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Introductfon

This manual was developed to provide assistance to school per-

sonnel in their efforts to increase the number of women and nontra-

diticnal students who are recruited into and retained in nontradi-
tional occuyational preparation programs. The format of the manual

was designed to provide an overview of the problem, some insights
into the barriers that nOntradltional stbdents may experience a

Cedures that can be used to plan the strategies for getting to the

deal status. The final secticﬁ is a aéaégiétggg79f7§t£§tegies

vocational programs. A detailed duscriptibn of how to use the strat-
egies is also provided.

A major social development of the last twenty years has been
the growing recognition of the various needs and rights of the dis-
advantaged; minorities; and women. These developments, which have
¢nnttnucd into tke eighties, have assisted in changing the artitudes

of a substantfal percentage of the population. However; personnel

offcring awareness workshops for vocational educators continue to ue

confronted with attitudes that reflect racism, sexism, and classism.

Thus,; the job of changing attitudes has not been totally accompiished.

To dweli on what hasn't changed however, may diminish in im-
portance the changes which have occurred. If the long view is taken,

it can be seen that more women and disadvantaged persons have entered

training for occoupations that are nontraditional for their sex .and

sroip. Gradually, women and minorities have entered thgimgie~dominatcd

profeasions at a qonewhat higher pay tntc.” Thus, some movement toward

Likewise, in vocational education, coﬁsiaerabi» progress a5

iinistrators about the appropriateness of women and members of dis-

advantaged groups cntering training programs that are nontraditional

for their sex or group. Thusg it is very rare that one will cuttent-
1y hear the oxcusces that “there are no dressing roows for women;” or
that the disadvantaged person 18 "not able to learn the rkills re~
quired" as reasons for excluding persons from vocational training.
The entry of women and disadvantaged persons ifito vocational educa-
tion programs that lead to nontraditional occupations increasingly
has been accepted.




Despite the awparcnt prcoress if one looks carefully at the
curreut statistics, it can be observed that the gap bsrTween what

men and women eafn has widened since the efforts toward equality
began. For example, the average man earns $16,74%, while kis fe-
male counterpart earns $7,852 (U.S. Department of Labor, 1980) -

This increase is :Oncurrcnt with an increasing number of women who

find themselves in the position of supporring themselves and their

dependents. The "pink collar" jobs held by most womer and the un-

srilled Jobs held by the disad"antaged rarely provide encugh income
t6 adequately support more than one person. In additier, according
te the U.S. Department of Labor (1986), the unemployment among mi-

norities remains the highest of any grougp.

Thus; it appears that, while the attitudes of vocational edu-
fators about the advisability of women and disadvantaged persons

entering nentraditional occupational preparation programs have
¢ranged considerabiy, the composition of the work force temains
relatively unchanged. Although it would take a considerable amount

of timc for a flow of women and disadvantaged entering the werk

-

force to make a difference in the total composition of the uork
ferce; 1t appears that rather than a "flow”, there is only a ' ‘trick-

1( " It likewise appears that, although a sizeable number of non-

raditional students are recruit¢d into vocational programs, onl:
1 few remain in the program long enough to complete 1it. Curtent
research (Thomas, ¢t al.; 1979) has indicated that women who attempt

vntry 1nto vocatihnsl programs still face considerable personal and

sorictal barriexs. The next sgection provtdes informat fon as to the

nature of these barrierq that prbvide reqistance to entry into and

Removal ¢f Resistance

The time when school policy comld legally limit the admission

of nuntraditional studnnts to a vocational program £s gone. These
barriers; often referted to as institut lonal barciers, have been

stripped from the school catalogs and other documents promulgated

to &ii?iEE students. Personnel in most schools have neutered the

pender in the descriptions of curticula as well as given such docu-

merits a multiractal emphasis:. Publishers of guidance materials and

texttooks have made great strides in eliminating bias in their publi—

cations. Why,rthen, i5 there concern with recruiting and retaining

women and disad\antaged in vocational education?

It appears that removal of institutional barriers is not cnough

to faciittate changes in the perceptions of members of these groups
as to the appropriateness of their participation ia a nontraditional
o.cupation: While the passage of federal acts emphasized equality

«f educational opportunity as a fundamental right, these legal acts

have failed to remove the social barriers to entering these occcupa-

-2 -



rions: Individuals stili respaidto their perceptions of what others
> perceptions may

consider to be appropriate behavior for them. These pere
or may mot reflect the actual perceptions that are held by :.ose to

whom thi perceptions are attributed. However, for many women, appro-

rriate bshavior often becowes synonomous with “traditsonal behavior.”
It has been found that even though school faculty may be re-
ceptive to students pursuing nontraditional occupational preparation,
tkis is often not enough to attract large numbers of these students
into nontraditional programs. Im additisn, it appears that women

and disadvantaged persons are confident that they do have the ability
to learn and perform successfully in nontraditional occupations:

TEus; if strategies are to be implemented which atrompt to increase
ti:: number of persons who enroll and complete programs which prepare
thex for nontraditional cccupaticns, then it is a good idea to take
a look at what does deter these indivicuals from the pursuit of high-
er-paying, nontraditional jobs:

Studies of the factors that deter women from entering nonfra-
ditional occupations (e.g.; Thomas, et zl., 1979) have discovered
the following barriers to persors attempting to enter nontraditional
vrcupations: 1) conceptions of the work environment in nontradition-
al occupations, 2) family influences, 3) conflict of family responsi-

bilities, 4) attitudes of persons delivering instruction and hiring

for nontraditicnal occupations, 5) availability of information about
nontraditional occupations; and 6) unzvailability of funds for career
training: A brief description of cach of these barriers {s presented
below:

Concep tion of the work environment. “here are taken-foi-
srantcd assumptions that women in nontzadistonal occupations must

work harder to got thé Samp rewards as men, wen't be paid as much
as a man doing the same job, ate treated as womer rather than co-

workers, and won't be promoted to a mansgement or supervisory posi-
tion. Although this "common knowledge" may freguently be in error,
it vevertheless affects the perceptions and decisions of these who

wouid consider ehtering these occupal fons.

more severe than for those who are from the group that dominates
the work force. Nontraditional workers slsc frequently perceive
that the normal hazing 48 because they are fenale or from a dis-
advantaged group, and will thus quit the job before they are &c-
cepted by their co-workers: Anm additional factor that may make thao

In addition, the hazing of nontraditional workers is of ten

hazing Sgem mote severe is that, contrary to the usual case where
at least one worker will take a new employee "undezr his wing'' to

help him through the "initiation," most traditional employees are
reluctant to befriend a person of the opposite sBex cr vhe {rom a

dif{ferent race for fear of being rejected themselves.



It is clear that members of nontraditional groups must develop
soc1a1 supporE systems if they are to survive training for, and entry

int jobs where they perceive (whethar accurately or not) that incum-

beﬂts feel they are superior, think that the nontraditional workers
won't do a good job, and talk down to them.

Family influence. Fanily members can create barriers that will
prevent an individual from: a) considering entrance into a nontradi-

txonal occupation, b) completing t&e training once he/she has begun,

ramxly nembers may conmvey; oOr be perceived as feeling, that a nontra-
ditional job is not tkxe appropriate place in soclety for a woman or

mesber of their societal group. Womea in particular are faced with

the conflicts betwzen the perceptions of their family regarding ap-

propriate roles for women and thair cwn desire for a career.

Conflict of family respousibility. Wwomen have experienced dif-
ficulty in avoiding conflicts between their family responsibilities

and their careers. Nontraditional occupations usually require that
tlie worker keep up to date. Thus, stepping out of the job for ex-
tended periods to take care of “family responsibilities can be very

detrimental to progressing in a nontraditional career. In contrast,

the penalty for stepping out of many jobs traditionally held by women

is not nearly so great. That is, the training for reentry is not

extensive. Thus, many women find it easier to take these lower-pay-
ing jobs rather theﬁ a carzer that reguires continuous employment.
This may be a reasonable solution if the woman's salary is always a
supplementary one: The problem is that the scciety has changed, such

that women are not afforded the luxury of being able to work for a

supplcwentary salary In addition, women are wvorking longer and de-
sérve to wmake a living wage from thefr work:

Attitudes of trainiqgfand entr
attitudes which resulted in the development of policias that effec~
tiV(lyigfgregated tr&ining programs and employment oppnrtunities

along the lines of sex or race have not suddenly gone away as_ the
rosult of federal legislation. A majority of school personnel are

wire of the recent legislation: However, this does not mean that

Lhty agrce with the concept of equality--or--if they do, in prin-

viple, it does not nevessarily follow that they will have internal-

ize¢d this belief into everyday actions. GCestures, facial zxpressions
and other "body lanpuage" can be interpreted as signs of disapproval
by the person who is attempting to enter & nentraditional training
program ot job.

Thus, ft is understandable that prospectivo students who at~

cnpt to enzer & nontradicioﬁal training program or job may feel that

In thcm, b) fccl ahey won't be able to do the job, ¢) think that they




won 't enter the Job even if they do learn the skills, or d) bplieve
tnat they won' t fit 1n with other workers 1f thev do enter tho 3ob-

ta1ning infcrmation about training programs offered for their se-

lected careers from educators and counselors may reinfcrce the

feel:ng that the persons rﬁsponsibxe for training programs iust are
not intcrested in nontruditional seudents. In addition the pro-

occupation they have selected once they have completed the training
program.

There is a high probability that many women and disadvantaged
atudents wril experience actual or perceived bartiers as the result

openlngs. Thus, rather than adopting en attitude of passive accep-

tance toward pctential students, vocational educators should active-

1y solicit nontraditional students ard promote them to potential

é&ﬁléieré. ‘Strategies presented later in this pubiicztion will
saggest ways in which this can be accomplished.

~ _Availability of information. Infcrmation about occupations
of all tynes may seem difficult or impossible to get for any student.

Adult students; In particular, may not know where to start 1ooktng

for information about nontraditional careers. Most current high
school students, however, are likely to know that there is an occu-
pational Information file in the guidance of fice--but may well be
reluctant te ask for help to find specific materials.

1f prospictive nontraditional students do find information

about a sclected career, they may have difficulty relating to those

matcrials which display traditional workers in all illustrations.
Occupational information recently published by commercial publishing
hiouses, however, are lLikely to have 1llustravions representative of
both sexes 48 well &s minority groups. In addition, rolé models for
miny occupations may not be readily visible for most women and dis-
advantaged students; thus limiting a valuable scurce of occupational
information.

mat ton “b°“t,§1§,9§r??ts must be accessible to each student: The

possible temptation on the part of vocétional educators to place more
emphaais on occupational information that is traditional for the stu-
dent’'s sex or disadvantaged group 1is everpresent. Overcomingftbis
tcmptatibﬁ tequiréa 5 ceﬂﬁcibai éffbtt tb rédﬁté Etéréétyﬁitél bias

pations availabie. ii nis ts done systemx:tcaiiy, it will become

just as natural to pte&cnt information to students that is nontradi-
tional for their sex or disadvantsged xroup as it 18 to present the
traditional material. Systematic effo-ts to overcome these barricts

-5z
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verbal and attitudinal factors that inhibit students from obtainiqg
information about othker career options: -

R U e

 The-effort to make nontraditional occupations available to the
disadvantaged and women should ultimately result in making the choice
oi these occupations as natural as the selection of occupatiocns tra-
diticnally considered acceptable for members of these groups. This

does not ﬁe&ﬁ Eﬁat there ahould be quotas established for any parti-

should be a limit to the number of nontraditional students admicted
Rather, it means that a ccncerted effort should be made to reémdve
the personaiwsocial barriers to those seeking entrance into ociupa-
tional preparatien programs.

It may be seen from the nature of these personal and social
barriers that some are directly related to the Sclicoi--while othetrs
are relatcd to family and friends.f This observation provides an
courage those who would like to try a nontraditional occupation to
feel free to do so, as well as the types of individuals that should
be involved in conducting these activities. 1In the ideal situation,
those persons who are perceived as providing barriers to students
entering nontraditional occuparions are the very ones who should be

When the personal-soctal barriers are removed and individuals

feel free to enter any occupational preparation program they choose,

with an equal chance of being hired when they complete their training
rrogram, then suach activities as described in this publication will
not be riecessary. Judging from the past rate of ,bange in society,
however, it is unlikely that complete eguality will te achieved in

the near fiture.

How Do We Get There?

¢

School districts vary in the degree to which they are making

nontraditional programs available to the disadvantaged and women.

Those schools which are mere successful have developed various strat-

egies to recruit and retain students from these groups. However,

the activities that are included in thig effort are often only loose—

ly coordinated. In addition, these activities are conducted with

very little variation from year to year. Thus, the person responsible
for organizing recruitment and retention activities may simply recall

what was done during the previous year, making few changes, and arriv-

ing at various degrees of success. &As a result, the person responsi-
ble for conducting these activities may know little about theé amount

iVl
oy,
[}
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of effort that went into developing the original plan:

The reader may recognize the fact that most organizations op-

erate tn a manner similar to that just described. The planuing pro-
cess 1s often very limited and/or includes a singular activity

rather than an overall, orchestrated plan to accomplish a particular
goal. In addition, the activities are most often monitored at one
point; Z:e:.; the end of the year. During this time, the question
may be asked; "Did the activity get done?" Obviously; this is mich
too late to do anything about mid-course corrections to make sure
that the activity is done well. Such loosely plamned and monitored
activities often do achieve the desired goals; however, the use of
well-coordinated planning strategies and the implementation of a

systematic monitoring procuss will increase the probability that all
sctivities designed to meet a particular goal are effectively and
efficiently conducted. A brief description of a planning process
and relevant monitoring procedures are included here as a general

gulde. References are also provided for those who would like to ac-
quire a more in-depth understanding.’

planning for Nontraditional Uccupational Recruitment

Strategies
The term "planning;" as used here; refers to the systematic
determination of goals and objectives and the development of strat-

cplcs to accomplish these selected goals and objectives. The focus

of this publication, retention of women and disadvantaged persons
in nontraditional occupations; obvicusly represents only a small
portion of the possible goals and objectives of school systems.

The assumption being made here is that the attraction and retention
of women and disadvantaged students in vocational education programs
is included; or at least allowable, under the broad goals of the
school district. (This would seem to be a ressonable assumption;
given recent legislation.) Thus; the discussion of planning will

be framed by the terms and activities required to achieve the singu-
lar goal which is the target of this publication. The steps required

for planning arc nearly the same; regardless of the scope of desired
activities. It is obvious that planning for an entire school dis-

trict would be more complex than plamning for a small fraction of

the total activities within the district. In addition; when planning

for the total district, the plans are likely to be more global than
when planning for any of the subparts. Thus, the existence of a_

district plan does not preclude the need for planning for a specific
subpart. .

The steps usually considered necessary in the planning process

are: a) determining the current status; b) determining the ideal or
desired status; c) identifying the discrepancies between the curreat
status and the ideal status; d) establistment of goals and objectives

that, when achieved; will eliminate the discrepancies; e) selection




of srrategles to achieve the objertives; f) evaluation of the strat-

¢glrs; and g) recycling successful strategles. If these steps are

conducted appropriately, an effective plan of action can be developed
and monitored by establishing closer lines of communication among
relevant actors. Relevant actors, in this case, are those who will
be conducting the strategies, including administrators and those who
are percelved as srecting barriers to those Seeking entry into non-
traditional training programs and jobs. An attempt has been made

to incorporate a disguwsion of the relevant actors in the discussicn
of each of the pianning steps.

Determining the current status. The current status of efforts

to retain nontraditional students in vocational education will be
needed for two reasons: 1) as a way of justifying needed expendi-

tires and resources (e.g., staff time and postage) on activities that

could potentiilly increase the retention of students; and 2) as a

benchmark against which to compare proposed ideas or desired goals.

 Since there are an unlimited number of factors about which one
could collect current status information, a decision must be made as
to what information is most relevant. In making this decision, it
is wise to first ask who are the significant actors. In the case of

retaining women and disadvantaged students in nontraditional occupa-
tions; the actors of interest are: a) the nontraditional students;

c) potential employers of nontraditional students, and d) family

and friends of the potential nontraditional students. It may be seen
from this 1jst that current status information is not limited to in-
formation that can be obtained within the school. Rather, one-half

or more of tne relevant actors from whom information may be required
are outside the school environment. But how does one determine who

the relevant actors are? Initially, one can determine this by ob-

b) the instructors and administrators of nontraditional classes,

serving who those persons are that provide assistance or-deterrence
¥o those seeking to remain in nontraditional programs.
Eavirommental factors also provide useful sources of current

status information. It was noted earlier that perceptidns of the

working environment and training represented potential deterrents

to those seeking entrance into nontraditional occupations. Thus,

. the attitudes, of relevant actors.

Some of the current status questions that should be asked are
very apparent. For example, one immediately wonders about the num-—
bers of nontraditional students who enroll in classes, as well as the
nimber of employers in the community who have hired nontraditional

employees. Related questions include:

[N
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How many employers would be willing to hire nontradftional

°®
employees but have not had the opportunity?

e How many nontraditional students completed the training in
each nontraditional training program?

e How many of the entering women and disadvantaged students
would have preferred enrolling in 3 nomtraditicnal training
program but did not?

& How many adults in the community would like to enroll in a
nootraditional training program--but have been deterred by
various barriers?

® How many women and disadvantaged students who finished a

nontraditional training program obtained a job in the occu-

pation for which training was received?

It ma may be observed that much of the data needed to answer these

questions are available or easily obtained, while answers to other
questions could be obtained only with considerable effort. The per-

sons planning for activities that will encourage women and disadvan-
taged students to enroll and remain in nontraditional training pro-
grams should weigh the value of current status information against

the difficulty of obtaining it. If information has marginal utility
and requires extensive effort to obtain, then it is likely that the
planners will decide to omit the data from the current status descrip-
tion: Whereas; information of marginal utility that is easily obtained
may be collected and used to establish justification for the expendi-

ture nf resources but may mot be of value for final planning. An

exanple here 1s the hypothetical finding that women and dlsadvantaged

students perform better than those who are traditionally enrclled in
courses.

A strong case can be made for expending greater resources on
the recruitment and retention of women and disadvantaged students
in vocational training programs that provide training for high-pay-
ing jobs by contrasting the income data obtained from follow-up studies

of students not in these programs with those received by graduates_ of

occupational training programs that are dominated by men and the ad-

vantaged. Additional clout can be added by obtaining data on the

number of women and disadvantaged graduates from traditicnall programs

who provide the only 4income for themselves and their families, and
who are often singleé parents with one or more children.

~ The amount cf status information collected will depend on the
resources available ind the extent to which justification for expen-

ditures will be required. At a minizum, the following status data
should be provided:
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al programs

e Number of employment opportunities for graduates of identi=
fied prograas

Jxrt}?gsigggceived by women and disadvantaged students who

ar¢ potential enrollees in nontraditional training programs

® Niumber 5f women and disadvantaged students enrolled in
trdd;tional programs who would prefer to be enrolled in a

Aversge salaries of women and disadvantaged who complete
traditional programs

o Average salary of graduates of the targeted nontraditional
vocaticnal education program

® Attitudes of instructors in the targeted training programg

toward women and disadvantaged students s

Number of women and disadvantaged students who completed

a nontraditional program who are employed in the field for
which trained

® Number of women and disadvantaged students who enrolled in
nontraditional training programs but dropped out before

obtaining entry-level prmficiency

desirable to know about:

® The attitudes of emp]oyets toward nomtraditional employees

® Success of graduates who have completed programs that are
nontraditional for their sex or disadvantaged groups

The potential emroilment in nontraditional programs of
women and disadvantaged persons who are not currently
enrolled in school

dents who are current or potential enrollees in nontradition-
al training programs




As previously noted, most of the essential status information
can be gleaned from existing data sources, such ae school records
and follqw-up surveys. This data set; supplemented by any additional
{information deemed necessary or desirable by planners; can be used
to simulate comparisons between current situations and an ideal sta-
tus situation. These comparisons can; in turn; be used to identify
potentlsl strategles that can be fmplemented to close the gap between
the current and ideal status.

Determining the desired status. The desired or ideal stacus

of an educatioaal process can be described either by those who ad-

min{ster vozational training, or else by those who are recipients

and consumers of such trnining. in the present case o‘ ‘recruitment

vocational program areas, it is unclear who should establish the
ideal. In some communities; 1if the,decisiog were put to a vote, it
is likely that the agreed-upon ideal would be to keep women in "wo-
men's jobs" and the disadvantaged in traditionally low-paying occu-

pations. In the case of any fundamental social chaige, it is common

for persons not directly benefiting from these changes to resist them
and attempt to keep things the way they "“always" have been.

In this case, it appears that tﬁbaé school personnel who per-

career would be the logical cadre of individuals to establish the
ideal. It is this group that has accepted on a personal level the

social change that has been enacted into many recent laws:

 Having stated that something is ideal does not always mean
that it 1s feasible to strtain. For example, it may be idesl to have

class=-but getting large numbers of women to enroll inm auto mechanics
and men to enroll in courses preparing them to be secretaries, for
example;, is not likely to occur until counsiderable internalization
of these values, on the part of both students and faculty, have oc-

carred: It is feasible, however, to state the alternati.es and im-

plement the practices that will facilit ite movement in the directiom

of the desired change and thereby allow individuals in society to make

decisions which they previcusly had little or no opportunity to make.
Thus, in the long term, it is the opportunities and taken-for-granted
assumptions held by peorle in their everyday lives that influence
their decisions toc accept or reject social change.

The procedure for determining an ideal is to take the current

status information and establish what criteria should be met when

the situation is reevaluated 3t some point in the future. For ex-
ample, suppose a survey of instructors who teath vocatiomal courses
that are nontraditional for women and disadvangaged reveals attitudes
that range from very negative to somewhat passive. The ideal status,
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passive attitudes; with most being very positive toward having women
and disadvantaged students in their classes. The same reasoning
bhOU d be applied to each item included in the current status ? ¥or-

taving established the current status and ideal status, the

(rlanner is able to determine the extent to which there are discrep-
ancies:

identi%yiaggaiserepéntieé., fﬁé diffétéﬁté BétﬁZEﬁ thé iaéai

tcrminology, a feed or gap. The reader may bave noted that the de-

scription of current status and ideal status are equivalent to the

steps in needs assessment of determining "what 18" and "what ought

to be," respectively. The process of needs assessment, theri, can be
illustrated as:

Current Sta:ueJ Ideal Status Discrepancy

(What 1s) {What Ought To Be) (Need)

Whatever terminology is used, the discrepancies rﬁat emerge are
thus( thlngs thdt planners wlll uant to Lonsider when determining thc

lninrder to alleviate the discrepancy between the current situation
and what is desired.

~ logical way to approach t
to begin work on is to list all «
planners place them in order of i
ledast. 7An average of the ranks c:
tdllittiVé brdét bf ﬁriéfity by the

txfied needs, but rather if all needs cznnot be addressed simultaneocus-

ly, then the strategies that address the "needs” with high priority

should be selected first.

tablishi oals and objectives. Goals and objectives can
and should be developed for activities on all levels within a school
distr;ct vhether it is planning the prograum for an entire school
diétritt or those activities of a §§éeifib teacher. The activities

of strategies to assist in retaining women and disadvantaged students

in nontraditional training programs are no exception. Without goals
it is difficult to know where one is headed. Goals are just that,
statements about what a person or group of persois want(s) to accom~
plish. Goals can be long~or short-term and sShould be specific enough
so that one knows whken the goals have been reached.

- 12 - -
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provides a theoretlcal foundation for the tdent*fication of long-
range goal statements: Suppose that we found that 90 percent of
the women and disadvantaged students who enroll in nontradition 1
vocationat program. in School "X drop out befuire learning marke:-

able skills because of the attitudes they perceive the instructional

staff to have. The iong-range goal to resolve this problem might
read:

902 to 2%.

The plannerb must now ask themselves how long in the best and worst

of all situations it might take to accomplish this goal. A realistic
#uess might be five years: This time estimate should be added to the

long-range goal statement.

Short-range goa‘s are developed such that when they are accom-

plislicd over the time period specified by the long-range goal, the
long-range goal will also be completed: Thus, for the first year,

the -hort-range goal for the above example could be:

To reducc tbe percentage of women and disadvantaged

students who drop out of nontraditional programs as the

result of instructor attitudes toward nontraditiconal
students from 902 to 507%.

The zationale for such a large reduction in the first year is that

many instructors are often unaware of the attitudes they appear to

be cxhibiting and that studerts may have perceptions about the in-
structors that are not accurate. These types of problems are easily

correctvd, whereas an instructor's deep-seated beiiefs about the

inability of women and diradvantaged students to succeed in a non-

traditional training program and career may take seversil years to

change. Planners should taks these consideratious into account in

order to come up with realistic short-term goals. Short=term goals

sheuld therefoze be written according to the model provided above

in order to provide a coucrete basis for developing objectives that
can be evaluated and fulfiil the needs of a given situation. Ob-
jectives, like goals, must indicate the final results that are to be
desired and a concise measure of how one can evaluate the objective

that has been implemented. The tendency is to merely 1ist the pro-
cess as the objective. An example of such a process objective is:
to conduct a workshop for instructors on the effects of bias toward
nontraditional students. It would be easy enough to determine if
the workshop were held--but no measurable result was specified: An

objective that specifies the results, as well as measurement crite-
ria, might read:



To change the attitude of instructors with negative
zttitudes toward nontraditional students to a positive

attitude as indicated by a self-report scale.
Thie activities or strategies that are employed to achieve this ob-

jective vomprises the process that is employed to meet the identified
objectives. Figure 1 contains a corcise summary of the example which

has been presented in the text above.
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Long=term Goal

il ettt et

o reduce the percentage

of wanien anid disadvantaged

students who drop out of
nontradit onal programs
because of the attitudes
exhibited by fnstractors
from 90L to 2% fn five
ours;

ERIC

Full Tt Provided by ERIC.

Flgure 1: Exanple of Coals; 0bjectives and Stratepfes

Short-tern Goal

To reduce the percentage
of women and dtsadvantaged
students who drop out of
nontraditfonal programs as
the result of {nstructor
attitudes tovard women

and disadvantaged students
from 901 to 500,

L

Object ves

To change the att{tudes
of instructots with
negative attitudes
toward nontzaditional
stiieits to a positive
attitude as indicated
by a self-report scale.

To {ncrease the tolet-
ance of nontradftional
students to bias exhi-
bited by instructors,
aduinistrators, coun-
selors and others s
reported by the students
on & rating scale,

Strategles

4, Wold & avarencss
workshop for
fnstructors.

b. Conduct tours for
fnstructors of
industry in which
nontraditional
vorkers are
enployed,

2. Conduct workshop
for nontradit{onal
students designed
to enhance their
self concept as a
nontraditional
eaployee.

b. Provide instruc-
tion on coping
with bias,



Selection of strategles. lLn the present context, “Stracegy“

i{s cons ldered to be an activity that is planned and conducted for

the purpose of contributing to the achievement of a stated goai.

Up to this point, the discussion has focused on the methods by
which planners in a school system can identify fhe problems (needs)
that prevent women and diszdvantaged astudents from Retting into ané
completing nentraditional vocational programs and ways of establish-
1ng goals to eliminate these problems. Thus, the strategies are the
"things" the school personnel select to do to meet the goals.

How Afe these stvategles selected? In the process of determin-
1ng 5oals, the current status and ideal status were 1dentif1ed Thus,

the planmers know where they are; as well as wher® they want to go.

In making this determination, Information was collected that provided

a basls for deciding what kind of changes would be needed. For ex-

ample; the planners may have identified fnstructor perceptions which

could rotentially resilt in the sdoption of one set of attitudes to-

ward nontraditional studeats and & ﬁifferent set bf attitudes toward

traditional studente. A case in point might be the hypothetical sie-

uition 4in which an fanstractor doesn’'t belleve that nontraditional
studerits can learn the skills required for the occupation being taught

or if they do ‘manage to learn the skiiis-othey won't be able to get a

job, Faced with attitudes of this nature, the planners must select

strategies that will persoually involve these imstructors and prrduce
thic desired change in attitude.

It can easily be seen that basimg strategy selection on infor-
mat fon about current or desired status is much more systematic than
merely selecting strategles on the basis of what ig assumed to be
tieeded. The planners may have found that the imstructors are very
positive toward nontraditional students, bur it was the students’
perception that the instructor didn't think they could do the work.
This situation would require a very differeat strategy than the one

described abowve.

Must the strategies thst are to be used be developed Yrom scratch?

Not a: all: The personnel in many schools are already coaducting many

activities. The neceds 2ssesswent :ay show that many of these strategies

should be continued, while some may be discontinued. Other strategies
tHat can be used in cther problem areas have been discribed in rasource
naterials or are being conducted by another school. School perscanel
are mearly always wiiling to share their ideas and materinsls, and prac-
tice has shown thit borrowing ideas i3 a lagitimate way to scquire nev
strategies: In addition, this publicatiou contains descriptions of
strategies that were observed in practice in Florida schools. Ideas

“ere gleaned from those who were conducting the strategies and aug-

dented by descriptions of similar strategies contained in other publi-
catioiis. It is anticipated that tbese strategies will be useful as
solutions or ideas for solutions to many of the problens that are found
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in local districts. 1t 18 alaso anticipated that ideas for solutions
for many identified problems @il be found in ether schools and pub-
Ii&atxons, as weii as creatci hy those attempting to apply this in-

such as a year. The plan should be &Lcompanied with cost estimates
for the conduct of =2ach stratszy. Since many strategies can be con-
ducted with little or mo cuet, it is 1ikely that some activities
could begin before approval is wbtaimed on the total plan. The

Uperational plan for implementigg those which have been approved
should, more specifically, spell out what is to be done, by whom,
and when. The next scc{ion provides some insight liitc tuls process.

Tasking the atrstegies. The strategies sclected easily can

be broken down intc the severzl smaller tasks that are reguired to

dgcompllsh them. If the first iicting of tasks are not manageable

ch.nks of work &hen thev can be btaken dowa untii the suygaggs
team. The 1ir=t breakdoun of subt@sks usually produces mﬁﬂageable
tazks; and no further breskdowns are nesded. Since thne rirategies
Yor recruiting srd retaining women and Gisadvantaged students are

1ot really very complex, the first-level breakdown is usually ade-
qxnte

A5 an illustration, the breakdown of the strategy delivering
an awzreness workshop to instrictors i8 provided:

1.0 Tdentify school personnezl to be included as

participants in the workshop:
2.0 Select coutent for the workshop;
3.0 Determine date, time, and place for the workshop;

5.0 lImvite outside speakers as approprlate;

6.0 Invite school persomm=l to bBe participants;
7.0 Conduc? the workshop; and

8.0 Evaluate the workshop.

1t s likely that tkis level of tasking will be adequate fur
the purpose of assigning tasks; as well as for setting uilestones to

sge how well the plsms fox the workshop are progressing. 1f; however,

the piamners hsve doubts sbout socme of the personnel knowing what to



to do, each task can easily be broken down into more specific items.
An c¢xample of a seccond- level breakdown follows:

2.0 Select content for the workshop

2.1 Identify barriers that are perceived by
instructors;

to

.2 Identify barriers that are perceived by
students;

2.3 Select content to assist in overcoming
speciffed barriers.

is tequired to accomplxsh it? Once these tasks are spelled out; it
should be very easy to accomplish them.

Asstgnment of the task or subtask to members of the planning
group, or to others, is easily done whken the tasks are specifically

spelled out. This is usually best accomplished by asking each per-
son which of the tasks he/she is willing to undertake. Volunteering

to be alert to the possibility of havtng to reassign tasks if those

who have agreed to do them fimd that they are not able. Those tasks
which are not accepted by any of the planning team will have to be
assigned to someone else. gopd technique is to look ogtside of
thé ﬁléﬁﬁiﬁé graai to ﬁétﬁéﬁi who may be willing tc participate in

When an imbalance of responsibility for the conduct of tasks

is observed, it is wise to alert the person who has agreed to do the

activities that he/she may be taking on too much. However, the staff

members involved in conducting various strategies should not be con~
cerned if some people are doing most of the task in a particular strat-
egy. Others may be doing most or all of the tasks in another strategy-:

 Establishing a timetable for each task or subtask to be cobgletead
will assist the planning team to monitor the progress of the activities
which they have plamned. Input from the person respousible for the
task regarding the time that it should take to complete that task is

essential. If the designated person camnot complete the task cn the
tiretable necessary for the task to get done within designated time
period, sofie reassignwment of tasks will be necessary. Also, if the
planning team finds that the tasks are not being completed by the pro-
posed timetable; they may find it necessary to provide assistance to

the person assigned the task or to reassign the responsibility entirely:
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Timetables need not be elaborate. A simple list of the task

with anticipated completion dates is adequate. A column can be
added to the timetable for dates completsd to facilitate monitoring
progress: The following is an examplc of a timetable using the
strategy illustrated previously:

Date To Be Date Person

Task Completed Completed . Responsible

1.0 Identify school Sept. 20 Sept. 10 Kay
persomnel to be
included in the .

workshop.

Select content  Oct. 15 Oct: 20  Jim
for the work- '

shop.

ro
.
<

3.0 Determine date,
time,rand place o
for the workshop Oct. 15 Ponna

4.0 Prepare presen-
tations for the

workshop: Nov: 30 Donna

5.0 Invite outside
speakers as - B
appropriate Deec. 15 Jim

6.0 Invite school
personnel to

participate: Dec: 15 . Kay

7.C Conduct the S . o
workshop. Dec. 2Q All

8.0 Evaluate the - o o
workshop. Dec. 20 Chollette

signments on schedule. If they are unable to meet the schedule; how-

will encourage those responsible for the tasks to complete their as- _/%

ever, the regular planning team meetings offer an opportunity for mid

course corrections. It is also a good idea to report the outcome of
the completion of the tasks, as well as the fact that it has been com-
pleted. For example; the person responsible for the development of
the content of a workshop could report what he/she had decided should
be the content and the reasons for the selection of each agenda item.
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his "iii keep tiié total planning team up to date, as well as allow

Summary. This section includes some rather detailed descrip-
tions of how to conduct a needs assessment, establish goals and ob-
jectives based on.the needs identified, select strategies designed S
to meet the goals and objectives, and develop a plan to conduct the

selected strategies.

The planning process described is not much different than

those that _fiost groups use to pian the activities they are going to
condict. The procedure suggested does provide a more systematic ap-
proach than a group would usually use. This should insure that the
strategies selected are on target with what the p;obleps are and
should help keep the plannirg committee on task throughout the plan-

ning and conduct of the strategies.

 Evaluating strategies. To do them again or not is the question
to which this section 1is addressed. That is, should the strategies

that were included in the annual plan be included in the next plan?
Questions that the planners should. ask themselves in making this

judgment inciude.‘

® Did the strategy assist in teductng the discrepancy

between what the situation was at the time the plan

was developed and the ideal status--i.e., did it work?
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Were there excessive negative side effects?

® Was the strategy conducted as planned?

® Did the strategy require excessive resources in com-
parison to the pay-off?

® iHas the ideal situation changed?

Much of the information required to answer these questions is

readily available. The regular monitoring sessions will provide in-
formation about whether the strategy is being conducted as pilanned,
what mid-course corrections are needed, and what problems are being

experienced along the way. This type bf evaluation, often referred
to as "formative evaluation," provides information which can be used

to effect timely changes in the strategy so that it will be more ef-

fective in accomplishing the stated objectives on the cur:ent cycle.

It also ptovides information on how to change the plans for the next



Additional information needed to answer the evaluzatior ques-
tions can be obtained by asking how well the strategy worked. This
information, frequently referred to as "summative evaluation,” is
useful in reporting to the school authorities on the achievements
that were made as well as in improving the strategy for the next

cycle. Questions such as, “How many women and d‘aaﬁvantaged en—

rolled in and graduated from nontraditional programs,"” and "How many

instructors participated in the instructor's workshop,” are easily

recorded as the various strategies are conducted. An evaluation
form given to the participants at the close of each aczivity can be
used also to find out how well the activity was conducted. These
surveys are easily developed simply by asking the participants to
rate a listing of the various activities that were included in the
strategy and to make comments about why they did or didn't like the

activity.

Answering questions about how well the strategy 1is being con-
ducted requires that one be more perceptive. For example, if non-
traditional students are dropping out of a particular vocational

program, in spite of a well-planned support group, members of the

planning team should investigate the reasons why the students are

dropping out. It may be a problem that is external to the program,
such as not having adequate time during business hours to conduct
ncecessary business. This prcblem has been solved, in soi'e cases, by
reducing the program to four days per. week, If problems are persis-
tent; it may be a good idea for the planning team to form a subgroup
of two or three mf@bers to investigate the cause. The investigation

can be done by 4alking with rhose persons involved, including stu-

dents who have dropped out. The correction requtred may be simple,
ducted. An cxnmplc of the latter would occur if the nontraditional
students did not understand some of the technical language used fn
the instruction; while traditional students had had adequate exposure
to the occupation to learn the language before coming to the class.

A strategy easily could be devised to correct this deficiency in

technical language.

tains suggestions for evaluation methods. The planning team should,

however; use their own expextise to design additicnnl methods. Evail-

Each of the strategies described later in this publication con-

strategies: The next section provides suggestions and precautions

about planning for recycling:

Recycling strategies: Results of the evaluation will indicate

which strategies were helpful in ﬁeetinp the stated objectivas and
which ones were not. The extent to which the first cycle of the
strategies meets the long-range,goal also will be indicated by the
evaluation data. This input will provide the information necessary

-~ 21 -

v 28



to determiae which strategies vill need to be recycled However,

one additional suggestion should be kept in mind. If some strate-

ics are very successful, such as rarulting asa::aéi:iss=1 studente
B y s =3 .

zni meet the long-range goal during the first year, it doesn't nec-

vssarily follow that the strategies for recruitment should be ter-

mimLu‘L The ;:lannlng team should ask itself if the desixed status

Delivery of the strategies naturally will become easier each
time the process is repeated. The planning team will accumulate

gore experience, and many of the strategies will become standardized.
It is; of course, important to make changes 1n the strategies where
the evaluation shows a deficiency. Care ghould be taken fnet to fpr-
get to record the changes that were made in the strategy during the
previous delivery. This will avoid experiencing the same problems

as before. While it may be assumed that persons conducting the strat-

ebies will remember what was done-it is better to keep a record.

lxvery of the strategies will change. Thus, the process of planning

and conducting strategies should not change much each time the strat-
egies are recycled. The temptation to view the complete planning

process as being necessary only during the initial implementat ion

period should be avoided. Rather, the steps of planning; implement-

ing, and monitoring the planned strategies should ke repeated each
time.

he Uory similar to the first time around Thus, it may be a good
{slea to review the suggested planning process presented ecarlier.

There are some differences that should be noted, however. The plan-
ning team hzs had some experience with the strategies and with each

other, which will enable them to make more accurate projections of

the time and effort required to cenduct the activities included in

a strategy. This may allow the planning team to envision a much more
extensive set of strategies than were undertaken the first time. The

around, §E6ﬁld repeat the planning process. The steps in the process
aroec.,

1. Determine the current status.
2. Determine the desired status:
3. 1dentify discrepancies.

4, Establish goals and objectives.

5. Select appropriate strategies.
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Develop a plan for delivering the strategies:

o

nf crrartopiac
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8. Evaluate the outcome of the delivery of the

strategies.

‘Miich of the data to detertine the curremt status will be ob-
tained in the process of evaluating the outcome of the first de-
livery of the selected strategies. Thus; the previous year's sum-
mative evaluation can serve as the current status data for the next
cycle:

The ideal status should be reviewed each year to determine 1f
the status thot was perceived as "ideal" the previous year is still

snsidered to be ideal. To do otherwise is to assume that the de-
szrcd status is static; rather than dynamic. Because of the dynamic
natere o' this process, long-range goals and objectives also should

be te:iewed to determine whether revision is needed and if additions
are desirable.

crepan tes observed between the current status and the revised ideal
status: It may be recalled; however; that it was suggested. that

somc strategies may be retained after the ideal status has been at-

tained as a maintenance precaution.

A careful review of the progress made toward meeting the long-

range gc1ls and objectives should be undertaken to determine what
zoals require additional emphasis. The process of selecting strate-

gies should not he short-circuited. Rather; the process may require

more effort, since something will be known about the effectiveness

f thc stratégics that were conducted the first time. Strategies

should be selected which have the greatest potential for successfully

mect ing the short-range goals established for the planning period.

.Zﬁzéééﬁt;ﬁg tha piéﬁ”é& strategies should be enster during

tha socond and subsequent cycles. Many of the materials needed to

conduct the activities already will have been developed and will
require only slight revisions. In addition, contacts with persons

who can provide necessary assistance already will have been estab-
lished. This will allow sufficient time to develop the activities

in the new strategles which have been selected for the currzit cycle.

The excitement of starting a mew venture may wear off during

the first cycle, which may lead to less monitoring in following cy-

cles: This, however, should be avoided. If the motivation provided

by monitoring is eliminated, then many of the tasks may not be ac-



complished. 1In adcition, the monitoring process still will be

needed to p ovide the formative evaluation needed to make mid-course

corrections and to provide input for the cycles which follow.

Strategies

The strateg’es described in this section were gleaned from

zntgrvxews conduct¢d in Flctida schools which, accotding to data

\gcatlogal programs. _ These interviews were auguented with descrip-
tions of strategies found in the literature reviewed: Thus, the
strategles are composites of the activities actually conducted in
the schools observed and the available literature.

It is not anticipated that all of the sttategies listed will
be conducted by any one school, or that the procedures will be fol-
lowed exactly a8 presented. Rather, the strategies should serve as
i springboard from which the planning committee can start to create

its own set of strategies snd plans for conducting them.

The format of the strategies includes: a title, thke objectives,
a short description, and a list of procedures required to conduct the
Jtrategy. Persorninel and budget items are also suggested. For some
vtrétbgiéﬁ, a simple evaluation ﬁtbéédﬁté, usually involving the de-

velopment and administration of an evaluation questionnaire and the

compilation nf evaluation datz, is suggested. The "Description" sec-

tions give brief expianaticus of the sttategies, aud the "Prbcedures

for the sttategies.

The items suggested under "Budget” refer to major items of ex-
penditure. They may not be new expenditures; rather, they may be

supplies in stock; or they may ay be donations from participating or

contributing agcrcies/organtzattons. or they may be contributed ser-
vices;

Whether the items for recruitment strategles requiré expendi-
turca or not. 1: ir suggestcd that item!zed cost tecords be kept so

Jibning and 1mp1cmcnt1ng,a strategy. This in ormation is especinlly
useful when evaluating the effectiveness of the strategy.

Listing of Strategfes

The titles of the strategies that follow are:
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fecrultment Strategies:

¢ -en Communicaiion with the Public

idvertising

Poster Campaign

Directory of Comxunity Resources for Recruitment

On-Campus High School Days

Career Fairs

Media Workshop

Workshops--Forum on Nontraditional Recruitment and Training

Seminar to Build Liikages between the School and the Business,
Industry, and Labor Sections

Informational Support Services for Women and the Disadvantaged

Coinseling Strategies:

Fquity Workshop for Local Business and Industry Representat {ves,

Guidance Personnel and Administraters, and Community
Professionals

Parent Awarcness Workshop

Counselor/1nstructor Brown-Bag Rap
insuring Equat Treatment of the Sexes in Vocational Orlenzatiss

Materials
Insuring Equal Treatment of the Sexes in Vocational Testing

and Ass¢ssment
Career Fxploration Lab

Support and Training Workshop for Nontraditional Students

Adjusting to Vocational Education Programs

1
N
Wy

L
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Support Groups for Nontraditional Students

o

iae Open-Door Policy

It.  ig and Pre-training Strategies:

Establishing an Individualized Manpower Training System (IMTS)

Remedial Training through an Individualized Manpower Training
Systenm

Program Terminology and Equipment Orientatior Package

"Break-in" Ciasses

Structured Tutoring System

Work Exploration La%

Training Workshops for Instructors

Advisory Committee for Curriculum Review
Minimizing Race aid Sex Bias in the Occutrrence and Sffects of

Competency-based Instruction
Flexi-class Modules
Simulating Work Conditiona
Tours and Field Trips

Work Experience

Placement Strategics:

Obtaining a Computor Listing of Availsble Local Jobs
A Instructional Modile for Management xnd Unlon Relacionships
Wotrking with Recrulters from Local Busicesses

Zmployability Skills Handbook

L}
N
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An Instructional Module on Prepa. ing Application Forms
Providing Students with Interview Skills

- — T D
Practice Iantervieus

Critigquing Interviews

Interviews with Role Models

Follow-up Strategies:

Senior Exit Survey
Student Information Records System

Collection of Data through Follow-up éﬁéstibaaaitésisuiiéia

Supportive Counseling after Placement on the Job
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The prizarv focus of this manual is to provide assistance to

=chucl personnel in their attempts to retain nentraditicnal students

in vocational education. Keeping nontraditional students in these
prograz=s assumes that they are enrolled. A large percentage of the
schools are getting students to enroll in prograas that are con-
§idéiéd ‘to be ﬁéﬁifiaifiaﬁii. This section of ‘the mﬂnual is provided

heen highly successful in getting nontrar it ional enrollments. How-
5t r, it is also an:lcipated that perscnne! in districts that have
'cen highly successful in attracting nontraditional enrollments ray

wish to add to their repertoire of activities used to rccruit these

studenits into vocational programs. If sufficient recruitment strate-
2ic¢s hHave been deveioped the reader may wish to akip to strategies

tha' arg designed to assist in getting nuntraditional students to

Activities that ars reported to be successful iu recruiting

students into nontraditional vocational programs are those that open

“nNe O more of a varlety of communication channels:. The methods

that can be used to open or improve communication with the publ ic
2ty many imd varied. l!any of the available channels of cosmunication

are being uvsed by school personnel to communicate about wany thin; -
with the various audiénces. Thus, at the outset, it may be wise to
ifk——what 1s being coununicated Ebéut thé dééitibllit? of students

Lrauitional’ 1f the answer is nothing. or the traditional tnages
are bginb ptujccted then efforts should be made to change the status

1 ~obile resource center, bullding linkagcs with buslnesslindus:ry.

o career fairs; and training for school personnel or other agencties
¢ imprnvn knowledpe and awareness of how to communtcate more effec-

ol

tively with the public that vocational education programs are available

(or ally such as media workshops and workshops for porsonnel in po-
cat tal referral agenctes,



TI0E; OFEN COMMUNICATION WITH THE PUBLIC

OBIECTIVE: T0 give the pulic easy access to inforeation about Vocatioral edicatisn
prograss,
DESCRIPTION: Providing accurate, heipful vocational education information to  potential

studerts should be a top priority fer any vocational institotion. However,

many potential students; especially nontraditional or disadvantaged studetits,

can easily be put off by bureaucratic "red tape® often encountered when try- ._

ing to obtain information about educational programs. The focus of this
strategy is to provide any individual, but especially potential nontradi-
tional and dxsadvantaged students, with information regarding the vocational
programs and resources which exist to help thes,

Tere are many different communication mechanisms that personnel in a voca-
tional institution can use to provide the public with easy access to voca-

tional information. The type of mechanism selected will be dictated by the
resources of the imstitution and the needs of the local population. One
excellent comaunication sechanisa is a telephone “hot line,* The avajlability
of a telephone service statfed | by informed persons can directly provide the
vocational information desired in a quick, efficient manner and omit much
bureaucratic red tape; Likewise; the availability of a telephone number to
call at night for information about vocational programs can provide informa-

tion to working individuals who could mot otherwise obtain thie information.

Othier communication mechanisss xay inclide ah on=canpus walk-in sevice; one
day revolving information centers at malls, grocery stores; health facilities,
and other locales frequented by the target population; community group liaisons;
or vocational newsletters: Any of the selected communication mechanises should
be staffed by individuals vho are very knowledgeable about the institution's

programs and resources. Both male and female personnel should be available as
contact persons to answer questions for people interested in getting into voca=
tional programs. Well-trained student volunteers _may be used to help those

who wish vocational information and nay additionally serve as excellent gole
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sodels to disadvantaged and ccotraditional students. Oace the particular
cormmication mechanisms have beat deternined their existence sheuld be

wvell publicized. Billboard companies, newspapers, and television stations
often will provide free public service announcenents regarding the existence
of vocational services available to minority and disadvantaged populations.

PROCEDURE : 1. Organize a small comittee vith representation from the guidance or
" career counseling offices, faculty of programs recruiting nontraditional

or disadvantaged students, adainistration, and organizations represent-
ing nontraditional and mfinority organizations on cazpus.

2. Determine the types of commnication mechanisms that will best meet the
needs of the institution and specific target populations,

3. Determine the activities required to put the commmication sachanisas
into operation and the activities required to publicize the &stme
of the comzunication aechanisas.

4; Delineate responsibility for conducting the necessary activities.

5. Obtain adninistrative persission for putting the plan into effect.

6. Conduct the designsted activities.

7. Have a follow=up meeting to detersine progress and if any revisisions in
the plan are necessary.

PERSORNEL: {; Comittee persomel
2, Cosmunication/staff persomnel
BUDCET: 1, Riterials and operating cost of commnication sechanisms:

2; Publicity costs
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3. Staff persomael costs.
EVALUATION: Zave staff persomel keep strict tabulations of the nusbers of individuals,
incluling nontraditional and disadvantaged; using the communication service;

vhere these individuals heard about the servire; whether or not they entered
a vocational training program as a result; amd soggestions for service is-

provement. FHake the suggested improvements when possibie. After §ix moaths,
conduct a cost-benefit analysis to determise if the service warrants continuse
tioe,
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TITLE:

OBJECTIVES :

DESCRIPTION:

ADVERTISING

Lﬁ@%wmmmmmdmmmmmmm%;

2. To nake the cormmaity avare of montraditisaa) vocattonat training asd
occupational opportunities through che uge of attractive yienal dizplays.

mummunummmmnmﬁaﬁﬂﬁmmmﬁaaﬁm

supermarkets, or chain stores, Most of these commercial establishments de-

velop thesies diring the year, oue of uhich usually {s the "back-to-school”
these before the fall opening of claases.

The School may negotiate with the comercial establishwents' managers to put
up 8 display in the lobby, in a vacant stall; or in any other stratezic lo-
cation vithin the compler. The display should feature aen and women of var-
fous ages and races vorking or training in jobs that aré nontraiitional for
their sexes, The display will also have & capsulized description of vhat
the progran offers and some "catchy" statistics oo laber market deand in

the area; salary ranges; woren's partic{gatiss fate in certain oc7u ational
groupings; etc, Several aiternate displays which can be rotatel over a pe-
riod of time should be prepared,

The 8chool could use whatever rasources it has, in both msterials and volun-

teer services, to create the displays, Or, it could have a commercial fim
execute the advertising concepts. Contributions from commanity organizations
and comercis] establistaents in the comuniry can be solicited to help defray
the costs cf the second approach, :

Although the displays are specifically crested for the shopping malls, they
can be used over and over agsin for alnost any type of recruitment ot ‘prono-
tional campaign. This is ab wmportant consideratinn vhen deciding to invest

in professionaily designed and constructed displays,



I

PERSONNEL:

PROCEDURE:

The same objectives can be achieved through more modest advertising strate-
gles. Some of the bigger companies have permanent ad #paces in the local
papers and could bé persuaded to "loan" these spaces(as a tax write-off) to
the school during its advertising campaign.

aside from the ueual information about the programs offered by the school--
the ad copy may also include placement rates, testimonials from students or

employers of nontraditional workers anclenultmeject ‘institutional-commit——

ment to enrolling both sexes in nontraditional programs.

1.

Organiize comiittée. Becauseé of the nature of the stra egy, leadership
could reside 1n any of the programs in the visak arts department; with
representatives from the vocational training . Progr vhich want to ad-

vertise their offerings and from community organizations and the local
Chamber of Commerce: —

. Participating progran representatives are asked to submit a description

of the display concept and text.

-

. Comittee develops plan for the advertising campaign, coordinates dis-

play concepts and determines cost requirements: Professional advertis-

ing consultants may be used.

Comiittee decides whether congtruction of dieplays will be contracted
to outéide parties or done by the school.

Maintenance ﬁéi‘ébﬁﬁéi constructs crates to store and transport the
displays.

Comittee members with tepresentatﬁ?s ‘f.rcm the groups suggested in
No. 1 of the Procedure.

Visual arts consultant.
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3. Persomnel to build the crates and to construct the displays; if desired:
BUDGET: 1. Honorariun for visual arts consultant.

2. Construction supplies.

3. Possible overtime pay.

6, Tee for congtriction of displays.
EVALUATION: The general method of deteraining whether advertisig etratogles éte reaching

the target audience is to include an item in the application or enrollment
form as to where the applicant learned about the program offering.
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FinE:

OBJECTIVE:

DESCRIPTION:

PROCEDURES ¢

MOBILE RESOURCE CENTER ON VOCATIONAL OPPORTUNITIES

To provide a moblle resource center on nontraditional vocational education
opportunities for use in the varfous recruitment and informational campaigns.
A Vani can be outfitted with such materials as brochures; college cataiogs.
vocational guidebooks, vocational program descriptions, books and‘articles
on nontraditionsl vocational training programs and occupatioml opportuni-
txes, posters; games, campus newslecters, and audiovisual materials, The
van also should be equipped with video cassette and tape recorders, folding
chairs; and desks. |

tions to community groups.,,The van can function not oulyfas,aftraveiing
resource center for nontraditional vocational training materials, but as

a place for small informational prasentations if a regular classioom or
auditorium is not available; Interested parties can walk into the van

and browse, check out books, games, etc, and use them within a cartain
¢leinity. The van shiould have at least two staff persons who can answer
questions, 8hiow £ili8, chieck out books, etc; Ang person who user the
resources of the van should sign a registry book and indicate the materials

used or the service acquired,

1, WMthommunmmimuMgﬁtMsd&udmmnuh The con-
mittee should have representatives from offices currently involved in
rectuitment and other promotional activities; minority student groups

on campus, and one of two community organizations. Explain the concept

behirid the mobile resource center, identify tasks; and give assignments;

2, Identify poasible donors of a van or a vehicle in the school's car
pool which can be used for purposes of this activity.

3. Review current recruitment and other prosotional campaigns of the
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PERSONNEL:

schioo] and ldentify target aidiences to deterufne the type of infor-
mational materials which should be kept in the van.

. Write or visit siternative publishers for book dunations, office

supply doric:ions, andfor for giveaways like pencils, markers, ete.

. Deteridiié lajout of matetials in the van. Deteriine color scheme,

decor; slogans; if desired.

Assemble all printed and audiovisual materials:. FPrepare an tnventory;
of all the materials fn the van.

Coordinate all rectuitment and promotisnal campaigns, and develop a
master schedule for the use of the van,

Schiedule regular inventory and maintenance check-ups of the van.

. Prepare press relesses on the inaugural run of the van. The press

release should acknovledge the contributions of various groups,
especially the contributions of students.

A four-to-five person steering committee, with representatives fros
the groups suggested in No. 1 of the Procedures mection.

. Volunteers from the auto body repair, painting, and carpentry classes

to refurbish the van, fnstall cabinets, etc.

Volunteers frow the farulty and staff to aseist in identifying and
approaching possible contribitors or donors.

The staff who vill man the mobile resource center will come froa
ine office or program which is handling the recruiting cr the tnfor-
mational campaign:
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BUDGET:

EVALUATION:

Materials for painting; repairs; body work; cabinets; and ‘the like

to convert the van into a mobile resource center (the van may be
donated from other soutces, or be one which 15 already in the sclivol's
car pool; labor is volunteer service or the work of students for their
respective classes).

Transportation costs for contacting possible donors and contributors:
Postage:

Printing costs of new materials (if needed).
Tabulate entries in the reglstry for matertals and services frequently

a) Extent of outteach; and

b) Rate of utilization by recruitment committees or teams,

'Y o S
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TITLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURES :

POSTER CAMPAIGN

To make women in the cummunity aware that a previously male-intensive
progran is now actively recruiting vomen,

A poster campaign is heipful in calling attention to the fact that an
{nstitution is committed to attracting females into previously male-
{ntensive programs, like auto body mechanics, aviation maintenance,
and plumbing. The poster(s) will show representations of women and
ninorities performing jobs for which the vocational training program
is offered, a "catchy" slogan which the faculty coomittee or the cur-
rent students in the program have coined, basic facts about the pro-
gram, and the names, offices, and phone numbers of contact persons.
The poster may also inciude a packet of matl-back poatcards for those

requesting additional information about the programs:

The comittee in charge of this campalgn should ideatify the specific
target populations of this Stratesy in order to deternine the places
frequented by those populations. These places will be the sites for

the posters.

The mati-back postcards contain information on the respondent 8 nase,

was seef.

1, Otganize & small comittee, with represencatives from the faculty
of the programs actively recruiting women, the guldarice or cateer
coinseldng oftices, curcent tontraditicual studeits ind afaordty
organizations on campus;

2. Deternine theme of posters, graphics, color scheme,

3. Formulate a catchy slogan.
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PERSONNEL:

BUDGET ITEMS:

Print the poster.

Deternine target populations, where posters will bz located, and
how posters will be distributed.

Secure the necessary permission from the establishments where posters |
will be displayed.

Assign contact persons who will answer calls, entertain walk-ins,
send additional information through the mail, and refer calls to
specific program personnel.

Formulate answers to standard questions.

Contact persons should tabulate the umber of calls and returned
Qdétéjfd_ﬁ i‘@céi\?é‘ﬂ; iCCﬁi‘diﬁg to sex and igé;_ﬁhé}é_ the poster was
foind; the contact persons can also keep track of thé guostions

most comonly asked.

Committee members representing the groups siggested in the procedures;
(See No. 1, Procedures section.)

Coitact persons who will work in ahifts to anewer callers, send out
information, tabulate responses, etc. The contact persons can be
committee members, volunteer faculty members, or any other personnel
who already may be performing similar functions.

Materials and printing costs.

Refrestments for organizational and follow-up meetings.

Return postage for ﬁditéii:iii.

Transportation for those who will distribute posters in the community,



EVALUATION:

Compile fuforiation found in the returned postcards to identify the age group
and places belng rearied by the campaign. Keep track of the questions being
asked by valk-ins and callers. This might be & clue as to what information
should be fnciuded on the poster if the campaign is repeated, Keep track of
the number of people who responded to the campaign who actually enrolled.
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TITLE: DIRECTORY OF COMMUNITY RESOURCES FUR RECRUITMENT*

OBJECTIVES: 1. To identify poteatial referral agerncies and resource bases in the
comiiinity for recruitment activities.

2. To initiate a systen of linkages between the school and other gov-
ermiental agencies; community organizations, apprenticeship groups,
and Iocal business and industry.

DESCRIPTION ; The strategy basically consists of fielding a questionnaire to the various
agencies, organizations, and business and commercial establishments in the
comm.aity to find out whether they are willing to assist the school in any
of its recruitment projects. A number of ways by which an agency or
organization can assist the school is listed, and the respondent simply
checks the items that apply to his organization or agency: The output of
this strategy is & directory of community resources for tecruitment: This
strategy will also facilitate the building of linkages between the school

and community organizations, agencies, and industrisl/commercial sectors.

PROCEDURES : 1. Organize a small vorking comnittee for this strategy. The comuittee
could include; among others; a public relations person, a_person. who
writes well, and one with some experience with questionnaire design
and construction,

2, Prepare a brief write up or description cf the various recruitment

progeaiis of campaigns of the school. Highlight the fact that the
school 18 comuitted to enrolling both males and females in rontradi-
tional vocational education programs and to recruiting disadvantaged

students,

3. Prepare a cover letter stating the school's intent to identify gove
errmental age:cies, educational institutions; community organizations,

apprenticeship groups, business and industrial establishments for the
rectuitment activities of the school,

*Adapted from the SET program of St. Petersburg Vocational-Technical Instivute.

ERIC

Aruitoxt provided by Eic:
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4. Design a questionnaire. Cet information on the following:

a)
b)

c)

d)

ERIC

Full Tt Provided by ERIC.

Name of respondent,

Job title and department,

Address and phone number,

A brief description of the purpose or activities of the
organization or agency.

A 1ist of the various ways by which an organization can
participate in the recruitment activities cf the school.

For example:
Refer clientele to school;

Arrange for school recriitment teaim to make a presentation
to their clientele or students:

Give material contributions; e:g:; cash donations for
specific projects; ad space in the newspapers; give-
aways, use of facilities, loar of equipment;

Provide .chnical assistance, e.g., lectures, demon-
sty ions, consultant services;

illow the display of recrultment materials in office;

Donate air time;

Underwrite the production of radio or television recrutt-
aent '"specials";



PERSONNEL:

f)

3)

h)

1)

j)

Allow student, parent, faculty observation of plants, offices,
ete.

Allov students to job-shadov employees;

Put the school on the company/organization mailing list;
Serve on advisory or othier aimilar committees;

Serve on the schiool's recruiting tean;

Print pertinent infornation about the school in the company
organization's newsletter,

Send out questionnaires.

Follow up on those who have responded favorably vith a phone

call or visit to explain vhat is involved {n the task for

which they have volunteered,

Tabulate responses.

Using the responses fron the questiomnaire; make a directory

of resource persons/agencies shoving the corresponding services

they are willing to contribute;

Update and "veed out" outdated entries in directory from time

to time,

A comittee of three, consisting of a public relations person, a vriter,
and one with questionnaire design experience.

1. Cost of printing questiomaire.

oy



EVKiﬁATIO&:

3. Postage
3 Transportation for follow-up visits.

There are several measurable results of this strategy which an evaluation
design could address: invrease in the number of referrals made by out-
side sgencles, participation rate of external agencies in school recruit-
nent activities, extent of outreach, increase in the public exposure of
the school, It would be helpful to compile statistics from all evaluation
efforts;



OBJECTIVES:

DESCRIPTION:

K

"

EDURES ;

ON-CAMPUS HICH SCHOOL DAYS

L.

2,

Tc provide high school sentors with information of aid Ejogire tg
nontraditional vocationsl education programs.

To provide high school seniors with the opportunity to interact
with role models.

Seniors from the various high schools in the county are invited to come
to the area vocational school or the comaunity college campus for a day-
long series of activit{es,

Activities include orientation talks on nontraditional vocationa’ education
prograns, observation tours of laboratortes; workshops and classes with nos=
traditionsl enrollnent; showing of films and othwr sudiovisus) materisls,
and an open forum, during which instructors, counselors and other resource

persons can answer questions posed by the students.

At the end of the day, student participints should f111 out pre-reglstration
forms and evaluation forms.

Organtze a-couitttes Vith aenbers fron the offices vhich handie recruite—
ment, €.g., guldance and ~ccupational counseling offices; the various
vocational progtams;

ldentify activities and prepare a schedule,

+ Contact nontraditional workers and current studeats to act as guides

and resource persons. Sign up volunteers for oter activities.
Conduct an otientation meeting for :he guides and volunteers.
Infora principats and counselors of "feeder" schools about schedile

and activities,
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PERSONNEL ;

BUDGE?:

EVALUATION:

b,

1.
2,

3

1

2,

send out flyers to remind students about the activity.

. Prepare a sinple evaluation form on which students can rate the

varioos activities and features of the program; for instance;
the use of "quides”, according to how informative or helpful they
have been to them, Solicit sugges:ions as well,

Committee members

Student and adult quides,

Faculty, staff, and student volunteers to be assigned to specific

activities, e.q,; to show films, serve as resource persons, and

.operate the food stalls;

Transportation for students to and from their respective schools.
Refreshments and lunch for the students,
Niterials, sich as folders, program handouts, etcs

Printing costs;

. Using a questionnaire, ssk the students to evaluate how effective |

and/or informative the activities have been.
o L i B
Tabulate the number of pre-registration forms Bijtiiiitiia,iggd compare

with the number of students who ‘actually enroll in prograns,
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OBJECTIVES:

DESCRIPTION:

CAREER FAIRS

L. To make potential vocational education enrollees and their parents avare
of opportunities in nontraditional vocational education programs;

2. To strengthen linkages between the achool and the bustness, industry,
labor, and apprenticeship groups;

3. To provide potential vacational education enrollees with aceurate i
fornation about occupational opportunities in thie training aress in which
they are interested: L

N

The target audfence of this activity inclides potential yocational education

enroliees and their parents.

The different vocational education programs put up attractive booths featiits
ing the products of students from the program Other booths cai provide live
denonstrations of skills learned from the progran, sich as simple fender re-
pairs, food preparation, how to put up vallpaper, health-related skills,
Mini-workshps equipped with tools for "hands=on" practice may also be made
available; | T
Slide-tape preseatations, featuring nontraditional vocational training pro-
grans and occupations; are presented on the hour in various locations such
as the school cafeteria, the Resource Center, the guidance offices, etc. The
audiovisual materisls for this activity can be bouzht, borrowed; or produced
especially for this purpose.

An important feature of the career fair is the Information Booth; which should
be located {n & strategic place. The Information Booth personnel will make
arrangements for advisenent appointments with faculty members, occupationai
and guidance counselors; and other school persomnel for students and/or par=
ents who vant ore information about specific vocationsl training programs.

‘Pre-registration forms should also be availsble in this booth,



Business and comercial establxshments labor and apprenticeship programs

are also invited to put up their own dlsnlav,, vhich shauld highlight
various career options for people who get into vocational training progranms.

A vocationel education handbook and a career fair puide say be prepared
and given to all participaits; the handbook should contain a description
of ~he various training pregrass (program objectives, content, prerequi-
sites, if any) ‘The career fair guide; on the other hand; contajns the
progran of activities and a map of the campus.

The career fair 1ike many recruitment activities, relies heavily on the

participation and the contribution local businesses and industrial estab-

listments, the media, and the community ar large can provide. A lot of

attention should be given to developing and nurtiiring linkages vith these

various groups.

1. Organize steering commiftee. iﬁé steering comittee should have repre-
sentatives from the facuity and administration groups, nontraditional
student and minority groups on campus, the local mecia, and from the

business, industry, labor and apprenticeship groups.

2. Condiict kick=off meeting. Preset general program, dentify activities
and tasks; give assignments; and prepare a master schedule;

3. Invite personnel from all vocational education programs who want to
participate in the career fair to prepare a description of their booth
and & budget estimate: Aside frow s demonstration booth, the Home
Economics/Food Preparation and other sizilar programs may be invited
to put up food stalls. Provide all participating departments and of-
fices with & simple program budget format.

4 Consolidate budgets. MNake a master list of all materials and services
needed for the fatr: Identify possibls donors or contributors: Prepare

initial costing.
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PERSONNEL:

ERIC

Aruitoxt provided by Eic:

10.

11.

12.

Write, and later visit; potemtial donors and participating organizations
and offices. Bring along a brief proposal containing a description of
the career fair, what thie agencyfoffice/comsercial, industrial establish-
ment would “get" out of participating in the activity, and the type of
contribution required from them.

Write follov-up letters.

Prepare a press kit for the local medis. The kit should contain coples
of press teleases and texts for 30-second television and radio spots

and coples of other promotional materials.

Send out invitations to parents and students through the schools.

Set up booths and exhibits.

Provide each booth with a mimeographed visitors' registry for names and
comments,

After the fair, prepare the ageida for an evaluative meeting.

Prepare a final report on the acitvity and provide copies of this re-
port to the office of the school's chief administrator and to all ages-
cles/establistments which have participated in the fair.

Steering comittee mesbers «!th representatives from the groups suggested
in the Procedures section of this strategy.
Volunteers to provide assistance in the following areas:

design and comstruction of booths;

secretarial and other documentatiﬁn services;

prodiuction of promotional materials, &g, flyers, wosters,
and vocational education guide.
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ranning the bootlis during the fair irself;
setting up of audiovisual equipment; and
clean-up after fair,

3. Fair gildes.

BUDGET: 1. Supplies; like paper for guides and handbooks, flrers; and posters
2. Printing, mimeographing, other copying expenses.
3. Postage.
L, Refreshuents for organizational meeting
5. Construction or rental costs of booth.
6. Possible overtime pay for mainter ince staff; secretarial services.
1, Purchase/rental of equipment, tools.
B: Rental of plants/other decor:

EVALUATION: Prepare for a comittee meeting to review the following aspects of the
activity:

1. Percep:ioas on the attainment/non-attainment of the
activity's objectives,

2. Pianning processes,
3. Partictpstion of comsunity organizations;

4. Attendance of target audience,

Full Tt Provided by ERIC.
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Media coverage, ;
Quality of booths, displays and other presentations,
Scheduling,

Budget; and 7

-

Recommendations, including formation of an interim

comuittee which will start the groundwork for next

_year's fair.
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I'TTLE: MEDIA WORKSHOP

BJECTIVES: 1. 7o present participants with effective methods of promcting non-
traditional training programs through the use of press releases,
brechures, flyétg,,ﬁéiggﬁﬁét édggiﬁﬁﬁlib service announcements for
radio and/or television, and similar promotional tactics.

2. To give participants the opportunity to produce "saleable” media

N - ui RN — M e -

products under the supervision of media consuliantx or resource
persons,

DESCRIPTION: One of the strategies for nontraditionil recruitment repeatedly fientioned
in the literature is to keep the school in the "public eye.® One way of
doing this is to keep the public informed on the school's various activi-
ties and programs: Newspapers; radio; and television should be supplied

with reqular information about theze activities.

Since the recruitment strategies for nontraditional training programs have
such widely divergent audiences, the preparation of public relations

materials for recruitment purposes requires a certain amount of skill, Not
all schools may be able to avail themselves of the ‘services of a media

and some advanced students to prepare public reigg;ons materials with some

degree of professiaaalisu and; consequently, enhance the recruitment of
nontraditional students.

The seminar-workshop will cover the preparation of press kits, writing of
press releases, radio and television spots, layout of advertisements,
conducting press confetences; preparing simple visual displaye; ete,
Participants in the seminar will be school personnel and representatives

from the various studen. organizations. Speakers and resource persons
will come from the local newspapers (seek out mimority papers; in par-
ticular), radio and television stations (both public and commercial),

and advertising agencies.
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The comnittee first should survey the needs in the area of public relations
material preparation tc determine topic and skill coverage. If there cur-
rently are varying degrees of competence in the area, the lectures, work- )
stiops, and/or defonstrations can be divided into beginming and dvanced :
sessions. The sessions alss may be held simultanecusly; because some par- \
ticipants mght not uant to sit through all sessions and prefer to work
on specific media projects.
PROCEDURES: 1, Organize a workshop committee consisting of one administrator, two
recruitment counselors, and a media relations specialist. Prepare 2
list of tasks, assigrments, and tentative schedu)es:

2. Conduct a needs survey, A simple questionnaire may be formulated for
this purpose. Prospective participants are z.i-3 to check which tepic

training or experience they have had in the area. Inquue also about

current projects which require the production of public relations

materials which they might work on during the workshop:

3, Tabulate results, Prepare a program of activities; FPinalize the
schedile,

i, Drepate a list of speakers, resourcé persons, and their alternates;

3 short description of the program and schedule;

6. Prepare a list of participants and send out letters of invitation.

7. Assemble materials for the workshop, such as supplies, articles, amd
equipment,

6. Reserve classrooms to be used for lectures and demonstrations.

9, Prepare a press release announcing the activity,

Aruitoxt provided by Eic:
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10. Formulate a simple evaluatior questionmaire,

PERSOMNEL: 1. Committee members.

. Speakers, resource persoms; and thiir possible alternates.
3, volunteers to assist in setting up the meeting rooms, clean up; and
registration. :

BUDGZT: 1. Refreshments/meals for participants, speakers/resource persons, and
workshop staff.

2. Materials: workshop kits with name tags; writing paper; pencils;

supplies for constructing “dumy® projects.
3. Certificates of appreciztion to speakers and resource persons.

EVALUATION: The evaldation guestionnaire should identify the various features and
activities of the vorkshop and ack participants to rate the activities'

effectiveness, The questionnair: also should goiicit comments on how
to improve the activity, should it be held again. An administrator also

can monitor the quality of promotiomal amd recruitment materials pro-
duced after the media workshop,




TITLE: WORKSHOPS--FORUM ON NONTRAPITIONAL RECRUITMENT AKD TRAINING

QB..IFN'IUFQ: i' TA r!aaula?n PLA l'nl{.. Af !Gu:_aab 33 edu‘a{iun in ecua J-iﬁg the

access of all students, regardless of sex, age or race, to training
and occupational epporrunittes:

relating to sex equity i education and employnent.

3. To provide the resources and structure for a reviev of institutional
recruitment, training, guidance, and placement practices and policies
as they relate to women; minorities, and disadvantaged persons.

4. To assist school pe-sommel to develop strategles and activities to
increase the effectivity of recrutment and isprove the retention
of women and disadvantaged students in nontraditional vocational
training programs.

DESCRIFTION: The success of many recruitment strategies is usually the result of an
underlying institutional avareness of and commitment to the importance
of redirecting recruitment and retention efforts towards disadvastaged
populations: The absence of any covert discrimination against vowen
and minorities, or against the limited-English-proficient, tha finan-
cially or academically disadvantaged, can lull even the most well-meaning
aduinisteator into accepting the status quo as satisfying the spirit of
the law, Unless thare {s an understanding of how a combination of so-
clalization factors and some school and employment practices contrive
to diminish the access of certain populations to both training and occu-

patfonal opportunities, there will be little or ro impetus ty -hange

existing recruitment, fustruction, counseling; or placement styles.

all school peggonngl of aex-equity concerns, to,ptovide {nforaation on
hovw the socialization process acts to limit both training aud occupationsl
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choices of women and minority participation in the labcr force. The parti-
cipants are expected to use the information provided by the lectures to
gggxgyimstxtut;gg}7.&1{@}@9}@9&@!@951&;@5 for sex fairness and to design

strategies to empance the recruitment and retertion of iisadvantaced popula-
viors in vocationmal training programs.

The workshop-forum will have four major activities: lecture-demonstrations,
group discussions, workshop sessions, and plenary sessions. The lectute-.

demcnstrations are intended to provide the participants with nev inforzation
or ﬁ& ﬁeESpectxves on how vocationai educatxon can assist in equalumg the

- — —— = . _ —_——— | e e e — - - —

that leads to hxgher paying )csbs. 'mpxcs can cover barriers to women' s
entry into nontraditional jobs, the effects of socialization patterns on
career choices, wemen and minoricy pa.ticipatior in the labor market, an
overview of labor market demands, and vocational training opportunities.
The topics can be expanded to crver areas which have been identified as
critical information gaps by the participents: The speakers can be drawn
frox the vocational education programs. from the local Chamber of Coamerce,
appreiticeship groups, community organmizations working with women and
minorizies, the Department of ILabor, and from local universities which may

have done studics which bear on the topics suggested earlier.

The group discussions, on the other hand. are mean: %o provide the paxticx«

pants with an opportunity to Ziscuss the presentations and to share experi-

erces that are relevent to t“e i< ues raised duri.g the lectures. A set
of discussion quideitim-s will be prepazed for thiu actxvity, and resource

groups. To see to it that vari_oug pointa of view are reflected during
the discussion, it is suggested that jroupings be made representative of
the varjous sectors of the school: ¢.9.; instruction, support services,

and quidance and counseling.

ERIC
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For ptrposes of the workshop sessions, however, it is suggested that
participants be grouped according to the functions they perforn, i.e.,
all the counselors will be put in one group, all imstructors of the
same department in another; etc., The reason for this kind of grouping
vill becone obvious from the purposes of the workshops. The purposes
are;

1. To review the policies, practices, and schocl operations, not only
for sex fairness, but for the ability to meész the needs of dis-
advantaged studéntsf The faculty members review instructmn pol.cles
and practices, the gquidance and counseling personnel review guidance
testing policies ard procedures; etc,

2. To formulate four to five major strategies appropriate for their

respective areas to assist in the recruitment and retention of
disadvantaged students,

Puring the plenary sessions, each of the workshop groups will present a
..ufnﬁiry éf ﬂié iﬁilf'iié bf ﬂiéii iééﬁctiﬂ iiéiﬁ 6f 6{5&5&6@ iiid the

admintstratots and xepxe@ertattves of the various pa:g;ggggggng_ggcng§gg(
offices/organiza*ions will v¢ included during these presentations: These
rep.resentatives vill be asked to pledge or commit a part of their resources

tu support the strategy of their cholce,

The workshop-forum can be a one-shot activity, or it can be a component of
a continuing inservice program for which participants receive certificates
of completion which can go inte their marvice files,

1. Organize the workshop-forum comajttes, Membership could be drawn
from the faculty, guidance staff, support service office of the
school, from community organizationg, apprenticosbip groups, and
the local Chamber of Commerce. It is also suggested that officials
of the Department of Vocational Education and the Department of Labor
be invited to participate in the planning.

Aruitoxt provided by Eic:
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3.
. ]

9,

10.

11.

Conduct kick-off meeting. Present objectives of the ac:1v1ty and
*he general narograc. Break down activities into tasks which could
be assigned to subcommittees, Subcommittees would be needed to
work on the following areas: programs; invitations, documentation

(preparaticn of all handouts, taping of sessions, transcription of

reports; etc.), logistics, and evaluation.:

Identify the functions or areas of responsibility of each subcom-
nittee.

Prepare & schedule of subcommittee meetings.

Recrult volunteers for subcommittee work. Each member of the workshop-
forum comnittee choses a subcommittee in which to work:

Finalize topics and activities:

Finalize line-up of speskers; resource persons; recorders; facilitators;
ete.

Compile a list of participants: B8e sure to invite observers from the

participating community organizations and the local agencies.

Serd out invitations to the speakers, résource persons, etc. State the
purpote of the activity, coverage of the topic to be discussed, and en-
ctlose a copy of the schedule or prograa.

Schedule follow-up calls and visits.

Assemble materials for the werkshup-forum. In connection with this

procedure, it would be a good {des to draw up & master 1ist or check<
1ist of naterisls to be used for future similar activicies.

ER&C
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PERSONNEL :

BUDCET:

EVALUATION:

ERIC
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12,

13,

Prepare press releases.

Oraw an evaluation design. The committee £3071d decide what aspects
of the activity should be evaluated, and the subcommittee could work
out the design and the instruments to be used.

. Comittee members; as described in tne Procedures; No. 1:

Volunteers for subcommittee work (see Procedure No. 2).

Certificates of appreciation to speakers, resource persons, facilita
tors; vendors; participating agencies and organizations.

. Supplies: note pads, pencils, name tags, a plastic folder or portfolio

with the school's logo in which to keep the handouts:
Copying services for the re; 'nting of articles,

Secretarial services.

. ‘Transportation to personally transport speakers and other invited

quests.

Coffee for committee and subcommittee meetincs; meals/refreshments
diiring the wor':shop.

The ¢yalusticn design could address the fo} owing aspects:

1. The adequacy of the planning process;

2, Scheduling of activities,

S



7.

8.

Cholce and coveraze of lectire topics,

Effectiveness of speakers and resource persons,

E€fectiveness of activities (vorkshops; plenary sessions; etc.), .
Usefulness of handout:,

Quality of support services, and

Achievement of stated objectives.

The evaluatiot also could solicit comments ou bow che activity could be
ipproved if repeated; what toplcs should be covered, etc. The adainistra-
tors; on the other hand; may look at the outputs of the werkshop-forem, e g.;
the quaiity of the proposed strateglee and the types of activities to deter-

mine which ones merit conrinued support.

ERIC
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TITLE: INFORMATIONAL VORKSHOP FOR POTENTIAL PRFERRAL AGENCIES

OBJECTIVES: 1. To provide potential referral agencies with information on nontra-
ditional training programs and support services offered by the schaoi.

2, Td Eéﬁéitizé ’cbﬁﬁﬁity 6rgaﬁizaticns and ather 's*o’cia service agaicies

3. To make the comunity avare of the institution's comuitnent to pro-
noting sex-fair educational practices.

ESCRIPTION: The target sudienck of these workshops {s the persommel of commomity or-
ganizations and social service agencies serving displaced homenakers,
battered wives, minority groups, those {nvolved in rehabilitation and
other health delivery services; in short, potential referral agencies.
The expected output of the workshop is to have these organizations cr
agencies help their clients consider training in nomtreditional voca-

tional prograns,

The format will consist of smll group discussions, iectures; stide-film-
tape preseatations; open foruas, etc. The workshop is & broad-brush ap-
proach to the problem of providing women with eaployable skills through
vocational training, especially in nontraditionsl programs. ‘I‘he presenta~
tions typically cover the folloving topics: overview of wonen's partiei-
patice in the job market; Iegisiation requiring sex equity; vocational
training opportunities and support services in the schook; and the like:
Local enployers can be {avited to talk about existing opportunities in
specific occupational aveas; discusa what 18 required from vomen working
tn male-intensive occupations; the issues of wages and promotions, etc.
Women who are already in these occupatiors (role models) can he invited

to talk about their experiences, both during trainiug and at wori.

!




The culminating activity of the workshop is a tour of the facilities of the
school for vocatienal education training and observation of classes with
nontraditional enrollment,

The exact content and format of these workshops will be determined by the

unirue needs of the community and the resources available to the school,

There are many available resoutces for Use in these types of information
workshops. Rssources range from printed lectures, tapes, transparencies,
and “ilms,

PROCEDURES : 1. Organize a committee to plan the workshop. Get representatives from
those school offices or units which are regularly involved in some type
of recruitment Ectiw;ty; get representativgs_from select community
organizations, social service agencies, and one or two from the ousiness
sector.,

2., Prepare the workshop program:

a. Identify issues to be addressed.

b, Identify topms and activities to cover these issues.
¢, Prepare a list it sie‘aiéia, regoirce persons, and their alternates.

d. Prepare a list of audiovisual; printed; and other materials to be

used (this would inciude articles; program descriptions; and the
like).

e. Agree on a schidule,

f. Prepare a tentative budget and identify sources of funding for the
activity.

R Ptepare a list of assignments,

Aruitoxt provided by Eic:
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3. Compile a list of participating community organizations and sccial
service agencies.
4, Prepare letters of iﬁﬁitétiﬁﬁ; both to participants and to contributing

organizations.
5. Prepare a press kit and invite reporters to cover the activity.

6. Invite publishers who are involved in the production of sex-fair
instructional materials and the discussion of other sex equity issues
to put up a display or "browsing table" during the workshop.

7. Invite local employers who have employed women in male-intensive jobs
to make presentations,

8., ldentify and approach commercial establishments with whom the school
does reqular business for contributicns to defray the costs or items
which may not be cowe:r¢d by the school budget; e.t.; refreshmente,;
supplies, folders, writing tablets, pencils; etc. Some establishments

have promotional materials like T-shirts, pencils, bookinarks, etc.

Reguest theae materials and include them in the workshop packet,

9, Prepare a file on all potential referral agencies. Information should
include: name of the contact person, activities condicted and/or ser-
vices provided by the agency or the organization, namcs of persons
referred to the school by the 5666&?; outcome of referrals;

10; Prepare a simple evaluation questionnaire where participants ca-;

idenitify the workshop activity or festure which helped them the most;
include open-ended questions alsc and invite participants to provide

honest suggestions about improvimg the activity.
11; Send out thank you letters to participating organizations.

12, Have lecturce transcribed anm\send onm complete workshop kit to all

participating amd cantributing mgencies:



PERSONNEL : 1, Committee members suggested in the procedures.

| 2; Tour guides (for the tour of the schiool facilities) and workshop per-
N sonnel; like receptionists to take care of tegistration, facilitators;
rapporteurs, volunteers to transcribe lectilres; ard food servers;

3. Secretarial staff; for typing; mailing and collation of materials:

4, Technical staff, for taping sessions, setting up audicvisual equipament,
BUDGET: 1. Printing and photocopying expenses.

2. Postage,

3. Supplies (mot coverze by contributions), such as Cassette tapes; name

tags; folders, and writing pads,

4 Refrestments and iun”ch’ for all @itiibiﬁéh&a

tour quides,

EVALUATION: Pregare a sinple evaluation questionnaire where participants can rate the
effectiveness of varfous activities and comment on other aspects of the
workshop, The questionnaire can also invite comments on how the workshop
can be improved,

An important source of information which can be obtained from holding the

workshop is a file of dossiers on potential referral agencies; wherein
the referrals made by these agemes amd the outcome of refereals can be
tabulated.
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TITLE: SEMINAR 0 BUILD LINRAGES BETWEEN THE SCHOOL AND THE BUSINESS, INDUSTRY,
AND LABOR SECTORS . )
OBJECTIVES : 1. To facilitate the discussion of ways by which schools; business;
industry, and labor can cooperatively improve access to training and
enhance the retention of disadvantaged students in jobs,

2, To formulate specific linkage strategies.
3 To f6iﬁﬁiéié a tentative calendar of linkage activitdes.

& Mo identify the persons who will serve as 1ialson personnel in each

-i? institution involved in the linkage, ‘

DESCRIPTTON: Most re“ruztment strategxes require the part: a&g: ion of busxness, 1ndustry,
and labor. A sustained and continuing linkags beiveen the school on one
hand, and the business-industry-labor secto’; '~ ihe other; is; of course,

preferable o extending occasional invitations to the latter to participate
if varicu. gchool activities,

The Following strategy is suggested as an initial activity to establish a
nore structured, or fornal, linkage betueen the school and the Lusiness-

1. Panel discussion among the represeatatives of tie vocational
ediucation sector (state or locai school admtntsttators),
business, industty, and labor. The panelists will address
the issue of how each sector perceives its role in improving
access to training and enhancing thie job tetentipr,of dis-
advantaged students, '

2 Reactxons to ‘the panel presentations to be qxven by selected

groups, parents, mature returning students; etc.

ERIC 12 L
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4, Develop a plan for conducting the linkage strategies.
5. Conduct linkage strategies.

PROCEDURES : 1. Organize committee: Since the activity will involve possible high=
level negotiations, or policy-making, ot policy interpretation, it
is &uggested that the chief administrator of the school be chairman
of the comittee. The rest of the mebers can be drawn from the
ranks of the department heads, and from the representatives of busi-
ness, labor, and fndustry.

2. The school hosts a lurichéon kick-off teeting, Yresents activity
concept; proposes tasks, assignments. A tentative budget also should
be drawn; and the members of the comnittee are asked to pledge the
contributions of resources:

3. Conduct follow-up meetings: The subsequent meetings can be alter-
nately hosted by the other committee members, Finslize program of
accivities, agree on site and schedule.

4, Draw a llae-up of perticipants and media persons to be invited,

5. Make the necessary reservations.

6. Send out letters of invitation, prograwe, presy teleasss.

7. ldentify panelists, reactors. Personall: {nvite thes to pastivipets

8. Assemble materials for the seidnar.

9. Conduct the seminar;

PERSONNEL: 1, Comittee members to work on the planning; implementation; and
ponitoring of the activities,

Full Tt Provided by ERIC.
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2. Panelists an¢ reactors,
3. Medta resource center persomnel to videotape proceedings.
4 Volunteers (from the faculty, staff and students) to assist
in the registration; secretarial and documentation jobs
BUDGET: 1. Postage

2. Rentals, if the activity is held outside of the school, as in
a hotel or restaurant,

3. Supplice, includisy video cassette tapes.
4. Refreshments and meals.
EVALUATION: Monitor the participation of business, industty, and labor in recruitmen:

and other activities, Compare rate of participation before and after
linkage was ins.1ateqa.

ERIC
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TITLE: INFORMATIONAL SUPPORT SERVIEES FOR WOMEN AND THE DISADVANTAGED

OBJECTIVE: To inform disadvantaged students and womenn in transition aboit tesoutces
which they can use to address their sycci‘ic training and adjustment needs,

DESCRIPTION: The cccupational specialist and/or program tstructors could orgenize sem-
inars and workshops which are designed to inform disadvantaged students and

women in transition about where they can get assistance for specific train-
shops on campus, it may be more beneficial {f they could be offered at &
location in the students' own comuunity. It may be possible to schedule
spzce in a church or community center; community room of a8 local bank; or
fu the conference room of the public library. By holding the seminar out
in the comunity, it uay make it easler for some students to find baby-
sitting services, or a volunteer could be found to provide that service at
the seminar site. These seminars could address such topics as: changing
roles of women, exploring nontraditional career options, retut:ing to school,
job placement/advancemient, and how to plan the tise for work as vell as fan-
> 1ly activities,
Ve
PROCEDURE;// 1. Organize a committee composed of an occupational specialist, a guidance
[ counselor, and an imstructor to plan the types of workshops or seminars
to be offered.

2. Decide ¢n the locstion of the seminar.

3. Prepare schedule of seninars and make the necessary reservations.

b Prepare line-up of speskers:

topic, location, cost, time, and dates.

6. Assemble materials to be given as handouts.
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7. Detertiitie 1f child care 1s needad and provide if necessary.
PEFSONNEL: 1. Comittee composed of occupational specialist; guidance counselor,
and instructor.
2. Secretarisl services.
3. Volunteer to provide child care.
BUDGET: 1. Rental of space if necessary.
2. Preparation and printing of brochures and handout materials;
&, Secretarial time for typing the brochures, as well as for mailing bro-
chires announcing the seminar.
5: Postage to mail the brochures.
EVALUAT1ON: 1. Prepure sn evaluation form to be used at the end of the seminar to
allow participants to give their impressious of the helpfuliess of the
topic, cost of the saitnar, location, and other services provided.

2. Hold a béétiiﬁﬁit comittee meetiny to discuss the results of the
evaluation forms;

=-J
S
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Counseling Strategies

Introduction

Current changes in our society, such as the focus on occupa-
tional equity, dictate that counselors implement strategies to
overcome stereotyping in vocational education. Two general counseling
strategies that are traditionally used to help individuals overcome
stereotypical bias include: 1) providing information regarding the

wide renge of occupations available, and 2) providing support to

individuals who wish to énter these occupations. The purpose of this

section is to offer an array of strategies which will assist counse-
tore in performing information-giving and supportive functions for
nontraditional and disadvantaged students. '

Estab.ishing a Mindset

School administrators, vocational counselors, instructors,
busirssz and community leaders, community professionals; and parents
are key imiividuals who need to be educated regarding 1) occupational
equity and 2) the needs and abilities of rontraditional and disad-
vantaged students. The first four atrategies in this section i.e.,
1) “student equity” workshop for in-house staff; 2) equity workahop

for local business and industry representatives; feeder high schoul ~

guidance personnel, adminmistrators, and community professionals; 3}

rarent awareness workshop; and 4) counselor-instructor brown-twg rap
are focused on setting a school and coomuni ty mindset of occupational
equity. Once educated, the community, including the business and
professional sectors, can provide nontraditional and disadvantaged

students with sex-fair information and a wide range cf cccupational
&3sistance

; Students Specific In

Providine

.~ ‘he next three counseling strategies contained in this section

are as follows: 1) insuring equal treatment of thi sexes in voca-
tional orientation materials, 2) insuring equal treatment of the sexes
in vocational testing and assessment, and 3) career exploration iab
focus on providing accurate and sex—-fair info:ni!ion to nontraditional

and disadvantaged students. These strategies ar# aimed at providing

students with information which will greatly assist them in selecting
vocational occupations based on their personal interests and a2bilities,

‘Whiie many nontraditional and disadvantaged students have the

abilities and interest to complete vocational training, personal fac-

tors may ~reate barriers which often can seem insurmountable to the
student. The last four strategies, i.e., 1) supvort and training

workshcps for nontraditional educational programs; 2) support groups
for nontraditional studants, 3) “classic® student support program;
and 4) the open-door policy, are strategies geared “oward providing
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rontraditioral and disadvantaged students with supportive counseling
during their vocational training. While many students do not need
this type of support, for others it can mean the differe.ce between
whether or not they Complete trainiry.

In sum, the strategies contained in this section are geared
towrrd providing information and support to nontraditional and

disadvantaged students whose needs are radically different from
thos2 of the rest Of the it@éﬁt Pﬁpﬁlitiﬁﬁiiﬁ V@i;lﬁ@lf&dﬁ’gﬁti@h
programs. Through the use of these strategies, nontraditional and
disadvantaged students can receive maximal assistance in reducing
obstacles to occupational equity.

[]
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TITLE: “STUDENT EQUITY" WORKSHOP FOR IN-HOUSE FACULTY

OBJELTIVE: 15 .88ist counselors, instructsrs, and administrators in recognizing sterso-
typical attitudes toward noncraditional and disadvantaged students; and to

develop some strategies for chanqe.

DESCRIPTION: Many nontraditional amd disadvantaged students are deterred from entering
vocational programs because of misconceptions and stereotyplcal chinking on
the gart of administrators and staff, A student equity workshop can pe
develc d to assist vocational personnel in overcoming their biases t
nontraditions? and disadvantaged students; The focus of tuis works
should be on calling attention to stereotypical thirxktnq and student

inequalities, and in gaining assistance to chang. thinking about stereo-
typing.

This wogksliop should contain factual information and participant exerciges
which create awareness of stereotypical thinking and body language, ztereo-
typical occupational suggestions and stereotypical material on campus, The
wcrkshop should also cortatn an underlying theme of “now that a particular

bias- has been discovered, hiow can we change?"

PROCEDURE: 1. Orcanize a workshop conmittee concisting of a vocationzl .ounselor, school
instructor, administrator, and nontraditional/disadvantaged student con-
sultant,

2, Outline the themes *o be covered in the workshop: creating awareness of
societal ind persoral bias towerd nontraditional and disadvantaged stu-
dents, the responsibility of vocstional personnel {n promotinm student
equality, identification of insdvertent school activities or policies

which deter nontraditional and disadvantaged students, identification cf
strategies for change, and eliciting institutional support for chaiwe,

Activites virich address these themes could inclade che foklowings

a. Desiyn three role plays which describe a 'ty,.ica;:s’ggrgqug.iigg””
{fitersction between 3 potantial rontraditionmal and/or disadvantaged
stucant and a) a coungslor, b) an instructor, and c) an administratos,
Have the audience break into small groups to discuss ays they might

inadvertently deter students,
[ KC 7 3
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Ust exercises or indexes which help the workshop attendees become

aw: 12 of their stereotypical astitadi™.  Agk the participants to
tdentify insights they gained,

Show a film which Ciallenges w- -',-eotypizal beliefs reqarding
nontraditional and Cisadvzntsgel students i the lebor force. Divide
the audierice into grouns &:d Aave them discuss how personai, family,
and educational inflvences hinder these students in (raining occupa-
tional equity,

Have a montraditiomal speakers panel consistlng of thiee or four
nontraditxonal and dxsadvantaged stndents _currently in occupatxonal

goals, what tvpe of support was helpful, what ‘additional types of

support they need, Allow time for audience questions and interaction,
s

Corduct a strategies session to list the nacessary strategies for

change in your particular setting. Appoint committees to incorporate

the chandes within the system, Plan 2z follow-up meeting.

3. Prepare written plans and objectives for the workshop.

4. Determine dates; time schedule; location; and potential participants.

5. Meet with administration to present plans and discuss activities:

6. Secure workshop materials, i.e., awarenesssexercise, role plays, nontradi-
t'onal Speakers, fiJms, strategies--chalkbozrd, etc.

7. Establish agenda.

8. Establish registration procedures;

9. Send announcemernts and notify participaits.

10. Piérdre hae tags, secure audiovisual equipment, and double chack on Aetails.

ER&C
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PERSONNEL :

BUDGET:

2,

3,

Comnittee fiembers conslsting of & school vocational counselor, instructot,
aininistrator; anc nontracttional/disadvantaged student consultant;

Workshop staff--wsckshop speakers, persons who will administer materials
and operate media equipment,

Noatcaditional speake:s parel,

staff; committee; and consultant salaries;
Instructional materials.

Piln and equipnent reniol fees.

Refreshments;

Have each person complete a short forn evalustiny vhether or not the strategy-
workshop objective vas ackieved, Compile the information and, if possible,

conduct suggested follow-up activities, Compile the “options for clange"
determined by the participants and present these to adminjstration, Plana
follov-up meeting to ree that administration appoints individiials/committees
to make the necessary changes;

QoD |
| ol



TITLE: EQUITY WORKSHOP FOR LOCAEL BUSINESS AND INDUSTRY REPRESENTATIVES; GUIDANCE
PERSONNEL AND kaNIS‘m&TORS, AND COMMUNITY PROFESSIONALS
0BJECTIVE: 1. To semsitize local business and industry representatives, high school
quidance personnel and administrators, and community pryfessionals, to
recognize stereotypical attitudes toward nontraditicit: 5.id disadvan-
taged students;

2, To assist participants to develop strategies for change:

DESCRIPTION: In order to effectively reduce bias against nontraditional and disadvantaged
students, cooperation from business and industry, guidance personnel, aml
community professionals is essential, This workshop can be effective in both
reducing stereotypical thinking and in gaining assistance from business and

indust.; for equity activities: .

The equity wotkshop can assist the above individuals in overcoming their

biases toward nontraditional and disadvaritaged students and in developing
some options for change, This workshop should contain factual information
and participant ieaming exercises vhich create awareness of guidance and

occupational practices which deter students from achieving occupational
equity. The second underlying theme of this workshop should address “How

can we develop options fc. changing bias in our locale?"

PROCEDURE: 1, Organize a workshop committee consisting of a vocational counselor, and
administrator; school guidance coiinselor, a business leader, and & mor-
traditional/disadvantaged student biiiiiiilti'rit.

3, Gitline thenes to be covered in the vorkshop, Some thenes Which Cah b
developed are; creating an awareness of vocational and industry bias
toward nontraditional and disadvantaged workers, the responsibility of

vocational and industry personnel in promoting occupational equality:

identification of inadvertent activities or policies phich hinder

occupational equity; identification of strategies for change; and,
obtaining the necessary support for change.

ERIC §2

Aruitoxt provided by Eic:



Activities which might adgdress these themes are as follows:
e
3. Use exercises or indexes which help the workshop attendees become aware

of their stereotypical attitudes: &sk the participants to identify
insights they gained.

~. Show a slide presencation ot videotape which challenges stereotypical
tias by illustrating nontraditional and disadvantaged students in
occupational settings: Divide the audience into groups and have therm
discuss how educational and industrial biases hinder these students
in gaining occuparional equity;

c. Have a nontraditional speakers panei consisting of three or four
former ;ontraditional and di.ddvantaged students currerntly in
occupational settings. Have them discuss the steps they tour to
zchieve their goals; what type of support was nelpful, what 1di-

tions, and interaction,

d. Conduct a strategies session to list tlie necessary strategies for
change in your particular setting, Appoint cormittees to design
plans to incorporate the siuggested charnges., Plan a follow-up meeting.

4; Determine cates; tise schedule; location; and potentisl participants.

5. Meet with administration to discuss workshop plans and to obtain adminis-
tration support.

6; Sé§6£é workshop materials; e:g3. awareness exercises, slide/video presen-
tation, nontraditional panel, and strategies chaiiboard,

7. Establish the agerda.

8. Establish rogistiation procecites,
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PERSONNEL:

EVALUATION:

9. Send annourcrments and rotify participants:

10, Prépare namé tags, secure audiovisual eguipment, and double-cheta 21
details,

L. Comittee members consisting of a vocational counselor, and administrator,
a high school guxdance counselor, & business leader, and a nontraditional
disadvantaged student conscltants

0, Workshop staff--workshop speakers, persons sho will admirister materials,
and opeiate wedia equipment.

3. Nontraditicnal spezkers panel;

1. Staff, comittee ard consultant salaries;

2. Instructional materials,

3. Film and equipaent rental fesd,

4, Refreshments.

Have each person complete a short form evaluating whether or not the
stzategy workshop objective was achieved, Compile the information; and if
possible, conduct suggested follow-up activities; Compile the “options for
hange® determined by the participants and present them to administration,
Plan a follow-up meeting to soe that administration appoints indivicuals/
cormittees to make the necessi.uy changes.



TITLE: PECENT AWARENESS WORKSHOF

OBJECTIVE: % pr)vlde parents with inforza ron about nontraditiocnal vocational programs
and activities w enable thex to help thei; children zake informed occupa-

tional decisions.

DESCRIPTION: Resezrch (Project Beacon. ¢97B)* indicates that both females and zales rely

more heavily on career advice from family members then fzom any other sourse.

This s-rateqy should be helpful in calling attention to stereotypical notidns

hield bty parents which may irnadvertently create cccupational barriers. This
verategy Alelps to- neutralize parertal resistance and at the same time helps

to incrgase parentel Support of rofitraditional occupations:

T?e_ngk@@og_auould consist of a series of activities for parents o‘ potentxal
or current nontraditional and disadvantaged students. Among the deitiities
tay be group discussrons; film or filmstrip presentztions; and may use suich

paterjals as attitudinal checklists, current and factual occupaticaal informa-
tion materials, etc, As a result of this workshop, parents would understand
and; therefore, be mcre supportive of their child's occupational choice ad
nay additionally be willino to volunteer in other support activities.

PROCEDURE: 1 Organize a committee consisting of a vocational counselnz, school instruce

tor, »dministrator, and an interested parent,

2. Outline the themes to be covered in ‘he workshop: create awateness Of
how external forces cuch 3¢ personal, family, and social influences may
prevent individuzls from selectirg rontraditionsl careers; create awate-
ness of the curtct sociatal char s which are aiding nontraditiona) and
disadvantaje’ students ir. achieving occupational equity; present factual
inforgation =i the realistic/economic importance of employ.ent; and describe
dctivities purents can do to specifically atd their children in achieving

occupatinnal equity,
3. pecide which activities address these themes, Possible activities ate tos

*Project Beacon, State of Maine; Department of Education 1nd Cultural Services (August 1976).
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Uce exercises or 1n~exes wa;ch belﬂ parelts bucome aware éf their
ctereéntypical attituass. Ask .he particigants to ldentlfy insights
they sained.

Stwm 4 fiki which challenges the stereotypical belifs regarding

non--ut tional and disadvantaged workers in the labor force. Divide

the sofience into oroups and have t'jem discuss huw personal, family;
and aducatisnal influences binder these students in gzining accuna-

- ‘-l-lv‘-l\- LV A R Y N W

tioral ¢.uity.

Show 3 filustrip or videotape which challznges stereotypxcal bias by

xiiustra ing nnn_radxsxcnai and disadvantaged worke:s in occupational
settings. Allow time for questioms from the audien

Have a pane; ccns:stnng of three or four former nonty ad*tlonal and
disadvzintaged students curreritly in occupatxonal settings. Have them
discuss the zteps they took to achieve their goals, whar type of

suppor t from parents was heipful and what additicnal type of suppcrt

from parents they -ould have liked. Aliows time for questicns from
the audiernce.

rrepare written plans and oblectiver for the wcrkshop.

letormine caves; time sched: . f.oatia, and how o comtact posential

patvxcxpawtg.

Mec: Witk administraticn to discuss workshop plans and o obtain sdminis=
tLative support,

Secure a6i99h6p ﬁététialg, s éi&réﬁESQ exercises; slide/vider presenta~-

De~ide on thz agenda.

Prepa'e qulxcxt) naterials for media; noke poster/ansouncements to be
placed in shopping malls, drocery stores, public library. and other xey
locations.,




9. Establish registration procedires.
10, 38end announcements to notify participants;

11, Prepare name tags, secure zudisvisual materia’:; and double-check
on details.
PERSONNEL : 1. Committec members consisting of a vocatienal counselor, schocl [nstruc-

tor; administrator; and an interested parent.

2. Wotkshop staff--workshop speakers, persons who will admin:ster materials,
and Gperdts + i eguiprest.

3 Panel of n..  ...onal weikers.

BUDGET: 1; Staff; comzittee; and conraltant salaries;
2. Instructional materials,**

3, Film and equipsent eatal fees.

4, Refreshments.

EVALIATIOb Have each parent complcte a short workshop evaluation form e'aluating whether
of ot the Strateqy @orkshop objective was achieved: Compile the tnformation
a'd, i: possib.e, conduct any suggested follow-up activitier: Compile the
parent support strategies dete:.ined by the participants anj mx{l these to ths

parent participaats,

**Other larent Workshop materials may be ontzxned from the National Center for Reséarch in Vocational
Education, The Jhio State Universitv, 1960 ‘enny Road. Columbus, OH 432:0, Request Aescarch and

Development 3eries NO215C,




TITLE:

"4
f"J!

OBIECTIV

DESCKIPTLON:

PROCEDU ¢

COUNSELOR/INSTRUCTOR BROWN-BAG RAP

b nrovxde a regular meetlng tl&e anu foruz where cosmselars and lnstruccors
can discuss the problers and needs of nontraditional and disadvantaged stu-
dents.

Many times, ccunselors and instrucrors need a formalized meeting time to
exchanqe ideds and xnformatxon st djscuss problems regarding nont:adftxonal
and disadvantazed students, Most wocational school scizdules do mot for~
rally contain this meeting vime, The focus of the brown-bag rap strategy

is to establish a reqular meeting time where instructors and counselors can
(1) put their heads together to deal wit1 specific problems of nontraditional

and disadvantaged students, and (2) provide a forum for idea exchange on
ow best to recruit amd serve these stidenits.

These Sessions-can also enable vocational schuols to attract and retain a
groater percentage of the montraditional and disadvantaged stident popula-
tions. Por example; in one vocational setting noncraditional and disadvan-
taged schelarship foncs were obtained ficm local wusinesses as a result of

a brown-bag discussisn,

1. Organize a cowrittee uf one coungelor, one administrator, and ono
instructst to be in charge of organizing, scheduling, and evaluating
the brown-bz2 luncheons,

2, Obtain administrative suppor., jermission,

3. Appoint @ counselor to head 3 brown-bag session for each program area,

4. Prepare & poief wriin up of whe procram to inform imstructors of the
purpnges and natire of the activities. Include s brief guestionnaire
goliciting iizas/problems/issues tfisr would like to diut s 3t the
tunchecr

5. Pstablish a re-alac fui~zeon place and time f.. 4 program divicios in

the school, M3t divisions meet every two week’, This time may be
Jaried every ouner week to accommodats staggered linch schedules,
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iPERSGNNEL

SULGET:

EYALUATION:

5. H»ve the counselor repzesentxng gach program division comaxle the topxcs
of interest. 3

, \
7. Using these identified topics, have counselors establish agendas for the

uncheons. Allow some time for "open discussion® of pressing ptobxems
that may have just developed or an information exchange on very carrent
iscues,

8, After on agenda has peen determinéd, have courselors send attractive and
personalized invitations.

9 Post tte schedule of brown-bag rap sessions at faculty lounges and
admini strative offices;

1. Cciittee membe:s consisting of one counselor, one adminieizator, and one
instructor . -

3, Counselors in charge of each session,

1. Hororarium for committee; coursei 7s:

2. Cosl of iwitatlons.

3. Cost of printing questionnaires and agendas.

Appoint one indiidual at each o the brown-bag ra: sessions to record minutes,

Compile the minutes. Have the committee review the minutes on a bi-anrual

basis to determime {f the strateqy objective is heing met. Have the committee
meet with the counselars 0 report on the teviev and emnrn‘;e {nformation
gn the various activities each d:vision is conducting, Revise the brown-bag
lunchecns as per input from these meetings.
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TITLE: 'NSURING EQUAL TREATMENT OF THE SEXES IN VOCATIOMAL CRISNTATIIN 5o TELIALS
OBJECTIVE: To revise or replace occupational orientation materials that zz+%:.» 5issed
o- steraptypica! information.

DESCRIPTION: Students of both sexes should be qiven factwl information amout &5 rz.i=
tmna]; and nontradxtzonal O?:cupauons. Career information matenals N
to be revised or replaced 5o that they do not promote stereotvping. '

In all caféer mmentat;on materials; ali st: dents should be shown &3 having
and exercis iy the same careet options, Information or temé that | Lenﬁ t0
exclude ncnivaditinnal or disadvantaged students should be avoided whenev:r
possibles For . xample, there are many substitutes for "man" words, l.e.,

the "best ne: for the job" can become the *best person for the jo3.”

Deiicrstrations, career orientatich materials, films, and cosputerized pro~
grams chould reflect the fact that occupations are oprn to all. all career
r.terials should contain factual information which indicates that any

student may select a perticular occupation, provided the student has the

proper abilities amd interest.

PROCEDURE: 1. The personnel in charge of this gtrategy should appoint i committee
corfigting of teo vocational counselors, an adeinistratcr, and a non=
traditional/disadvantaged career orientation corsultant to examine and
identify career orientation materials;

‘ 2; Provide the committee with guidelines whizh recognize sex-role stere-
ctyaing in vocational educational materials.*

3. lsing che quidelines, have the committee conduct an assessmert of all
caveer orientacion materials.
*Guidelines to tielp recojnize sex-role sterec'yping céin be obtained from The Division of Vocational
Bdication, The Florida Departén: of Bducation, bisseaination Diffuston SeCtion, Knott Bldg,,
Tallahassee; FL 3:%01. Request in‘ormation on the Exparding Vocatiomal Options of Displaced
Homenakers Profect |
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PEPGONNEL :

RUDGET:

EVALUATION:

3

Forzulate a plan for material revisions/replacenents.

Secure the mecessary administrative permission t: -omplete revisions/
replacesents,

Assign sta®f replacement/revicion iuties.

assign staff responsibilities for obtaining r>- career matsrials.
Comittee identifying stereotypical material.

SLaff who seciite replacemenits.

Staff who write necessary revisions.

Material replacenent cc:.

Material revision and reprifiting costs.

Staff time,

Appoint 3 s=cond comsittee to review potential revision/replacement materlals,

Have the committes conduct the sex~fair assessment of the potential materials.
Prépare luilow-up report for administration:

0}



TITLE: INSURING EQUAL TREATMENT OF THE SEXSS 14 VOCATICMAL TESTING AND ASSESSIENT

OBJECTIVE: 1. To conduct a review of testinc and inventory instruments used by the

2. To revise or replace wcational testing and assessment materials which
contain stereotypical bias.
DESCRIP?ION: vany current psychometric interest inventories provide r.les and females vith

divergent sex—typed occupational suggestions; This strategy can assist voca-

ticnal personnel in identifying vocational and testing assessment materials
that contain stereotypical ~ssessment bizs, The outcome of this strataas
i5 sex-fair vocational testing which assists students in identifying
vocs ional training frograms Selected on a sex-free basis of interest and
abilities,
PPOCEDURES: !. The pe‘sonnel iR charge of this strateqy should appoint a cor-
faniliar with psycaomatric evaluation to examine testing ins. wi''s and
to identify sex bias: The coruittee ghould include vocatioral -iiiselors

amd a psychometric corsultant;

2. Drovide the Committee with the guzd°11ms for sex-fair testmg.
3. Using the guideiines, have the committes conduct an assessment of all
psychometric materjals:
§. FPormulate 3 plin for material revisions/replacements.
5, Compila i potential psychometric interest irventories for raview by an
outside psv hometric consultant,
6. Rake necessaty revislons as per Consultint's recomeaditions.
"Guidelines can be obtained from & Handbook for. Workshops on Sex Equity in Edication by Mary sllen
Vetheyden-Hiltiard; developed for the Department ot Hea)th, Bducation; and Welfare; Notional
Institute of Education, Washington, DC 20208 or Expsnding Vocationsl Options of 9isplucel Homemakers

Projact obtained from The Division of Vocational Eduration, The Plorida Depsic:ment of Edicatisn,
Disgemination Diffugion Section, Mistt Bldg,, Tallahassee, FL 32301




PERSGRNEL:

BIAOGET

EVALUATION:

by

3.

Secure the necessary administrative perzission to complete revisions/
replacements,

Assign staff revision/replacement doties.
Comittee personnel.

eyeuoentic consubtant-»::dividuale vho could serve in this capucity
iclade: school psychioligists serving the local school system, career
quidarce counselors, coi:z+2 or university vocational testing pro-
fessomals,

New zesting materisis,

Cost of replacement rates:als,

Corsultant fee (some ixdividuals mey serve in this capacity for free).

lave the psjchometzic sofsultant cofidict an evaluation of the potential
replacer nt raterials and/or make recomsendations for revisions. Make the

necessary changes and obtaim consultant approval, Write up teport of pro-

cedures and desiqnated testing materials for administra‘ion.



TITLE: CAREER EXPIORATION LAB

OBJECTIVES: 1. To expose women and disadvantaged students to ¢ variety of career options

wmch gay b nontraditional for their sex or cuitural groupimg:
2. To give students accurate, realistic occupational information.

3. 7o deterniné if a studkat has the ability and interest to enter a par-
ticular occupation:

DESCRIPTIUN: The Career Exploration Lab can be wed to help prospective studeats make

inforsed decisions abous vocational occupations. The focus of this strategy
{5 t~ ensure that the student and thie occupation are matched: The stodent
iv, given de*ailed infornation about desired occupations and i5 also tested
for ability and interes:. In some career occupation labs, students actuauy
have "hands-on" experience witi a particular occupation, while in others,
videotapes or slide presentatiors are used to describe the work pe-forned
on & particular job,

e following aiternatives ate exaaples of how some career exploration avs
operate:

Alternative l:

The outrescs resroiter brimys che student to the career exploration lab to

neet with a counselor, ¢ counselor discusses with the student the various
tg,pes of occupatiom in whxch *.he ntud'eut Ry be .u*wreated. me _student t
then accually receives “nande-on expe:iemo with the pacticular &cuﬂtium
of interes.. For example, ®hw o reer exploration 1ab contairs a kitchens: -2
vhere the student actually piepares and cooks fond. Some rotratione of all
the training programs which v wocational center offers can be observed ct

sampled by the propspective ut: 1t {n tne lay.

After the student has sampled t-- ‘iiired) Looipations, he/she discussis with

the counselor the occupations he/sn i3 inwréntod in pux'utnq. The counge-

lor then conducts as assessment uging appropriate vocation:l aptitade tests;

N



PROCEDURE :

sersonaiity inventories, etc. to detersine which of the selected occipations
the student is best suited, Eased ¢n the - tudent's ocer ‘ational selection
and the 3=523ssment 1r.fomal;1m,,the coux;sﬂlor and stude-.. -~tocess all cf thie
informatio to aid the student in arriving at an informec décision,

Mlternstive 2:

Some vocational facilities may ot have the space or equipment to produce
mini-occupational settings, Instéad, they may choose to show video tapes .
or slide presentaticns which accurately and realistically describe the types
of work performed on a particular job. These nedia presentations should
also be av.jlable in Spanish and Creole. Other institutions utilize com-
putefized proqram such as CHOICES or COIN to beip prospective s‘udengs make

career choices; 1t shocld be noted that some institutions choose to use
varying combinations of the mimi-labs, videv/slide tape presentations, and
Corputerized programs,

Vocaticral interest and personclity inventor’es are also used in o ji-zotio”
vith media or computerized caleer exploration, This enables the - ilor
to Jetermine if the student possesses the necessary characteristic. . per-
form the occupation; It should be noted that some career e:plontion labs
nave available various bilingual para-professiomals who can aseist students
vho speak a language other than English.

o
T
LY o

1. Determine with administzation the type of career exploration lah formt,
naterials; and personnel best suited to the inetitution,

2. DPrepare 2 budget for the purchase of materials and operation of the lab.

3. Identify the apyzopriate six for the carest exploration iab;

{, Select the eopropriste vocational instrusents and persomlity inventories.
Asce.iain that the materials zre sex-bias free. Aesute that the priat
and visual material contains tepresentaticns of women aid Rinorities per-
formi wg tasks which may be considered nontvaditional,

5. ke a priority iist of the necessary matecialst software and hardiic.
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6. Obtain the necessary materials and equipment;
7. DAtesmine ste.. -esponcibilities,

PERSORNEL - 1. Staff perscas in charge of the selection and acguisition, tmrough pus-
chase ot othst means Of career exploration materials.

2, Instructor-coisultants for the lay-out and content of their respective
progras ini-labs.

3, Counseloi{s) to conduct vocational and personality assessments.
%, Counselor(s) o meet with prospective students to process information,

BUDGET: 1. NMaterials and labor costs to produce mini-occupational laboratories; or

2, Materials and productich costs for video tape amd/or slide presentations;
3, Salaries for caveer lab personnel,

EVALUATION: Strict tabulations of the number of students recruited using the career
explotation lau facilities should be computesd and compared over time:
Prospective i .ents should £ill oot an evaluation form designed by the

vocational guafi to detersine which of the varying career exploration
activities were heipful/not helpful, Information regarding recosmenda-
tions for improvement should also be requested on the evaluation form,

Revisions shoul¢ be male as per imput from evaluations,




ITLE:

BJECTIVES:

DESCRIPTION:

PROCEDURE :

SUPPORT AND TRAINING WCRKSHOP FOR NONTRADITIONAL STUDENTS ADJUSTING TO
VOCATIONAL EDUCATION PROGRAMS

1, To provide initial guzdance and tra1n1nq for nontraditional students
entering vocational education g programs and to address problems in

making role transitions through seminars amd wezkshops.

2, To assist mature students to cope with making role transitioss.

" Seminars and workshops can bs déveloped which address the specific needs of

rontraditional students who are in various stages of adjustment to their pro-

grams. A series of workshops can be developed to cover each of the following
themes:

1; Self-assessment--in which students are trained to xdentxfy aptxtudes
and interests and ways of modifying self-defeating attitudes.

2, Values and lifestyles==in which students are encouraged to examine
alternative coles and career values,

3, Effective communication—-xn whxch students become mote avare of the

communication process and are trained to become more effective listeners.

4. Career exploration--in which stidents are provided with an opportunity
to explore nontraditional career options; as well as the skills and
training necessary for such careers,

5. Expanding educational opportunities--in which students who are reenter-

ing school after a period of being away can receive reotientstion and/or

continuing education and recreational or enrichment programs can be
explored,

1. hreange for psychologists or occupational specialists in each of the
areas cited to develop workshops for nontraditional students.

2. Set aside a convenient five- or six-week period during which workshops
can be held--with a different seminar offered each week.
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PERSONNEL

BUDGET:

EVALUATION:

3. Assemble workshop materials; e.g. handouts; programs; etc;
4. Arrange facility space,

5. Notify students through posters and mailoits about the seminard bieiics
offered.

6. Prepare a short press release announcing the seminar;

1. A group of psychologists and/or occupational specialists to develop 4nd
corduct the semimars,

2. Staff persors to arrange schedules, physical facilities, and take care
of mailouts and sending out information.

1. Fees for workshop instructors,

2, Materials ard printing costs,

1. Postage.

Survey incoming nontraditional students before and after workshops are

offered to deternine to what extent students are being helped in their adjust-
ment to vocational education.



TITEE: SUPPORT GROUPS FOR NONTRADITIOKAL STUDENTS

OBJECTIVE: To provide nontraditional and disadvantaged students with assistance in cope
ing with problems associated with the choice of a montfaditional training
prog[m.

DESCRIPTION: Organizing support groups for nontraditional and disadvantaged students will

provxde them thh assxstance in cupxng thh problehs associated ﬁith the

dents 1n,tra;n;ngfprcgrams oftgn need @ssistance in ropxng,thh extetnal
forces that interfere with their choosing a career or completing training,

The support gioup will secve 4 a forum where stadents can discuss the flax

instructors and admxnxstratnzs. Partzcxpants Ieazn how family, friends,
school; and social groups influence vetavior; Students examine liow these
influences can interfere with their chosen vocations and derive solutions to
interference problenms,

ROC EOURE 3 1. Deternine the group format and select a counselor to lead the support

group; The format of the support group sessions should be fiexibie so

that they can address the problems of the students ina partxcﬁlar locale.
For example, one locale may have a large mumber of Hispanic women who

miy need to focis on how their particular culture impacts and ifif Jiences
women to behave traditionally, Anothet group may be more interested in
how to cope with instructor bias. It is alsc recommendsd that a list

of local support services that students may utilize be provided and

discussed st the beginning of the group's sessions. Typically; these

groups start the second week of class and run one night a week=-two
hours a night--for eight weeks,

2. Deternine the place and time that the group meeting will be held.
1, Develop flyers to advertise the group sessions and schedule.
4; Send flyers to instructors and place on bulletin boards in student

centers anG other key locations,
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5. Gatlier any materzals, such as local support services lists, starter

exercises; occupational information, etc. that you may want to share
with the group;

PERSONNEEL ; A counselot to lead the group.

BULGET: 1. Materials and reproduction costs for the Flyer:
E 2. printing/reproduction costs of handouts:
? S

| 3, Counselor's salary.

EVALUAYION: 1. Design a short evaluation form asking the participants the following:

the three thxngs they lxked most abodt the group sessxons, the three

futnre. Revise the group format as per xnput frm partxcxpants.
2. Have the counselor tabulate the rumber of students using this sarvice
ana the number completing training,

3, Have an administrator conduct a cost-benefit analysis to determine if

enough women are using the service to walrant its continuation,
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I'I'LE*

Q3JECTIVE:

PRGCENURE !

DESCRIPTION:

*CLASAIC" STUDERT SUEPORT PROGRAN

To provice incoming ctodemts with peer support to help them adjust wore

effectively to their training program,

A program can be developed to provide incoming nontraditional and disadvan-
taged students with assistance from volunteer graduates in their particular

technology. 'The strategy consists of recruiting volunteers among former

students or "classics® to assist incoming students for a twd-month period,
The classxc“ pravides assistance iargeiy thtcﬂgh peer support, ;.e..

facxixtles, oocupat ional outlook, etc,

Incoming students are typically informed of this servics by their instructors,
New students are assigned to “classics”" in the same or a similar technoiogrcai

area. The nuaber of “clagsics” needed may vary, but tventy “classics® and

twenty charges (prospective students) is a reasorabis number for the sponsored

activities,

1. Select a counselor to be in charge of condicting this stratégy.

2. Deterfine the personnel e.g. contact persons; and the procedures of

the program; e.g.; how and whom incoming students should contact, how

and whom xntetested ciassxc' chunteera shauid contact, hve thé

will make initial and continued contact, and what the responsibilities
of each party would be,

3. Rectuit "classics", i.s., former students, (d stidents who are about o
graduate for postgraduation service,

4; Provide instructors with copies of the "classic” program description
and the procedurses interested participants should follow,

5. Hold an orientation meeting to inform the "clagsics® about the purpose
of the program, their responsibility in ptoviding support and informa-
tion to their nontraditional charges; etc,
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PERSONKEL:

UDGET:

VALUATIN:

3,

Host a monthly pxcnxc or brown-bag lonch that "classics” and thexr

charges attend, Have each “classic” and charge briefly report of the
type of assistance giver/received, Devise solitions for any ptoblens.
Includé Su & newslétier, news about or make bulletin board announcenents
reqarding & "classic's” promotions; charges; achievements; etc
Present “classics” with certificates of appreciation for serving as
volunteers,

Make attractive f1yers to give to inkiuctord to continue recruitment
of graduating studints.

Counselotr in charge of program;

Pormer students to serve as "classic® wluntests,

Honoraria for counselor in charge of progta.

Instructor announcement and flyer reproduction costs.

Refreshments at orientation meetings,
Printing of certificates of appreciation.

RSk an SdiiniStrative consultait to attend the monthly activity meets
ings to detérmine if the strategy objective is heing achieved.

Design a brief evaluation form which elfcits information from student
participants on the types of assistance and activities they find most
helpful, and suggestions for improvament. Have the corsultant review
*hiege evaluations and nake recommendations, Incorpotate the consultant's
recommendaticns,

Conduct a cost-bpeneiit analysis examining the number of students usiyg
this service versus the amount of counselor services and budget costs,
Determine if the strategy warrants continmuation;
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OBJECTIVE:

DESCRIPTION:

PROCEDURE :

ERSONNEL ;

UDGET:

VALUATION

THE CPEN~DOOR POLICY

To give students access to the administrative "ear.”

The purpose of this strategy is bo have an 0pen dcor thtaﬂgh which sta-

dents can have a dialogue with an administrator. Students are encouraged by
1nstructors, caunselors, and admznxstrators to wrlte letters to the adainis-
travion regarding any complaints ot suggestions, 1f the complaint or sug-
gestion involves a faculty member, curriculum change, etc., the matter is

to be taken uUp witn the area department head to deternine what specific
action can be talen, Students, in return; receive a letter outlining the
administratior's response;

I: Appoint an administrative liaison in charge of the open-door policy
ard who will be responsible for respording to stident letters.
2. Sond a fieo to faculty, counselors; and administrators describing the
. school's specific procedures for the open-door policy; i:e: ; where

to send the letter; how it wiil be handied;
3. Follow-up with & reminder memio in the beginning of each new semestet.
1. Open~door liaison person,
2, Departnent head.
i, Cooperating faculty, counselors; and administrators,
1. Stationery to respord to students in writing,
2. Administrative liaison's salary,

The liaison person should keep a Iog of the number of students using this

service; the types of complaints and the remediation actions necessary. A
cost-benefit analysis should be conducted by an administrator to determine

if the service is being used adequately to warrant its continuation,
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Training and Pre-Training Stratagies

Int roduct fon

~ The increasing enrollment of nontraditional students in many
areas of vocational training in recent years has necessitated the

reevaluation of curriculum development strategies. It is the pur-

pose of this section to offer some guidelines for developing training
and pre-training strategles which will help address many of these

needs.

Many nontraditional and disadvantaged students require spe-

cialized academic and program-related remedial training. In response

to this need, the fcllowing forms of remediai and pre—tratntng strat-
Hanpouer Training System (iﬁf§5 facilities, 2) the creation of basic
orientation packages for students entering a given program area,

3) tue formation of a structured tutoring network in wvhich studente
can help one another in program-related courses; and 4) the imple-
mentation of a work exploration lab which can provide students with

diagnostic and aptitude testing services and opportunities to ex-
plore various training and occupational options.

The modification of training technigues has also been identified
as an important consideratior, in light of the needs presented by many
nontraditional and disadvantaged students. Some suggested strategies
in this ares include: 1) training workshops for instructors to ac-

quaint them with the needs of the nontraditfonal student and to enable
them to explorc various optiéﬁi for curritulum deveiapment. 2) the

in curriculum planning activities, 3) the modification and expanaioﬂ

of Instructional methods and materials, and 4y the adoption of an
individually-based; compentency skills curriculum format which can
accomnodate individual learning differences and thereby perait studesnts

to learn and proceed at their own pace.
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PITLE:

OBJECTIVE:

DESCKIPTION:

PROCEDURE :

ERSONNEL :

ESTABLISHING AN INDIVIDUALIZED MANPOWER TRAINING SYSTEM (IMTS)

Tb provxde a sictem to wormen and dlsadvantaged students whefe_gggy @ag recexve

agsistance in basic akxlls which #ill help them to remain in nontraditionsl
vocational programs.

An organ.zatxonai structure known as the Indxvxduallzed Manpouet Traxnxng
System (IMTS) has been developed through support provided by the Florida
Depa:tmgnt of Education's Division uf Vocational Bducation. IMIS is a
emedial service for vocational students which includes: 1) assissment
technxques to help students identify educational objectives and individual
weaknesses in basic academic skills; 2) well-equipped Learning Resource
Centers (LRC) where studen‘s can complete prescribed study modules and
stzengthen skxiis, and 3) evaluation techniques which are capable of help1ng
students achieve maximum learning with greatest flexibility and adaptability

o folfilling individual needs.

1. Contact the State Department of Education, Division of Vocational
Education, (The Division has promoted implementation of IMTS into

vocational scheols and pvogtams 50 that schools' beginning IMTS projects

recexve grants to underwrite part of the fixst-year operating and start-

up costs.)

2. Write a project proposal. Compoiients inciude justification and need,
nunher of students to be served; a facility floor plan; staffing arrange-

ments; and hardware and software needed for the LRC:

3. Arrange for a staff training worksnop to be conducted after the local
program's operating staff has been appointed and the facility is ready,
This workshop will prepare staff to operate the system, includirg
analyzing student needs, prescribing study schedules, managing student

progress, evaluating outcomes, coordinating vith other programs in the
school, and administering the IMTS.

1. Operating staff recommendations include one instructor and two para-
professionals to staff a 30-student program,
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EVALUATION:

Z, One additional staff person is required to conduct the evalustion com-
ponent,

3. Additioral personnel to be available if thie LRC is open duting the
evening Houts.

1. Building renovations.

2, Hardware for the ERC;

3, Software.

4. Staff salaries.

Detetnine usade of the facility through 4 4ident sigimin procedire B pro-

vide statistics for continuation of the program, Determine the numbers of
students who are referred by instructors and quidance counselors in order

to determine how students learn about the service available in the IMTS,

’l‘b_‘i\
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TITLE:

OBJECTIVE:

DESCRIPTION:

REMEDIAL TRAINING THROUGH AN INDIVIDUALIZED MANPOWER TRAINING SYSTEM

To provide students wko are deficient in basic academic 5kill§ With orgznized
remedial services.

Students who 1re deficient in basic academic skills are channeled by instruc-
tors into the organized tutoring services cffered through the Individualized
Manpower Training System (IMTS), The IMTS lab is geared specifically toward
irdividualized instruction. The varying types of instructional services pro-
vided by the IMTS lab may include: computerized math or reading programs;

individualized tutoring in math or reading, instruction in English as a second
language, or vocational English instruction aimed solely toward a specific,

ogggpggggggl_prggggml etc. Students are referred to the lab by either their

instructors or counselors who determine that a student fieeds remedial assise
tance before be/she will be accepted into a training progr an,

The Individnalized Manpower Training System also has paraprofessionals avail-
able to actually assist the student in 4 classroom setting, For example; a
deaf student may need a paraprofessional to sign a classroom lecture, oL a
Haitjan student may receive assistance from another Haitian student in learn-
ing the specific English names and usage of particular industrial tools: All
of these activities are structured to provide support and assistance to nome

traditional and disadvantaged students,

1. Determine with administration the types of remedial services needed by

the population to be served. These services typically include:

Ingtruction in math remediation curricula

Instruction in Engixsh remediatinn curricula

Instroction in & compaterized math remediation program

Instruction in a computerized English remediation program
Curricular material development and assxstance to deaf or blxnd students

foreign students



2. Prepare a budget for the development of new programs; evaluatio material,
and the operation of the IMTS.

1, Prepare a naster schedule for the development of new prejrams.
4. Select/hire the staff consultants to develop programs.

5. Develop the necessary programs and evaluation materials,

6. Identify materials/equipient to be used in thie prograi.

7. Establish a priority list for procuring these fiaterials.

8, Determine the IMTS site and procure lab materials:

9, Hire 5taff to operate the IMTS center.

10. Prepare and send a services description to faculty, adninistrators, and

counselors;
éﬁﬁééﬁﬁﬁta Development Costs:
1. Stipend or honorarium for instructional program devslopers, consultant.
2, Refreshments for committee ieetings
3, Materials; printing costs:
3, Costs of developing software for computerized programs:
5, Pirchasé of prepared print, audio-visual materials;
6; Rental of -equipment
Operating Costs:
1. Salaries of Center Staff

3. Honorarium for instructors, paraprofessionals
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EVALUATION:

3,

6.

Send out a survey to instructors to determine how many aré aware of the
IMTS services and if students are referred to it.

Keep a detailed log of hiow many students are using the services; which

services they are using; and whether they complete the training program
after IMTS assistance.

Design an evaluation form which asks students to evaluate which services
were most helpful and to make recommendations for future services. Make
IMTS lab revisions according to evaluation results.

Conduct a cost-effectiveness analysis to determine if the number of

students using the lab services is enough to warrant continuation,

Review the existing referral system to determine whether the students
who need the IMTS services are being reached,

Institute a follow-up program. This can consist of: 1) reqular meet-
ings between IMTS staff and instructors for the purpose of reviewing

individual student progress, 2) meetings between staff and students to
review student progress.
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TiTLE PROGRAM TERMINOLOGY AND EQUIPMENT ORIENTATION PACKAGE

OBJECTIVE: To give nontraditional and/ur disadvantaged students a bastc understanding
of program terminology and equipment.

DESCRIPTION; A basic orientation package for students nontraditisnal to a given program
can be designed to acquaint them with program-related terminology and the
fundamentals of equipment use:. The orieatation package will consist of
audfovisual materials; printed handouts, sperifically, a glossary of terms
and illustrations of basic equipment; &t equipaent/materials demonstrations,
ﬁﬁﬁﬁ@i@uﬁk;amemﬁmﬁmnbéﬁﬂﬁaﬁ&&ﬁﬁﬁ¢ Students
will obtain practical knowledge of how each tool is used and the appropriate
functions and working parts of all equipment and tools.

PROCEDURE: 1. Organize a snall comittee; conetsting of faculty meabers 17 Gach

given program area.

i 2. Deteratne outline of basic orfentation package by {dentifytng in-
portant terminology, equipnent/materials, and the approach for
teaching said material with which students should become familiar:

3. Develop instruction and materials.

4. Develop/purchase sutiovisual materdals, flip charts and other {llustra-
tions, and/or filustrips which will facilitate the learning process.

5. Arrange for a "dry run" of materials.

6. Develop education materials, e.g., self-administered tests.

. Set aside 4 otie- ot two-week period at the beginning of the school year
or a portion of the introductory course to allow all stidents an oppor-
tunity to become acquainted with terminology and equipment through the
the application of the basic orfentation package.

e 11y
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PERSONNEL: 1, Gmn&é&ﬁﬁﬂﬁafﬁ&ﬁ&&éﬁmthmpwym&n&
2. A coordinator, who is efther an instructor or administrator, who will
be reSpansible for finalizing the content of the orien.ation package:

BUDCET: 1. Naterdals and priiting costs for handoits.
2. Audovisual materials; such as filmstrips or charts to identify
equipment and materials parts.
EVAI UATION: Keep the orientation package available for student use throughout the
duration of the program in an easily accessible, central location.
Evludte stident competencies through "hands on” experience with equip-
ment and materials, or a self-administered msstery exam.




TITLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURE :

[:R\j:

Aruitoxt provided by Eic:

"BREAK-IN" CLASSES

To provide "break-in" classes for students who don't have the background
needed for success in entry-level classes.

Many disadvantaged and nontraditional students are often defictent in
varlous preparatory skills which ease the transition to vocational edu-
cation enviromments. In uddition; many students do mot ordinirily entoll
in certain vocational programs because of sex, race, ethnicity, social
class or other characteristics which are different frow the "nora” stident
tn t'mt prograw. Exploratory enrollients should be encouraged and special
assistance provided to students who may not share the informal background
in nhé ékill aréi of thé kypiCil person earolied 15 thé program. To en-

tional students should be tnstituted for the different programs; Bteak-
in classes could provide training in course-related terminology, toel
recognition and use; and informal kuowledge and taken-for-granted assump-
tions common to the learning of progras-related skills.

1. Organize a committee of administrators and instructors for each
program area who want to develop "break-in" classes.
2. Develop conteat and structure of classes which vould siiow mon-

traditional students opportunities to receive background training

in a program area:
a) terminology;
¢) general baskground information,

3. Assign facility space and determine schedule which will be
convenient for both instructors and students.
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BUDGET :

EVALUATION:

4 Develop/assemble/purchase necessary training materials.
1. Salaries for administrators and instructors.
2. Traliing aterials costs.

Survey nontraditional students currently enrolled in vocational programs
to obtain fnput from students regarding deficlencies in their o back-
ground training of which they have become avare after starting thefr
educational progran. Compare test scores of nontraditional students
“ho do not attend "break-1n" classes with those who do, while control-
ling for extraneous variables;
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TITLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURE:

[:R\j:

Aruitoxt provided by Eic:

STRUCTURED TUTORING SYSTEM

To provide individual assistance to students in basic education and program-
related courses,

A structﬁred tutordng netﬁork can be developed in which a tutor coordinator
a given subject area and relevant personality variables, ¢.g:; the sbiltty
to work effectively with nontraditional students, scademically disadvantaged,
or limited-English-proficient students. Tutors frow minority groups may
prcve to be effective in helping students from their own cultaral _groups,
The coordinator should manage all tutor activities and act as a liaison be-

tween instructors and tutors. The tutors are responsible only for {natruction
and guidance and 8re not to handle test grading or classroom bookkeeping

or through self-referral. The tutors are paid for their services from school
funds.

1. Coordinator organizes a committee of instructors in each program ares.

2. Instructors nominate students whom they feel meet the criterfa to be
selected as tutors.

3. Potential tutors are contacted and informed of the tutoring system.

4; Tutoring volunteers are given an orfentation to the characteristice of
the population with which they would work and basic training.

5. Coordinstor prepares a schicdule of tuturlng services and sites.
6. Coordinator announices tutoring program and posts schiedule.

7. Coordinator monitors program and meets with tutors regularly.

b |
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PERSONNEL:

BUDGET:

EVALUATION:

Tutor coordinator.
Tutors selected by instructors.

Bookkeeping materials and tutoring instructlonal materials for
coordinator.

Instructional materials for tutors.
Covrdinator salary.
Tutor stipends.

Tests could be given to students both before and after recetving
tutoring in specific program-related areas of instruction.

Follow-up neetings between {nstructors and tutors, as arranged by
covrdinators, to evaluate progress of tutees,
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PETLE WORK EXPLORATION LAB

OBJECTI ") To give women, minorities and disadvantaged students an opportinity to

explore nontraditional training and job options,

DESCRIPTION: Placement of students fnto relevant pre-training and tratning programs can
be facilitated through the development of a work exploratfou lab. The work-
exploration labs will offer the following services: 1) diagnostic and ap-
titude testing; 2) coordinated printed and audfovisual watertals to giide
students to relevant courses and/or to identify other learning resources:
and 3) providing infornation on program and other scadsmtc requirencnts in
order to enable students to make realistic educationsl goals, All studenmts
will receive a basic orientation workshop to familiarize them with the exig-
tence; location; and how to gain access to materials and services availadble
in the work exploration lab,

PROCEDURE; b Appoint/hire an occupational counseior to develop a work exploratisn
lab.

2. Write a proposal to the Department of Educatiod. The proposal should
lnclude: justification amd need, description of the project; popula-

tion to be served, facility needs, staffing requirements, and hardware
and software needed for the work exploration lab;

3.mﬁ@mm&mmummmmmmmmnmmmmmw
of Education,

4. Obtain materials on trafning requirements.
3. Obtain career-related information to supplement program-related materisls.
PERSONNEL: 1. Occupational counselor to develop a vork exgloration lab.

2. Instructors from each vosational progran area who will provide input on
training skills needed to prepare for varisis occupational positions,
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BUDCET:

EVALUATION:

l. Testing and diagnostic materials

). Printed naterials on training programs available.

3. Printed materials on career-related information.

4. Audiovisual materials.

5. Finds for fleld tiips and tours of businzss/industry.

Cor .« nforsation on aptitude testing outcones, Kesp records on Eypes of
training and career-related questlons being asked by students, This eill
ielp modify or expand the types of services belng offered. Increasex in

nontraditional enrollments often caan be used to determine the extent of
effect of this and other strategies,



TITLE:

OBJECTIVES:

DESCRIPTION:

PROCEDURE :

EVALUATION:

TRAINING WORKSHOPS FOR INSTRUCTORS

L.

To provide instructors with information and materials which will ensble
them to more effectively train nontradit lonal and disadvantaged students.
To sensitize instructors to the special needs of disadvantaged students
and women in nontraditional programs.

Training workshops can be developed to acquaint instructors with the special
fieeds Gf nontraditional and disadvantaged students. The focus of these
workshops will be upon the modification of teacher attitides and the devel-
opment of teacher-student relationships. Topics will includs the formation
of attirudes conducive to supportive relationships, avareness of the special
needs of nontraditional and disadvantaged students; and strategies to foster

a human{stic, individually-oriented classroom atmosphere.

1.

2.

5:

Organize a small committee consisting of instryctiomal dr3igners and
educational psychologists.

Decide on basic themes to be covered in workshops: personal relationships
between students and instructors; development of individualized instryc-
tton; open-ended, behiavioralized courses; non-punitive grading: various
approaches and techniques like videotaping of class sesstons for playing

back to evaluate teacher techniques and student response; and the like,
Conpile a list of topics and activities for the vorkshiop.
Prepare a line-up of speakers and resource persons; write and perdonally

fnvite speakers:

Finalize and inforn faculty of schedule of workshops.

Conpile pre- and post-workshop videotapes of class sessions for various in-

structors to evaluate teacher techniques and student respofises. Survey

| —
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students to determine student perceptions of classroom atmosphere, both
before and after instrictors attend workshops.

e 11




TITLE:

OBICTIVE:

DESCRIPTION:

PROCEDURE:

PERSONNZE 2

ADVISORY COMMITTEE FOR CURRICULUM REVIEW
To ithiVé business and ihddétty in curriculus planning activities;

Program curricula sheald be petxodxcaiiy updated and evaluated in order to
determine their overall effectiveness and to imsure represcatation of the
dxsadvantaged and women. In order for traxnxng programs to kaep up thh

conmi ttee, consxstxng of business and industry replesﬁntatiwes, can be

Felpful in providing relevant input int> curriculum plamning activities,
Curriculum planning contributions from practitioners in the £ield will
also enable instructors and administrators to modify training methods and
materials in order to better equip students with competenicies [or a qiven
occupational field,

1, Organize an advisory committee of business and indusbry representatives

from eack program area,

2, Assign a coordinator from each program ared to contact business/industry
personnel aiid airasge a 3chiedule of meetings,

3, Arrange periodic meetings. i.e.; two ot three times a year for cur-
ricutun updates with faculty and adninistrators.

4, Have coordinators evaluats input and operationalize suggestions for
curricuium changes,

1. Cucriculisn coordinator from each progeam irea.
Z, Committee members representing businegs/industry.

3. Faculty and administraters from each program aorea.

12v



BUDGET:

?

EVALUATI ON:

l. Facility space for meetings, if meetings are held outside the school,

!, Materials and printing costs for any printed materials used:

the coordinator wilt evaluate the input from business and industry represent-
tives and determine the extent to which the curriculuri should be strengthenied
ard/cr modified in order to meet the training and occupational needs of
students.
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PITLE:

DESCRIPTION:

PROCEDURE:

MINIMIZIiG RACC AND SEX BIAS IN THE CCCURRENCE AND BFFECTS OF INSTRUCTIONAL
MATERIALS

To counteract the effects of race and sex bias in instructional materiils and
to develop training materials and instructional guides which are fair to all

sexes.

In attempting to provide a humanistic, ronthreatening learning envizomment
for disadvantaged students and those who are nontraditional to a specific
program area; 1t is often necessary to review xnstrnctxonai materials for
deplct persons of both sexes and of different races performxng a varxety

of tasks relevant to the successful completion of program requirements,
Workshops can be arranged in which teachers receive training on how to deal
with race bias and sex stereotyping in instructioral materials; 1In addition;
role models in nontraditional occupatxonai fields can be invited to speak

with students. 7Teachers also can incorporate visits to work sites to inter-

view employees who are in nontraditional positions,

1. Contact the Department of Education's Division of Vocational Education
ard ask for materials and/or a reading or resource list, The Vocational
Education Equity Specialist can provide information on this matter;

2. bilrchase race= and sex-fair materials for use in the classroom:

3. Develop supplenentary materials showing the opposite sex in an occupa-
tional area if specific careers in that area are purtrayed as only for
one sex.

4, Develop workshops to Sensitize teachérs to recognize sex stereotyping
and race biasing in ihStrﬁétidhal ﬁatéiiélé. For exampie, the Women's
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Edication has published Creeklists for Counteraering face md Sor 3iag
in Eaucational Matevials; which is a useful documeit for teachers.

5. Invite nontraditional role models to speak with students. Conmunity
branches of groups supportive of race and sex equity efforts can be
contacted to help locate such people.

6. Plan field trips to places of employment shich utilize ths skills of
nontraditional workers;
PERSONNEL: 1. Vocational Education Equity Specialist from the Department of Education;
Division of Vocational Education, to serve as consultant.

2. Occupational counselor(s) to assist in the development of training
workshops for teachers,

3. Instructional developers;
BUDGET: 1. Purchase of new materials and textbooks.
2. Training materials for teachers.

3. Transportation costs for field trips;

EVALUATLON: Evaluate existing curriculum materials to determine the extent to which sex
and race bias influence the learning of prograi-related skills.
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TITLE:

BJECTL JES:

PROCEDURE;

DESCRIPTION:

1. To provide sutdents with an individually based, competency skills cur-

rxcuiur wiiich can accommbdate individual differences and permit students

£9 iparq arvi ?rgc‘;.\d at their cwn pace,

2, To provide teachers with training in developing instructional materials
and strategies for competency-based teaching;

The development of a competency-based curriculum format for vocational

education programs provides nontraditional and disadvantaged students more

opportunities to master the materials and skills necessary for employment;

Through the specification of distinct behavioral or performance objectives;

students can work at their own pace until the minimum criteris have been
achieved, Classes are also structured to allow students the opportunity to
enter; proceed, and leave the program at their own speed while still main-
taining employability standards. Also, classes are structured so that grad-

ing policies and practices are monpunitive. Students will be gzaded in

relation to predetermined standards for each learning unit and not merely
in comparison to other students in the class.

A faculty workshop can be organxzed for the purpose of deveIOping a list

of competencies/skills for every program and some prototype instructional
materials.

1. Contact the Department of Education, Division of Vocational Education,
for information on ‘competency-based vocational education, Identify
possible consultants.

2. Otganize a committée to oversee or monitor the development of the com-
peteacy-based curriculum;

3: Have the cammittee brqanize and develop a competency-based citticulus

1, Develop an instructor's guide for each program based on V-TECS Catalogs
and workshop reconmendations.

s |
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S% Utllxze a competency list to improve current Instruc jon ama thereb§

begin a transition to 2 new program of instruction.

PERSCHNEL: 1. Consultant fron the Department of Edicatioh's Division of Vocational
Education,

2 Cammittee menber s represent1ng each program area:; The committee should
include instructors and the curricplum consuitant/deveIOper.

3. Wotkshop personnel;
4. Identify resource persons for the workshop,
5. Decide on schedule.
6. Assemble materials for the workshop;
BUDGET: 1. Printing and materials costs for instructors' workshop quides.
2. Costs of reproducing prototype matezials.
3. Costs of field testing, refining materiais;

EVALUATION: Field test instrictor's guide and prototype instructional materials with a

small sample of teachers and students, respectively, Revise accordingly and
phase in materials,
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TITLE: FLEXI-CLASS MODULES

OBJECTIVE: To provide women and other disadvintaged students greater access to voca-
vional training programs through flexible class and training lab scheduling.

DESCRIPTION: Mary homenzkers who want to return to school, or people in dead~end jobs
w.i0 vant to upgrade their skills, are unable to enroll in the vocational
training program of their choice because of schedule constraints. If
schools can develop a flexible schedule, they can attract a large popula-
tion of students who otliervise wou'd be unable to obtain ot upgrade training
skills. Flexi-scheduling allows for family members to alternate in taking
on the responsibilities of child care. It also allows for students to be
sinultaneously employed, iéééiﬁé training and have adequate time to take

Flexi-class scheduling can be achieved through various options; One option
1s an extended day wbich iﬁcludes two full daytime ptograms and one half-

ofie day free for students to condiict P Jrsonal biusiness. These Options as-
supe the use of compency-based modules with students schedﬁliﬁg classes and
training labs as their needs and competencies dictate.

PROCEDURE : 1. Organize a comittee including a counselor, two administrators; and an
instructor.
2, Determine the viable types of flexi-time schedules which the school
could institute.
3. Conduct a poll of students to dstermine which type of flexi-scheduling

would best serve their needs.

4. #sk the school's regular referral agencies to survey potential vocational
training enrolees' scheduling preferences.
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5. Tabilate the results of the survey.

6. Do a brief write up on the flex. -system plan, 1ts advantages, 1ts 1mpac*
on facuity load and scheduie, aid the txmetable £or pilot testxng and
1mnlamngrar_gn‘ (‘\rc;.:l_arn prite up to the administrators and instruc-

tors rot involved in the plann1ng stage,

7. Design a plan to pilot test particular flexi-system with a group of
students,

8. Corduct the pilot test.

9, Make any necessary révisions based on 1nput from the pilot test.
10, Design a plan to phase the flexi-system into the school schedule:
1t Put finalized flexi-system into effect.

PERSONNEL: 1, Administrators, counselor, and instructor to design, pilot, and phase
in the flexi-systeti.

2. Haterials, printing of survey forms.

3. Staff costs for flexi-system,

EVALUATION: First; devise an evaluation form to determine whether the flexi-gpstem
addresses current needs of both students and faculty, Revise the system as

1 per input from the evaluations. Second, administrators should cazefully

} tabulate flexi-system maintenance costs and Student PTEs. These fiqures

i should be compared to program maintenance costs and student FTEs in pre-

ceeding years through a cost-benefit analysis. Determine if the costs

of the flexi-system and student FTEs generzted warrant ~ontinuation of the
flexi-systenm,
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TLTLE: SIMULATING WORR CONDITIONS

OBJECTIVES: 1. To provide d’sadvantagei students and women with information and

wxposure to the strocture and operation of 2 businece,
2. To provide studeiits with skills that would help them keep a job.

DESCRIPTION: In yrder for ninority and disadvantaged students to be successfully placed,
it {5 necessary that they understand the structure of bustness and industrv;

help students to understand that a job consists of more than just doing vhat
one s hired to do, that one is responsible for the equipment one uses, as
vell as for maintaining one's own work area, and that dealing well witn

customers on the telephoné and in person, writing work orders legibly and
correctly calcilating charges are important to keep customers coming back.

The Shop or laboratory could be set up such that it simulates a real work
area: Students could use @ time clock to record attendance. Work areas
could be set up to represent the different functions to be perforded. Tools
that are required for a jarticular task shiould be kept in the area ia which
the task is done. Tools should be kept in order and within the appropriate
area. Students would be responsible for taking care of the tools and for
cleaning the work area. In using the time clock; students would calculate
their "work time" and be "paid" according to the time spent in class. By
rotating assignments to work areas, students could learn how each job fits
into the particular business or industry structure. During some of the
class time, discussions could be held describing how such a business/trade
would be conducted. Discussions could include topics like relationships
vith customers, preparing work orders, calculating time to be taken to do

a specific job; and taking telephone calls from customers. A teletrainer
could be borroved from the business education department to use for students
to role-play the parts of customer and worker. A business or industry per-
son could be invited in to talk to the class about the kinds of things that
are done by that business and the importarice of each worker withid an oper-
ation;

ERIC 125

Aruitoxt provided by Eic:



PROCEDURE :

BUDGET:

EVALUATION:

| SR
-

O
-1

Arrange the classroon into vork areas as they would be arranged in the
business/trade setting.

Install a time clock and use as an attendance record as well as for
calculating time "worked."

Assign the students to ti  ork areas on an alternating schedule.

Assign one student in each work group to be responsible for the tools
for a week, then assign that responsibility to another student.
Borrow 4 teletrainer from the business education department and have
students role-play answering customers' requests which would be re-
celved by telephone;

Invite a representative from & business to talk to students about why
his buginess 1s set up into separate work areas which are specific
to certain rasks to be done and how each task 15 importanz to the job
being done.

Progran instructor

Invited business representative

Time clock

Tifie catds

Job arder forms

Copying services

Have students relate their experiences wichin the work areas and what
happens if one person is absent,
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2. Contact former students to determine if this procedure was helpful in
an on-the-job situation.




[ITLE:

BIECTIVES:

ESCRIPTION:

ROCEDURE ;

TOURS AND FIELY TRIPS
1. To expose students to an actual vorkplace.

2. To provide students with the opportunity to talk with workers and
becose informed about how a business/industry is operated.

Students tour lecal businesses {n the community whate people are working
In jobs which are related to their program areas: This wuld provide
students with the opportunity tp see hov a business/industry 15 organized
and operated. A highlight of the tour would be the students’ opportunity
to observe nontraditisnal employees at vork amd to coafer with thea on
matters like the particular vorker's place vithin the business/industry
and how 1o adjust to a nontiiditional job: Arrangesents would be made
with the business prior to the students' visit i order to familtarize the
employer with the purpose of the visit., The {nstructor or occupational
specialist could arrange & pre-tout visit with representatives of the
business/industry to determine the best procedure for conducting the tour.

1; Contact and make arrangesents with a local business/industiy to set
up a schedule for the tour,

A
.

Disciiss with the business/industry representative ths purpose of the
tour.

1. Request the company to assign tour guides who can explain operations
to students,

&: Arrange for transportation for the students:

5. Prepare a uork sheet or a 1ist of guide questions for intervieving
nontraditional vorkers to be conpleted by the students on the
organization/operation of a business/industry. The worksheets could

be prepared with the help of the students themselves.

Prnits
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PERSONKEL:

FVALUATION:

~od |
.

Prepare an amcuncezent to be sent to the occupational speclalist,
adainistrators; and faculty members within the prigram.

Secure mecessary permission for the studeats to participate in the

tour and arrange for substitute teachérs for students vho canmot join

tour,

Occupational specialist or instructor who will coordinate the activity.
Representative of the local business or {ndustry.

Volunteer faculty members to assist coordinator during tour.
Transportation for the students.

Copying services for duplication of the amnouncements, peraission slips,
and work sheets,

Usé the work sheets completed by the studerts to deternine their under-
standing gained of the organization/operation of a business or industry,
Have the students write their {mpressions of the nontraditional workers
they have {nterviewed.



-
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OBIECTIVE:

PROCEDURE-

DESCRIPTION:

WORK EXPERTENCE

A Aa wunman and A7: tomnd prtudomtes do
T‘.} ?!‘v iu—s WU s é;r‘z%d’viaﬁu%gw sbwaks

nontraditional programs
actual work experience,

The occupational specialist, gutdance couuselur progras chairman or
vhile they are still enrolled in the _prograsm. This would provide oppor-
tunities for the students to gain valuable experience to prepare them for

The occupational specialist, guidance counselor, or instructor would con-

tact area businesses for the purpose of preparing the agreements to place
th:2 students.

pational specialist, an instrictor, and a program chalraan to design
the work experience progras.

2, Contact local businesses to identify those which will hire students to
vork while they are attending school: Exptxtn ratare of the work ex-

perience program.

3. Prepare a draft written agreement to cover the responsibilities of the
employer, the student, and the school personnel.

4. Have legal consultants of the school and the participating business/
industry work out the finer points of the agreement;

5. Prcpare a checklist of the responsibilities of each party and list the
objectives of the vork experience prograas.

6. Eefdre piitéﬁéﬁt hiVé itudéati iiii out application forms to be filed
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E’I:ZRSO‘NEL

BUDGET:

EVALUATION:

1.

ra
.

r2
-

Prejare students for interviews.

Uisit ihe student on thid job on a regular basis and monitor his/her
proress by dntervieving the student's immediate supervisor.

Develop witd supervisor or representative of business and industry a
forn with which to evaluate the stodent's performince at various polats
of the program.

Materials and printing of the various forms; o:::; agreesents, applica-
tion; evaluation.

Salary and school personmel:

Certificate of appreciatisn for participating businesses or industriss.
Follow up students' performance through the evaluation of the supervisor.
Discuss probiem areas with students.

Holé an exit interviev vith the student at the end of the progras to
determine if the work experience had been beieficial to the student.



I'lacenent Srrategies

Placement is an mebttant functxon of a school whzch provxdes vucu-

Zn individual =3y be deszgaaged to muvxéiﬁase varicus placement activities
g P r1es

Euch as: 1) fiﬁdiﬂé or identifying job openings; b) informing studerts of

the organization and structure of businesses and industry; ¢) assisting

tudents with appitCattons, resumes, and 1nterv1eﬂs, d) ptovxdan suppct-
txve counseling on the job once the student has bi-en placed; and, e)
maintaining placement records.

Maintaining student placement records will enable the coordinator

to know how many students are piaced each year; where they are placed,

and 1f the students piaced stay with the company. The placement records

ailso provide a means of contacting students and employers for the purpose
of jollow-up.

~ The coordinator must enlist the assistance of instructorgs, coun-
gelors, occupational specialists, and administrators in order to ade-
quately perform the myriad placement functions. Placement activigig§7

that tne coordinator and his "cadre® of assistants could do are in the
major areas of a) identifying job openings, b) teaching about the organi-
zation and structure of business and industry, and ¢} teaching eriploy-
abxlxty skills, Strategies which wxll enhance the probability that women
and disadvantaged students will obtain employment after receiving voca-
tional training that are included in these areas are described in detail.

- An area of concern to be addressed in this section is that of the
prcpuratlon of stﬁdents for the transxtidh £tom CIESQIOON to wbrkxng

environment., It has been suggested that students could make this tran-
sition with fewer cbstacles and less confusion, if they were equipped
with a few basic skills in securing and maintaining employment. 1In
response to this; an outline has been provided to encourage instructors
ans occupational counselors in the deveicpment of job—seekgngignd gmg}gyj

ability workshops. Through these workshops, students would receive train-
ing in job application procedutes, intetviewing skills, where to look for
ng-tela;ed information, and the development of on—the-job telationship,

with ¢mployers ami co-workers.

0 successfully apply and interview for jobs, mimority amd disad-

vantaged students should be provided assistance in preparing resumes and

completing application forms and in preparing for the actual interview.

Information about the companies with which they will be interviewing,
about working conditions, pay scales, what interviewers expect from an
interview, how an jnterview is conducted, and how to dress and act durxng
an interview is essential to completing a successful interview.
tmployability skills courses focus on skills that are needed in

order to get and keep a job. For instance, students should know that



for the workeér it is even more crucial to be on time than it is for a
Stucdent to be in class on time. Being able to work with others, being

on the job when you are expected to be; and working overtime if neces-
_Jr/. knowxng that the work day is etht hours rather than the five or

zix houors which schocl :equxtes, bexng able tD read and foliow dzrectxora,
and maintaining confidentiality are all attributes of a successful

emplcyee,
Strategies to provide students with employability skills/informa-

tion could include: a) practice interviews, b) information interviews,
c) crxtxquxng interviews, and d) employabxlxty skills hamdbooks.




OBJECTIVE:

DESCRIPTION:

PROCEDURE:

PERSONNEL:

BUDGET:

OBIAINING A COMPUTER LISTING OF AVAILABLE LOCAL JOBS
To provide an up-to-date job Iisting for interested studerits.

A weekly computer printout can be obtained from the Job Services Office
identifying employment opportunities for students., This list would provice
information about available local jobs. By posting thrs Job list on a
reqular basis, students would be alerted to jobs which are directly relate

to their programs, Faculty members, occupational specialists, guidance
counselors, and admrnistrators would be aware of employment trends and wouli
be better able to provide women, minority, and disadvantaged students with

information about career choices.,

1, RAsk thie schiool's computer department to access the weekly job information
data through a "Job Bank Release Agreement” with the local Job Services
Offrce or dxrectly through "ehorces. "Choxces 1s a computerized oceu-

Education,

2. Post the weekly list on the bulletin board in the Occupational Specialist's
office,

3. Send copies of the prrntouts to program chaxrmen, the quzdance counselors,

and administrators so that these people may alert disadvantaged and minority
students who are qualified to apply for the jobs listed.

1. Computer Center personnel.

2. Occupational specialist to coordinate the activity,
3, CGuidance Ccanselor

4. Program chairmen

1. Computer tife for obtaining the list, if depattments are charged for
computer time,
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2, Copying services,

EVALUAT ION: L, Faculty members could be asked to notify the occupational specialist or

guldance ciunselor when a student is alerted to a specific job opening.,

2, Dpetermine how many students follow-up job leads on the list.




OBJECTIVE:

DESCRIDTIOK:

PROCEDURL :

PERSONNEL:

3UDGET:

AN INSTRUCTIONAL MUDULE FOR MANACEMENT AND UNION RELATIONSHIPS

To provide information about unions to minority and aisaavgggggga 7
students so they will understand the relationship between unions and

management .

This {nstrictional nodule would simulate the interaction between

bus iriess/industry managenent and the union. The module would consist
of playlets, role playing and ganes aimed at enabling minority and
disadvantaged students to experience what it means to be in a panage-
ment or unfon member position, 66 that thej would learn the responsi-
bilities of each group to the other.

L. Choose various positions; e.q.; job Foreman; equipment supervisor,

time keeper, recorder; and supervisor, for purposes of role playlng.

2. Each group of students should alent a riion steward and forn a
bargaining unit,

3 Alternate the positions So that each student fas the opportunity to
be either a worker or a supervisor;

4. Each of the bargaining units could "go on strike" to gain experiece
in the negotiating process.

5: Invite a union steward or other union representative to talk to the

students about how unions work,
1. Course instructor.
2. lnvited unon representative;

Course materials describing unions



EVALUATION: 1. Aduinister a pretest to deternine if students have an understanding
of unions.
2, AMduifister a posttest to deternine the amount of understanding
students have acquired about unions after use of the instructiona
fodule.
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TITLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURE:

WORKING WITH RECRUITERS FROM LOCAL BUSINESSES
To provide on-canipus interviews for students

Opportunities for on-campus intervxews could be benpfx¢1a1 to dxsadvantaqed

and minority students who must rely oii the school's child cate setvices to
attend classes and other school functions. Local business and Armed Forces
recruiters could be invited to visit the campus on a reqular basis for the
purpose of ihtétviéwiﬁq Students, Interested étﬁ&éﬁié would be informed of

requested to sign up for interview qppoxntments. Pamphlets desciibing the

businesses or Armed Forces could be made available in otder to hielp the

students decide whether they wish to apply to a certain company or to a
particular branch of the Armed Forces.

When the recruiters arrive on campus; they could be provided with office
space in the occupational specialist's office, They would be given a list
of students and a schedule of interviews. The student interviewees should

provide the recruiters with a copy of their resumes at the time of the inter~
view.

1. Contact recruiters to arrange an area for interviews.

2. Prepare posters or other annmouncements of the scheduled visits to cam-

pus: Use representations of women and minorities on the posters. The

posters should include information asking the students to go to the
occupational specialist's office to sign up for intervew slots.

3. Display the posters or announcements in prominent places on the campus.

4. Prepare a communication to faculty members, guidance counselors; and
administrators announcing the scheduled visit.

5. Oversee the futerview area,

6; Be available to provide whatever assistance the reczuiters may need to do
their jobs and insure that the students are there at the scheduled time,
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PERSONNEL :

BUDGET:

EVALUATION:

i;

A coordinator for the activity,
Poster board, marking pens; and pictures.
Coordinator's salary;

Meet recruitars in follow-up meetlngs to detetmine ways by which students
can be bettar prepared for the interview sessions,

the procedure; and feedback on how helpful the on-campus interview ses-

sions were,
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TITLE: EMPLOYABILITY SKILLS HANDBOOK

OBJECTIVE: T develop an employability skitts handoook which sould ProvVide siority and

disadvcrtaged students with information on the process of applying and inter-

viewing for a job,

DESCRIPTION: The occupational placement specialist along with the guidance counselor and
instructors could develop an employability skills handbook for minority and
disadvantaged students. The handbook cc id include a question-answer format
on topics covering the application/interview process. Suggestions as to
information which students should know about themselves such as previous
work and school records could also be inclided, The handbook conid also
alert the students to the fact that there are some questions which an inter-
viewer will niot ask directly, but for which answers are being sought during
the interview,

Other topics which may be included in the handbook are: places to look for

job leads; preparing for the interview, what to expect Of the interview; an

example of the kirds of questions that will be arked, what to do after the

interview Is completed, and some reasons why newly hired workers sometimes

lcse their jobs.

PROCEPURE: 1. Organize a committee composed of the occupational specialist, the guidance

counselor; and program instructors for the purpose of preparing an employ-
ability skills handbook.

2. Have committee members suggest possible sources of material to be
included in the handbook,

3. Prepare an outline of the handbook.

4, KsSign sections of the handbook to committee members:

5. Coordinate and layout the materials;

6. Have someone from the art department make illustrations and design the

cover of the handhook.
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PERSONNEL:

BUDGET:

EVALUATION:

»

Committec members including an occupational specialict; guidance coanselor,

program instrustors; and administrators.;

1,

2,

Typing materials
Duplicating costs

A consultant coull be asked to review *he handbook and make suggestions
for improvement.

A tracer study of graduates cosid include a question on whether the
handbook had been helpful in landing a job.
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TITLE:

OBJECTIVE;

DESCRIPTION:

PROCEDURE:

AN INSTRUCTIONAL NODULE ON PR'PARING APPLICATION FORMS

To assist students with limited English proficiency to become corfident about
preparing application forms.

The occupational specialist and an instructor could work together on an
instructional module to help students with limited English proficiency to
acquire experience in completing application forms correctly; These students
can be helped to read and follow the directions on an application fots as well,
Understanding instructions and questions on application fotms is important

to the appropriate completion of application forms, Without this under-

standing, a student may not be considered for an interview.
1. Acquire application forms from local businesses.

2, Duplicate copies for each class member or prepare transparencies of model

application forms which can be used with an overhead projector.
3. Have students pick out words which they do rot understard,
4; Provide 3" x 5" cards for the stiidents to write tiese words on,

5. Have the students write he definition of the words on the reverse side
of the card,

6. Use the cards as flast :ds to help the students in understanding the

7. Have the students identify these words on the application forms by
circling the words,

8. Place each word on a slip of paper and piace in a box.

9. Have a student draw out one of the words and pantomime it fr the class.

10; Class members would réspond by attedpting to identify the word that is
being pantomined,

(Vo N
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11, Have class members fill out an actual appiication form:
PERSURNEL: l; Program instructor

2. Occupational specialist

3. Guidance counselor
BUDGET: 1. Copying costs.:

2. A supply of 3" x 5" cards,

EVALUATION: 1. A nultiple choice test could be devised vhich would measure the students’
understanding of difficult words found on application forms,

2. Students can be tested on their ability to complete an application ford
correctly.




THLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURE ;

PROVIDING STUDENTS WITH INTERVIEW SKILLS
To provide students with detailed {aforiiatise about the interview process.

A classroom instructor, guidance counselsr; or oecupational specialist couid
help disadvantaged students and women to better prepare for interviews by
detaling the interview process: A session or Series of sessions could cover
the steps from answering an advertisement to completing the interview session
and becoming an employee. Resources for this activity could include printed
materials, former students who are now working; and represertatives of busi-
ness and industry,
1. Devise & step-by-step plan for discussing the interview process; that {s,
from the tine one responds to an advertisement to the time the student
is hired.

2, Devote portions of class time to disciss each step, On the day that

appropriate clotliing 1§ discissed, one student could demorstrate what

is appropriate for thie {aterview, and another could dress sloppily.
Discussion on why it 1is important to appear neatly dressed for an inter-
view could follow,
3. Students could role-play the parts of the faterviever and the intervieves.
4. The tnstructor could lead a discussion about the application forw and

questions which an interviever may ask which are related to that form,
iAmmammm&ﬁmmmmnwmmummmmmmm

6. A representative of a local business or industry could be fnvited to &
class sesslon to discuss vhat is expected of a person being interviewed,

7. A class sesston could be devoted to 3i§éﬁi§§§§_§ﬁé types of questions
8 would-be employee could ask of the interviewer.
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PERSONNEL;: 1. Progranm insttictor, occupational specialist, or guidance counselor
to conduct the "interview" classes:

2. Former student;
3. Representative of a business or industry.
BUDGET: Printed materials detailing the interview process.
EVALUATION: A miltiple-chioice or true-faise test could be devised which would measure

the students' understanding of the interview process gained through the
use of the activity,
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JECTIVE:

PROCEDURL :

PERSONNEL:

BESCRIPTION:

PRACTICE INTERVIEWS

To provide students with a realistic interview exgerxence S0 that they will

know what to expect when they actually interview for a job.

Practice interviews conducted in a business/industry setting would be more
realistic than practice interviews which are conducted in a classroom set-
ting. The personnel officer of a company which is mot currently hiring
could pe approached to conduct the mock interview. The entire process
could inciude going over the application form which the stident has com-
pleted and the interview, Class discussions about application forms and
the interview session would help prepare the students for interviews. This
would give minority and disadvantaged students confiden : in their ability

to complete the interview process.

1. Contact companies for the purpose of determxning the possxbility of
scheduling mock interviews for students.

2. #cquire application forms for the students to conplete.

3. Hold class discussions on the filling out of application forms including
appropriate information to be §iﬁéﬁ;

4, Hold class discussxons on what tb expect from the 1nterview, 1nc1uding
the types of questions that may be asked, appropriate clothese to wear,
etc.

5. Discuss interviewer comments with stidents,

6. Type on a note card ;pétébhéliiéa' pointers or a set of DO's and DON'Ts
for the student to remenber on his/her actuat xntetvxew. The pointers

ever, should be worded positively.

Occupational specialist or quidance counselor to conduct the employabxlicy

skills courses and contact local companies; local company representative,
preferably a personnel officer,

|
B
O



EVALUATION:

buplication of application forms.
Transportation to offices for students.
Certificates of appreciation for participating compantes;

Aftér the interview, hold class discussions on the students' impressicn
of the interview; what went right and what wert wrong,

Design a checklist/evaluation for the interviever to complete for every
student interviewed and discuss interviewer comments with the students,
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OBJECTIVE:

DESCRIPTION:

PROCEDURE:

PERSONNEL:

BUDGET:

EVALUATION:

CRITIQUING INTERVIEWS

To train minority and disadvantaged students to responc appropriately to

interview guestions.

Simulate and record interviews for students to listen to and then critique.

By hearing both good and bad interviews, ﬁiﬁbfit? and disadvantaged students
would be helped to gain an understarding of appropriate responses to inter-

view questions and learn why some of those applicants are rejected:

1. Develop interview situations and scripts,

2. Record interviews.

3. Develop multiple choice tests or other appropriate evaluation materials.

i, fave the students listen fo Ehese recorded job intetviews for thé purpose
of critiquing them,

5. Have students determine the proper responses to the questions.

6. Explain why some answers are appropriate/inappropriate.

7. Have the students role-play interviews; exchanging roles between the

person being interviewed and the person conducting the interview:
Program ingtructor, occupational specialist, or guidance counselor to develop
scripts and evaluation materials.
1. Tape recorder.
2, Tapes.

appropriate résponse.
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TTLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURE

PERSONNEL:

EVALUATION:

INTERVIEWS WITH ROLE MODELS

To provide nontraditional ard disadvantaged students with an opportunity to

interact with role models in the work place.,

The adjustment of students to training programs which are nontraditional for
their sex or cultural group membership may be facilitated by an exposure to
interaction with nontraditionals in the work force. The peetings with non-

traditional workers could be a way of providing minority and disadvantaged

students with some understanding of the jobs available within a company, how
to adjust to traxnxng, and later to the work force xtself Intervxews would
be conducted with persons who are doing the type of work for which the stiident
is currently being trained, The stidents could then be asked to discuss their
experiences in a class meeting.

1. Have the occupational specialist or instructor identify contact persons in

tocal businesses. Explain the purpose of the program. Secure the neces-

sary permits.
2. Have students make appointments for the interview.

3. Schedule a class period i§ 5§§§§§?,§5§ types of questions that the stu-
dents would ask during the interview:

4, After the interviews, -tudents could discuss their experiences in class.
1. Frogram ingtructor or occupational specialist.
2. Conta:t persons of local businesses.

Have the students write a brief essay on what they learned from the activitys
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Introduction

The main purpose of follow-up is to determine whether the vo-

cational program offerings are meeting the needs of students and of

the employers. Placement alone does not give a sufficient measure

of success. Regular contact with disadvantaged students and women
who have been placed in nontraditiomal jobs can lead to identifica-
tion of role models, job leads, improvements needed in the vocational
program and may result in better job retention. Contact with em-
ployers regarding new-hire _performance leads to better job retention,
the identification of possible speakers; resource persons,; consultants,
etc. Overall; follow-up activities build a reservoir of good will for

the program. Follow-up also assures graduates that the school's in

ter2st in them does not end with their completion of their vocational

training but extends to seeing to it that they are well-placed.

In order to facilitate student follov-up, it would be helpful
tc have student information available in a central location. The
follow—up process itself should be carried out in a systemstic manner

using a student information records system: Procedures which would

aid i student follow-up include establishing a student information

records system and collection of data through follow-up surveys and
questionnaires.
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DESCRIPTION:

PROCFDURE:

SENIOR EXTT SURVEY

To gain infornation about the students' perceptions of the training thev

received and of their future plans;

to determine their future plans and to gain their perceptions of the
training they received and services provided by school persomnmel. The
purposes of this exit survey are similar to follow-np surveys done after
placement in a job or school for further training: The students would be
asked to rate the academic pirtion of tieir training as well as the vo-
cational training, The students could also be asked to rate other services
which they received; such as library ressurces, cateer planning and in-
formation, ccunseling, help in selecting courses; and planning and select-
ing further trairing. There could also be additional space provided for
tdentifying other heneficial services and suggestions for tmproving the
school. Analysis of thes. evaluations should be done separately for tra-
ditional and nontraditional students to determine whether the needs of
these groups are being met.

Prior to graduation, an exit survey is adninistered to graduating students

1. Organizé a cemaittes including the occupational specialist, a guidance
counselor; an instructor, and an adainistrator to develop the survey;

2. Prepare un exit survey,

3. Administer the exit survey.

4. Tabulate the survey responses:

5. Write a report based on the results of the survey responses.

6. Circulate the report to schoo' staff members.
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PERSONNEL:

EVALUATION:

A comittee composed of an occupational specialist, guidance counselor,
an instructor, and an administrator.

Student afde to tabulaté responses.

Staff time to prepare the survey instrumeat.
Secretarial assistance in typing the survey.
Duplicating services;

Student aide salary,

From results of survey, formulate recommendations for program or service
improvetent.
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TITLE:
OBJECTIVE:

DESCRIPTION:

PROCEDURE:

ERSONNEL:

STUDENT INF:  ATION RECORDS SYSTEY
To maintain records on progras completers to facilitate follow-up activities.

The occupational placement office could maintain follow-up, along with stu-
dent academic achievement; job placement, and job retention records. In

this way, all records are kept in one place which is centrally tocated and
provides easy ancess te information about program completers. Individual
£4les could be kept on all cotipleters and could éontain both academjc and
personal information, home and employment addresses and phone numbers; brief
job or occupational description, etc. These files could be used as a source
of #ailing addresses for sending the follow-up questistnaires and 4s 4 record

of those returning follow-up questionnaires;

. Establish and mafatain an information card file sjsten of program con-
pleters in each vocational progran.

2. Record personal, academic and placement Information om the cards,
3. Assign one person to maintain the file.

4. ASk prograp completers to keep you informed sbout any changes of address
or changes in employment data,

5. Use this file as an address file for the purpose of matting follow-up
quest fcnnaires.

6. Record receipt of follow-up questionnaires on the students' cards.

. Use the card file as a quick tally of how many copleters are placed
and vhere they are placed.

Occupatfonal placement personnel (it is probably Betfer for one, or at the
most, two, people to maintain these files);
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BUDGET:

1. 3" % 5" or 4" X 6" file cards.

2, File card boxes or files.



TITLE:

OBJECTIVE:

DESCRIPTION:

PROCEDURE:

COLLECTION OF DATA THROUGH FOLLON-UP QUESTioNNATRES/SURVEYS

T deternine if couplétérs who are currently emploged are holding jobs.
that are related to the vocational education which they received; or if
they are furthering their education.

Surveys/questfonnaires are sent to students who have graduated and who
have been placed in jobs or chosen to further their education: The in-
tent of the Survey is to deteraine if students who are currently employed
are holding jobs which are related to the vocational education which they
received, or if they are in advanced training programs. It is also in-
tended to determine if the training the students received 15 relevant to
the job they are in or to the training they are currently receiving, The
results of the survey are used to evaluate some aspects of the training
programs and also in developing specific recommendations Lo fmprove cer-
tain areas. The State of Florida also uges follow-up data for tt- idemti-
fication of any patterns indicating proble sreas that require corrective
action,
1. Design survey/questionnaire to elicit information needed. Include
ttems which would allow an analysis of work/eareer trends of women
and disadvantaged completers.

2. Mail the survey/questionnaire to all students who have completed
vocational edication programs.

3. Follow-up non-respondents;
k. Tabulate the results of the responses to the surveys/questionnaires.
5. Analyze the responses received.

6. Prepare & report based on the resuit of the responses to the question-
naires and circulate to program planners and decision-makers.
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PERSONNFL

BUDGET:

EVALUATION:

X cormitcee ccmpcsad of an occupatlonal specxalist a program {structol;
and an adm1n1strator of vocational education prograc to determine overai‘

Consultant for instrumentation.

Clerk-typtst.

Student aide to tabulate responses.

Secretarial assistance to type thé questiomnalre, repects, etc
Costs of materials and printing of the survey/questionnaire:

of results.

’ostage for mailing the giestichnaire and rétuin postage for the taturn
of the questionnaire.

Analysis of the data and preparation of a report of the results~
computer time; if volume warrants;

Printing of the report:

Feed back results of survey Lo programs, departments concerned.

Determine response rate.



ﬁﬁiﬁCTIﬁé:

DESCREPTION:

PROCEDURE :

PERSONNEL:

UDGET:

'VALUATION:

SUPPORTIVE COUNSFLING AFTZR PLLCE\ENT ON THE JOB
To provide sarportive counseling to completers after they have been rlaced
to ald in any on-the-job problems;

Sipportive counsel{ng after placenent vould help vomen and ddsadvantaged

students to remain in their jobs and becone stable eaployees: Problems
which night be addressed could include the atiitude toward work, the

type of assistance that would help thes in making the transicisn from
school to work, on-the=job problezs such as supervisor-esployes rélatisns,
etc. A problem may he referred to the counselor by efther the employee
ot the énployer.

1. After placement, maintain contact with former vomen; ninority, and
disadvantaged stulents to assist them in remaining on the job.

2. Establish and maintain contact with employers of women, minority,
and disadvantaged former students. Explain the nature and objectives
of the supportive counseling service offerad by the schiosl, This
procedure is important, for unless emplovers recognize the value of
the service, comseling after placement may be looked upon as inter-
ference;

3. Inform students about the availability of the supportive counseling

service;
kcupational specialist and/ot guidance counselor to provide service.
1. Travel for visiting former students and their enployers.
2. Salarfes/homoraria for counselors.
Determine low maniy of the forner students vho have used the service have
been h:lped. This can be done through evaluation questioniaites and
follow-up interviews with former students and their supervisors.
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