocational classroom instruction, work-expernence.
cooperalive vocational education. aduilt and continuing educauon. and retraining programs)

The purpose of this manual is tu help LEA persunnel implement the ICP concept. Many of the career development activities may

alieady be in place The ICF process will help schiool persuninel coordinate 2xusting career deveiopment services and activities to better
meet individual student needs
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QUESTIONS COMMONLY ASKED
ABOUT THE ICP

WHAT IS AN INDIVIDUALIZED CAREER PLAN?

Anindividualized CareerPlan 1s based on a processthat relates a student's formal learning expenences to his/her career goals
ThelCP 1s 2 tool for students and staff to use to ccordinate the school expenence with career development. An ICP is a written
document that summanzes an indwidual's emerging career goals and the career development activities that will facilitate
attainment of these goals.

WHAT ARE THE COMPONENTS OF AN ICP?

An ICP includes but 1s not himited to the foltowing information:
1. Career goals
2. Career assessment information (interests, aptitudes. vocational achievement to date, learning styles, etc.)
3. Suggested course sequences leading to the goal(s)
4. Suggested extracurricular activities anfi career development experiences.

“~

»

WHO BENEFITS FROM THE ICP?

Stude nts benefit and so do teachers. counselors, and administrators. Students benefit by leaming vital concepts and skills as
they design and impiement their own plan. Students also benefit by receiving the best help possible from the school staff.

DOES THE ICP HAVE TO BE WRITTEN?

Although the ICP does not have to be wntten on paper, t should be available in some retnevable format. A microcomputer
format has been used as one altemative,

WHAT DOES AN ICP LOOK LIKE?

ICP's have been prepared in several different formats depending onthe needs of the students in anagency Sample ICPformats
are included in this manual. A brief description of some of the formats follows: .

1. Written plan on one or more sheets of paper. .

2. File folder in which basic information 1s recorded on the folder itself and in which summaries of related activities are
stored.

3. Career Activity Booklet which contains self assessment activities. graduation requirements. vocational sequences.
course offenngs at Area Vocational Centers and Community Colleges, and a career planthat coorelates career goals
to educational opportunities.

4. Microcomputer diskette for accessing student data.

WHEN IS AN ICP DEVELOPED? .

ICP's should be developed no fater than the be-inming of a student’s high school program, The opportunity for the student to
participate 1n sequental program offenngs wi. \ncreased if plan development 1s started as early as the freshman year.
The ICP1s reviewed and updated annually by the student and the guidance counselor orteacher and new activities are planned
to correspond to the student’s changing need - and nterests,

HOW DO YOU KNOW THE ICP WILL WORK?

The ICP was field tested at 15 schools in lllinois The results of the field test evaluation are summarized below

1. 100% of the participants zgreed that the ICP process increased the student's awareness of the importance of career
olanning as part of their educational progrem.

2 85% ofthe students developed a persunahzed planthat related educational and career choices totheir own interests,
abilities, and aptitudes.

3. 100% of the participants agreed that locai schools should assist students in the development of short and long-range
plans to education, training. and employment.

4. 100% of the participants agreed that the ICP process should be continued afte the field test actviies and should be
expanded to other schools in lilinois

1 4
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HOW IS THE ICP DIFFERENT FROM THE FOUR-YEAR PLAN ALREADY DEVELOPED FOR HIGH SCHOOL STUDENTS? ’

F our year planstend to focus primanly on courses that will be taken by the student The four year planis one part of the ICP The
ICP also includes the specification of additional expenences that will help a student obtain a career goal

HOW CAN YOU DEVELOP A PLAN FOR A STUDENT THAT DOESN'T HAVE A CAREER GOAL?

For students who do not have a career goal. the ICP would focus on career exploration activities and career assessment
actmities After career goais have been better defined by the student, a more comprehensive plan could be developed

STUDENTS CHANGE THEIR MINDS SO OFTEN. HOW CAN A FORMAL CAREER PLAMN BE DEVELOPED AND MAINTAINED?

ThelCP isnot designed to torce students to make career decisions before they areready Many students will change theirmind
trequently as they explore career oppuitunities The ICP 1s revised and updated to plan for new and emerging career goals

WHO IS PRIMARILY RESPONSIBLE FOR HELPING STUDENTS DEVELOP THEIR ICP?

The results of field test activties indicated that the guidance counselor is in the ideal position to coordinate the educational
expenences related to Lareer deveiopment. Many schools alsc used the classroom teacher to assist the guidance counselors
with ICP development . e
WHAT HAPPENS IF THE COUNSELOR DOESNT HAVE TIME?

The ime constraints on guidance counselors have been ciearly documented. The counselors can set up ateacher advisement
program in wh.ch the counselors train teachers to conduct the ICP actvities. Thus approach has the advantage of increasing )
staff paricipation in career planning and helped to personalize the studentteacher relationship

1S THE ICP GOING TO RESULT IN A LOT OF EXTRA WORK?

Many schools involved in ICP efforts report that the ICP is really a ime saver. After the iniual ICP deveiupmental penod. most
schools reportthat they are better organized and <an be more productve in the imited time they have to spend with students

IS THE ICP LIKE AN IEP?

while the ICP s similar in concept to the IEF (Indmdualized Educational Program) process, it is not as tme consuming or
detailed as an (EP. The ICP processtends to place more responsibility on the student for plan development The development
of the ICP aoes not require the presence of many professionals to meet at one ime. Finally, the ICP 1s not mandated

WILL THE ICP HELP STUDENTS LEARN ABOUT THE SEQUENTIAL PROGRAMS AVAILABLE IN THE DISTRICT?

MostICP hield test schoois included activities in the ICF process in which students systematically were exposedto program and
course ofterings The iCP will help students who are interested in pursuing vocational programs dentify vocational sequences
anu the related offerings at the area vocational center and community college.

WHAT IS THE RELATIONSHIP OF INDIViDUALIZED CAREER PLANNING TO VOCATIONAL EDUCATION?

vuationai education and employ ment training are based upon sequences of courses and related learning expenences ICP
enabies the student to choose wisely so these sequential courses can be taken into account when prepanng for an occupation

HOW DOES THE ICP SUPPORT THE VOCATIONAL EDUCATION FUNDING SYSTEM?

Based on individual interests. aptitudes, and actvities. an ICP is developed to map educational €xpenences necessary for
ettanment of Lareer goals Therefure | TP deveiupment necessitates a student having knowledge of all educatiunal programs
and program sequences The .ocat  al tembursement process s designed to encourage a student s concentration of 1
traiming in one career. The informatisn yained through ICP development will not only better enable a student to select acareer
but will also assist in maintaining a student s direction as they progress through school

WHAT ARE THE ADVANTAGES OF THE ICP FOR THE LOCAL EDUCATION AGENCY?

The ICP has numerous advantages for the LEA.
1 The ICP will increase accountability for the delivery of educational programs to students
The ICP will facilitate the coordination of services in an efficient and effective manner
The iCP will serve as an effective means to communicate educational expenencesto parents of high school students
The ICP will be a ime saver for guidance personnel as they work with students and with class schedules
The ICP will help districts attain maxinmurn funding for vocational education programs

U £ BN
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. 6. The ICP will help distncts deliver programs and setvices in a manner that will enhance their local three-phase
evaluation process for vocational education. .
.
7. The ICP will increase articulation of programs and services available through the different agencxes that provide

education, employment and tfaining.in the community (e.g. high schools. area vocational centers, commumty
colleges, rehabnhtat:on services, prdprietary schools, CETA, etc.)

DO STUDENTS LIKE THE IDEA OF AN ICP?

Approxim tely 2,500 students were involved in IC;P field test actvties. The results of the on site visitations at the field test sites
were overwhelming. Students were excited about the concept and wanted to continue with “their” plan.

«

HOW IS ICP DIFFERENT FROM WHAT WE ARE ALREADY DOING? :

i
Most scheols already have components and processes in piace. Communication, and coordination within the schogl Is the
weakest link of most schools. Coordination of the information flow and of schno' spansored activities requires systemam and
comprehensive management.

DOES INDIVIDUALIZED CAREER PLANNING REQUIRE THE EXPENDITURE OF MORE MONEY?

Probabiy not—if the distnct already has an effective career guidance program. However, Amplemenung the ICP may requirethe
revision of the roles and responsibilities of counselor or advisors.

.WHAT RESCJRCES DO YOU NEED TO GET STARTED?

Since thelCP s a vehicle for coordinating career related activities, most of the resources may already exist in the school setting
AReadiness Scale, which is included in this manual, has been developed to assess the status of career development actxvmes in
an agency. A plan may need to be developed to acquire additional resources or develop additior.al services if they are rot
already in place.However, in most cases, the [CP process can be initiated with existing resources and services. ThelCPwill help
students better utilize existing resourdes. y

The resources provided in this Manual will help you get started in ICP develepment. Additional resources can be obtained from
the lllinois Career Guidanck Centers, Career Education Service Centers, the Cumculum Publications Cleannghouse. and the
inois Vocauonal Curriculum Center. (See Resources Settion of this Manual.) .

LEAs may WISh to submit a Quality Assistance Plan (QAP) to DAVTE to obtain financial assistance for lmplementlng thelICP
process. (See Resources Section of this Manual.) The LEA should submit the QAP under the component entifled “Program
Development Project.”

-
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GUIDELINES FOR IMPLEMENTING
THE ICP PROCESS

PLANNING STAGE

TASK A: Review ICP Concept with the Chief Agency Administrator, Curriculum Director, Vocational Director, Bullding
Administrators, and Student Services Administrator.

1. Schedule a meeting with district superintendent, vocational director, guidance director and principal(s).
2. Discuss the ICP concept and the implications for the district and for the Local Vocational Plan.
3. Obtain approval for investigating the ICP concept within the agency.

TASK B: ldentify Members of a Local ICP Task Force.

X 1. Select representatives from service areas that have a role in the career planning process (e.g., Vocational
Director, Guidance Director, Guidance Counselor, Vocational Teacher, Principzl(s), Parent, Academic Teacher,
Adwisory Council).

2. Send a letter to selected members inviting them to serve on the ICP Task Force (Sample Document E)

3. Prepare an agenda for the Task Force meeting (Sample Document F).

\,
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TASK C: Coniduct ICP Readiness Activity with Task Force.

1. Duplicate ICP Readiness Scale included as Sample Document A.

2. Distribute instruments to Task Force members.

) 3. Collect instruments and compile results {(Sample Docurnents B, C, D).
; 4. Deade if other groups need to respond to Readiness Scale.

TASK D: Determine Priorities for ICP Implementation.

1  Rewview results of the Readiness Scale with the Task Force to determine areas needing improvement.

2. Based on the results of the Readiness Scale, develop a priority list of activities needed to improve career
development activities.

3. Translate each pnority into a conclusion based on needs assessment and write a recommendation and
suggested improvements for each conclusion {Sample Document Q).

4. Present conclusions and recommendations to faculty for verification and/or reaction.

5. Rewview report with Vocational Plan Writer to deterrnine relationship to and impact onthe Local Vocational Plan

A a he mr

- DEVELOPMENTAL STAGE

TASK E: Convene Task Force to develop an ICP Plan of Action for the Agency.

1. Visit ICP field test sites to observe ICP process and to discuss ICP procedures. !

2. Develop an Action Plan to implement the ICP process (Sample Document H). The following items should be ’
included in the plan: - v
a. The personnel who will be involved in ICP activities (counselors, all teachers, vocational teachers).
b. The components of the ICP to be used in the agency (i.e., what information will be recorded):

Career goals.

Career assessment informaiion (interests, aptitudes, achievement, learning styles, etc.).

Suggested course sequences leading to goals.

Suggested extracurricular activities and career development experiences.

Periodic review/updating procedures.

. Other.

¢ The career development activities that exist in the agency that relate to ICP components and will help a
student with the career planning (See results of Readiness Scale).

e
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d. The career development activities that need to be initiated in the agency to supplement existing activities
(See results of Readiness Scale).

e.  Atimeline for implementation of the action plan and identification of personnel responsible,
f.  The personnel responsible for each activity in the Action Plan.
3. Submit the Action Plan to appropriate agencyadministrators for reaction and approval to proceed with activities.

TASKF: Develop ICP Format jor Local Use.

1. Review sample ICP formats in Appendix.
2. Develop a format appropriate to agency needs.

TASKG:  Fleld Test ICP Format with Sample Group of Students,

1. Train personnel identified in Task E.1 in the ICP process.

2. Select a small number of students to participate in ICP field test activities. Include students of different interest,
aptitude, ability levels, and students with different career goals.

3. Hold small grdup/individué?meetings with students and personnel responsible for coordinating ICP activities to
explain ICP purpose and related activities.
4. Provide time for students and personne! to meet to develop the ICP,

5. Provide time for personnel to meet with students to provide guidance as they progress through ICP related
activities.

TASK H: Convene Task Force to Evaluate Fleld Test Activities.

1. Develop evaluation instruments to evaluate effectiveness of ICP field test activities {Sample Documents , J, K).
2. Conduct evaluation activities.

3. Analyze results.

4. Develop recommendations for future implementation on agency-wide basis.

TASK Ik Report results of ICP Fleld Test Activities to Chief School Administrator, Faculty, and Board of Control.

1. Convene the Task Force and prepare a report that summarizes the results of the Readiness Scale and field test
activities.

2. Develop a plan for agency-wide impletnentation of ICP.
3. Present the report and recommendation to the Board of Control and Chief School Administrator.
4. Obtain approval to progress with implemer.cation plans.
5. Distribute a2 summary of the findings to the faculty and staff.
IMPLEMENTATION STAGE

TASK J: Prepare faculty/staff for Implementation of ICP process on an agency-wide basis,

1. Disserninate a summary of the ICP field test activities and recommendations to the faculty and staff (e.g.,
newsletters, meetings, seminars, inservice).

Obtain staff feedback on ICP concep*, and incorporate information into an inservice plan.

Develop &n inservice plan to train personnel who will be involved in ICP implementation.

Conduct identified inservice activities.

Awp

TASK K: Inform Parents of the ICP Process (High School Level).

1. List altemnative ways to inform parents of the ICP process.

2. Review models for intensive involvement of parents in ICP process (contact Career Guidance Center Directors
for assistance). ’

3. Invite parent participation in ICP development for their child.

TASK L: implement ICP Process on Agency-Wide Basls as Specified in Pian.




EVALUATION/REFINEMENT STAGE

- —

TASKM: Evaluate ICP activities after one year period.

1. Convene Task Force to review evaluation instruments used in field test activities (Task H).

2. Revise instruments if necessary.

3. Distribute instruments to a sample of each participating group (e.g., counselors, students, parents, teachers,
administrators).

Collect and analyze data.

Develop recommendations for refinement of iCP process.

Refine/expand ICP process as appropriate.
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SAMPLE DOCUMENT A
ICP READINESS SCALE

The purpose of this scale s to help the agency determune ts readine ss to implementindividualized Career Plans (ICPs). The results
~ih be used to plan activities that will improve the career development process for students in the agency Please respond to each
question by aircling the answer you consider to be mos: descnptive.

Degree of implernentation Degree of Importance

Rate the degree to which each | How important do you think
item exists and is being used || this item is?
in the agency.

I Ak
3 k! : 1
2 gt st |l 3 g 3
1 2 3 4 5 1 2 3 4 5
. Student Background Information
A Doesthe agency have an effective process for obtain-
ing biographical information about each student’s:
1 age, grade, group test data 1 2 3 4 5 1 2 3 4 5
2 emerging career interests and goals 1 2 3 4 5 1 2 3 4 5

B Do counselé‘rs, teachets, and advisors use the bio-
graphical information when they meet with students? | 1 2 3 4 5 1 2 3 4 5

C. 1. Isthereasystem forstudents to changethis bio- i
graphical information as they progress through
their school program? . 1 2 3 4 5 1 2 3 4 5

2 Do students use this system? 1 2 3 4 5 1 2 3 4 5

Il. Student Assessment of Interests and Aptitudes

A Do all students take a career interest inventory? 1 2 3 4 5 1 2 3 4 5

B Do all students take a career aptitude test? 1 2 3 4 5 1 2 3 4 5 e

C Do al! students meet with a counselor/advisor to | -
discuss the results of interest/aptitude testing? 1 2 3 4 5 1 2 3 4 5

D Do parents receive information about the results of
interest/aptitude testing? How?

-
(@)




Degree of Implementation

Degree of Importance

Yes, Bot Needs
Improvernent

-
[\ ]
w

No Improvement
Needed

E. Do students use Information sources for career
exploration:

Career resource library
computerized career information systern
career guest speakers

field trips .

Job shadowing/internships

other (please specify):

OUVa WD~

lll. Career Planning Activities

A. Do students have individual help to translate bio-
graphical information, interests, and aptitudes into
P career goals?
)

B. Do students complete a sequential course of study
(eg., 4year plan, 2:year plan)?

C. Isit clear to students how coursas in the agency are
sequenced for entry into the labor market or for
further education in the following areas:

e gt B, =

l. Agricultural Occupations’
} 2 Home Ec Occupations
3. Industrial Occupations
4. Business, Marketing, Management Occupations
5. Health Occupations

y D. Dostudents utilize vocational sequencesto plan their
course of study when applicable?

| E. Do students use information that will help them
determine educational services related to their career
goal:

1. Area Vocational Center course descriptions and
programs

Community College course descriptions and
programs

University course descriptions and majors
Apprenticeship Information*

Military Training

Private Trade and Technical Schools

oUaW
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i
, !
! ! :
2 Degree of Implementation Degree of Importance :
o - 1
% oL
% 1 O B A
2 34 2 i 3 1
\ , 1 2 3 4 5 1 2 3 4 5 .
: a
{ i
d ;J%g
7 F. Istheinformation availablein questionsiil.C,D,andE ‘R
3 periodically discussed with students in relationship to ;
3 their emerging career goals? 1 2 3 4 5 1 2 3 4 5 H
R IR
) G. If asked, could students describe: ;
1. their emerging career goals? 1 2 3 4 5 1 2 3 4 5
2 the education and training needed to obtain the
career goal? 1 2 3 4 5 1 2 3 4 5
3. sources of education andtraining related to their ,‘
career goal(s)? 1 2 3 4 5 1 2 3 4 5
N 4, employment conditions related to their career
3 goal (ob market, salary,work environment, etc.) | 1 2 3 4 5 1 2 3 4 5
t; \H. Is there a method for identifying special learning
: needs to students related to their career goals
5 (reading skills, math skills, sociability skills, physical
adaptations)? 1 2 3 4 5 (1 2 3 4 5
% I. Is there a systematic method for helping students
3 obtain the support services required to meet their
special needs?, 1 2 3 4 5 1 2 3 4 5
J. Do students participate in activities that will develop
pre-employment skills (e.g.. resume development,
interview techniques, job search skills)? 1 2 3 4 5 1 2 3 4 5
IV. Review and Revislon
A. s there a systematic process for students to periodi-
cally review their stated career goals and revise their
.1, educational plans according to new interests? 1 2 3 4 5 ] 2 3 4 5
: B Are target dates specified for each student for the
4 review of their career plans and related services? 1 2 3 4 5 1 2 3 4 5
3 C. Dostudents use assessment techniques to reassess
{’ abilities, interests and aptitudes as their career goals
: change? 1 2 3 4 5 1 2 3 4 5
A
:

10
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Degree of Implementation

Degree of Importance

Mo Improvernent
Heeded

=  Net Important

tenportant

Essentlal

1 2 3 4 5 2 3 4 5
V. Cgo:dlnaﬁon and Communication
Review Sections [-IV of this questionnaire.
A.  Does each student have a written career plan that
summarizes the results of the activities described in
Sections |-IV? 1 2 3 4 5 1 2 3 4 5
B. Doesthe agency have a method for coordinatingthe
career related activities described in Sections I-IV? 1 2 3 4 5 1 2 3 4 5
C. Isthere amethod to communicate the student career
goals/plans to relevant teachers and support service
personnel? 1 2 3 4 5 1 2 3 4 5
D. To what degree are parents involved in the career
planning process? 1 2 3 4 5 1 2 3 4 5
E. Do parents receive a copy of the student’s career
plan? 1 2 3 4 5 1 2 3 4 5
F. Are there established procedures for matching
community services with student needs? 1 2 3 4 5 1 2 3 4 5
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SAMPLE DOCUMENT B
INTERPRETATION OF ICP READINESS SCALE

Theactivities descnbed in Sections |-V of the ICP Readiness Scale will facilitate the ICP process ltis not necessaryto have aliofthe

components in place in order to1mplement ICP's. Each agency should decide the activities that are applicable for their students Many of
theactivities may already be in place and may only need to be better coordinated to serve individual students The ICP process canserve
asa coordination and communicaton vehicle for an agency interested in the career plantiing needs of ts students (SectionV of the ICP
Readiness Scale).

Each section of the ICP Readiness Scale shouid be reviewed to determine perceived strengths and weaknesses in the agency

Prionties for ICP implementation can be developed based on the results of the ICP Readiness Scale

I

ERIC

PAFullToxt Provided by ERIC

Tally the responses of each question. A separate tally should be conductedfor each of the two colums “Degree of Implementation”
and "Degree of Importance™.

Degree of Implementation - Degree of importance

SAMPLE 1 2 3 4 5 1 2 3 4 5

Do parents receive information abuutthe results of
interest/aptitude testing? i 1 i

Calculate an average for each question by multplying the number of responses for each rating by each response value Add the
muluplied values and dvide by the totai number of responses. inthe sample above, the average would be (2 Ofor implementation)
and (4.1 for Importance).

Degree of Imptementation Degree of Importance
SAMPLE 1 2 3 4 5 1 2 3 4 5
5 + 6 + 9 = (20 16 + 25
=(41)
2 = 20 41 = 41
10 10

The averages should be reviewed for each item to determine strengths and weaknesses.

Several methods of interpretation could be used

a. Simple ranking of the average from high to low. A ranking should be developed fc each category, “Implementation” and

importance . The tems ranked as lowestin implementation should be compared with their correspondingimportance vaiue

The reverse procedure could also be used, 1.e.. the items ranked as most important could be compared with their correspond

ing implementation values. Those items found to be tugh in importance and low in implementation should be given priority in
development.

b The data could be graphed to give a visual analysis (see Sample Document E)). In Sample Document E. the * represents the
average response for implementation of each questionand the * represents the average response for theimportance of each
question. The data could be analyzed for each item and/or for each part.

In Sample Document E, the agency task force reported that most elements of the career planning process were In place for

PART | Background Information
PART il Assessment
PART Hi Planning Activities

However, the agency did not have the elements implementedfor Section [V of the ICP Readiness Scale, Revision, or Section V of
the ICP Readiness Scale, Coordination. The task force had rated all of these items as highly important Therefore, the task foree
might designate Rewision and Coordination activities as priorities in the Career Planning Process

12
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SAMPLE Documem Er

“« LETTER OF lNVlTA’I]ON
: TO TASK.FORCE MEMBERS
- . " .September 30, 1982 ’
" Dear John, \’ . o l

Community High School District 00 has the connr)mmg concern of developing better ways to meet the needs of its students. In
particular, high school students need to be informed about gareer choces, and they need to be equipped with the skills and abilities
necessary to make souni realisuc career decisions. One of.the most difficult decisions for a student to make is choosing what kind of
career he or she would-like to pursue. .

We would like to investigate alternative ways to better coordmate the career development activities that exist in the district. The
Individualized Career Plan (ICP) 1s a process which has been developed on a statewide basis to enhance career development and
planning for individual students. We would like to form a task force to assess the career development activities at our school and to
consider implementing an ICP process for our students,

The purpose of this letter 1sto invite you to serve onthe ICP Task Forcefor Commumty High School 00. We feel itis importantto
have representatives from several areas such as vocational education, guxdance, admlmsfratlon, and English. In addition, we feel itis
important to have parents involved in the career planning process. 'ﬂ\erefore, you have ‘been selected to serve on the task force to
represent your coynterparts in the district.

The major,goal of the task force will bé to review the ICP concept and to determine its compatibility with the district's needs and
goais. The task force will also be mvolved 1n developing a plan of action to implement the ICP process if it s considered to be appropriate
for CHS 00.

We hopethat you wnll be ableto participate on te ICP Task Force so that CHS 00can better meet the career development needs of
our students.

The first meeting of the Task Force will be held on September 15, 1882 at3.30 .m:inthe Supenntendent’s Conference Room. We
hope that you will be able to attend. A reply form 1s enclosed for your convenience. We look forward to heanng from you.

Sincerely, s

. Mairy.Smith
- Superintendent

15




SAMPLE DOCUMENT F

AGENDA

Task Force on the Individuaiized Career Plan (ICP)
Anytown Community High School

Date . ’ Room
Time -

L-- In'troduction of Task Force Members

Overview of Career Development Activities

IIi. Overview of ICP Process
a. Slide-tape presentation
b. Brochure distribution

Need for)lnvestiggting ICP Process

Group Discussion of Career Developrment Needs and the ICP Concept
ICP Readiness Scale Activity (Sample Document C)

Vil Decision éonceming ICP Potential for District and Future Plans

= =2

Vil Outline Future Investigation Activities (Samples Listed Below)
‘Identify Existing Career Development Activities Related to ICP
Identify Student/Parent Attitudes and Perceived Need for ICP
Identify Teacher Attjtudes and Perceived Need for ICP
ldentify Administrator Attitudes and Perceived Need for ICP
Identify Counselor Attitudes and Perceived Need for ICP

Assign Investigation Activities to Task Force Members

Ppanoe

X. Determine Future Meeting Date to Review Documents




District

SAMPLE DOCUGMENT G

FORMAT FOR DEVELOPMENT OF CONCLUSIONS
BASED ON ICP READINESS SCALE

Date

Page

CONCLUSIONS SUGGESTED IMPROVEMENTS

RECOMMENDATIONS

17
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SAMPLE DOCUMENT H
ICP PLAN OF ACTION

This formatis designed to assist an agency develop a Plan of Action to implement the ICP concept. It is assumed that a Task Force has
been established, that the [CP Readiness Scale has been administered, and that the results have been compiled. Parts of the Plan may be

developed by small groups of the Task Force and, or other relevant groups and consensus can then be obtained from the entire Task
Force.

PARTl: RATIONALE FOR ICP IN LOCAL EDUCATION AGENCY

Write a brief rationale for the decisionto implement the ICP process in your distnict. The rauonale shouid be based on the discussions and
activities of the ICP Task Force.

Consensus of Task Force Obtained:

Date

PART ll: PRIORITIES FOR ICP DEVELOPMENT

List the priorities for development of the ICP activities that were determined as a resub of the ICP Readiness Scale. Lach prionty shouid be
stated briefly. List the priorities in rank order.

18
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PART lll: GOAL DEVELOPMENT

Translate each priority into a goal statement. Complete a Goal Sheet for each of the priorities that will be addressed in the current school
year (See attached Goal Sheets.) Develop a goal statement for each priority and list the activities necessary to accomplish the goal.

Complete each column that relates to the activity (number of students, resources needed, personnel responsible, imeline, evaluation
method). The Conclusion Sheets developed earlier will be:héipful.

PART IV: DETERMINE ICP COMPONENTS
Discuss the basic components of the ICP with the Task Force. Obtain a consensus on those that will be ¢ _luded in your agency's ICP.

Statement of career goals.

Summary of assessment information
Career Interest Survey Results
Career Aptitude Test Resulits
Achievement Test Scores
e Other:

S/uggested Course/Program Sequences and yearly plan fof student.

Statement of related career development activities (suggested for future and completed activities)

Staternent of career related extracurncular activities and work experience.
Other: _

e
k.
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PART V: DESIGN AN ICP FORMAT

Develop a format that will include the information that will be contained in the ICP (i.., items determined in Part IV of the ICP Readiness
Scale). Design the contents of the format.

Paper Document
Booklet Format

File Folder Format
Microcomputer Format
Other

Consensus Obtained from Task Force:

PART VI: DESIGN FIELD TEST ACTIVITIES
a. Number of students in field test:
b Grade level(s) of students in field test:

¢ Number of ICP forms to be duplicated:
d. Personnel who will field test ICP activities:

Name Position

Name Positior

Name Position

Name Position
Conduct inservice training for above personnel:

Date of inservice:

Who will conduct activties-

What activities will be conducted-




) g Determine student activities that will need to be conductad before an ICP can be developed for each student. List bejow:

&

h.  Amange for small group/individual meetings with students and personnel to develop ICP for each field test student.
Meeting times:

I Determine plans for ongoing guidance and assistance to students.




PART VII: EVALUATION/REFINEMENT

a. Describe evaluation activities for all participating parties in field test, 1.e., how will you obtain feedback onthe effectiveness of the ICP
from:

”

Students:

Parents:

Counselors:

Teachers:

Administrators:

Task Force:

Local Advisory Council for Vocational Education Members:

b. Conduct evaluation activities, interpret results, and develop a report.

PART Viil: REVISE ICP ACTIVITIES/FORMAT
a. List refinements needed in ICP process based on results of field test activities:

!

b. Pevise ICP process according to suggestions in Villa.

22
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PART IX: IMPLEMENT ICP ON AGENCY-WIDE BASIS

Starting Date:
Annual Review Period:

PART X: REEVALUATE ICP PROCESS BASED ON AGENCY-WIDE IMPLEMENTATION AND LIST NEEDED REVISIONS

7 o
WA
&,;: «:’_’a
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SAMPLE DOCUMENT |
STUDENT EVALUATION OF THE NINTH-GRADE iCP PROGRAM

Duning the year, we have tned to give you an introduction to career education. In order to decide what job you want, you first have to know
what you like, what you do well, and how you feel about what you do. Please rate the areas we have =overed this year

Helpful Not Helpful

Career Clusters inventory 128 105

Speaker from Lewis and Clark 62 131

Worksheets 86 9

COPS Interest Inventory 31

Attitude Worksheets 64

MAP YOUR FUTURE 17

Four-year Plan . 47

ICP Profile 65

Film —~ PACK YOUR OWN CHUTE ' 118




SAMPLE DOCUMENT J

A QUARTERLY SELF ASSESSMENT FOR COUNSELORS/ADVISORS

GOALS YES NO I STILL NEED TO

Quarter 1

1. 1 have had at least one conference with each of my advisees this
quarter. e

2. | have contacted the parents of each new advisee to introduce
myself and to encourage their participation in program planning.

3. Each of my advisees has a carefully thought-out career program
for the remainder of this year.

Quarter 2

1. Thave had each advisee set both long-range and short-range
career goals.

2. 1 am pleased with the relationship | have developed with each
advisee. .

3. | have explored with each of my advisees their interest in a career
or career cluster and have introduced them to the career cluster
packets.

Quarter 3 o

1. | have had a program planning conference with each 6’f_?my
advisees and his/her parents.

2. | have participated in at least one Career Development inservice
activity.

3. |have used at least five activities from the Occupational Survival
Skill Handbook

Quarter 4

1. 1 am pleased with the relationship | have developed with each of
my advisees.

2. lhave suggested at least one change to improve school climate
or curriculum.

3. My ICP goals for next year are:




[l

' SAMPLE DOCUMENT K

PARENT QUESTIONNAIRE

PARENTS! WE. NEED YOUR HELP! This questionnaire 1s part of a random survey of parents to evaluate the effecnveness of
the Individuahized Career Plan (ICP) program. It deals with the benefits of the program to your son/daughter as well as your
involvement irsthe program. When you ve completed the survey, please i eturn itto school with your son,' daughter as soonas
possible. Thank you for your participation.

These questions should be answered as they apply to the son, daughter who brought the questionnaire home.

1. This year my son/daughter is a - Freshman
. Sophomore
Junior
Seniot .
2. His/her schoolis: ______ McCluer Senior _____ Aquinas
Florissant Jr. — Cross Keys Jr. .
N
Who is your child's counselor,/adwisor? !
- N
3. My (hild s counselor, advisor has given me the opportuntty to help plan my child's educational program.  —__ Yes 'r_ No
{
4. 1 have seen a copy of rny child's career plan. — _Yes > _-No
5. | have discussed the career plan with my child. —Yes ___No

6. Rate the Career Planning Program as you know it.
Excellent ¢
——  Good
Fair o
Poor
I don't know wh.at the Career Planning Program is.

In your opinion, does this school offer activities that will help your son, daughter plan and obtain realistic career goals?
Yes, definitely
Most of the time they do »
- Occasicnally they do
e No, they do not

8. Youcanbeoffurther help. it would be very valuable o hear about your expenences with the Career Planning. Please feel free totell us
anything that will help us improve career planning services:

e

gn
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(Last Name)

ENGLISH :
____English I

English II - L &S

T Practical Hriting(k)

NRRRRRRERRRRRE

Business Engiish (%)
Creative Writing (%)
Journalism (%)

Comp & Gram (%)

Doc Papers (%)
Science Fiction (%)
Mythology (%)
American Lit (%)
World Lit (3s)

Oral Interp (%)
Competitive Speec(’)
Mass Media (%)
Practical Speech (%)
—__ Public Speaking (% )

SOCIAL STUDIES

HHIIIIII

_ french

RNy

LANGUAGES ;“:» o

—_ Spanish 11,
__Spanish 111

___Consumer Rel.

Intro to Soc Sci()
Economics (%)
Social Problems (33)
Government (%)
lorld History
Geography (%)

US History

.Sociology (%)

Human Behavior (%)
Exploring
I linois (%).

~ Spanish 4-, "

Span1sh v
_French 1
11
French
French
German I
German
German 1

___German 1V
MATHEMATICS

Gen Math

Basic Algebra
Algebra 1
Plane G=cmetry

—_ Algebra 11

—_TIrig & Analyt Geomeny
Math (%)

_. Pre-Calculus Math
__ Computer Program I(%;)
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Student Name o R ar CAREER ACT1VITIES PROF1ILE
NAME: BIRTHDATE: R
ADDRESS : TELEPHONE :
SOCIAL SECURITY NUMBER: GRADUATION DATE: PHOTOGRAPH
CLASS RANK: 113 PARENT OR GUARDIAN:
TAFTER SEVENTH SEMESTER)
SCHOLARGHIF, ATTENDANCE AND CONDUCT RECORD B
Pl Pt PO o N e o[ sofee
DR ] L10 KOXD| = ool
Ninth 418 Tenth . .ﬁg Eleventh RIATS Twelfth RIS
SIER[S E|8%!0 8ISl §|512[8
1'% p=1 NN b=} I Uz %) p=1
e d =4 II'A‘U\ wnio
#2210 C I OIS Ol wlo| e
ISES 2ISI8IS 2151818 2ISI818
CONDUCT CODE: 1 = Excellent 2 = Average 3 = Needs Improvement
P |
Employer's Name and Address Date Supervisor's
__{Lrst most recent employer first) MO/ YR Name and Title Dascribe Duties Briefly
Y 1 Employer's Name From
[~
217 Rddress To
5
E 7 Enployer's Name From
B Address To
= t
EXTRA-CURRICULAR ACTIVITIES
TESTS* Yes | No
Activity . vear | Office Held [nf an WORK HABTTS AND PERSONAL TRAITS
+ OTIS-LENON
1 NEDT t—— 10 12
: . oIS D _%%ndability
! —a €oPS ——t _L_e_adt\_orr\l_?Mth Others
— GATS . S
—_— ndustriousness
— :%:TéfMigz B antal Alertness
— ASVAB — horoughness
1 —_— Compatibility
| HONORS AND AWARDS ‘ T0WA BASICS — Attitudes and Habits
: ; Code: 1 = Excellent
} N :
} Scores are available 2 = Good
h 3 s Fair
: 4 = Poor
! 5 = No chance to 2valuate.
VOCATIONAL SKILLS {5, No Not related to evaluator's

OCCUPATIONAL PREFERENCES

e e e

TRTERESTS-

THURCH AND COMMONTTY ACTIVITIES:

The 1nformation contained i1n this folder has been
information, 1ncluding an of ficial transcript, contact Roxan

Typewriting (speed)
Shorthand {speed)

Accounting
Electromics
Metals
Foods
Clothing
welding

Auto Hechanics

wWopdworking
Other

Types of office or industria

field.

HTTH

L

T

machines you can operate:

CAPS CHECKLIST

The following aress have been covered:

Study of careers
Study of job traits
Writing of resumes

Writina of 1atters of applica-

tion

participating 1n mock intervlewF B

Writing thank-you tetters

Other areas

[ S
et

e

compited jointly by
a vigh $7.00) Office,

The student and the faculty.

618/254-7550.
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’ A CAREER PLANNING HANDBOOK i
M A D developed by
ROXANA HIGH SCHOOL
) A Carenr Pronsing M alieh L”i‘
22 .
SOME OCCUPATIONS RZLATED TO INTEREST AND ABILITY IN
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\ Snsger
AN
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erephics Bk Computer Secrwtary
Freduction Tollar Oparator
Clerk
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Secretary
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Secretary
(&= = ,
Oparatey
BOSINESS E '
- and v
oreics {a .
A rsonnel EDOCATION ,
anyes )
word
Procssslny
Supsrviver \
< 7ils (tine
4':5 @ _ m‘\
FHE) [N E
m ‘4" canersl cttine
/ {radder ottise Penah Lnas

AY
M’ \ . Qﬂ / Yazs-bogel e
Q ‘ " . . J
ERIC . ~

Aruitoxt provided by Eic:

1911
ko




&.

HORIZON

Individual School and Career Program

SAMPLE PAGES FROM HORIZON: INDIVIDUAL

SCHOOL AND CAREER PROGRAM
developed by
RICH TOWNSHIP DISTRICT 227

Please indicate whet yous intestinss are lallvering gradastivn.

Latenieans Mals

Fowale

Attend @ 4 - yoar colloge of vaivesslly

Anend @ paler ot cseaumily wllepe

Aneud other post-ssrndary shonl, 0.g,
Iuckaare selloge o toshuionl tnstiiuby

Cantinse sducatiun bt mndesided o trpe
of scivesl

Lotet wenk buwve

Usdecided shout lovkher odusation

Skrery

Udmown

Scholarsbay/Tinanvial Aid Ropert

Powse it o} schulashipe od Momuiel wwande (INC, whish you have
wecived) These wfl be @ 1wl of scheluvhip vecipionis yrinted in he Awards
Noght Proguen.

Nams ol Sabslanbige/Nasnatal ALd Awaeds

Fimal Tramucript Moot
Poass ideetily the nms ol the sulogs o sumset/ochnien! scheel hat yos will
hmumkmdmumww-ﬂhw
I JUNL & he oslogs or toadasond seboud Notod bolow

Callrge ar Carery'Tochasesl Sebocrl
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g SAMPLE PAGES FROM HORIZON: INDIVIDUAL ,
SCHOOL AND CAREER PROGRAM *
] developed by ’

1. High School Preparation RICH TOWNSHIP DISTRICT 227

2. Cooperative Voeational -

Educational Program
3. Sauk Area Career Center

4. Vocatiomal Sequential Courses
Academic Sequential Courses

OL Velnrs Effecting Work Situations and Envireament

1dsas abuet the icdeal wack place ese dilloesat o sach perses, Find eul what oe think b has perient by
chacking the spese that bret deectibes whot you wast ta « jeb.
Impertance
o -
Work ice goonp Wock Sox self
Weck alese Wock with otheers
Specific dutise Couative
Cloee separvisien No swpecrision
?::.-m-llus ‘L:imn-h-dmd
Ragmlo bavwrs Possihle ovecthme
Veriety of dutios Seme duties each doy
Challenge ad ruk Wock alln sncuesty
Fast poce, vk sreumsy Sire poos, low peasanes
Can 300 ud toveit Can't s0e end sowmd
Woek indoecs Weck outdoase
Willing t6 meve caywhave Wk ouly la vue loonties
Hioh preetiye Low yusetiyy
Live close  week Live % bowe o5 20000 arrary
Clove werk with anschines Lonbe wenk nith machinne
Frocqoond truval L or 20 towved
-
Q ) Ne et alee 08

‘m
5
Y
i




RESOURCES
FORICP
IMPLEMENTATION




// "
» i
RESOURCES FOR ICP IMPLEMENTATION
H
SOURCE RESOURCES AVAILABLE
ICP PROJECT ICP Implementation Manual -
inois State University Slide-Tape Program ) :
Turner Hall 205 Technical Assistance/Consultation L
Normal, lihinois 61761
Contact: Cathenne (Cockie) Batsche
Tom McCarty .
(309) 436-6627
(309) 438-3627°
*after 12-18-82
ICP FIELD TEST SITES Technical Assistance
(see kst 1n Appendix) On-Site Visits
Satellte Sites {hmited number)
CAREER GUIDANCE CENTERS Technical Assistance
(see hist 1n this section) Workshops
Information About Funding Sources
CAREER ED SERVICE CENTERS Technical Assistance
(see list n this section) Workshops .

Information About Funding Sources

CURRICULUM PUBLICATIONS “LEARINGHOUSE Career Development Matenals

Western llinois University {cost recovery matenals)
Horrabin Hali 47

Macomb, lthnois 61455

Contact: Gene Milier
(800) 322-3905
(309)298-1917

~ r—

ILLINOIS VOCATIONAL CURRICULUM CENTER Career Development Matenals
Sangamon State University (free loan matenals)
Spnngfield. lIhnos 62708

Contact: Rebecca Douglass
(800) 252-8533
{217) 7866375

ILLINOIS STATE BOARD OF EDUCATION
100 North First Street
Springfield, lihnais 62777

Contact: Research and Development Section Quiaity Assistance Plans
{217) 782 4620

Contact: Joan Gardner : Career Guidance Consultants
Lynn Trout
Joe Helbling

(217. .82 5098 I

34
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CAREER GUIDANCE CENTER NETWORK

John Cassani

Career Guidance Center Director
. DeKalb School District 428
1515 South 4th Street

DeKalb, lllinois 60115

(815) 758-8597

Michelle M. Sibigtroth
Career Guidance Center Director
Regional Office of Education
Coufthouse Building, Suite 712
400 West State Street
Rockford, Hlinois 61101

. (815) 987-3060

Omar Mumey

Career Guidance Center Director
Carl Sandburg College

South Lake Storey Road
Gatésburg, llinois 51401

(309) 344-363i

Marilyn Kushak

Career Guidance Center Director
Springfield Adult Education

101 East Laurel

Springfield, linois 62704

{(217) 525-3089

Andy Mihelich

Career Guidance Center Director
Joliet Junior College

1216 Houbolt Avenue

Joliet, llinois 60436

(815) 729-9020 Ext 341

Terry Unumb

Career Guidance Center Director
College of DuPag2

22nd Street & Lambert Road
Glen Ellyn,.ilknois 60137

(312) 858-2800 Ext. 2084

7

9

10

11

12

35

Terrie Helberg

Cateer Guidance Center Director
Triton College

9 North Broadway

Melrose Park, Hllinois 60106
(312) 343-3353

Sharon Bruce

Career Guidance Center Director
Chicago City-Wide College

185 North Wabash Ayenue, Room 800
Chicago, lllinois 60601

(312 9772576

Jerry Zachary

Career Guidance Center Director
Lake Land College

NE Building

M~ttoen, lllinois 61938 -

(217) 235-3131 Ext. 285

Jed Deets

Career Guidance Center Director
TENCO )

1505 Caseyville Avenue
Belleville, lllinois 62221

(618) 277-4530

Jim Henry

Career Guidance Center Director
3rd Floor, Courthouse

P.O. Box 338

Olney, lllincis 62450

(618) 395-8626

Don Dawis/Linda Blackman
Career Guidance Center Directors
P.O Box 425

Vienna, llinois 62295

(618) 658-4711

o
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CAREER EDUCATION SERVICE CENTERS

John Cassani

DeKalb High School
1515 South 4th Street
DeKalb, illinois 60115
Phone: (815) 758.8597

Dr. Barbara A. Core

Northwest Educational Cooperative
500 South Dwyer

Arlington Heights, lihnois 60005
Phone: (312) 870-4132

Jed Deets

TENCO

1505 Caseyville Road
Belleville, lllinois 62221
Phone: (618) 277-45,50

Dr Linda Blackman

27 County Career Education
Service Centar

P O.Box 425

Vienna, lthnois 62995

Phone: (618) 658-4711

36

Marilyn Holt

P.O. Box 338

Olney, lliinois 62450
Phone: (618) 395 .8626

Anne Gray

Career Education Service Director

lllinois Center for Educational improvement
2240 East Geddes

Decatur, lilinois 62526

Phone: (217) 424-3415

Chns Francisco, Project Director

West Central Region Center
Education Service Center

Box 556

Macomb, lliinois 61455

Phone: (309) 837-4821

Dorns Odem

Chicago Board of Education
228 North LaSalle Street
Chicago, lllinois 60466
Phone: (312) 641-4432
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RELATED PROJECTS

DESCRIPTION

COMPUTERIZED CAREER ASSESSMENT AND PLANNING PROGRAM

The Career A vareness and Planning Program is 2 microcomputer assisted planning process. CCAPP 1s designed 1o
involve the student in a systematic approach to making career decisions. CCAPP allows the student to find out what his/her
career interests are, systematically determine what jobs relate to his/'her career interests and abilites and develop an orderly
plan to enter or prepare to enter the occupation of his, her choice. The manual contains a detalled explanation of how to
effectively use the CCAPF, a comprehensive software and data system for self directed career expic. ation and planning.

Cost: Approximately $400.00 for book and eight diskettes for Apple Microcomputer

TO ORDER, CONTACT:

Steve Hyre

Systems Deslgns Asscc., Inc.
723 Kanawha Bivd.. East
Charleston, West Virginia 25301
304/342-0769

37
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RELATED PROJECTS

DESCRIPTION

DEVELOPING EDUCATIONAL PLANS FOR INDIVIDUAL STUDENTS
Valley Public Schools, Nebraska

The Developing Educational Plans Project addresses some of the most prevalent problems in our pubhc schoo system
today Many schools are lacking the community support necessary for appropriate funding, others are wrangling with the
increasing number of demands for individualized prograrps. The DEP Project 1» designed so that the teacher, parent and
F student work together to develop an educational plan for each student. :

Theresources ofthe schoo! are then integrated with the opportunities of the community to more efficiently fulfill the needs
of the plans Community experiences are planned to meet group needs which are not already covered by the regular school !
curriculum More specialized needs are met by designing individual trips or activities carried out bythe parent and/or student. !

Two major descriptors of the project are (1) the parent-studentteacher conferunces during which student interests,
strengths, problems, and test data are shared, and (2) an educational plan designed during the conferences and tailored to
individual charactenstics of the student characteristics.

School policies and curriculum, inservice activities and personnel evaluations are reviewed each year and compared with i
the data obtained from the parent student teache; conferences. This allows the school decisions to be directly responsive to
student and parent needs. '

[
i
I

Results of the project show that students, particuiarly secondary students, fee! better about themselves as a leamer and the
parent response has been extraordinarily positive beth in terms of participation and evaluative comment.

TheK 12aspect of the program coupled with the effective information-gathering device of the conference provide for the
utmost utilization of available resources The result is an inimate relatronship with the community and, more importantly a
more personalized education for the students involved in the project.

TO ORDER, CONTACT:

John Johnston, Superintendent
Valley Public Schools

401 South Pine Street

Valley, Nebraska 68064




RELATED PROJECTS

DESCRIPTION

A DOIT-YOURSELF GUIDE FOR THE DEVELOPMENT OF
INDI\ SUALIZED VOCATIONAL EDUCATION PROGRAMS (IVEPs)

FOR DISADVANTAGED STUDENTS
Stephen Lichtenstein
Larmy Cormier

The booklet describes a simple process for the development of IVEPs for disadvantaged students. The process includes
referral, classification, plan development, implementation, monitoring, and evaluation. A sample IVEP form is included.

COST: may be purchased in microfiche or hardcopy for a small fee

TO ORDER, CONTACT:

Myron Corman

Northeast Network for Cumicutum Coordination
Bullding 4103--Kliimer

Rutgers University

New Brunswick, New Jersey 08903 i
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RELATED PROJECTS

DESCRIPTION

INDIVIDUALIZED CAREER EDUCATION PROGRAM
Joan Smutny
Betty Butler

nded program involving National
and implement career education
parents. The program has proved

ion Program) has been 2 three-wyear, privately fu

system. The program’s purpose was to initiate
community volunteers and

ICEP (indwdualized Career Educat
College of Educauon and a logal school
activities for jurior high school students, involving teachers,
effective In its positive impact upon partcipants

The ICEP BOOK, whichis now available, will helpteachers and administrators develop aprogram of career educati
yunior high school students. Many of the activities are apphicable for high school students.

The ICEP BOOK is a compilation of the actual materials used in the program. it includes guides, forms. questionnaires,
activities. assessments, and hands on materials for ust. 2yjurior high school students, teachers, school personnel, community

members, and parents.
The ICEP BOOK will help you

e individuahized career educaton progrd
alents and needs, and offer something of va

on for

Design—an effect m for junwor high s hoo! students.
Jue for the growth

Attract —a student group of dversified interests, activities, t

of each one.
ts and

Utilize —the community for a leaderstup role m the development of a career education programto benefit studen
community
Include —parents to strengthen communicat

Assess—the growth of students and the program's impact upon them.

on with community and students

COST OF ICEP BOOK — $275

TO ORDER, CONTACT:

Nationa! College of Education
Joan Smutny
2840 Sheridan Road
Evanston, lilinols 60201
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RELATED PROJECTS

DESCRIPTION

TEACHER ADVISEMENT PROGRAM
Ferguson-Florissant School District, Missouri

The goals of the Ferguson Flonssant School Distnct's Advisement Program are to affect, in a positive way, student
attiudes toward self and school and to deliver more personalized and helpful guidance semices to students and their parents
These goais are accomplished through the creation of an ongoing personal interaction process between ateacher (advisor
and student \advisee) Each professional staff member assumes the responsibility for working closely with asmall group of 1€
to 20 students and their parents during the course of each students enroliment in the school. The objectives for the
Advisement Program are. (1) studerts will show positive development in therr self concepts (based on pre to post test
measures by the Tennessee Self Concept Scale;. and (2) in rating their own school's guidance services, project students will
report that they perceive a higher level of helpfuiness from a school under advisement structure when compared to a control
group's ratings of only counselor-provided service. The project is a Title IV-C validated project.

Career development activities are included 1n the advisement program. Five booklets are available to heip an agency
develop an advisement process

Just a Little Care .  The Advisor’s Role

Goals and Guidelines, an implementation guide,

From Here to There, an inservice manual,

Discussions and Things. an adwisor's calendar, and
To D@, an Advisement activity book.

TO ORDER, CONTACT:

Mary Louise Hawlkins

Ferguson Reorganized School District Rl
Teacher Center

1248 North Florissant Road

Ferguson, Missouri 63135

41
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RELATED PROJECTS

DESCRIPTION

CAREER PASSPORTS:
THE JOB CONNECTION

Career Passports. The Job Connection describes a process and 2 document which recerds young people’s work and
non work expernences that contribute to their employability. The illustrated paperback details the development of three
demonstrauon Career Passport Projects carned out through a contract administered by the National Institute for Work and
Learning. In each community employers, teachers, counselors, and trainers heiped design the projects.

Through Career Passport Projects young people think through their expenences in school, in sports and hobbies, In
volunteer activities, and in home responsibilities. They discover that those activites have taught them skills employers are
looking for, su.h as punctuality, responsibility, cooperation, budgeting, or car maintenance. Armed with a Career Passport, a
youth has the informatior, at hand to fill out ajob application, knows what to expectin ajob interview, and has the confidence of
having skills and experience to offer an employer.

Written by the Director of the Career Passport Project, the book provides background onthe Career Passport idea, offers a
look at the three Passport Projects in Worcester, Massachusetts, Lexington, Kentucky , and Santa Clara County, California, and
suggests adaptations of the basic 1dea for other communities and populations, such as women returmung to work and
community college students. Career Passports also has appendixes containing matenais that have beenfield tested and are in:
use in the three communities. )

As a detailed report of a successful approach to the problem of youth unemployment, Career Fassportss .intended for all
adults who help young people with their czreer and educational planning, and with the difficult task of getting a job.

COST: %500 per copy.

TO ORDER, CONTACT:

National Instltute for Work and Learning
1211 Connecticut Avenue, N.W., Sulte 301
Washington, D.C. 20036
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RELATED PROJECTS

DESCRIPTION

IT'S YOUR CAREER~-PLAN IT!

It's Your Career—Plan it! has been developed for hinth grade students. Activities have been identified for teachers and
counselors to carry outinthe affective areas of career education: self-awareness, decision-making, attitudes, career exploration,
and career planning.

The program was directed by two principles: that the career guidance experiences essential for every ninth grade student
be set forth in a sequential program and that the program be functional.

The results of the project are preserited in the Guide, It's Your Career—Plan It! Included are student objectives which
focus upon the key aspects of career development and corresponding sirategies, rescurces, and evaluations.

TO ORDER, CONTACT:

Dhvislon of Student Services
Room 1523

Dade County Public Schools
1410 N. E. 2nd Avenue
Miami, Florida 33133
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RELATED PROJECTS

DESCRIPTION

THE VOCATIONAL ACTION PLAN

STUDENT WORKBOOK and COUNSELORS GUIDE
Wiilam M. Bloomfleld

The Vocational Action Plan (VAP) shows young people where to begin—with themselves. in a relaxed, non-threatening
setting, counselors guide them through exercises in which they assess their skills, interests, strengths and aress for
improvement They define what work and a "goodjob” really means to them —security, money, prestige, potential, enjoyment
or to gain expenence.

Through VAP, they leam about various careers andthe skills andtraining they require. When the participants try to match
themselvesto the workthat interests them. the gaps thatappear will point the way for further education or training. They leamto
make decisions about thernselves and their futures and to set career goals.

VAP 15 also a practical approach to job hunting. After discovering how they appear to others in specially designed
workshop exercises, the participants car work togethertolearn ways of presenting a more positive image. They will developa
complete job search plan including completing job applications and preparing resumes. Role playing sessions can offer
participants a chance to rehearse inter/iewing skilis and to see themselves from the other side of the desk.

VAP s a plan of action with each step clearly mapped out. Counselors and other young people in the group are there to
offer support and help keep them from getting lost along the way.

Tested for over four years by nearly 3,000 participants in such programs as YETP, CETA, YSEP, and SPEDY as well as
private and public institutions, VAP is a critical success in helping young pecple focus on career goals and improve their
employability by attamning specific job search skills,

Althoughtargetedto young people 16-23, VAP's flexibility makes it equally effective with older groups. VAP can be used by
both college and non-college tound high school students, those interested in parttime work, dropouts, youth at risk,
institutionalized youth and unemployed teens and adults.

COST. 98 50 per copy Discounts for mutltiple copies.

TO ORDER. CONTACT:

Publications

William Bloomfleld & Associates, Inc.
90 Park Street, Sulte 22

Brookline, Massachusstts 02146
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APPENDIX A

INDIVIDUALIZED CAREER PLANNING:

INVESTING IN THE FUTURE
Tom Boldrey

Preparing people for the future is the ultinate gual of forrmal education Wahir the broad spectrum of education, an infinite numbe
of changes have beer unplemented tv meet indiwidual needs while simultaneousiy responding to the (ollective needs ot souiety
Plurahstic democracy accentuates the diversity of Amencan educaton The free enterpnse competiive suciety is based upon the
creation of new products and new prucesses Although the rapid changes are ti.e toundation of the Amerncan economic systermn. they
alsoserve as obstacie. for the educatiunai systerm by increasing . e difficuity ut synchronizing the educational system with incividual and
societal needs

The educatioriai system i.as responded (y the diverse needs of learners by creating a plethora of programs. courses and services
Witn this differentiaton o formal educatiur, new problems have been created coordinaton, coliaboration. and cooperaton It
effectiveness and efficiency are to be achieved in education, p..unity must be gi en tu the ways and means that promote Loordinatior,
collaboration, and cuoperation This need 1s particularly impontant dunng tmess of decreasing inancial resources tor education The
need 15 also ¢pparent as organizations other than schoois become invoived with education and employment training

Since thete can be no biuepnints developedtor the future and since ee i dinidualis uniguely different. the compiexity uf prepaiing
people for the futureis evident Students continue to proclaimtheir need foi caree planning assistance As rany as 75% ot bugh schoul
students want help with therr career planning according to research by Amencan College Tesung Service

The need for Individuaiized Career Plans (ICP) 1s (lear and the need 1> yrowing The parameters and purposes of Individuahized
Cateer Planrung needs to be Ciear not only tu enhance cummunication but to foster commitment to this comprehensive set ot activities
Clarty about the natui e of Individualized Careel Planniriy s nieeded in order 1or educational resources 1o be used as resources inistead ul
as nert elements

First and foremost. Indwiduahized Career Planning focuses on the induudual It 1s not a group plan nor a plan for a group
Indnidualize Career Planiung 1 inherently a student centeled process Therefore, whal makes one individual pian aifferen: trom
anoiher is the consequence of individual uriqueness 1P posiwvely values the unique capabiliies, tne diverse guals, and the multipie
learning styies of individuals Althuugh studenits Lan enhar.ce theu talents and seach career, iife goals that are compatibie with thew
personal assets without formalizing caieer plans, they are Lot hikely to effecti.ely ur effiently utlize the potential educational resources
that are available.

Career planning .s not a new concept. bt the value and implhications of caieer planning are newly rediscovered The term cdre
s used torefer to the myniad uf life roles oiie has dunng a ifetime Flanning.. defined as the attempt to deal hulisticaliy with a systerriul
probiems A systern of prublems ielated (v cateer planning may be viewed as a setof questions These may be urgent questions or they
may be ambiguous questiuns thatare the ;rutal part uf an ingquiry ICF provides the structure and fosters the processes that are inherent tu
problem sobving and deuisivn making Likewise ICF senves as a watalyst fur utihaing teedbeck to modify interests, yoals, and the mearns by
which to pursue them

The twentieth century world is vastly mure interdependent than any previous time It is no longer ratonal to search tor a singie ui
permanent solution tu a question or problem The 1apid rate of change coupled with the unpredictable erratic natuie of (harnge
mandatesthat.areer life planning s a continuous event Feuple are expectedto change jobs atleast eightimes during theur bves Each
new job reqguires changes in skalis and knowledye Life lung ieaininygis no lunger just ar, abstract idea. itis a concrete teahty Theiate ol
change taking place 1s now having more impact on us both individually and collectively than the content of the change

Educators and emplovers deury the lack of mouvaton to learn and the lack of motivation to perfurm quabity work Hans Selye. a
noted authority on stress. suggests that this loss ol motivatiun is correlated tu the uncentaint, ot career, life goals Earhier ni societa
history. personal goals were dictated by our sucietal rules Today the situation has reversed Our persunal yoals deterrmine ow rules
Indivdualized Career Flanning is responsive tu these curerns as it facibitates but Jues not dictate what a person does with fus her ife
Career ‘life goals must be articulated before Lritenia carn be applied for judging the effectiveness or efficieiicy of huw tme eneigy. aud
resources are being utilized

In Alice s Aqventures in Wonderland the cat discusses future planrang with Alice

"Would you teli me please. which way | ouuht 1o go from here? * That depends @ goud deal un where yuu wantto yet

to. said the cat '|dontmuchcare whereso long aslget somewhere, Alice added as an explanation  Oh, you are

sure to do that said the cat. if you only walk long enough
Which way you go depends upon where you want to get tu ICP 1 a structure aiid process that heips students Lind answers tu questions
about where they are. where they wantto go and how they can get there
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Aruitoxt provided by Eic:

Educators have the respcnsibiity to structure the learning environment sothat learners can utilize expenences as a basis for future
planning The role of education and the rote of educators 15 to reduce the noneducational and miseducative expenences The
Indvidualized Career Plan becomes the organizing tool for monitoning and documenting student experiences

When the educator s function > to Increase the efficiency of lec rning, the value of Individualized Career Plans becomes pararmount
The rofe of career plarning 1s diftused throughout the staff instead of being centralized Career planning becomes an integral part of ali
~lasses and alf learming instead of part ot the periphery Individualized Career Planming 1s not something trand new Some comoonents
of 1t are hkeh to b in operation in most educational agenuies What may be missing 15 the interrelationsnip between the parts (1e, a
comprehensive appfoach te self assessiment skt anid long range career reiated geal setting action tianning, momitcrig, and
documenting learner progress

Learners need to be held acr ountabre for therr act ns ast as educators must be held accouritaple [CP provides easiy dccessible

focumentaticn of the student s mnterest and the Lo Jree ', wh i these are puisuea TheICP s an amendable comprehznsive plan ot
Jction that neludes sper ification of 3l e sdudate 1@ and related preparation that will Lo takenr .0 order 1o reach caregr te 1oais

Tne Indwiduatzed Care »r Planming process sentes Hhat <4 jeats b e adequate knowte sy about the educ Yongt programs

cearses and senaces that are avarlable 1o therm The w0 re sy stematc this et at on process becomes the less ditneuity students wal!
Vhve selen NG coutses gctivities and sevic es ot i s P oors spensHt Whern stadents ¢ mplete + omprenensive plan e alinclud s
fetintve steps tor e quinng the skals and snowied e nesced tor g Career remed.ating weadhu1es »e'$ A 3CCentaaling pesonad’ assets
earming becomes maose ~fticient At the same time 1t Jas More relevancy tor the iearner

Sustas the roles and responsdiiities of workers dre 1 a constant stat: of Hux S0 are the » prrations nterasts and career plans ot
many schoot age voutn The coles ind re spunsibilities of tead hers and counselors must alsu  hanqge o weep pace with the studen:s
<hanges Individuanzed Carast Planiming s based upant . = reanties and takes them inlo ace cunt s s Foos statf work with stugents on
‘heirindivdualized Career Plans the roies iy reLponsibities of ggunselors advisors and teachers  an Le clanbed to benefit the
student Inthe processes of delineat g and Canving vut an individuahize Career Plan, students le arn skilis that cemplove sventy as peing

Mhical to becoming a oroductive worker responsibiiity trustworthiness and problem soling Students learn the  onseauene of therr
Whons I thy tearn 1o positively vatue their own personat assets
In-fviduaiized Career Flannmg is o qood investment (8is an invest meni n oul nation s most valuable resourc » —people
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Roxana Community Unit District 1
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Board of Education City of Chicago
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Chicago. IL. 60601
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Rich Township High Schoc!
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APPENDIX B
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Don Siefert

Carbondale High School
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lihnais Valley Central High School
1110 Fletcher Lane
Chillicothe, It. 61523

Hal Anderson

Shawnee Community Coliege
Shawnee College Rnad

Ulhn, IL 62992

Robert Parker, Ardis Harnagel

Lake County Area Vocational Center
18525 W Washington St

Grayslake, IL 600390

Curtis Miller

Five County Vocational System
Box 146

Tamms, IL 62985
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Edwardswlle High School
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» APPENDIX C

. ICP TASK FORCE

¥

Executive Committee: DAVTE Management Team:

Vi Biram. LaGrange, llinois Jim Galloway
Rose Ann Dawis, Roxana Blinois Louise Dailey
- Jim Oettle. Decatur, llhnois Lonnie Hart
L Allen Phelps. Univers.ty of fiinows John Kin
" Catherine Batsche, lilinois State University Tom Swoik
John Washburn

s
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1ask Force Members:
Joe Borgan
Danwiie. IL

Fran Boyd (DAVTE)
Springfield. IL

Glaria Calovini (DSES)
Spnngheld. IL

Pat Claar
Bolingbroon il

Chanes Cole
Mattoon (L

Wilbur Dichson
Danwille L

Rupest N Evans
Champaign, IL

Charles Finley
Edwardswvilie, 1L

Fobert Gemsrud
Stering L

™oona Hemmerberg
Aghlond Fark L

Jonn K retand
Onon. I

Peter Johnson
Springfield. IL

Charies L. Joley
Charleston L

Vernial A Jones
Ville Park. 1L

4m Jorgenson
Malta. IL

Donald Kaufman
Morns. L

Jesse Keyser
Oiney. IL

Keith Lape
Springhieid, IL

tazel Loucks
Edwardsvlle fo

Chiff Matz
Champaign. IL

Sandra McCamy
Genoa. IL

Curt Miller
Tamms. IL

Art Newbrough
DeKalb, IL

Tom Nicholson
Ornon. I

Mervyn C Pilotte
Grayslake, 1L

Jack Rawhnson
Crosswille, I

Carol Rhea
Spnngfield, IL

Loree A Riggs (DSES)
Sprningfieid. 1L
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Flora. IL.

James A Sullivan
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Dan Swanson
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Chicago. il

Don Vonover
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Bill Worth
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