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tem, are listed at the end of thisfile sheetﬂ |
These resources provide more completd
information, which can help you plan,  *
implement, and evaluate experiential *
éducation programs.

. WHATIS - ‘ ,
/ EXPERIENTIAL EDUCAT|0N7 y
Expenentlal educatton mean§ learnmg by dotng It refers
to all programs that are designed t%eXpand the setttng of
learning experiences beyond the fraditional school envir-
onmient to occupational and communvty settings. These -

i programs use planned experiences, which are |nd|vudually

designed to help learners acquite the attitudes, skills, and
knowtedge important to work and other life roles.  Thus,
e%penenttal education promotes cooperation between

traditional educational institutions and business, industry,

labot, government, and community groups to support
|earn|ng Some examples of experiential education are .
cooperatlve educatmn apprenticeship programs, intern-

ship§, field expertence programs, and work expenencq
_programs. _ A

.
-
.

. WHAT LEARNERS’ NEEDS
'CAN BE MET THROUGH '
EXPERIENTIA'L EDUCATION?

v
—

Experlent|a| educatlon Iets Iearners both Wmng and. old

“apply their interests, skills, abilities, and knowledge to

real-life situations. The experlepces support the |earners
need to —

. understand thé applncat;on ‘of basfc educational
skills to adult |jfe {family, Ielsure consumer, and
occupattonal roles) .
become ‘aware of a varlety of occupatlonal tions;
e test occupational choices before investing tifme in

training programs) Co ..

VY "

" FILE SHEET No.1:

" Clearinghouse oh
.Adult, Career, and
. \locatlonal Educatlon i

o EXPERIENTIAL EDUCATION?
Experlentlal educatlon programs can hel Iearners achleve"
a variefy of educational and life goals. ‘THe goals that
become the focus for any particular pt ogram will depend
on the Specmc needs and icharacteristics of learners in the
program Experiential programs can help-learners —
® explore various career areas to learn more about
" the ty pes of Worters in the.area, the work environ-
‘ment, and the*activities involved in the occupation; - «
examine career- ‘related interests, va|ues attltudes .
. andskills;» ' . o 4
.. understand the relattonshlp betWeen work and.
school and develop specific educational plans
0"‘ make decisions about occupational areas to enter;
' deyelop skills fgr specmc occupa‘:ronal areas through
< |'on-theqob expetience;” ~ ' .
o' apply basic skills and academic subject matter in
“. work situations; - -
i learn general work skllls and. behavtous {e.g., “how %o .
‘ talk to a supervisor} thatwnl be successful in any
' work situatlon; v
‘e strengthen interpersonal’ Skl”S W|th people |n varlous
. age grouns

o

‘.
.

[ 4

WHERE ARE EXPERIENTIAL = °
‘PROGRAMS BEING USED? " -

- In ‘the past, experiential components have been'used-in .
vocational education programs, in cooperative education
prog\'ams and in on-the-job training programs. More re-

. ceutly, however, experlentlal ‘education has bgen applied,
.to educational programs of all types for all levels of

fearners. Some of these applications include the following:
. . \ _

. «
s

E\EIC is sponsored by the National Institute
of Education. Points of view or opinions ex-
pressed in this File Sheet de not necessarily
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. -,develap an understandtng of the |mpbrtance of ¢ ;
. , . % appropnate work attttudes, s - ,-:» -
. his file sheet dives a basic. L ' ® earnincome to contht;e education; . .
.T Is Tile sheet gives a basic overview-of ) Q -® develgp new “skills that will help i in the upgradlng " ™ )
. experiential education. It i is designed to . of emﬁ:oyabmty skijlls; - B} : i — |
o help you understand what experiential =~ . . .e explore mid-life occupatignal options before . .
" educatian programs are, how they can help ;| .» . making decisions related to career changes. - - €9
students, and how. they can: BkdeveIOped . ' « o V- - E.'
. - . Va - . . . v e . .
In addltton to this basic information, , : : RS A . y —
resources, principally from the Educational WHAT EDUCATIONAL GOALS ~ o g |
sources Information Center (ERIC) sys-, ..CAN BE MET THROUGH. -~~~ .

.
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.. Wcat/ana/ educat/on contmues to use expernentlal
v compqnents that provude work experience for learners ,°
'.in jobs felated to their training area. T hese programs
combine work experrence actlvutle;wnh classroom
mstrqctroa

PR

. Academ/cprograms are also using experlent|a| educa- :

tion components Activities within these comporents & - °

" provide learners with the opportunrty (1) to observe
and talk with employe'rs in their fields &f study, {2) to
understand the appl|cat|on of formal education to
occupattonal activities, and (3) to evaluate the feasibility
. of specific occupations for-themselves. : _

.

’

e Experlentlal ‘education has been used widely as a method
for delivering career educatio programs to Ieafners at
aII age levels, including eleme,\ary students: In these
prdgrams experlentlal actlvmes are used to support
. career exploratlon and'to help-stullents achieve rndlwdual
Iearnlng ob|ect|ves When exploratlonwé the goal, students
,are assigned to several'different work sites, thu‘s providing
3. an opportunity-to gain first-hand information about a
- va‘rlety of occupational areat. When experlgntlal activities
- are used to support learning, the program is coordinated
"+by a learning manager, who helps students achieve
individual |earn|ng objectives. d ‘

R Experlentrai education programs have also been used
successfully to help speCIa/ needs students develop basic
personal -social and employability skilts. Orlglnally, these .
programs were used-in vocational rehabilitation sheltered
_ Workshop situatiens where disabted individudls combined

» “work with the development of these skills. Now, the
applicafion of ‘experiential edycation can*help all handi-
o capped youth and adults develop and use sk!lls in gainful -
' employment ’ e

4

o Youth‘*emp/oymentprograms currently a major natuonal
focus, are desrgned to meet the special needs of out-of-
school youth—the need for immediate income, for®
developing entry:level skills required to dbtain stab!e
employment and for educational settings other thantfe

. tradltronal |earmng envnronment here‘they may have)a
history of fallure‘ Experiential educatlon programs are

* oneof the more promising types of programs. for meetlng
'_-\the needs-of these youth.

. ® Postsecondary education has also used experlentral edu-
cation to allow learners to test their ‘cateer decisions.

- before investing a long period of time in. professional

. ~preparat|ons, develop a work experience history prior'to ’

uation; BCQUIFE‘GDEC”IC occupational knowledge and

havior; and earn money to support their college

-edu,catlon ‘ . s

. GUID’ELlNES FOR' Co :
DEVELOPING PROGRAMS o

As with all, educatidnal programs, the success of experiential
education programs depends upon careful planning and
management, Here are some key areas to constder when
developing these programs. ) ‘ Ll !
o Accessfor All Learngrs gxpenentual educatuon should
be available to all learners, with program experiences

based on assessed.ifdividua) needs and provided at the
tnme learners can best benefit from the experiences:

LI ) ' N

-
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Learner Ob/ect/ves Sinee these programs are intended
- to help students meet mduvuduallaed learning objectives,

itis |mportant to state these objectlves cleariy so that

Iearners,.program staff, and personne! at'the exper|e

learning srte have a clear understandrng of the g

’

of the learning experlence . . ‘

Site Selection X he sites used for expehentlal Iearnlng

programs should be selected in response to the needs-of
. the learners. Learners need the proper setting to deyelop
Lv-t___/ndmdual , personal, social, educational, and career

development competencues . :

e Program Deveélopment Because expenentual educatlon
programs require coordination between the school and
avariety of other organizations, programs will be more
.~ effective’if they are started on a small-scale basis-and -
expanded gradyally, This provides time to develop
procedures, train staff, and build sustained cooperation

with the organization that will provrde the sites for the
experlentlal program.

e Personnel Prepara tion,

. involve educationat program staff and experiential site

and their relationship te the education program staff.

Structure for Leam/ng Learmng activities in the expen
* ential education setting must be designed to accommo-
date individuals with different learning needs. Further-
I _more, learners need not only learning activities but also
time to reflect upon and interpret the meaning of these
" activities, N P ’

* Diversity of Experience Experiential education pro--

grams should involve the learners in a diversity of learning

and work experiences that provide motivation, interest,

and an understanding of various ways@n which skills can
be applied. Activitiés should reflec€all employment.
 levels rather than only enfry levels, '

-

@ Policy Issues There is a cluster of policy issues that
needs to be addressed when developing experiential
education prografms. Thege include the following: How
can workers. at the expe?ﬁ

& teed that the learners yill nat displace them from their
. jobs? How can the pr%rdm ensure itsgompliancg wrth
laborNaws.and regulations? If Iedrnr!rs wnlﬁe aid,
can these salaries be cooperatively determuned in the
, context of related Jabor regulations and coliectlve'bar
qalnrng agreements? What ane the criteria for grantmg

- academic cfedit for experiéntial education learning activ-

ities? Will labdr and management recognize experiential
education programs as providing valid work experience?

i Aff/rmat/ve Action Expnriential education has a role in
supportlng affirmative agtion programs. This role include
_encouraging learners to examine their own stereotypes
and to explore nontraditional career areas, Additionally,
program staff need to encourage minority students to

yartrcnpate in the program and help personnel at the
nxpenentudl education site-understand the noe(ls of these
. studcnts o . AN

e Evaluation The prégram needs to-develop un ongoing
" process to evaluato jearners”-progress in achieving thelr

3 .
A " * 4 . . « . -

Experiential education programs

personnel. Site personnel need to understand the goals of
* the program, their role in supporting the training process, .

jentiat'-education site be guaran-

S



L T

mdwrdual learning ob]ectlves The assessment should also l\haterlals published by the Natlonal Center for Rese?rch in -
suggest ways in which the experiential education compo- ‘Vocational Education may be purchased from Natignal Center
*nent can be improved or modlfled Publications at the same National Center address angi phone
' 3 ’ L numbers as the ERIC Clearmghouse - oo
. _ .. . L
WHAT COMPETENCIES DO S
" .PROGRAM STAFF NEED? ‘ ) T 7 4

'Single copies of this File Sheet are obtamable

A final but important considerdtion in setting up experi'er'\tial free from the Clearmghouse s User Servrces
education programs is that of teacher and counselar training. Coordmator o g} /

" These programs require staff to use competencies not necessarily’ ) _ W /
part of their traditional r]ole as educators. Therefore, program -
staff need addrtlonal preparatlon in the following competency

- areas: ‘ -

. Plannlng organlzmg, and developing goals and objectrves
for an experiential education program o

e Communicating and promoting experler'\tial education s o . ‘{:" o « _
" with a variety of dgencies, groups, and individuals . : o L ,v‘.: o
" e Implementing career development, gurdance and coun- o ' . RE FERENCES i .

" seling theory and practices . . ;
' ’ ' Klaurens, M. D. Education and Work — Competenc/es Needed
: ds of students - :
® Meeting mdlwdumfe P o e . . by EXper/ent ! Education Pedsonnel. lnformatlon Series,
e Facilitating, designing, arranging, and providing learning No. 175. Colbnbus, OH: The National.

qenter for Research
in Vocational E cation, The Ohio State University, 1979;
" (ERIC Document.Reproduction Servuce No. ED 181 1965).

activities that enable student participants to integrate
school and work experiences

e Establishing, developmg coordinating, and momtonng

experiences in wark settings . - - Miqguel, R J. Experiential Educat/on PO//ICV G'u1de/mes
) : Research and DevelopmentSerles No 160. Columbus, OH:
t
e Evaluating program and stur]ent achrevemer\. ¢ _ - The National Center for Research i m Vocational Edl{catnon
. ' K The Ohio State University, 1979, (ERIC Document Repro-+

duction Service No. ED 171 987)

Wasson, L‘-E/and Miguel, R. J., eds/ Exper/ent/a/ Education.
A Primer oh Programs. Informatlon Serles No. 162. Colum-

.

- : ' ‘ bus, OH: The National Center for Research in Vocational
. FOR FURTHER INFORMAT.I%N Cee ‘ ‘Educaélon '(fjhe Ohio State Unlver5|ty, 1978. (ERIC Docu-
. ment ti
This hle sheet has prowded\a basic OVERVIEW of experiential . eeio uetion Servnce NO ED 171 988)

-y ) -

educatlon Thé documents listéd in the bibliography will pro- . ) o
vide'you with more compre)rensrve mformatlon to help you ‘ /
start an expenentlal program or improve an existing one. Fur. . N :
ther, you ‘can always find additiomal and related information - '

from documents contained in the ERIC system under. the fo!-

-lowing DESCRIPTORS (The ones most directly related to - . : ; | BIB‘I/IOGQAPHY
experiential educataon are desrgnated by asterisks.) = . - @
_ ' i : 4 ' Theso materra!s will provude addmonal mfoumdtron on experi-
Apprenticeships "lntérnship Programs ential education progranis,
_ Clinical Experience - .~ On-the-Joh Training: oo - ' St
*Cooperative Education . - "Practicums . .. Allen, T R Cooperative V0cat/ona/ Education Coordinator’s
Cooperative Programs Work Experience o ¢+ Handbook. Vol. |. Huntmgton WV: Marshall University,
Experrentral Learning . *Work Experience . Dept. of Vocauonal and Technical Educa'non 1973.
*Field Experience Programs . Programs _ e 1
R Appalachia Educationdl Laboratory EBCE/’rogram Overwow
j _ . . R Charleston, WV{ Appalachia Edycationel Laboratory, 1975,
‘ . o . . " . {ERICDocumint Reproduction Service No. ED 138 824). .
If you need further help in finding these or. other materials, > " /
Jeontact the User Services Coordinator, ERIC Clearmghouse on Butler R.LY Cooperauvo Vocational Educat/op Programs:
Adult, Career, and Vocational Edut,dtnon the National Center - Staff Developruent. Information Series, No. 70>Columbus,
for Research i Vocational Education, The Ohio State Univer. OH: The Centér for Vocationdl and Tc@mm Education, «
sity, 1960 Kenny Road, Columbus, Ohio 43210 (Phone’ 800- The Ohip State University, 1973. (ERI Document Rgpro-
848 481r 5 or GM -486-3655.) ‘ _ - _duction Service No. ED 085 565). w - .
<o ! . et \ ' . v . s v
’ Y . ] //
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Eastern Washington State '(‘Iollega.vfhe Prof%nal Interiship The Nauondl (‘eme' fm, Research in Vocational Educatmp
) Exchange:Program in Vocational Educatigh, 1971-1972. - ' Professional Teacher. Education Module Series: Category J

. % Cheney, WA: Eastern Washmgton State College 1972, ~—Coord/nat/on of Cooperative Education. Cd!umhus OH:
- (ERIC Document Reproducuon Service -No ED 069 889) The National,Center for,Research in Vocational*Education,”,
: The Ohio State Lhnve:sny, 1978 (ERYC.Document Reépro-
Frankel, S. M. et al. Case Studies of Fifty Representat/ve Work " duction Service Nos. ED* 163 056 - 065) »
Educat/on Programs. Santa Monica, CA: System Develop- - « .
ment Dorporauon 1973. {ERIC Document ‘Reproduction Raphael, B. J. Cooperative Education in Higher Education:
2 Servrce No ED 081 997). . Bloomington, MN: Cooperative’ Education Training Center,
: ' " Normanda|e Communny College, 1976. .
Goldhammer, K. et al. & per/ence-Based Career Education: : - S
A Description of F Pilot Programs Financed through the . - Searcy, E -Work Experience as Preparation for Adulthood: A
National Institute gk Education; Final Report. Wdshington, Review of Federal Job Training, Vocational, and Career
.DC:National Institute of Education. (ERIC D nt ' Education Programs—An- Analysis of Citrrent Research,
Reproduction Service No. ED 118 833). . ~ and Recommendations for Future Research. Washmgmn
. : S DC: George Washingtor University, 1973,
Hayes, G. E. Work Experience Education Programs: Innova- ’ Toaeon . o ,
tions in the Junior College Curricula. Seminar paper, 1969. Sexton, R. Experiential Education and Community Involve-
N\ _ (ERIC Document Reproduction Service No. ED 031 220). 2 'ment Practices at the Postsecondary Level: Implications
U - . for Careér Education. Washington, DC: National Advisory -

Council for Career Education, 1976. (ERIC Document A
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_nator Role in Experientia/ Education Programs. San Fran-
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ASSESSMENT

e

v TESTS AND INVENTORIES

. These are resu]ts of the assessments I have taken
; .
, What I Learned.

~

2L

. These are the jobs“that I would like to learn about tn see'if they
. . ’ - -+
are compatible with my values, skills, interests, and abilities.

SR . . o~
JOB_ACTIVITY LOG IR o

L]

These‘act1v1ties have helped me to upderstand better the Jobs I am
_interested in.- oL . -

\‘,

- . Date’ Test/Inventorv
= N
IR N/ R ‘
| o~
i C A &
- SN
. EXPLORING JOBS )
o e
CHODSING JOBS - )

i

Date - . ctivity Job Explored " _Where
A visited career 1ibrary L Ly, .
visited a job site Ty .
, . visited a'trainingfstte o , M
examined ESA _ '
R , 4 ‘ o o
m‘ ~ i —— e
---‘—'J’%Z?F S o
o xvelopenr 4-1-80 o
7




. \\\, my home using the transportation that I have:

a5 . SETTING GOALS @

~

"I think I'11 like t for these reasdns:
3 . , | ’ f/
’ ' #

- I've ‘talked to these pebp]e who actlally work in this job:

(name) (date) - ‘(naﬁé) * (date)
L - ‘
I plan to get training for this job at:
~ . ' ! v . l
(name andfaddress of tra1n1ng schoo1) . N

It w111 take ‘me - | minutes to get to the training site from

\kind of transportation)

A
13

b I’wi]l . will not need to brush up on my academic skills at’

S ' , for the training that I want to enter. -
"~ .. 7 (BSBU Center) S -1 er.
'BARRIER IDENTIFICATION =

Here are the barriers that I have to overcome.

C | Barfier ' - Plan. o ‘ Overcome by? -

et go

P MY GOALS AFTER CETA
My Job p1an 1nmmd1ate]y after CETA training is

el

ppr

. Two years from now I hope to be _ - L K B
- . " ¢ - -l
68’/n < _ | “A_,)/
' ' . ) N
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CETA

JOB PLANNING -

ol

" MANUAL .

")

10
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IDENTIFYING VALUES

1. Coat of Arms

2. Fifteen Things I Enjoy Doing h
3. Graphic Interviews
4. 'Name Tag Exercise
S.' Lffelinc
! 6. B
7 M R T L A PRy ¢ e K
Other Resources
g eeLteiourees
1. - .
| o e = S
‘ 2. ) L
\ ,
\ 4
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Materjals:

. Timo:

mhanns

“better job choices.

Procedidro:

Fdentirying Values ]

COAT_OF ARMS - ~
9 a little of themselves with others, clients will
learn about their values. This will enable them to make
This activity is appropriate to use at
the beginning of group counseling because clients get to
know each other and become more comfortable-in the groun,

Bv sharing

Coat of Arms worksheet: coTored pens or pencils, larde sheet
of paper or a chalkboard. ‘

Approximately forty-five minutes..

- .

1. Discuss with clients what a coat of arms {s. tn olden
times, many paople had thoir own coats of arms which
roflocbod their backqground, belicfs and droams.  This is .
“h opportunity for ¢lienta to Crioate their own couts of

., Aarme, - '

2. Give cach client 3 copy of the Coat of arms vorksheet.
Explain that they will be filling {n the shield mostly -
with pictures and not with words. Emphasize to them
that this {s not an art contest - as long as the client
knows what the drawings mean, that's all that is impor-
tant, To demonstrate this, do an example of one of the

- sections on a chadkboard or large sheet of paner so that
the whole qroupS; N SCC. Usze stick fiqures (n the gample
drawing to indigate to clientn that any type of artwork
i Aoceptesd,

)

[ . . L] . - ~
J. At this noint, Break the qroun into pafrs, ExpTain that
they are to intérview cach other and draw the bther per-
son's answers on the worksheet. Clients .will draw their
partner’s coat of arms<-not thefr own, Ask them to en-
couraqe thelr partnérs to yive soecific answers and to,
* draw them out as a person would do if he/she were {nter-
vh;»i#m someone for a Job.  This cxerefme givos olicnls
arl Bffartunity to Porarrt o pocspernf ity Bav fHEorv fow it

TN &% KR12 N
. . -
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f,gether

After the’ Coét of-Armq worksheets are como]eted br1ng
the group back together again and have partners sit: to-
Exp1ai that clients will intrdduce gheir.

. partners to the’ whoﬁe group by sharing the coat of ‘arms

‘which. they drew. for them.

§ e
[0 N ~

. D1scuss w1th.c11ents what the1r react1ons were to the: K
_exercise:

N )
25 : .
/. AR )

Variations:

1.

1), and a job to expTore (Section 2).

S ' o A
l:v'_‘DTﬂ“ng_Eﬁj the exercise? . 5«

- What did ¥ou learn, from this eXerc1se?

o Do you’ feel -you know members of your group better? S
o What'are some’yprds that told you a lot about d B

¢ group member?

This. exerc1se 1s a good 1ntrodudt1on to the Job explor-
ation process because it has clients 1dent1fy some of
their values (Sections 2, 4, 5, 6)5 somé skills’ (Section
After this exer-
cise, c11ents are ready to examine these areas in more7

‘deta11

!

.Instead of do1ng the act1v1ty in pairs, have the clients -

do the@r own. After completing the exercise, each c11ent
witl 1ntroduce hifi/her self to the group. ~

' After the exerc1se, have clients post their coats of anns

on the walls or a bulletin board. Clients can walk. nast -
them and ask 1nd1v1dua1 quest1ons of the artist. :

CeEy

- ‘Their partners can help them .
ot i they” forgot what. they drew or if they need he]d ex-
"p1a1n1ng , o ,

13
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1.

. , ' . -,«.' . v
w1thout LOHLOFH Ior arglstlc rusults. f11| in i
'of the draw1ng below to make your own personal *coat"ff arms".. .

"§1. % BICdb

- '2.Draw the*
. Job you
-~ would like
‘;to work at.

) .

1.Draw tWo"
things you
5.dkoe11.

.. 3.Draw 4.Draw
your the
. greatest ~ three
" success . people
in life. ~most
o influential
in_your
; 11fe
5 Draw what 6.Write the
you would . ‘three Words you
do if you would like
could do sa1d ‘about you.

. anything you
wanted for one year.

CETA
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o /14
/
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Puregse:

Time:

~ Values are those beliefs and attitudes on which people base x'
- their opinions, decisions and.action. By making value judg- \

P
. [ :
Materials: -

Procedure:

" ments about activities they enjoy doing, clients will become

3 Approkimate1y twenty minutes.

v . . . . \. - ‘2 ' o
R T - . o ' . ' ) \
\ L ‘ . ' . y ,
. : P ' e b ‘e . )
. . - v‘,‘. .
‘

‘e R Idéhtifying~values

AN

] . .
5
L} .
i Ve
H f
. . PRI

FIFTEEN THINGS I ENJOY DOING

aware of their personal values and how. the values effect - \
their behaviors and their job choices.. = : o

B%fxli"'papef ahd.penc11 for each client.

. ’ . /
1. . Have clients write. the numbers."1!" to "15" do e mid- -
dle of an 8%"x11" piece of paper.  In the sp b the
~.right of the numbers have each client make a ] of 15
~ things he/she enjoys do1pg Give clients about five :
minutes to complete their lists. offer an example or -
two of your own to get them started. It is all right
if - a person has. fewer than fifteen. or more than fifteen
ltems ‘on the llst

2. .when the 11sts are. comp1eted, instruct the c11ents to
use the lefthand side of the1r papers to code the1r
lists in the following ways: '(Note - any more than 5
or 6 codlngs at one .sitting is generally too much.) )

a. Place "$" by any item that costs more than $5 each
. time you do it.

b.v'Place “p" next to each item ydu prefer do1ng w1th
PEOPLE. Place "A" next to 1tems wh1ch you prefer
do1ng ALONE. - e

c. Place "D" next to those act1v1t1es which 1nvo1ve »
DATA. For example, reading a book. :

".d. Place "T" next to those activities which involve
- working with THINGS. -For example, fixing cars;
sewzng, cooklng, etc. :
~e. ‘Place "1" through "5" beside the f1ve activities .

you enjoy the most. The most enjoyed act1v1%y
should be numbered "1"; the second, "2"; etc.

\

N
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. . " 2. Have the clients examine their Tists:

R ’
. ! .
. . ' * »
-

7 v . ' f B . n

. . . - . M

vy . . N
. e " . . . . '™ . v
) ' .

\

ask clients ;v"uhaifdid:

Follow<up: 1. After completing the exercise,
NEEEE * you learn about yourself?"
' of ‘thé whole' group or in groups of two where clients
' share their answers with a partner. o '

b "

© . "% .How many of your activities, cost oyer'$5?’espec1a11y
' ~ those in your top five choices? * These findings may
. be Important to them in selecting an occupation--if

many of their activities*cost monsy, then they should
choose a job that wdllipég enough tp/cover the cdsts.

¢ How many of your activities involve Data, People, or
Things? Have the clients compare this information
with the D.0.T, codes of the jobs they are interested
in. ' . . <
: ' ‘ , e ) A
3. Ask clients "What is a valué?" gxplain to clients that
it is necessary to identify and clarify values because
bersonal values and behaviors effect the choices af life

style and jobs that a person selects.

Variations: Othar ideas may be added to' the cbdipg system. Here are some

codes that may be used:

1. CGo through your-list and indicate the date you did it
last. ' | ' .

PTace dbi“’héxt-to'thdse items which require PLANNING.

3. Place "MI" next to those items that you want to devote
MORE TIME to in'the years to come.

4. Place "AB"

N

next to each item which requires PHYSICAL
MBILITIES. - 5
5. Place "F" next to the items on your 1ist you think your

. - FATHER might have had on his 1ist if he had been asked.
: ' to make one at your age. Place "M" next to those your
: ) .MCTHER might have chosen. v S :

“1

Thig question ‘may be asked ' -
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Materials:
' ., crayons and Questions for Graphic. Interviews worksheet.

Time:

\

Procedure:

skills. Because this exercise is done primarily with words * .
~and pictures it is especially effective with learners who -

\4

et (O PR ' _ "' ardqhtjfyihg values 3

T sdno . . . ' C o,
" ' P ' '

. A L N .
o R . . . IR
S i .
’ o “. : ) ' : - N

GRAPHLC INTERVIEWS"
This is an exercise to be used early in';hegg¢oup'COUn§eTing
process, because 1t gets clients talking ‘together about job-

related concerns and builds a sense %of Shared purpose for
future workshops. It helps clients develop interviewing

have ‘poor writing skills.

t

Large sheets of paper for each client, colored pens or ;

we

S \ ok
Apprbximate]yfon and one-half hours.

,’.

1. Have clients introduce themsé]ves to the group and tell
‘what they would like to get out of participatfon in the
group. It helps and causes some humor. if yoh have
clients repeat the names of those who ‘have ihtroduced
themselves before them,.e.g. "I'm Mary, that's John, Joe,

‘and Susan".. Clients start interacting with each other .
and begin to feel more comfortable in the yroup. o

2. Explain that you will be doing an exercise\involving

- interviews. - Ask clients for their ideas of\i

~ interview is. , =~ . - - : R
3. Give a dictionary definition of "interview", such as
.- Webster's "a meeting of people face to face, as for

evaluating a job applicant". Stress the Titeral idea

of two partiei looking at each other (inter-view)./;v

4. Ask for a volunteer:to demonstrate with you the process
" of the graphic interview. Write the volunteer's name
at the top of a large piece of paper and, with a colored

‘p¥n, .sketch answers to the following questions: - a
(See example.) -’ ‘.

' a) What activities do you enjoy most? - , _

b) What are some'sttengths/qualities you can brag about?

c) What about yourseif would you Tike to improve? -
v - :

. "y
- d 4
i ) ' :
[ , B N : : . + .. .o
x : v . Cr I
- . ' '
' . ; .

N . ¢ ' : . .
v - . : . N
. s R N
: > : : g
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Follow-up:

}-: ' \
Ny S !

K . [

*d) For.what reasoﬁs do you want a job?. _ .
e) Describg}your ideal,job.’ o '

F) 1f you were doing“a\SurVéy.'whét thrée;ﬂobS‘wédjd‘you 

- like to explore? ° o

g) What are you doing now that‘you want to’continue doing
.+ five years from now? 4
. ) -

-

- 5., Wave"clients.pain.dff. “Give them each a sheet of paper,
" !colored pens, and the worksheet Questionst for Graphic In-’

terviews. Have them write their partner's name in the
upper right hand corner and "Interviewed by" with their
‘name underneath, Give each partner fifteen minutes to
interview the other™ Circulate while interviews are _
going on to help clients conceptualize and symbolize
-each other's statements. -'If they can't think of how to -
draw abstract ideas such as dependable and responsible,
ask them to” think of specific situations in which they
demonstrated the quality, e.g. in a volunteer job, with
friends, in g training program, etc. You may have to -
decrease the number of guestions depending on ‘the .time

allowed. , . .

76..'have clients meet}dﬁ a whb]e'grbup. Eaéh partner will

introduce his/her partner to the rest of the group by
explaining the pictures they have drawn in response to
the questions they have asked. The pairs should work

as a team, helping introduce each other to the group. -

Ask forffeedback’of c]ient‘s_reactions to the ekércise.
Did ‘you think of yourself in newlwéys? (

" Did you enjoy it?” -~ -~ N

How did you feel as an interviewer? As an interviewee?

Do you feel you know " the members of,your~group'be\ter?

: . ¢7? N |

o
.:.‘“

p
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' . QUESTIONS for GRAPHIC INTERVIEWS =

f/~ ' ‘ ,“ T ) A
1. What activities do you enjoy most? s

. ‘ .
" ' ' . ; : LT
2. What are some strengths/qualities you cani'brag about? ‘\\
h 3. What about yourself do you want tovimﬁrove? ' . /gfﬁ
- . ' . . . . .’ . /»" ',
' 4, For what reasons do you want a job? -»{ : “;¥£\
"+ 5. Describe your ideal job. ‘ . ' ~—
' 6;_ If you were doing a job survey, what 3 jobs would you 1ike to research?
7. What are you doing now that you want to continue Hoing 5 years froh now?
/’ L]
. . '.QJ ‘
. L
r"
"
RS
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'Materials:

Time:

Procedure:

£

e,
[

Identifulng Values 4

i

.
. * R g i

‘ ) 7
A NAME-TAG EXERCISE -~ .

: ) y Yi . t
A.brief introductory exercise which focuses on ident ifying

values and making decisions. )

3"x5" index card for cach participant, straight pins, pens

~or pencils, and a large sheet of paper or chalkboard. '
Aporoximately fifteen minutes. . : N
1.' Have clients fi11 in the,informationuon their index

cards-as indicated on the next page.
1V on a large sheet of paper or a chalkbo

Draw a rectangle
ard to represent

the 3"x5" index card. Using
the clients are to write their

is card, indicate where -
ponses as each ques-

tion 1s asked.

Allow only 45 seconds to one minute

for participants to record their responses to each of
the following questions. This {s meant to be a short

‘exercise during which clients put down the first re-

sponses which come to mind.

'1._.ﬂritekyour naﬁe as you like_td be called.
Nhairkgfyour most 1mportanf possession?”
Who is a person you admi?e?

.,'what is your ideal job? IR

U W M

Where would you 1ive for one year if all
your expenses were paid?

6. Write a logo or draw a picture of how
you feel today. o

Have clients pin their cards on themselves: and wear

2.
thg@,for the rest of 'the day's session.
3. Give clients five nﬁnutes to walk around and see how

others responded to the questions. This process will

“allow the group members to introduce themselves and

learn more about one another.




' — ' —

v : ‘ ¥
(2) Ny most important, (3) A person [ admire,
possession, . Lo (’ v '
J
(1) Namo

-

v

(4)

ii
(5) logo or bjcture of how you

feel today. -

‘/—r lv (5) where I would live

for ene year with
all expenses paid.

My Ideal job.

4

Follqw-ug:

Discuss -with clients what their reactions Jere to the
exercise, . : '

How didiyou feel about the exercise?

How did you feel about having to make decisions
in a.very short period of time? .

Do you feel you know' someone in the group a little /
.better as a result of'igis exercise?

ERIC -
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Furpaze;

Materials:;
Time:

Procedure:
LhLcdilie

- exercise will have the client

™~

. . Setting Goals 3 .

. : -

. \ Fdentifying Valyes 5
N : ¥ . '
; - ' fK

>4

¢

Goal setting aﬁd the accomplishment of those goals is an {m-
portant concept for CETA participants to understand. This -
look at their whole life span
~-past, present and future--and the critical decisjons they
have made in it, s . .

The emphasis of the exercise is ‘on the personal responsi-
bitity clients have in influencing, or not influencing,

their 1ives and the importance of goal setting to their
future, L C L

14 \
\

Lifeline worksheet and pencils, L\

|

£y . . P

Apprqximately,thirty minutes, L

1. Introduce the concept of lifelines as a graphic repre-
sentation of decisions that clients have made during

« . tiheir lives and the goals they hope to achieve. Re-
" assure the clients that there are no right or wreng
approaches to charting their lives. It is important
to remind clients that they should respond honestly
so that the exercise will be significant to them.

2. Have clients complete the Lifeline worksheet, charting
their 1ives from beginning to end using a line to repre-
"sent highs and lows. Draw a 'sample business progress
chart to show clients how to'draw their lifelines.
Have clients indicate year segments on the bottom line
of the box (see example). Avoid telling clients how -
to draw their 1ifelines or when they should end. These
are decisions that each client has to make.

Z3 —



»

After drawing their lifelines, have the clients cade
the worksheet to indicate critical gecisiens in thaif
lives, : ' :

When thay have completed their Vi7elines, have them
respond to the statement, “my lifelins jouks }ike this
tecquse , , , . ’

After cltents have shared thelr drawings and responses,
bring them back together and lead a discussion witlh the
whole group, Discussion auestions may include:

¢ Nhat have you Uiscovered about yourself? gecurring
answers to this question reflect the recoynition by
clients that alehough they are unigue indiviguals,
there are many similarities of persanal mijor events
dmong group members. .

¢ MWhy {5 it important to set goals th:gséhnut our ltfe?
QuF yogla determine oyr actions In life. tThe cephasis
of this discussjon sdould be on the personal respun-
sibility one has for influencing, or not iInfluencing,
"the major pvents of one's life. With this recognitian,
comes an awareness of the importance af goal setting
to ensure control over one's future, .

After completing this exercise, clients should understang
the {mportance of setting goals while they are CETA par-

ticipants and their personal riPponsibility to accompl {sh
those qoals. v

N




1.

A lifeline is\a ghi‘ﬂﬁﬁfﬁ represeatativn of deﬂsims,
eveats and actidas that influence one's Vife, Most
Tifelines differ tPas one person o another becayse
we are each shaped by different events and decisions,

4
[}

1. In the lifeline chart below, let the left edge of the box represent
the beginning of your Vife, and the rh‘;h: edge represent the énd of
{Our life, Using the pattern of & business progress chart, draw 3

ine in the box that represents your gan pre‘enz. and futyre,

2. After you have drawn the line:

Place ( v/) to indicate where you are now. “

Place ( ¢ ) at the point of the best decision you ‘made.

Place ( - ) at the point of the worst decision you made. .

Place { 7)) uhcre 4you see an important decl_sion coming up {n the future,
J. Now that you have 3 graphic reprcscntation of your life, write a rc}t;{s\c
. to the following statement:

Yy S

My lifoline looks like this because . . . . .

—> un
3 STATF ‘ .
oo
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IFYING JOB VAL UES

Activitiesy

1.7 Nork Values Chechlist

-

2. ¥hat Do Yoy look For {n 3 Job?

3. Nork Situstion Chegklist .

>

SRR SRR T TR e ik et e v W, W W Y e e e

P ) - - . A ek i T

Other Resources

1.

gy RS T . I oS, Al - o R " p——

2.

T A T TGl ottt T 8 AR Aot o e iy




Purpose:.

Materials:

" 1itu:

" Procedure:

" with their values. Lo o

'3, .At.the bottom of the worksheet, have them prioritize the

B )

- Identifying Job Values 1

v .
WORK VALUES CHECKLIST

4 ‘

Our work values greatly influence our.job-preferences. .This

- activity helps clients to determine their work value prefer-
. ences. By examining these work values, clients will be able

to be more selective about choosing jobs that are compatible :

Work Values bhécklisg, o B |
Approximatefy thirty_minutés.’
1. Discuss with clients what is meént by "work values".

These are values that one desires on a job and feels are
- needed for one to be happy and satisfied at work.

~2., Have clients complete’ the work Values Checklist. Empha -

~size to them that they are to do it as they feelvnow, not
as they will feel at sometime in the future.‘égﬁl ~

s S

three most important situations they would 1ook for on a
job. -~ R ‘ S IR

a
-

‘1. Share with clients the idea that they should consider .

their values when making a job choice, even though

"~ values.

" they may never find a Job that meets all their work -

}'é. -Dfscuss‘wffh clients the information gained~fromncom-

pleting the worksheet.
o Why is it important to consjder your work values when
selecting a job? o - S o
-0 "What did.you Tearn about yourself?
% Do_the jobs that you are considering have the work
~ values that you prefer? If clients are unsure, have
‘them visit a' job site, speak with a worker on the
job or visit a training site and talk with an in-
“;'ﬁtrUCtOH. ' St _ ) o

3. HaVe.clientsiljst jobs consistent with their work values.
: Example:  ‘Helping others - ‘nurse aide, policeman, dent?l Al/)

assistant, etc. .

N

27



 WORK VALUES CHECKLIST

List the THREE _most-_impor_t,a‘nt values.you ~wou'1.d look for in a job.

1.

2.

- 3.

f_ soJ | ?r:;‘r‘r. K
C  DEVELOPMENT

\

'”g Directions: To the left of each value Tisted bélow, »
2 e : '
el | : - :
- 4'2 é Directions: To the left of each value listed below,
3 o| | place an "X" in the- box which shows the importance
= E| -=| of the value tqQ you. \Answer as you feel now, not .
. =l [ _| <| as you think you should fee] or w111 feel at some
— 4'3 ol o &l time in the future. LS
N O wn :
S % [} - =i
ERKEE | o
| 1. Working with people’l like ~ - .
f ”2.'-_Being my own ‘boss ' |
L 3. Having'a steady job =~~~
4. "Making decisions and supervising others ¥
9. Being well paid . L
6. Helping others ) .
7. Doing exmting things, sometimes 1nvo1ving risks or danger
. 8. 'Norking in pleasant surroundmgs
9. Norking alone most of the time * . -
"* 1 10. Accepting heavy re~ponsib111t_y B .}
11. 'Inf1uenc'1'ng and convincing others -
- wz. Having. people look up to me '
- '] 13. -Inventmgj dechLmrlg ordeve]omng new ideas and things
14. Having time for my family ’
15. . Receiving a sense of well being from domg a job we]] done
16. Having other’ pe_ple around ’
17. “Domg work that I en;joy, that is 1nterest1ng to pe
‘18, wOrkmgm a job that offers a chance %r promot\n
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-,Matetfals:

Time: -
]
Procedure:

Q3

2. Have clients complete the what Do You Look For in a Job?

Follow-up:

Tﬁe”féctors that we look for in a job.influence our choices.

and work situation preferences and prioritize those they de-

‘basis for making j@gb choices that.are compatible with their
needs. . I ' s -
What Do You Look For in a Job? worksheet. : ¥

After clients complete fhé worksheet, discuss the following

o Do the jobs that you are interested in have the'working'

’ ' Idenfifying'Job Values 2

]

'WHAT DO YOU LOOK FOR IN A JOB?

This activity enables clients to determine their work values

sire most. By examining these, clients will have a better

Approximately forty minutes. ’ *

1. Discuss the concept of work values with clients. These
are values that one desires on a-job and feels are
needed for one to be happy and sqtisfiqd at work.

worksheet. Explain to them that if there are values or
~situations which are important to them and not on the
list they can be added. L R
3. At the bottom of the worksheet, have the_cliehts'fill
in the five most important things that they look for in
a jOb. . ) . ‘ . . . . .

.

questions with them:

e Why is it important to consider those work values and
situations that are .mportant to you when selectinga -
- job? C : o . _
o Is it possible to find a job that satisfies all your
‘«desires? clients should understand that few jobs ~
satisfy all one's desires. T o e

conditions that you prefer? If the client does not know
‘what .they are for the job they are interested in, have
them read about the job in the Occupational Outlook
Handbook or a similar career resource, visit an actual.
job site, and/or visit the training site and talk with

- - tRe dnstructor. =

29 -y



L ' .

- % Why might some people endure unpleasant working envir-
e , onments rather than change jobs? clients should under-
: stand that sometimes people sacrifice one value for

‘another in certaln situations, For example, a person

who .values working close to.home, may be willing to
accept a lower salary for a conveniently located job.

4.
“f

- ."‘. '

30



WHAT DO YOU LOOK FOR IN A J0B?

the thin s that you want on a job 1n the appr opriate column according to whether you
them, . sometimes want them, or never want phe on a Job.,

s sometimes always sometimes

~‘being well known

work with your mind

sit doﬁh to do your work
',having to come. up with new ideas -
" to be to1d what to do
‘workinvolvingrisks -or . danger
f*commute more’ than 30 minutes -

your own boss
place to work

ng others

t your own pace
g dressy clothes
al work

v

"ot of money - - -— -
- to.be qlbné _— — ~clean place to work . -
ty . - do many different things — —
hings — . set your owri~hours - -
- work e L . eight to five work . .
r work I . ‘meet many new people — L
“writing e . feel you are helping péople L
“math . . chance to move up - .
g R . make beautiful products . L
work S . work with your hands . o
ols R - same duties every day o o

‘,‘ N

;rm AR

T

ome of your own: _ S e S S 2 AR

he FIVE most 1mportanf things that you look For in a- job,'

.

5. - ‘ ’
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Purgoso:;

Procedure:

Materlals:

Tﬂme:‘

Follow=-up:

. Few onple have .the ideal job that offerS'all the work situ-

Identifying Job Valuea 3 .

™
¥

WORK SITUATION CHECKLIST

‘

ations that they desire. However, some jobs have more to
offer than'others. This activity helps clients to examine
thedir preferences regarding work situations. By recognizing
these personal. preferences, clients will be ina beffbr e
position to make Job choices. /) )

‘:f .

,Discuss what 1s meant by work situations or wcrking
conditiods. work situations and working ‘conditions
~ are the environment and surroundings in which one
. works '

AN

Wbrklsituation‘Checkiist worksheet,
Apnroximately thjrty minutes. .

1.

2. Have clients comolete the Wbrk Situatlon ‘Checklist.
. Emphasize that they are to answer as they feel now,
not as the% think -they should feel or as they’ may
feel ‘at ‘so et1me in the fufure.. -,

S

this worksheet. Although they will probably never
fiand a job with all the work situations they de 1re,
they still should know what they are as they con-
sider ]bb choices. j

e Uhy is it 1mportant to consider the situat1ons

that you will work in/on a job? _ b

o Do the jobs that vou are interested in have the
working conditions that you prefer? If clients
do not Know what the working conditions are for
the job they dre 1nterested in, have them read
about it in the Occupational Outlook Handbook
or a similar: caaeer source, visit a job site,
or visit the tra1n1ng site and talk with the -
Instructor. ' . L )

/e
o

3, At the bottom of the sheet, have them prioritize R
‘ the three most 1mnortant situat1ons they would B
like in a JOb _ i A ' :
\ ' \ . . ~
1. Discuss with clients: the 1nformat1on generated from




o ® Why might some people endére unoleasant working
condttions rather than change jobs?. clients
ghould understand that sometimes peaple sacrifice
one value for another in certain aituations. For
éxample, a person who values a well paid job may
be willing to commute an hour to work for a high
salary. , AR

2. Have clients 1ist jobs which are likely to occur in :
+ the work situation they prefer. For example, sitting -
. often at a desk or macﬁine--typ1st. drill press oper-
ator, factory worker, keypunch onerator. : .
J




WORK SITUATION CHECKLIST

Directions. To the left of each situation 1{sted

elow, place an X in the box which describes your
feelings "about each situation, Answer as you feel
now, not as you think you should feel or will feel
at some time in the future.

¢

situation I woulg

Would be diTTicuTi 5
like to avoid

A situation | would
like to work in
. [Could adapt to the
AR NOT Sure about
“{the situation
ladapt to the Situatio

situation

1. Working in nofse and confusion

2. Heetinq new people frequently

3. Doing detail work with care

v . ’ 4, Planning ahead carefully

.8, Sitting at a desk or machine i

g
6,

Following_an established routine

7. Meeting new problems apd situations daily

8. Working under pressure

9. Working at own pace

10. MHorking in extremes of heat or cold
11. Nearing dressy clothes

12. 'Performing a_variety of tasks

13. Doing mostly physical work
T (24

14. Concentrating on a single task

15. Doing mostly mental work

SO ] 16, Working weekends and/or split shifts

//;/>) : ' 17. Commuting more than 30 minutes to work

18. 'orking for a small company

“

19. Working for a large company

20. St 2

List the THREE situations you would prefer:_ -
1. = >

S 2.

3.

T o T | L
T _
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. IDENTIFYING SKILLS

Activities
1. Nine Dots

~2. Skills Identification
3. ldentifying My Skills (Brief) )
4. Vocabulary Building - |
5.
6.

Other Resources -
1.
2.




, \

Identifying skills 1 |/

i

Purpoza: . As clients beqin the skills fdentification process, they
) - need to accepg/&hat transferable skills are different
from Job-spectfic skills. This quick, fun, warm-up exer-
cist encourages clients to think creatively to solve -
problems,

Nateriala: Nine Dots worksheet, cake worksheet,/ chalkboard or large
: sheet of paper,

Time: Approximately_fifteen minhtes.

Procedure: 1., Distribute copies of the wine pots worksheet to clients.
After reinforcing the instructions on the worksheet,
have clients complete the exercise. Give them only a
few minutes to work the exercise to prevent frustration.

2. Ask if anyone solved it. If someone did, have them
. show the rest of the group how they did it. If no one
" solved the problem, f1lustrate to the group on a ¢ =
board or large sheet of péper how to solve it (seé an-
swer on next page). ' u

w

. vaq clients a copy of the cake worksheet and allow
«them=a short period of time to work on it. °

Again ask 1f anyone solved the problem. If someone did,
have them draw the answer on a chalkboard or large sheet
of paper for the whole group. If not, supply the answer.
(see answer on next Page). Usually someone in the group
will solve this problem after observing the answer to
the Nine Dots exercise. : ' ' -

E -

Follow-up: 1. Discuss with clients what blocked them from solving the
SR nroblem. Clients will often respond with, "I didn't
A know I could draw lines outside the dots", "I didn't o
! think of doing that", or "I always cut cakes in straight
lines”. Most people usually do not think creatively.

P




2. Introduce the idea that when we identify our skills we
also need to think creatively aad unconventionally,
After this exercise, L is appropriate to begin the
process of skills identification, emphasizing that all

s . ~our skills should be included, T

'+ Answers

BN
(1)

NINEI DOTS EXERCISE . CAKE EXERCI
\
- s .




- NINE DOTS EXERCISE

Without lifting your pencil from the paper, draw four straighty conected lines
(or.fewer, if you eangawhigh will go throygh all nine dats, but thraygh each
dot only once, After you have tried two differeat ways, ask yourself what re-
strictions you have set up for yourself in solving this problem,

e L 4 o ' ® L
[ L o ® ® »
o [ o o e [ .
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CAKE ERERCSE ' .

in the space below draw a circle to*represent 3 cake, Then show at least
one way ;‘rau cauld, by making enly three cyts, get at least eight pleces,

(Better leave yourself room to draw wmore than one cake!)
L]
hY
Y
+
<
¥
4 * .
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'

TP an ,_
STAFF ..
C . aviuoment _ G0



Pﬁrggseé .

- enthusiastically -on what they can do.

 Materials:’

Times e

. .
. Procedure:

..

x

~ appropriate jobs and environments can be targeted. It will

Five Accomplishments worksheet,‘pencilgé large sheet of

iApproximate1yloﬁe hour and forty-five;mindtes.’v

1. "Often clients'do not realize that they have developed

| 2. Have-ciients list ekamp]es of job-spe;ificfsk{11s and

4. MAsk the grdup‘to identify the skills they heard demon-l

S Co . . | : :“5\'
T o Iaﬁnfifying‘skills'2

.

coa -,

SKILLS IDENTIFICATION

We a]]'déve10p,skil]s'fhfoughoht our lives. This activity K
will demonstrate that point to clients.' It will teach them . :
a process for identifying and categorizing skills so that

also enable clients to enhance their.self-esteem‘by focusing

paper or-a chalkboard.

K]

marketable skills in leisure or non-paid settings. .
. These are important skills to identify. Often clients .-
~ do not'realize that they have developed marketable
-skills ‘which are transferable across jobs.' These are
also important to identify. L L

Define thé'words "skill", "job-specific skill", and *
“transferable skill" with clients. Let the group
generate them rather than defining»the words yourself.

transferab]evski1ls.-

3. Client dre now ready to begin identifying the skills
;they possess. Ask clients to thifk of something that

~t they really enjoyed doing. It can be anything and it

= could have happened yesterday or five years ago. At

- ‘this-point, ask someone in the group to share a story,
or if no one volunteers, provide a-story yourself.
Write on.paper or chalkboard the steps descnibed in
the activity. The example will indicate to clients
.that they are to be very detailed when- writing down -
their story (see example). k

* .strated in the activity. List the skills on 2. sheet
of paper-or chalkboard C S




- .Follonll-ug:'

1

5. - Explain to the ¢lients that they wi]l\go thrqugh their

~ own process 1iké the one just demonstrated. Have them
recall five accomplishments: they rea]]y enJoyed doing e
and write them down. .

6. Have clients choose one accomplishment from their list

-that they would like to describe in detai] to other
,grouo ‘members. .

&

7. Have clients meet in'groups of three. Explain that one

. person will relate his/her accomplishment while the
other two will write down the skills they hear used.
When the describer finishes, he/she will tell what skills
he/she believed were used and the listeners will relate
‘what skills they heard. They will then switch roles’so
~ that each person has the opportunity to read a descrip-
. tion of an accomplishment and to listen for. skills used.
~Circulate while clients are doing this activity*to help
them identify the skills used 1n the accomp11shment
stor1es v

-

. 8. Bring the group back together and’ distr1bute the Five

.Accompllshments worksheet

f9.' Have c11ents write a short, descr1pt1ve name for their
- story at the top of the worksheet next. to number one.

- Under that column have them check off in the appropriate

boxes all the skills. they used in their accomplishment
story Mu1t1p1e checkmarks in a box are allowable and
hopefully will occur since that will 1nd1cate to the

. client where hls/her strengths are.

10. Encourage c11ents to work on this process at home using
their other accomplishments.. Have friends or family

; “help them identify the skills used. More stories N g
crease the number of skills checked on the worksheet ot

and va11date the client's strengths

Now that clients have 11sted the1r sk1lls they are ready to -
begin 1dent1fy1ng jobs.that they would like to explore. At
this point it is appropriate also to have them identify the
“work values and work environments that they desire on a .job.
This 1nformat1on, -added to the knowledge that they have of
their skills, should help them better define jobs in- wh1ch
they would 1fke to Work. clients should feel good about .
themselves after completing this exercise because it has
shown to them that they do possess skills and, if needed,
they’have the ability to learn new ones.  Thus, they should
be ‘excited about beginning the process of job exploration.

™

<




Identifying Skills 2

»

SKILLSIIDENTIFICATIQN (continued)

4

. . ' N\ - . -

Variationsg 1. At the beginning of the next group sessign, have clients '

. ‘relate one more accomplishment story in triads, identify
the skills used, and check them off on the Five accom-
plishments worksheet. This provides clients with at
least two accomplishment stories plus-any others they
analyzed at home. clients are:often enthusiastic the
next -session because they'havé.had_t'me to think about

v X the skill identification process.  They usually have an
accoﬁplishment story that they did not relate before but
are anxious.to share with g;oup members. - -

2. When clients are in small groups, ,instead of having them

v > : . describe one story, have they describe three storiesand

. ' "~ identify the skills used. 7This adds one hour to the
activity time. ' - g
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 FIVE ACCOMPLISHMENTS

4

&

 YOUR FUNCTIONAL /TRANSFERABLE SKILLS

These are the skills which.you can use in any
Jjob%or field that is of great interest or
concern to you. )

USING HANDS: assembly, building, operating tools or
machinery, repairing, typing, showing dexterity or speéd,
making models '

Usiia WHOLE BODY: muscie coordination, physically active,
doing outdoor activities, exercising, sports, camping,
skiing, playing, traveling

USING MINU: problem-solving, trouble shooting, researching
analyzing, organizing, systemitizing, remembering, judging,
—evaluating, diagnosing, comparing

USING INTUITION: showing foresight, perceiving, planning,
acting on gut reactions, visualizing in third-dimension
as in blueprint reading _

USING CREATIVITY: imagining, creating, inventing, designing,
improvising, experimenting ) .o .

"~ USING ARTISTIC ABILITIES: dealing creatively with colors,
shapes, faces, spaces, music, paints, handicrafts, drawing,
words, human bodies i

USING WORDS: reading, copying, commun i cating, talking,
teaching, debating, public speaking, editing, training

USING HELPING SKILLS: being kind, listéning. understanding,
heaTing, counseling, being of service : S

USING PERSUASION: 1influencing others, selling, promoting, -
‘negotiating, recruitingh, changing someone's mind

USING LEADERSHIP SKILLS: i{nitiating, organiziffg, leading,
directing others, coordinating, managing, taking risks,
maki ios —

USING PERFORMING SKILLS:* getting yp before a group for
provit and lecturing, demonstrating, making people laugh,
acting, playing music -7 :

USING SENSES: observing, examining- inspecting,
aiagnosiqg. showing attention.to detail ‘

USING NUMBER SKILLS: taking inventory, counting, computing,
bookkeeping, managing money, remembering numbers
. ( '

\
USING FOLLOW-THROUGH: using what others have developed,
TolTowing instructions, doing detailed work, classifying,

recording, filing carrying ont plang
) ¥

-

)
»

Adapted from the National‘tareer Development Project -

™S
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Purgose:

Materials:

Time:
evelbeama—

Procedure:

.raar}ti fying skills 3

Ny 4 . -

L.

IDENTIFYING MY SKILLS (Brief) -

The skills-that an individual 53§sesses usually determine
the occupation or occupations that person will enter¢ In

this activity clients will be able to identify the skills //'

they have, especially those thati motivate them. This ex-
ercise should enhance clients' s 1f-concepts by having
them realize that they do possess skills. -

. ~ . h '
Identifying My Skills worksheet; 'large sheet of paper or

chalkboard.

: Appréx‘matg]y one hour,

' 1. Generate a discussion with the group to define the word

Sk, Questions might include:

o What is a skill? a skill is an ébility to do things
‘well with one's body or with tools. It is developed
through practice. ' ‘

~ o What are some examples of skills? The group will
usually name job-specific skills (typing, using an
adding machine, running a drill press, etc.) when
asked to give,exampleq of skills.

@ Where do we learn skills? clients often think that
the only situation where one develops a skill is on
a job. Emphasize to them thoughgthat skills are ‘
learned everywhere--at ‘home, onﬁgﬁbs, doing volun-
teer work, performi?g a hobby, etc. We develop
skills all our lives. - .

2. At this point, clients should understand the concept

of job-specific skills. Now it is time to teach them
the meaning of transferable skills--those skills-that
we can transfer from one job to another. To teach °
‘this concent, use the following ideas:

:‘s a) Write the words “clerk-typist" on a chalkboard or

‘large sheet of paper. Ask clients to list all the
"the skills they can think of that a clerk-typist
‘has. Write those skills on the board or paper. -

=




t

Follow-up:

: 4. Have clients circle those skills that they enjoy using

!
The inatructor may have to help the group identify
' skills other than job-specific ones. Examples -
eye-hand coordination, math, reading and writing
skills, organizing, talking, operating a machine,
sitting still, etc. - as well as typing, filing,
answaring\tha phone, etc.

b) Now ask group - "What {f there were no typewriters
in the world? What other jobs could this person
do with the skills we have 1isted?" Write the Jobs
that the group identifies on the chalkboard or
paper. Examples of jobs that ‘the group may ldentify

- could include assembler, c tologist, accountant,

keypunch operator, word processor, piano player,
salesclerk, etc.

c) Explain to client that the skills 115ted are transe
-ferable skills.  They are skills that can be trans-
ferred from one job to a totally different job.
They are different from job-specific skills which
can only be used in similar jobs. ,

3. Pass out the Identifying My Skills worksheet to the
group. Have them identify the job-specific skills and .
‘pthe transferable skills that they have developed in
their 11fet1me

¢

and would like to-use on a.job. Also, have them list
those skills that they do not possess but would- 1ike
to learn. These are the ones to have clients focus on
as they match thelr SklllS with job and training
poss;bllitles. : o ‘-

By analyzing their motivated skills and interests, clients
should be ‘ready at this point to begin the process of
identifying occupations they are interested in exp]oring
After completion of this exercise, time should also be
spent with clients to identify the work values and work
environments that they desire on a job. This will allow

them to be more specific in their exp]oration and eventual
~ selection of a job. , ‘

"
)

R




1dentifying My Skills

Skill = an ability to do_something well with one's body or with tools.

N Job Spe.cifiyc SK111 « skill that relates directly to a job, ex. typing,
' !Jling,‘&rivlng a truck, etc. y

Transferable Skill - a skill that can be used in many different jobs,
* ex. planning, communicating, managing money, etc.

¢

These are‘theljob specific skilis I have: 'S

These are the,transferable skills I have:

. -

-
-

CIRCLE THOSE SKILLS YOU ENJOY USING AND WOULD LIKE TO USE ON A JOB.

-

These are the skills I want to learn:

—> n
T vtioment
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Purggsa:

Materials:

Time:

Procedure:

.Identifying Skills 4

/

VOCABULARY BUILDING - IDEﬁ;IFYING MY STRENGTHS

b

Clients frequently find that they can identify few strengths

or qualities to "brag about". However, when clients are in-

terviewed for a job, employers want to know what their
strengths are.. This exercise will help clients develop a
vocabulary. of character strength words from which they can
build a personal 1ist of words describing themselves.

A large sheet of paper. 3'x4', broken up into a]phabetica]
squares, magic marker, 8&"x11" paper for clients' lists

o

_ Approximately one hour:

1. Ask clients to/write down three strengths they have.

Give them a few moments and then ask their reaction to
“the task. You will probably hear that it was hard for
them to think of strengths. L

2. 'Discuss the concept of cultural conditioning against

bragging and ask clients to consider that they will
have to "brag" to have,a successful job interview,
Explain the importance of having a large vocabulary
of descriptive character strength words from which to
choose in taiﬁing about' oneself.

| 3. Tack up a 1arge sheet of paper on which alphabetical

letters are clearly blocked out. As clients list
character strengths, write them on the paper. The
process can begin by giving examples such as "neat",
'"accurate”, “responsible"” and then writing them under
the proper 1etters

4, Deve]op al iist of words from’ group contributions,

being careful to point out when a word or phrase does
not apply. Give hipts if.some letter spaces are empty
and encourage all ropp<members to contribute to the
vocabulary Tist. ?See example, Part I.)

E]

“\\
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E 'Fol'léw-ug:
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5. “After the ?enéral list is complete, ask clients to make

" their own

ists. Have c¢lients take out sheets of paper

to make three lists:

. a)

b)

c)

"Qualities I Pogssesa.* Have them 1ist the qualities
they possess and wiite an example which demonstrates
that quality or ability, '

"Oualities I Nant to pbvelop in Myself.” Have them

- 1ist the qualities they want to develop and indicate

at least one situation in which they want to develop
that quality (ex. on-time - I want to be on-time to
my classes). Ask clients to get as specific as pos-
sible about the situation or settings they want to

- work on because the more specific they are, the

easier 1t will be to do the necessary work to develop
the quality. ‘

"Qualities Others say I Possess.”  Have clients 14st
compl iments others have given them. Explain that
they may or may not care about being, for example,
“organized”, "neat" or “alert", but it is {mportant
for them to be aware of all their valued qua?ities.

for employers may value them too.. ‘

(Sec example, Part II.)

After completion of this exercise, clients should be able to
identify their skills, give examples of them and verbalize
this information. This will be helpful to them as they
explore jobs, write resumes, and go on interviews.

—50
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VOCABULARY EXERCISE, PART 11
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ASSESSMENT

Activities

- 1. Work lnferQSt/Experiencc Inventory
2. " |
3.

Other Resources

1. ESA
2.
3.




 Purpose:

. Procedure:

-

" Follow=up:

,C11ents need to: 1nventory the1r work interests. and exoer1-

~.clients to indicate the1r interests and experiences in ten

o start1ng po1nt fbr ‘career exp]orat1on

;‘ . . " .
Worklrnterest/axperience Inventory.

.1.

- this inventory can be used as, their starting point for
occupational exploration.

" of the ‘area, ‘does not like working in at, and thus should
, avozd exploring Jobs in that area. S . -

e, .
.o,

<o . : o Assessment 1

N, :
WORK INTEREST/EXPERIENCE INVENTORY o o .

encés so that.they can begin to focus on occupational areas
to explore. Often they.have difficulties doing this in an
informal manner. This exercise will provide a format for

occupational areas. Their responses can then be used as a

Approximate]y one-half hour, e ,f B : 1
Discuss with clients the concept that people are most .
- -satisfied in jobs that -are. c105est to their interests.
This may be accomplished by asking clients -which of
their jobs they liked and why they liked them, By
reading with the group the first page of the inventory,
.thls concept can be stressed.
2. Have c11ents complete the~1nventory.

The 1nterest 1nformat1on that c11ents have generated from

A compar1son can also be made
be tween interest and experience. ' For example, a ¢lient
may indicate a'low interest in an area but have a great
amount of experience in that same are% This may indi-
cate to a. counselor that the client has gained a knowledge

a 8 N 4

A
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- WORK INTEREST[EXPERIENCE INVENTORY

' Most people are happiest 1n the jobs that are c]osest to their
interests. However, one also needs to consider work experiegce, paid
or unpaid, when choosing a JOb ' s '

This inventory will heTp yOu think about the types of activities
that you ‘would 11ke to do on a JOb and review your work experiences,

In the. 1eft column, place a check next to the activities you
wou]d 11ke to do. Don't worry if you would be good at that activity
or about your ‘lack of tra1n1ng Think only about if you would like
to do that job. o o '

In the right column, place a check next to those act1v1t1es that

¥

you have done before

. AT would Tike: L AT have experience:
‘ | ' selling c]othes in a store

running a cash register

stocking shelves i

'selling products.to'stpres -

talking to customers _
‘beinga checkout clerk ina grocery store
ordering goods in a store ‘
selling automobiTe parts

selling products over the phone

T
RARNRNRR lﬁ

Total: . o | Total




'B: I would enjoy:- B I have experience:
- drivling',a truc .
. parking cars {(] o
. driving a taxi ) o
o loading baggage on an airplané’:
__#_  sailing a ship .
____ .repairing airplanes .
- making plane reservations iy -
- filling out daily mileage. repor‘ts | o
, . driving a bus .
, Total - . Bk Total -
C. I'y:ouid enjoy: Co C. I have e'xlp‘eriencé:
. typing letters _ e .
__; answering tel ephones | '
< filing 'Ietters and office forms .
- . greeting vigitors . | o
L keeping ccountmg records .
Ca ____ using office machines o
' - opening and sortmg mil -
- checking if orders have been sh1pped .
_ .‘bemg a bank teller Uy
‘Total ____ ' Total |-
.D. T'would enjoy: , - . D. I have experience:
' ' designing clothes. , I o
" playing or singing in a band o
_ - working in radio or TV e
e ____ making floral arrangements‘ ___
: wQ ___ taking photographs , -
o —_ writing newspaper stories - I
. _'__’chfﬁfg in a play 5 T
. drawing pictures ‘ oL
. ' ___ . making jewelry_ : S
| Total o . . Total ____




U PO § WOU]d..

“E. 1 would

Tota]

F. I would

Total

like:

. 'l ._l' !?-» |

' repairing‘fallen telephone 11nk§

{” o Total

- waiting on tables
ﬂ'cleanlng a house or hotel room
‘bcutt1ng and sty11ng people's hair

_helping’ people who are i1l

“trimmi

E. I have exper1ence-
f1x1ng a car or motorchle |
repairing a dented car ‘fender
repairing radio and TV sets
fixing typewriters
repairing computers
repairing appiiances -
giving a car a tune—qp

estimating repair costs
1

R H

F. I have experience:

prepar1n‘:foods in a restaurant
children -

waxin
helpi

floors or shampoo1ng rugs
‘people to put on makeup '
and bathing animals

IRRRRRER

Total

A

e e

like:

‘work1ng for a dentist

3 keep1ng records of peOpIe s health

G. I have experiencé:
dr1V1ng an ambu]ance | '
caring. for peop]e in a hosplta] y
g1v1ng first aid assistance

he1p1ng an animal doctor

taking—x- rays_—'—‘““/"‘*’”—"-d/—‘izj—.

H&u i

0
o
=
—de
S

7=
)
o
-s

o
1]
o

o
—
o
v
ﬂ

M
5
!

)

i

_._—,_...._..-._.—,f—"'

- Total

T Ill:l' l'r | ll

caring for sick people in their home

[l

: . Total \



H.

I.

S~

I would

Totq]

I would

.Tota]

- J.

I would

1ike:

| IHI:J'*. T

like:

| ~l;l T ‘l'

1ike:

. welding wires together

f‘tend1ng plants in a nurseny

' H. 1 have experience:
'reading,blueprinfs . ‘

‘building houses

f1x1ng p1pes. drains and sinks

wiring a house for electricity

painting a building

bui]ding solar energy panels for a house
building cabinets
help1nganasonmixcementandlay-britks
driving a bulldozer

Total

I. 1 have experience
-assembling e]ectron1c parts '
“running a drill press:

“repaipi tory mach1nes
Mak1n%htab1e legs on a Jathe
driving a forklift ;
reading meters and adjusting valves
removing wastes from water ' '
welding steel beams. on a bridge

Total

| ' - J. I have experience:
growing crops T S
d?1v1ng farm machinery
survey1ng land

raising animals
fishing commercially -~

|
!
1
¢
}
|
i
i
i
1
1

Total

1] ,H l; l l; |,

cutting down trees
cutting .flowers
cleaning brush -
| | Total

53
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Now let's fi11 in the section below to see what types of jobs interest
you and in what areas you have experience. Go back and add up the checks
in each part and write the number where it says “Total" Now write in the
totals for each part here: - ' -

Interests ' SR Experience
' Part A - Sales Jobs N
Part B -'Jobs 1in Transportation
Part C - Office Jobs

Part D - Creative Jobs

i l S

____  Part E - Mechanical and Repairing Jobs -
—___  Part F - Service Jabs
____;_ Part G - Jobs 1n,the_Hea1th&F1eld /.
. _____ _Part H - Construction Jobs |
’ _____ Part I - Industrial/Factory Jobs
- Jobs™ in Fishing, Farming

Part J
S ‘Mining and Forestry

1, List the areas with the three highest scores for interest:

- These are areas that you‘might'begin to look at'carefully to see if -
- _there are any jobs within them that interest you. '

\

2. List the areas with the'threé=highest scores for gkperience:‘

This information may also help you in dec1d1ng which jobs you mgy
. want to explore. - - o

3, List any areas you don't want to explore:

. That's important information, too.

o .. 80
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A
Activities
1. Work Experiénce
2. Informational Interviews
@
.3. Comparing Jobs -
; 4.
5.
u,
Other Resources

1.

2.




Pur e:

. Materials:

Time:

Procedure:

Exploring Jobs 1

£ WORK_EXPERIENCE

One of the first steps in the job exploration process is to
evalupte past jobs. This worksheet will allow clients to

“take (time to write down and examine their work history--

emphasizing those activities they 1iked and disliked on the
Jobs. This information will be useful to them when identi-
fying their skills but also as they prepare to write resumes
and go on interviews while job hunt[ng.‘

work Experience worksheet.
Approximately one-half hour.

Distribute work Experience worksheet to all clients and have
them complete it. Encourage clients to be-as detailed as
possible when describing their jobs. .

Fbllow—ug} ‘1. If this worksheet is used during orientation, then it

will become information that clients’ can refer to as
* they begin the job exploration process, especially
- during the skills identification activities.
” ‘ )

2. This worksheet tan also be used as'an‘infofmation base

for writing a resume and organizing responses to inter-

viewing questions,

\'




WORK EXPERIENCE

For each job, paid and unpaid, starting vWith the présent or most recent
one, give the information asked for in each of the columns. Use as many-
action words as necessary to-describe the activities which you did on
the Jjob, no matter how small, Be sure 'to 1ist things (work itself, people,
conditions, locations, etc.) that you 1iked and disliked about: the Job,

OYER . TITLE & J0B DESCRIPTIONA ~Things 1 liked MOST Things I 1iked LEAST
, State, Dates List agtivities you did on - - | about the job | about the job
. . the job - ' ‘ '

i . o ' . A g\
STAFF : . . . . 6
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Exploring Jgfs é

INFORMATIONAL INTERVIEWS

;

Purpose:  The best information about jobs can be obtained first hand
from workers or training instructors. This exercise will
teach clients how to gather information about jobs from
primary- sources, sources other than counselors and books. This

.method will also give clients a chance to develop their in-
terviewing-skills in a non-threatening situation in which
they are interviewing workers and training instructors for
information. '

/ I . ’ .
‘Materials: Questions for Informational Interviews worksheet, a large

sheet of paver or a chalkboard.

Tima: Approximate1y for£y-f1vé minutes.

Procedure: - 1. Clients have identified through previous exercises the

‘ Jobs or training programs they are interested in ex-
ploring. Tell them they are now ready to start gath-
ering information about these jobs. ‘ ‘

2. Have clients brainstorm questions_they would like to .. .o - fo

—askabout the jobs they are interested in. Write their
questions on a\cha]kboard or a large sheet of paper.

3. When they have listed their cuestions, have clients
make individual lists, prioritizing those questions
which are most important. These questions should be
based on the clients' personal values, job values and
the work environments they have identified as wanting
on a job. The instructor. may give clients copies of
the worksheet), Questions for Informational Interviews,
to be used as a supplement to the questions identified
by clients. . ,

_A. Explain that the best source-of-answers—to-the—questions "}

is someone who. knows the-job well. Exnlain that they
will be given opportunity to interview workers and/or
training instructors of jobs they are interested in.




i

Follow-ug:

!
/

5. Role-play with clients calling for an appointment and
going out on an informational interview, Play the
client {nterviewing for information and have a member
from the Group bo the worker or the training instructor,
Have the clients form groups of two and role-play. the
Krocess they just observed, The'clients are to practice

eing tath interviewar and interviewee. The interviewer
may use the questions listed earlier and the interviewee
may respond as a worker from a job they have been em-
ployed at. It {s important that clients have the oppor-
tunfty to practice an informational interview béfore
: goin? on one. Emphasize that informational interviews
should be only 15-20 minutes in length,

‘6. Have each client do an informational 1nter91¢w. Clients

may need assistance in developing resources for their
informational intorviews and making contacts. .

After they return from their 1nfbrmational interviews, discuss
with clients: ’ . :

e Did you enjoy the process? .
o What information did you gather?

o Based on the information gathered, is this a Job you
want to receive training in? ‘

This can be accomplished by going around the room and asking
each client to give details of their informational interview
or by meeting individually with clients. arter completing
this process, clients will have more realistic information

~about the job they are interested in pursuing, The client
--Now-can-make a better-decision about whether or not to enter

a CETA .training program.

“‘\\




QUESTIONS FOR INFORMATIONAL INTERVIEWS

1. How do you get into this‘gind of work?

2. What are the de@f;jﬁb tasks? What are the "3 jor skflls needed?
3. What are the physical demands of the job?

4. What are the hours?

5. What are the cﬁances for steady income? What is the pay? ‘

X

6. Whatgare the chances for advancement? \k
. Hha# do you like sbout your job? e
8. What do you dislike about your job?

. ) /; ' .

9. Caq‘you tell me about a typical day on your job?

/

10. Ho% long is training?
11. jrac is training like? o~

12. ¢an you tell me what a typical day is like duridg training?

CETA
STAFF
DEVELOPMENT
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Exploping Jobps 3

: COMPARING J0BS

! ' .
burposa; For a person to decide what job they would Vike ta pursue,

: it {5 {nportant that the{ evalyate those jobs that interest
them, This worksheet- allows clients to collect and compare
information in an organized way. After analyzing the data, -
clients will be able to decide what their job/training

. choice is to be,

(et et

Materiala: Comparing Jobs worksheet,

Time: Approximately 16 minutes to exmlatn the worksheet.
Individual counseling sessions will be needed as a client
comoletes job exploration. -

Procedure; Distribute comparing Jobs worksheet to clients and have then
cofnlete as they explore the jobs they are interested in.

- This worksheet could be used as clients interview for {infor-

mation at training sites and job sites; It can also be used
after training as clients begin job hunting. Lo

Follow-ur: ~After completion of this worksheet, a client will be able
to decide which job they would like to pursue, Since few
Jobs will meet all the criterfa that a person desires, a ,
client may have to determine which criteria.are most fm-: :
portant to them, For example, a job miy have a lowor
salary, but its location may be convenient and it mwy be
interesting work. A client may select/that job because
the positive criteria may overcome the lower salary.

‘ yo»

« . | S




4 " "COMPARING Joes‘ .

.-

Rate each Job on the factors in the 1eft hand co1umn acgord1ng to the
following scale: : . . ] |
Exce]]ent S e ﬂ o

Good > N o _ o

Average - T L . _ ,
Fair . . S . . ' ‘ o
_Poor ‘ ‘ R ' e o -

— W,

Title'of © Titleof  Title of+
Job # 1 Job # 2 “Job # 3

v T,

Beg1nn1ng ealary - '; _ %*P ‘ ‘ ‘ .
.=Poss1b111ty of Raises | o j N
| Work Env1ronment e . - 'i.,' |
. ] . Ce e K o
Physical bemands,'“ e v T l ’//f
Convehience'ofLocaFion ‘ﬂ.;""_";; f{?’:”,ﬁl . _".~;?—w~ e

% Hours of WOrk o R S A T |

@

Meets My WOrk Va]ues
' W'Uses My Ab111t1es

Interest1ng WOrk

‘Pressures- S

téarning Opportunify |

Var1ety of Aét1v1t1esf i_g.5

0pportun1t1es for
Advancement .

‘:f Other ’
. TOTAL SCORE °

o g —
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' SETTING GOALS '_

I i 7 Activities '_ : ‘ o

| : 1. Goal‘sétting M&ze ;' C = - | .
2. Where Do I Want to 6o? - e | |
3. Lifeline | o . T

4. Time P1; v o B | .
5, vBudget1ng
6
7

. Barr1er/ydentificatiqn e o - .

i e s . o &
) . . e
i " l' '
Other Resources ’ - g
., 1. 7 . . ‘ o
‘ . \

ERIC %3
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- GOAL_SETTING MAZE .
" : ' .
. “Purpose: *+ This exercise is a fun, creative way to begin the process of
R goal setting. - - ' L o
Mater¥als: Goal Setting Maze worksheet.
Time: . Approximately ten minutes. . | . -
- . : t 7’ | | . . . ‘
Procedure: Give clients the Goal Setting Maze verksheet and have them.
"do the two mazes. If, anyone in the group is unfamiliar
with mazes, discuss what a maze is before beginning the
exercise. Avoid specifically telling them how to complete -
am . ‘ ' _ -
. Follow-up: 1, az;ﬁscuss the following questions with clients: |

® What problems did you have in achieving your goal of
getting to the center? client responses will usually
“include "I had to go around the barriers", "I had to
|-, . backtrack when I came to a barrier", etc.

o When you first were introduced to mazes, how did
you 1éarn to do them? clients often respond that
they used trial and error until they became :
familiar with mazes and the process for completing -
them. : ‘ '

2. Discuss with clients the relationship between mazes

- and goal setting. When achieving a goal, one may
have to backtrack, overccme barriers, and develop a
plan just as one does when completing a maze. Clients
are.now ready to begin the process of goal setting.

B
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‘ ' Setting Goals 2
. o . . . ,d

WHERE DO T WANT TO GO?

Clients need to identify rea11sfic short and 1ong range goals

'_ Purpose: ‘
., . to be achieved.during training. This activity will teach
- clients the skill of goal setting and-help them set goals.
| Materials: Setting Goals worksheet, where Do I Want to Go? worksheet,
and Aids';gr§gggg§§fu;lgqq;mggtting worksheet. e
“rime: ."Approximately fokty-%jve'Minufes.v

J

B

Procedure: 1. Ask cliengs-to-define-the word GoaT™ " Encourage them to
~ provide examples of different types of goals, i.e., per-

sonal, job-related, education, leisure, short range, 1ong'7'

range, etc. One definition of a goal is: "Goals are
statements of the general outcome one desires".

2. After defining the word ‘'Goal’, give clients the work-
~ sheet, where Do I Want to Go? Read the directions aloud
and then have clients complete the worksheet. After it
~has been completed have clients share what they learned.
Discussion questions might include: ' -

e Why did you'attaih‘some goals and not. others? -
o Were your goals well planned?

o Were your doals set by yourself? Did someone else ¥

set them for you? ' .
3. Distribute worksheet, ‘aids to Successful.Goal Setting.
- Discuss with clients‘the important elements of goal

_setting. e sure cdlients understand the concept of "..
goal setting so that they will set realistic goals for

' themselves in the next exercise.s

: . . . B oo ' H j

4. Have clients complete the worksheet, setting Goals,

- after reading the directions aloud with them. Encourage
them to-refer to the aids to Successful Goal Setting
worksheet for help in setting realistic, meaningful
goals. < ~ T

1
. x

w3
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'

listed on Aids to Successful Goal Setting. Goal sotting

Foqu-“u‘gl‘i“ 1. Discuss with clients the characteristics of goal setting

is difficult for most persons because it involves making
a commitment to a course of action. Many CETA clients

have never attained their goals. This will be a new way

of working for them--and probably threatening. ,

Counselors may dis§uss individually with clients the >
goals they-wish to achieve, clients may set very vague
goals such as "to get a job" or "to be a ‘better person”.
The counsSelor needs to ask the individual repeatedly to
be more specific, until a realistic, tangible goal 1is
articulated.

\




. | ' . * SETTING GDALS .

To help you deterffine meaningful‘goals forfyourséf?} complete the

following: o . o | -

What you'd like to hqueniin one year

”List here things you would 11ke to learn to do, satwsfying act1vities
you'd like" to be involved 1n, and thwngs you want to strive toward during
the next year. Keeping your values -in mlnd, think in terms of jobs,

recreation, family; education, etc.

=,

What you' d 11ke to. happen in one month

'L1st here th1ngs you would like to learn to do, activities you'd like to
i be 1nvolved 1n. and thyngS'you-want to strive toward dur1ng the next
month. Some of these may be'duplications of your first Tist. .

)
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I »,
WHERE DO I WANT TO GO?

. EEE "‘ Ll
' Lo

‘ ST
. :

"'!t‘is important to have goals when you are making 1ife choices
for today and tomorrpw. Goals are especially important for
giving direction to gour energy and for.determining how you
will spend your time. Setting goals can be a way of getting
things moving. and goals can provide a yardstick against which
to measure your progress

[4

Describe some aims or goals you have had in the past 1nd1cat1ng whether
or not you attained them. - ‘

Goal | ' Attained Not Attained

Al
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M¥ :A2 S T0 SUGCESSFUL GOAL SETTING

The following quéstions shou]d be asked as a goal is being ﬁet:

1. Is the goal achievable? ~. . N

Can I accomplish it in the time span I have Set? | N

Does the achievement of the gbal depend only on me, and not on
outside conditions over which I have no control? |

2. Do I believe I can achieve this goal?

Will my skills and abilities be'edua] to this goal in the time
spanAIvhave set? ) : .

" 3. Wil I know when I have achieved it?

-

Have I set my goai in specific terms and defined when I attain it?

4. Do I want to do it? =

e ' Is the §oa] one that interests me and mqtivates mg?:'m -
o What benefits will I get from achieving my goal; do I have to
- sacrifice anything to achieve it? ; v
.o Is the goal compatible with my values?
.
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Purggse:A

Materials:

Time:

. 2
-Procedures

Setting Goals )

k4

Goal setting and the accomplishment of those goals is an {im-
portant concept for CETA participants to understand. This
exercise will have the clients 1ook at their whole 11fe span
~--past, present and future--and the critical decisions they \

- have made in i{t, . .
The emphasis of the exercise is on the personal responsi-

bility clients have in influencing, or not influencing,
their Tives and' the importance of goal setting to their

future, ./ B |
Lifeline worksheet and pencils,
Approximately thirty minutes.,

1. Introduce the concept of 1ifelines as a graphic repre-
sentation of decisions that clients have made during .,

their Tives and the goals they hope to achieve. Re-
assure the clients that there are no right.or wreng -

< approaches to charting their lives. It is important .
to remind clients that they should respond honestly -
so that the exercise will be significant to them.

‘2. Have clients complete the rLifeline worksheet, charting -

their lives from beginning to end using a line to repre-

sent highs and lows. Draw a sample business progress

chart to show clients how to draw their lifelines. °

Have clients indicate year segments on the bottom line
..of the box (see example). Avoid telling clients how

to draw their lifelines or when they should end. These

are decisions that each client has to make. '

Idangifylng Values § |

)

=3

{




‘ Follow-ug:

1.

*

After drawing their 1ifelines, have the clients code
%?c worksheet to Indicate critécal decisions in theip
ves, i : .

,Nhah'khey‘h&Ve'comploted their lifelines, have them
respond to the statement, "my lifeline looks like this

bacause . . . .

After clients have shared their drawings and responses,
bring them. back together and lead a discussion with the
whole group. Discussion questions may include:

e What have you discovered about yourself? Recurring
answers to this question reflect the recognition by
clients that although they are unlique individuals,
"there are many similarities of personal major events
among group members. '

e Why is it important to set goals throughout our life?
Our goals determine our actions in life. The emphasis
of this discussion should be on the personal respon-
sibility one has for influencing, or not influencing,
the major events of one's life, With this recognition,
comes an awareness of the Importance of goal setting

. -k0 ensure control over one's future.

i@"—s: . E \ . » ) .
After.completing this exercise, clients shouﬁh'%pderstand
the importance of setting goals while they are €ETA par-
ticipants and their personatl responsibility to accomplish
those goals. ' o : .

"

L]




LIFELINE

Y

A lifeline {s a graphic representation of decisions,
events and actions that influence one's 1ife. Most ~
.Hfelines differ from one person to another because *

we are each shaped by different events and decisfons.
. [3

1. In the lifeline chart below, let the left edge of the box represent
the beginning of your 1ife, and the ri?ht edge represent the end.of
your 1ife. Using the pattern of a business progress chart, draw a
line in the box that represents your past, present, and future,

2. After you have drawn the line:

_ ~ Place ( V) to indicate wheré‘you;ake now. .
', Place ( +) at the point of the best decision you made.
ﬁ@?i? Place ( - ) at the point of the worst decision you made,

© ' “Place ( 7 ) where you see an important decision coming up in the future.

3. Now that you have a graphic représentation of your life, write a response
~to the following statement:

My lifeline looks like this because . . . . . .
[
T un
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Purposes

Materials:
:I'im:

Procedure:
Lo s

-

Follaw=-up:

' Approximetely one-half hour,

- sleeping 2 .= eating :

~:at school , - leisure activities (examples:
-atwork =, - watching TV, playing pocl, etc.)
= with friends ~ ° «-.. . - - on miscellaneous activities

- with family ' " .{examples: "job hunting,

-questions:

"‘\\

Settipg Goals 4

‘e el . {

The pie exercise asks clients to inventory their time. The
information {s needed if clients hope to move from where
they are to where they want to go. It raises questions
about how they live their lives, and how their lives may
change {f they enter a CETA training program.

81ank55heets of paper, 84'x11" or Iérgér; pencils,

4

Have client draw a circle (or pie) to represent a df}.‘(Sée
example) Then hqge the client estimate how many hours in a
typical day he/she spends in the following areas:

| shopping, etc.)
Have the chéht draw slices in the pie to represent’pfbpor- )
tionately the part of the day spent on each area. Remind
the client that there are only 24 hodrs in d day and remind
them to be honest. . ‘ EE o

After the client compietes the bie, ask the following

1. "Are you satisfied with your pie?" "If not, how would
_you change it?" on the same sheet of paper have the
client draw his/her ideal pie of what they want their
day to be like.: :

. o . - "'-.'I'_ .
2. "What barriers are preventing you from realizing your
Teeal pie?" Have client list these barriers on the

paper between the "present pie" and the "ideal pie”.




3. “What would your pie look like if you enter a CETA
training program?”* pave the clignt draw a CETA pie
to ghow the change, Have the client compare the pies,
Ask {f the client wants to nove to the CETA pie. Be
sure clients fully undsrstand how their }life style and
the way they use theis time will change if they enter
a4 traiping program, Alsa discuss if the “CRTA pie*
will help them to achieve the “ideal pie%, ‘

Do stress to the client that there {5 no right way to
divide up a ple. Each person lives a different life.
The focus of exercise is for clients to look more care-
fully at the way they are Viving their Yives and to
look at how their 1ives will change while they are in
CETA training. It is the client's decision to decide

et

{f he wants that change in his life,

3
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BUDGETING | . - SR

3

"%} Purpose: ~ CETA clients need:to be aware of the amolint.-qf money they * SR
T .. spend-each month to determine if their: stipéjids, during ERER S E-
- training willtmeet -their expenses. This exércisé will - " .
¥ oo teach the concept of .budgeting in a Vehy}real way .because ! '
Wfleooo . - clients willvbe preparing their own budgets. = BREET R

L . S TR
- A Y B
) : “J. S

Matéziﬁals‘:‘r‘*"Bizdgeting' nd My Mopthly ﬁudget, wQ’rkShé'éts‘

‘; LRSI ; .
: ) Z;l_m_e_; .. ’."";"}‘..';‘_ . Appr‘OS(imate]y opé;l'"h:ourl o a |
2 R ¥ & SRR g -
B B ¥ SO0 VRN CA N R _ 'S ¥
»7 . Procedure: ‘}1- D1§CU S..§.1,." Mc QT.] en\ts the Concept ,Qﬁ,QUdgetTHg o b ' F }
A A Nl g T T AR o | ' . -

N A .

B IR A “Is.it-ifportant to-make a budget? 'BF so, why? = 4

i\

. . e HbW;ﬁaﬁylde&dﬁ7h§Ye'evér_maQe a budget? .- = -7 .
. - ’ ‘ffﬂow»did.yQUgmake'One?ﬁ’j_' Ca I R
W te : R e S - <L L P o

| B ,Q,Zg? D,)'_’str"ibgjté.‘.c'op_ies‘- of the Budgeting and the my Morithly "% -
i Rt R A Budget worksheets -to -clients. Exnlain. td them that . . -
o B N L the1ratotal»incqméumust:equal_tota{ €xpenses. . ..o L
SN J;‘3.45Havefc]iénts?comp]eteythe,Budgétinb“wdrkgheet,iﬁdfysA‘jhf RO I
T S jfti@yally,;'They;arelto;QOmpl te it based on-how they . .o
AR ’ spend'thgjr.money;ri ht'n | Encourage ‘clients to be
' Qonéét‘bébadigithiSﬂ5xerpisé,isﬁfpr;:ﬁéhbf?ﬁhjS'exerif;;1

WV Tise may be. Bhe as a homework assignment once’ cliénts. .
Ca ‘ understand:.what they.are tc‘y' do. ..o L ik B |
A : . ., v ¢ - S - v '_ : . 2 “ \ .

~anllowéup5"After.Comp]etibn:pfithis éxercise,_cOunselqrs=méy[Wish»to_“{ DRERENS
- - . diseuss each ¢ljent's budget with them on an_individual .
basis. Jhe counse1or'shou1d,indicate to the client any .
., . problems"with the budget and: offer suggestions for correc- .
1. 7 ting those problems.. This exercise is important because
A To it t:{i'll\belp clients determine Lf ‘they can afford to be ,
N o o in g CETA. Program. ‘If one's gxpenses are much. larger than .
a4 . . . one's income, a person ha th¥ge choices: - (1) 'to decrease’ = }... o
: “}’;‘ ' ST expenges \if .possible, (2? to increase income (example,. R E5' - B
R part,-ti-n:é‘fjc}B) or. (3) not to enter a CETA traihin'g-,prog'fam.:

I These options' should be clearly ‘explained. to clientsi. £ - ,
. &

o s . . P 0l
Pl B C 23

T e




\‘ - "
) .’ ’ ) ) .
. ‘.'l'; ' ' ] ‘
(.'1,1 » -
& f o Lo
. . R - . | ‘
K b AV - o ' o ' " —-v_ @ D
R ' A BUDGETIN 'G%"

When. you get paid while worRmg in treining, you wi1Tffind_that youn"ﬂ'
R ~paycheck .c n-only go so. far. To help make sure that yot spend,youk o .
-@&éﬁQ» money wis Y it is heTpfu1 to make a budget A budgetlis a plan for

ity

.spend1ng ney - ST L o
. .& I | |
;fo;ﬁ ' d _ Spending money seems so easy‘to do.l And that is.the plr'oblem‘I It .
Y ;[ “is easy to. spend money. It 1s so easy that before we know 1t all our
o nohey is_gone. | ‘ "
Y R -
T ra A :
- o -~ When you have a budget and" stick th it, you have some contro] over
_ 3 o how fast‘?ﬂﬁ“spend the money,,ang where,xeu Spend ity 3 Py
o As you begin to plan your month]y budget,- remember a few things OR @%
. - Notice that §&he things on the budget- do ot come up_every month--such "
ﬁT“.-" . as doctor en:ddent1st care,,furn;tdbq and new: clothes. ~But to help ’

2" plan for these expenses, you. should guess how mueggyoh are going to ¢
: spenid on these th1ngs for. the com1ng year. Then divide thoselamounts e e

thy 12 to come up w1th ‘the cost per month s
0nce you know how much your expenses are going.to b R then ‘you can
fdec1de how you are go1ng to spend th” rest %f your monthly -income.
- e " . & _ 8
, i _ i .
_ Remember - yob‘,_'on]yu:__pan spen‘d a ich as -you make e_ach month.' So
 tmake sure~your budget balances' ¥4 R
‘ ’ * L
. . Ct ' j . ‘ . . e l‘ [ - - ,' "',. ‘ w
& oo e M
. g - It -./ >
SR ' '
| - sb:"f,_f " Developed by the CETA Staff Development Project, October 1979 *&
= B ATy N R B




" L MONTHUY BUDGET 4 SR

.
4 ]

1 Exgense Con

. . fem

Housing
Rent:zf, ;,} cre
Te]ephOne W ;7.?1”.

, - . ~ Gas, E]ectricity, Water.

f{:ﬂ; »—' o ,:‘ D N _ - Hou5ehold Supp]ies,Other

e TOTAL: Co URuemiture L.
B “Food | | o

) C Groceries . Ce. . 'i":‘ -

B . Outside Meals .. . ..

C]oth1ng : . ' C
New e e e e e e e
Laundry & C]eaning '

..~ - Personal o

&

{ i
Grooming ‘& Cosmetics . -

: 7 Medical 4 |
o V’) " Doctor . . . G
.. Dentist. e e
| -Drugs & Hea]th Products.
Med1ca1 In9urance e
, Transportat1on -
- ‘ ‘ }

S Car Payment . .. .
"“._;.-s:'__Gas,r011 Upkqe
_ : - Car Insurance ,)
a ;'.;,J' | ' 'fBus;'Train TaXij

S ™ childcare ......
yfflﬁﬁf&EW?fﬂdjf_i -Edu‘atﬁon & Recreat1on
| BRI e Dances, Sports Hobb1es. o

. RS
cermcerrcercee t e -—-
<.

Rl

PR, -
.’-
“

‘.

-

.7
<

b4

]

]

]

]

]

]

]

]

]

]

]

]

'

' v School & .. & % . . ...
' .

. Church/Char1ty . e .
[ ‘ :
' .
]

]

]

]

]

]

)

]

]

]

]

]

]

]

]

]

)

~

: | Debts S

- " Credit Card Payments ..

T Other Loans - e e e
v '.;? . 1-e4_'},0ther Items ‘g;~, st{
o gf'(?\“* - SaV1ngs ..,.';L,ﬂ e

. . t'-.‘: _  ,e;-:s;;;-;;-e;;;_;;m.-;--_-;__--;e;-;;-. TOTAL
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Vo BARRIER IDENTIFICATION -
V- ; o N _ ‘ ’
\\. o . . E - . - w/y 7
. Purpose:  As clients consider entering CETA trainine, it is ﬁe1pfu1
. " to identify roadblocks which-might prevent them from suc-
B ceeding. - This exercise will help clients identify those
barriers., - ' [T A
) Materials: Roadblocks to be Removed worksheet, large sheet of paper or. -
& - . chalkboard, and- pencils, PR . . o
53 ,{;iime:' : ‘Approxi@ate1y‘tﬁirty minutes.
= e R

Pidcedure;; Lv' Explain sto-clients that when people start something new,
. .7 v .they need to Yidentify barriers which might prevent them
4 . from being successful. The situation will .be the same e e

S for clients as they start’ training. Have them think =~ -~

B for a.minute or two of.thingsvthey_may need to take care .

A4 j'“Jq'vofwbefore'entrancé'intojCETA; Have then”brainstorm, .
i CyAR ~ using.the following statement: e L wo -
“ .« . Before ¢ ntex, CETA - trainingﬁ'“r'need e

sy a7 tHave clients com ete’/this statemept with any needs or
. " barriers theyscan think of. List %the resmonses from the

_'uﬂa;'ﬁ=‘_3v 7 "groun 'on ‘a large sheet-of pabersor' chalkboard. In;brain—,’i:

oo Y storming, all reSporses are acceptéed-dt face value, writ= -.
co L SR %, . tenW¥dgwn, and are not commented .o - Encourage clients to’
. " acctp®’this pgpcess &_aﬁd- jusz} f;Hiﬂ{d(@tj_z_-eély., _ S

9 a . S R TR

© % 2. Give clients copies of the Roadblocks to” be Removed Work-
o sheet and have them.compIeteg§%.w_There is 'space for..

¢ = clients tb-descrjbe_other“birkiers'which may have -been
] " -, listed-eanlier'durjng_braingﬁqrmi g. et
. . . BN ) - . o "a,‘ o fﬁg R ,‘_l-.‘:f‘_ “ : B . . f
iiiFollow-up: After comoletion of fthe exercise, counselors may~want to- " - R
R . meet with clients individually to discuss identified barriers T
L - #and to develop ‘a plafi for overcoming them. S
| : ) | ) ‘ ‘ R
. o T
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S ROADBUOCKS ' to be REMOVED

s : )
4 0 ‘A iy

'-hBefore'a person enterSQCETA training -or takes a job, there are certain
roadblocks that may need to be removed.® Listed below are needs that you may -
have.  Check:off those that arefapprdiriate to, you. Yout counse1or w111 ta]k

with you to help yqu find ways of overcoming these barriers 50 that you may -
successfu]]y complete training and find a job.
\/ - —— 1

Check off what bou need before entnynce«into tra1n1ng or p1acement on'a Job
| I need my ch11dren cared for wh11e I am in tra1n1ng or wofking
I‘need money for food rent, b111s etc.”= » '

1 need transportation to traimng . R ' T

I need'¢0me p]ace to. stay

Loy
rw ' g

1 need t0 Tearn. sk111s needed for the Job that 1nterests ne._'g’

T O T o RCE:
" I need bakter. ng and math sk11ls, - o g%y ;; ey
.
; .
2.
!
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