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PREFACE

WorkThe
California State Department of Education published the

Work Experience Education Instructional Guide in 1981. In-
service workshops were surmequently presented for work experi-
ence education coordinators to learn how the guides could be
used for related instruction.

This publication, listAmtElteEtletwat1221EattkestAmal
Guide, Teacheem_Manual, was developed by the same team that pro-
duced the guide. Those representing the California Wbrk Ex-
perience Education Association in the production of this publi-
cation were Bill Mathiasen, Allen Wattage and Romer Sweeney.
Those representing the StateDepartment of Education were John
Iskra, Bernard Norton, and Nona Verloo. Special thanks are due
to Special Education Resource Network representatives Pat Dougan,
Steve Johnson, and Annette Ostertag for production and word
processing services.

The manual gives examples on how to use the instructional
guide for work experience education-related instruction. In-
service programs will once again be conducted to assist work
experience education coordinators in combining the different
activities in the guide to meet individual student needs.
This teacher's manual and the guide are valuable tools for
career, guidance.

In addition to the regular program, high school work ex-
perience education-related instruction is available to
students in special education classes, alternative and con-
tinuation schOols, and juvenile court schools. The manual
is the, result of a cooperative effort to meet the needs of
all students.

XAVIER DEL BUONO JAMES ALLISON
Deputy Superintendent Director,
Specialized Programs Branch Vocational Education Division

ti iv
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On this page are listed the number, title, and page number for each activity
presented in the Work Experience education Instructional Guide. The user of The
Manual will find this list useful in referring to the abide.
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51
52

53
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How to Leave a Job
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61
62
63
71

72
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Interview 142 81 Programs for the Unemployed 271
28 The Ten Most Often Asked 02 Social Security 276

Interview Questions 147 83 Workers' Compensation 287
29 The Results 157 84 Safety and Health 290
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31 Planning to Find a Job 167 86 Opening a Chadking Account 301
32 After the Interview-Now What? 172 87 Opening a Savings Account 304
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91 The W4 321
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INTRODUCTION

To teach employability is the major goal of the mock experience education

process. This process has been designed to ensure that each, student in the

work experience education program will have the opportunity to accomplish

the goad of employability.

The purpose of the work experience education process is:

- to identify the employability needs of students

- to identify appropriate student activities

- to record progress maae by the students

The cEaettibrkExrienlducanInstruconalGuide contains 72

activities for use by teacher/coordinators. These activities are used:

to identify the employability needs of the students

to assist in providing appropriate related instruction

- to provide procedures to record the progress students are making

towards accomplishing the goal of employability

to identify additional eiployibility needs as students progress

on their jobs
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TH8 PLAN or MINIM PROCESS

The work especienoe education plan of training process can perhaps be more

easily explained if broken down into the following sections:

- The Initial Input

- Identification of Related Instruction Activities

- On-the-Job Learning Sxperiences

- Related Class Activities

- Evaluation and Continuous InpUt

The Initial Input

The teacher coordinators must first determine the sectoyeibility needs of

their students. This is the purpose of the initial input. These savloyebility

needs can be identified by using the following activities from the Instructional

Guide:

- Activity 02 aglow Survey

- Activity 09 Student Profile

- Activity 01 Student Survey
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tiromer surosx -- It is strongly recommended that the Imployer Survey be

givegAegularly each spring, prior to the fall semester, to at least 25% of the

employers in the program. This allows employers to express their opinions

regarding the employability needs of youth based on their years of experience.

The results of the survey provide teacher coordinators not only with a

continuous update of those employability needs of youth that employers view as

being most important but also with those employability concepts that will form

the foundation of the program.

Student Profile - This activity is given to the students at the time they

enter the program. It provides the teacher coordinators with personal and

school information about their students as well as their current thoughts about

the future.
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Student Survey -- This survey is given to all the students shortly after

they have entered the program. The results provide the teacher coordinator with

the students' opinions of their employability needs.

The information from the Employer Survey, Student Profile, Student Survey,

and the conclusions readied by the teacher coordinators are recorded on the

Individual Student Plan and Record, Activity #7, as shown on the previous page.

Identification of Related Instruction Activities

The Individual Student Plan and Record is a form used by each of the

students in the program to record their needs, activities, and accomplishments.

By totaling the needs of all the students in the program, combining this

information with the results of the other input activities, most of the related

activities needed to meet these needs can be easily identified.

Student's 1016 Group & Individual

Record \RI Class .Nk

Identification of Activities

The other related activities are identified by comparing the information

on the Individual Student Plan and Record form with the Work Experience

Education Matrix. This matrix identifies the objectives anC employability

concepts for each activity in the Instructional Guide. These additional

activities are identified by sliding the form across the Work Experience

Education matrix, as illustrated on the top of the next page. These activities

on the matrix showing frequent matches (X's) with the Individual Student Plan

and Record form are also included in the related instruction portion of the work

experience education process.
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On-the-Job Learning Experience

Supervision/service calls are essential in the work experience education

process. Some guidelines, suggestions, and ideas to make survision/services

calls effective are included in the following sections of the appendix:

Supervisiom/Service Calls

- Questions for Employers

- On-the-Job Learning Activities

Student's Plan

Word
Grow & Individual

wt Class

Identification of

T.\

ivity
Matrix

1101100

telmarillob

earning Experience

=,10.10 11011.E... OIMMINO.M1111. 111.1.

Estissam

13
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In addition, two activities from the Instructional Guide have been

developed specifically to help teacher coordinators organize their calls:

- Activity #6 - On-tbe-Job Learning Activities

- Activity #5 - Supervision/Service Calls

148toosse SI

90!R. b tssenista 41grI1iste

eon* 1MO 00 =/ 04 0/
worms M. 0.,, Ow Ammo e pre10.

eV* We 400 1=100 Immo./
am mule a/WM. OP. Oft 1011

1.0004M0.000M.0.0014,040M0s04000,000..

0.

f.

.

1. Ust SW sysms 0slo _,,r . 00 00~i
en.

M.

2. LSO Isle new $r o00.4010 ler 01001 tAll 100
We WOW Se was M y o moor wwallien.

NO 14,..

low MM 41, 0 g

=1411° 4011~..NOIONIO

0. . W. AO& "M.
0 PPIMMUPP MP POPP 0.1. AL 40 O. Pk. w O

.4. ff. I'S V.. OM Oa.. Wm..
11 age

a-. 0MM.. 0
*gr. AV OM .411 . of 1.0.11.11

ekail. A.M.,

0100 IF

Ilawolonf Vow

1111201.11ALESCIALWC9B.2.

1.000 110000.104

194 0,0sesas
Paws, $ 1

00

91.
410 20 Sr 000
Illssessol Mao*

Oho sp Asithesbe ... Illob4 ON.
.--......

--.
I $ As t
I $ 9
s 2 2 2

I It 2 _ .

tdoluants
Or 11 -qr.*IN *pa04 ,11

&weft...* Menem..s.

V./ ...We...*
/...W

Learning Activities The purpose of this activity is to assist

teacher coordinators in identifying the on-the-job activities of their students.

During the supervision/service calls the employers are asked to do the

following:

- Either describe or verify the students' most important job duties. See

the appendix, On-the-Job Learning Activities, for more specific ideas.

- Identify those current job duties in which the students need to show

some improvement.

- Identify those job duties the students need to learn in order to earn a

raise or get a promotion.

14
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Later in the semester the employers will evaluate the progress made by the

atm/lents in areas identified earlier as needing improvement.

Supervision/Service Calls The purpose of this activity is to record

information about the supervision/service calls that include the following:

- Information about the employer

- Purpose of each employer contact. See Appendix D, Supervision/Service

Calls, for complete directions.

- Record those additional on-the-job learning activities that have been

identified as needing improvement during the instructional process. They are

usually the result of employer evaluations, weekly time reports, and related

instruction activities.

Just like those activities identified in Activity #6, the employer will

evaluate the student progress towards improvement later in the semester.

Related Class Activities

Matrix /Learning Experience

The purpose of the related class session is to assist the students in

achieving their goal of employability. In order to help students achieve their

goal and to make the classes meaningful, the following guidelines are strongly

suggested:

15



9

- Student and employer input provides the foundation for the related class

activities.

Students are assigned a regular meeting time each week for the class.

- Class topics and goals are planned for the semester with

the flexibility to change to meet both needs of the class and/or individual

students.

- The work experience education goals the class will focus on should be

clustered together; i.e., do not discuss keeping a job one week, then economics

the next. Instead, follow the same goal for a few weeks; for example, plan a

series on keeping a job, then a group on getting a job.

- Activities need follow-up to be effective. Just having the students

answer the questions on an activity for class credit will not help them under-

stand the world of rgork. Examples need to be brought into the discussion;

employability concepts emphasized. See Appendix C, Employability Concepts.

- Teacher coordinators need to be knowledgeable about the

curriculum. They should:

1. Know all the activities in the Instructional Guide. See list in

appendixes.

2. Continually search for other resources to be used in the class.

3. Ask questions of employers. See cover page of each activity in the

Instructional Guide for suggestions.

4. Continually read articles in -iewspapers and magazines on the

employment cycle.

Evaluation and Continuous Input

The unique part of the work experience education plan of training process

is the fact that as student employability needs change, they can be accommodated

during the program. The teacher coordinators must be alert to make changes.

16
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These changes con be identified from a number of sources such as the following:

- Conversations with the students

- Feedback from related class sessions

- Results of Activity #3 -- Student Self-Evaluation

- Results of Activity #4 -- Moyer Evaluation

- Results of Activity #5 -- Supervision/Service Calls

- Results of Activity #6 On-the-adb Learning Activities

- Comments from Activity #8 WeeklyWhge and Hour Report

- Comments from supervision/service calls

- Comments made by teachers

COORDINAIrit

Student's Plan & Individual

Record in Class

INV Identification of t

ivity
ttCrg/4.6

Matrix lag Experience

17
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THE RELATED INSTRUCTION CLASS

STUDENT

COORDINATOR

INPUT

DINT =PP Al/LIE 13

The employdbility needs

of the work experience

education students are

identified from the input

of three sources:

- the employers

- the students

- the teacher

coordinator

Employer's Initial Input

The Employer's initial Input Survey, Activity #2, is the

form used to obtain the initial input from the employers. This survey is

completed prior to the start of the school year, usually in the spring, by

a representative sample of employers. This initial input provides the

teacher coordinators with those employability needs that employers feel are

most important for students to be successful in the world of work.

The individual employer's survey, when completed, appears as

follows:
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When all of the maployer surveys have been tallied by the

teacher coordinators, the results would look like the example

shown below. The letters next to the employability concept

statements with the greatest number of "very important"

ciicleu on the tally sheet.
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The circled letters correspond to the

letters next to the developmental linkages

found on Activity #7, the Individual Student

Plan and Becord.

NOTE: The employer survey can also be used as an
important public relations tool. Per example, the

results of the survey should be sent to all

employers in the late summer visit prior to the

start of the fall semester. A thank-you letter

should be included with the results along with the
statement that the most important employability
concepts would be eachasixed in the upcoming
program. It could easily lead to additional job
placements.
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There are three sections of

TIM COPY AYMIA1141
1

the form

show on the previous page that teacher coordi-

nators Use to record their initial input.

The Developmental Linkages section

contains a liv; of employability concepts that can

be used to identify student needs by morking an

"X" in the column headed coordinator.

The Input Activities section includes

the input activities listed by numiler. The di-

agonal line indicates that the activity has been

given to the class. The teacher coordinators can

further document the completion of the activity by

placing the date below the activity invinet.

MO.

Input Activitieslira= II 8 Ur
11111111111111ME111111111111

111111111111111111111111111

6

The Major Amxmgalabments ItstAan.44 used

by teacher coordinators to identify those major

accomplishments that have been identified as es-

sential for the class to achieve.

19
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The Student Plan and Record form for the class is illustrated on the

top of the next page. This form now illustrates the employability needs of

the students in the class based on initial input from the employers, the

students, and the teacher coordinators. This form will now be used to

identify related class activities.
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responses recorded op the class total Student Plan and Record which

appears on the previous page. The activities within the Economic Awareness

goal area received the highest number of responses which seems to indicate

a sense of high priority from the students. This cluster of activities

should be covered in the early part of the semester.

CLASS ACTrVITIES BY WI=

Week Activity k Title

Spring #2 EMployer Survey

Registration #9 Student' Profile

1. #8 Int:reduction/Organization
Student's Weekly Report

2. Cemplete necessary paper work
Goals of Work Experience Education

3. #1 Student Survey

4. #94 Checking Your Paycheck

5. #98 Your Pnycheck or Where Did All My Money Go?
#93 The 1040A

6. #88 The Budget

7. #21 Personal Oates Sheet

8. #31 Planning to Find a Job

9. #72 A Promotion
#71 A- Raise

18. #75 The Work Skills Expected on the Job

11. #61 The Letter of Recommendation

12. #24 The Job Application

13. #11 The Job Outlook

14. #48 Late Again
#44 "I Get Myself Fired!"
#45 "A Stupid Detail"

15. Final Rumination/Conferences

31
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26

Using the Student Plan and Record fame as a guide, cluster the

activities identified into their proper work experience education goal

area.

How to Keep a Job Activities #40, 144, and #45

Haw to Leave a Jab #61, 471, 072, and 475

How to Get a Jab #21, 024, and #31

Career Development #11

IL-manic Awareness 488, 490, #93, and *94

Review the activities from the Instructional Cade that have been

selected to meet the student's employability needs. Some of the activities

in the Instructional Guide may be most apprOpriate while others may not be

suited for the class. Consider other resources such as speakers, audio-

visuals, and other written materials on the same topics that can be effec-

tive for students and also add variety to the classes.

NOTE: Selecting appropriate activities based
on input from emplayers, students, and teacher

coordinators is one essential element of

a successful related instruction program.
Another essential element is the knowledge the
teacher coordinators have of the activitied,

goals, and employability concepts of work
experience education . which are explained in

detail in the appendixes.
Mb.

Class Activities for the Semester

-the-Job

Learning Experience

32
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The Individual Student Record

The purpose of the work experience education process is to prepare

each student to perform successfully in the world of work (to teach

employability). The foundation of a work experience education program is

determined by input from employers, students, and teacher coor4inators as

described in the previous section. The following shows how the individual

employability needs for one student (Pat Smith) are both met and recorded

within the instructional process.

Initial Input

The work experience education instructional process usually begins in

the spring of the year prior to the fall semester. Activity 02, Moyer

pages 13 and 14

Survey, is used to survey approximately 25% of

the empaoyers in order to identify the most

important employability needs of youth.

Results of the survey are shown below and on

The employability needs are then recorded on the

Individual Student Plan and Record.
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It is estreemq.y important in the work experience adagetion promos

that beadier coordinators low the strengths and weskneasee of their

students. Activity 09, Student Profile, provides the teacher 000rdinators

with personal, career, and adhool infonsation about their students. Pat

Smith is an exempla of one student Whose progress will be followed through

the instructional process. Pat's Student Profile is Odom below:
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Teacher coordinators obtain additional information about the

employability needs of their students from the results of Activity #1,

Student Profile. Students use their ownsmite 4

- COMM

Individual Student Plan and Record, Activity

#7, to record their remponses to the survey.

Pat's responses to the survey are shown in the

example. Pat's form also includes input from

Bmployer's Survey. Se sure to include the X's in the employer's

column of the master copy of the Individual Student Plan and Record.

mployer's input will then appear on each Individual Student Plan and

Record when it is duplicated for student use.
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The teacher coordinator then enters additional information on Pat's

Individual Student Plan and Record.

This information can cane from

a number of different

sources--Activity 119, Student

Profile, the interview with

Pat, employer input, and/or

school staff comments. The

coordinator's column on Pat's Individual Student Plan and

Record is used to record this information. Pat's goals for

the work experience education process are recorded in the

Major Accomplishments section of the plan. Pat's updated

Individual Student Plan and Record is shown below:
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The related instruction activities identified for Pat and other

melbers of the class through use of the work experience education

instructional process is listed below:

CLASS ACTIV1118$ IT Well

meet Activity f This

Wimp 12 twellAysv Server
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1. ilmtvornoctiemitriemisetiao
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2. 81 Stedeet Survey

4. 894 Cleektos Vow fayttecit
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ft, Ito 1040A

6. MO The Oodpec

7, 811 Poweeeel Data Sheet
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15. /teal CommissetiataCeofersocee

Group Individual
it Class
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Supervision/service calls are essential for the continual input from

employers to identify student employability needs that can be addressed by

the teacher coordinator in the related instruction class.

supervision/Service Calls, Activity #5, and On.the-Job Learning Activities,

Activity 16, are designed to help teadher coordinators accomplish this

purpose. Activity #5 is also used to describe employer visits. the

appendix on Supervision Service ells provides the teacher coordinators

with a complete description of employer visits. Mor example, in the

initial visit to Pat's employer, it was discovered that Pat was having

difficulty with customer relations'(P), initiative (R), productivity (EICI),

40
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and overall attitude. The letters in parentheses are employability codes

that can be placed an Pat's Individual Student Plan and Record.
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answers on Activity #47 and

discussing than with Pat, job

progress may be evident at the

time of the

supervisicn/service call.
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next

By comparing Pat's

employability codes with the

Work Experience Education

Matrix, "Just Doing My Jab,

Activity #47 was identified as

an appropriate activity for

Pat.
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On-the-Jab Learning Activities

Activity 06, On-the-Job Learning Activities, is designed to do the

following:

-Identify the student's most important duties.

-List those activities in which the students need to show improvement.

-- Identify those activities the students need to learn in order to

qualify for a raise or a promotion.

Ideas and suggestions on how to properly use this activity are

discussed throughout the appendix. Pat's activity is illustrated on this

page. The letters in the lower left part of the form represent the codes

for the employability concepts Pat needs to either learn or show

improvement in.
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These codes can then be placed on Pat's Individual Student Plan and

Record foam. This form can then be matched against the hbrk Experience

Education Matrix in the same manner as described on pages 21 to 27 if

the teacher coordinator feels that Pet should either have additional or

different related activities.

The employer contact is then recorded on Activity #5 as illustrated.

Pat was also informed of the employer contact on the same day by the

teacher coordinator.

Content

Data of Call

f___Flose of Call:

Date of Call

P

phone letter

TAW11.4fr
phone ell or

37

On- the -job activities can be related directly to class activities with

the assistance of Activity #5 and Activity 16. Activity #3, Student Evalua-

tion, on the contrary, is an example of a related class activity that can be

followed up by the employer. Pet's Self-Evaluation, illustrated on the top

of the next page, indicates that improvement is needed in writing messages,

using initiative, and working with other employees and customers. The teacher

coordinator could list one or all of these items on Activity #5 so that the

employer could evaluate student progress in these areas at a later date.

Since Pat already had a number of on-the-lob improvements, these additional

ones were not added to the list.

'
Ost Learning Activities Evaluation

.

Dote

I 2 3 4 5

i 2 3 4

4

5

S

,

I 2 3

1 I 2 3 4 5
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Employer feedback can also came from the Employer Evaluation,

Activity #4, and Activity #8, Student's Weekly Report. The results of

these activities can also be used as part of related instruction.

3.1SAJIAVA Ii41103 11131 45
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Student evaluation

Toward the end of the

semester/ Pat's on- the -job

learning activities are

evaluated as illustrated on

Activity #5 and Activity #6.

Employers also suggest new

learning activities for the

next semester.
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Pat Smith's Individual Student Plan and Record form dhows the progress

Pat has accomplished during the semester. All the activities that Pat

accomplished as part of the class have been included on the class Corm and

do not appear on this form.
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The above Individual Student Plan and Record
indicates Pat's performance during the past
semester. The results of supervision/service
calls indicate that Pat's next semester
related instruction and on-the-job activities
should emphasize improvement in the following
areas;

(D) Related education and training
(0) Getting along with others
(P) Employee-customer relations
(R) Initiative

(AA) Oral communications
(BB) Written commmnications
(OZ) Fbllowing directions
(DO) Productivity
(EE) Job related skills
(FF) Rules and regulations
(JJ) Planning
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A

GALS OF
WORK EXPERIENCE EDUCATION

The goals of the work experience education program are
provided to give teacher coordinators a common direction for
their programs on a statewide basis. Objectives are included
within this outline for the following goal areas:

The Suplopaent Cycle - How to Keep a Job
- How to Leave a Job
- How to Gat a Job

Cateet Development - Self-Knowledge
- Career Preparation
- Career Decision-making

Economic Awareness
Related activity numbers from the Instructional Guide are

recommended for just about every objective. Teacher coordinators
are also encouraged to use other resources available to them in
the related class to help students achieve their objectives.
Although some objectives can be met solely with the class
activity, most objectives can only be achieved by combining the
related class with the following types of activities:

- On-the-Job
- In the Community
- In the Career Center

Each objective can be evaluated by either the employer or
the teacher coordinator.

Student major accomplishments are the best source of
evaluation. These accomplishments are:

-. making progress on their current job
- getting either a raise or promotion
- obtaining a good letter of recommendation

leaving a job properly
- getting a now job
- setting up a personal file
- making a decision about future school/job/training
- setting up checking and/or savings account

48 - completing their own income tax return
- obtaining credit

ACTIVITIES EVALUATIONS

a
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I

X

X
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GOAL: The Employment Cycle - Now to Keep a Job

Keeping a job also means advancinvon the job; learning how to
get ahead, a promotion, and a raise. It is the starting point of

the employment cycle. Keeping a job leads to a better job, and

career and econcasic opportunities.

ACTIVITIES

5

CG

EVALUATIONS

OBJECTIVES Employers expect their empaoyees that have had a
chance to adjust on their job bp:

- be on time for work.

- complete their assigned duties on time.

- cooperate with and assist other employees.

- treat even the mast difficult customer with courtesy.

- use appropriate language for the job.

- write in a manner that can be read and understood.

follow directions.

- perform job - related skills with increasing accuracy and speed.

follow rules and regulation including those of dress and
appearance.

- begin and complete assignments without direction and
supervision.
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ACTIVITIES EVALUATIONS

The students will alSo:

- improve and progress on their jobs in those areas that
employers indicate need improvement.

recognize what is needed to get a promotion.

recognize that is needed to get a raise.

- recognize why it is important to be both loyal and honest with
employers.

- recognize how employees are protected on their jobs.

52
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GOAL: EMployment Cycle - Hew to Leave a Jab

Being able to use the experience gained on one job to move to a
another job is a major goal of the work experience education
program. In order to accomplish this goal successfully, the
following objectives have been established so that students will
learn how to leave a job.

ACTIVITIES

Aft

4J

4J
U
cc

EVALUA1IONS

ti

z

OBJECTIVES The students will be able to:

- determine how long to stay on an entry-level job before
considering moving on to the next job.

- assess themselves on-the-job to determine those attitudes,
skills and knowledge that need to be improved upon in order to
obtain a good letter of recommendation and/or promotion.

- write a draft copy of a letter of recommendation about
themselves incorporating the most important attitudes, skills
and knowledge they have learned on the job.

- obtain letters of recommendation from appropriate persons at
their place of work.

- inform their employers, using proper procedures, of their
Intent to leave their job.

- write a draft copy of a letter of resignation that could be
used if they choose to leave their job.

recognize how to minimize the effects of being fired from
-.heir jobs.
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GOAL: The Employment Cycle - How to Get a Job
ACTIVITIES EVALUATIONS

since students in the work experience education program are

employed, the focus of this goal is to teach students how to get

their next job. The job could be a full-time position following

graduation, a part-time job wWle attending a post-secondary

school, or another part-time job in high school.

OBJECTIVE the students will be able to:

- obtain and organize information about themselves, their
experiences, education, references, and recommendations that
is necessary when applying for a job.

- identify potential places of employment by using various
community resources.

- plan an organized approach to contact potential employers.

- investigate industries/businesses/jobs before deciding to
either apply or accept a position.

make the initial contact with potential employers.

complete a job application form properly.

prepare a resume suitable for the jobs that they are applying
for.

- participate successfully in the entire interview process from
the preparation phase to the follow-up.
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GOAL: Career Development - Self - Knowledge
ACTIVITIES EVALUATIONS

One learns from experiences at work. Students in the work
experience education program use this knowledge they have learned
about themselves when considering future occupations, training,
and/or schooling.

OBJECTIVES The students will be able to:

determine their employability needs.

assess their progress in the world of work.

determine how they adjust to different work situations.

evaluate the type of work activities that appeals to them.

- judge the practicality of owning their own business in thefuture.

- organize information about themselves so that they can
properly complete various employment forms.

- relate information about themselves to prospective employers.

- develop a plan of action to learn more about themselves.

- compare their values to those values required in occupationsof their interest.

- determine those work areas in whicu they are most interested.

- discover their strongest aptitudes.
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GOAL: Career Development - Career Preparation
ACTIVITIES

Many students in the work experience education program change
jobs and industries frequently as they learn about the world. of
work. Setting goals, making good use of their experiences on the
job, and making valid job changes are all part of career
preparation.

OBJECTIVES The students will be able to:

recognize their employability needs.

- assess the job outlook for occupations and industries of
interest.

- judge the practicality of owning their own business in
the future.

explore occupations and industries of interest.

use the proper interview process for their areas of interest.

identify their own financial goals.

- employ their own attitudes, habits, and skills to get ahead in
the world of work.
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Students in the work experience education program learn to use

information about themselves, their experiences on the job, and

their potential options in the world of work before making
decisions that will affect their careers in the future.

OBJECTIVES In order to make valid decisions about future

occupational choices, students will be able to:

detenmine the most appropriate time to leave their current

job.

- compare occupational opportunities between various jobs and

inJustries.

- assess the type of work activities that they enjoy the most.

- determine the type of information to be included in a letter

of recommendation to enhance their chances of getting a desired

Job.

- use a decision-making process to make occupational decisions.

6 2

ACTIVITIES EVALUATIONS
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GOAL: Economic Paare.ness
ACTIVITIES EVALUATIONS

In the work experience education program the students learn how
much they really earn on their jobs, how they pay taxes, and how
to handle their money.

cc0
CC
LaJ
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OBJECTIVES The students will be able to:

Check the accuracy of their paychecks.

plan how to use their money.

complete federal income tax forms.

check their W-2 forms for accuracy.

complete a W-4 form and recognize how it affects their
paychecks.

on a savings account,

open a checking account.

apply for credit.

recognize how employees are protected from sickness andinjury.

- determine if they are eligible for unemployment insurance.

- identify those fringe benefits that they are currentlyreceiving.
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Developmental linkages are employability concepts that are the core of

the work experience education instructional process. They are often

referred to as employability concepts. Regardless of what they might be

called, they are a most important aspect of the instructional process.

Teacher coordinators new to be as fmniliar with these conoapts as they

would be of any course content they would be teaching. They are the link

between the employability needs of the students and those related

instruction activities identified to meet these needs. These concepts are

developmental. This means that they need to be reinforced throughout the

instructional process. This is one major reason why teacher coordinators

need to be so familiar with them.

The employability concepts are listed on the title page of each

activity in the column headed Developmental Linkages. For example,

Activity #47, "Just Doing My Job", is designed to cover profit and loss

(G) , motivation/ambition (L), initiative (R), and productivity (DD) . These

concepts need to be covered because this activity was selected for use in

the class to meet these employability needs of the students.
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The answers to the questions on page 2 of this activity will vary

among students. The teacher coordinator uses a follow-up discussion with

the class to allow students to bring out the concepts of the activity:

Roy should be recognized for his very high productivity.

Employers like employees such as Noy because they increase the

chances of making a greater profit. Profits usually mean more jobs.

Financial losses, on the other hand, mean loss of jobs.

- Roy showed a lot of initiative because he really wanted to keep his

job.

- Roy's motivation to do a good job might lead to a raise or a

promotion. Will the motivation of other employees be considered?

- Roy is giving an honest day's work for his pay. His doing so

could easily lead to a good letter of recommendation to help him get a

better job in the future.

Four important points need to be emphasized about re-

lated instruction activities.

1. The purpose of doing activities like "Just Doing My

Job" is not to have students turn in written assignments for

credit but to illustrate to students how they can get ahead on

their job and in the world of work.

2. Each activity needs to be followed up. If the activi-

ty is done individually, then a short discussion with the

student should be part of the activity. It is recommended that

group discussions be part of the activity whenever possible.

3. Each employability concept needs to be reinforced as

often as possible.

4. Employability concepts marked with an X on the title

page need to be covered as part of the activity. Other con-

cepts can be discussed in addition if the occasion arises.

Including honesty as part of Activity #47 is an example of

this.

A description of all the employability concepts are contained on the

following pages. in addition, some ideas and suggestions about each concept

are included to assist the teacher coordinator.

6S



DEVELOPMENTAL LINKAGES

Concept Description

A.

Occupational
Information

The duties, tasks, physical demands, and
working conditions of a job
Information obtained from printed material,
audiovisual materials, and/or personal
contacts

3. The outlook regarding what type of jobs will
Occupational be available in the future through prvate
Opportunitie$ industry, government agencies, unions,

and the military

Full- or part-time jobs, career centers,
labor market information, personal
contacts, magazines, and newspaper
articles

C.

LAWS

D.

Related
Education and
Training

Related
Experience

F.

Industry

69

Federal and state regulations pertaining to
minors, discrimination, wages, hours, work
conditions, and sex harassment on the job

Those school courses, programs, and training
necessary for a particular job; i.e.,
training to be an engineer or auto mechanic

Those types of work experiences and other
community experiences necessary for a
particular occupation; i.e., managerial or
medical occupations

Knowledge of business/jobs related to the
same economic concepts; i.e., knowing how to
run to a store as opposed to a skill of
operating a cash register; understanding how
all jobs support the production of goods or
rendering of services in a busink.s;
knowledge of other business in the same
economic fields

Ideas/Suggestions

Information about occupations is necessary to help
one make future occupational decisions.

Information about jobs in the future should be
considered before a person decides on a training
program or school major.

Knowledge about laws can help one in applying for
a new job and keeping a job.

Having an occupational goal in mind is important

when making decisions about schools, training,

and so forth.

Having an occupational goal in mind will help one
decide on part-time jobs and voluntary efforts in

the community.

Knowledge of an industry is essential to progress
on the job. The writer becomes an editor. The
clerk becomes the store manager.
The carpenter opens a contracting company.
The police officer becomes the Chief.
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The purpose of going into business; making a
profit
Those factors that make it possible for
business to be profitable and those that
cause businesses to lose money.

Those regulations designed to protect
employees from unnecessary hazards on the
job; noise, fumes, stress, faulty air
conditioning, and so forth

Ideas/Suggestions

Figuring the difference between gross pay and
net pay and knowledge that pay scales vary
between industries, occupotions,and businesses

Those elements of employment that vary among
businesses and industries; health plans,
promotion policies, flex-time schedules,
sick leave, and so forth

Satisfying the needs and concerns of the
customers

Demonstrating that one wants to learn,
improve, accept challenges on the jab,
volunteer for new assignments

Businesses that make profits usually hire people.
Those that lose money have to let employees go.Doing what one can do to help a business can help
a person keep a job.

A person that has a good attendance record at work
is a healthy person. A good record helps anemployee keep a job as well as get a better job.
Businesses that have good safety and healthrecords usually stay in business, assuring
employees that they can keep their jobs.

Amount of wages usually paid for an occupation orin an industry should be taken into consideration
in determining career plans.

Many occupational decisions are based primarily onhourly pay or salary. Benefits such as healthplans are worth a lot of money.
Vacations and sick pay can also be included asa money item to consider.

Treating customers like you would like to betreated as a customer can only help the businessand secure jobs.

Employees that are motivated and are ambitious arethe ones that usually get the promotions, raises,and better jobs in the future.

Concept

DEVELOPMENTAL LINKAGES

Description

Profit vs.
Loss

ealth and
Safety

I.

Pay/Wages

J.

Employer.fs

Rights/
Benefits

K.

Consumer

Consideration

L.

Motivation/
Ambition
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DEVELOPMENTAL LINKAGES

Concept

M.

Being
Responsible

N.

Reliable/
Dependable

O.

Getting Along
with Others

P.

Employee/
Customer
Relations

Q.
Loyalty/
Honesty

Description

An attitude that one has to get job
assignments completed on time without
constant reminding and supervision

One that gets to work on time always gets
the work done properly and on time, and
is very seldom if ever absent from work

One that cooperates with fellow employees and
supervisors for the good of the business

One that has the composure to treat all
customers with respect and courtesy;
understands that customers are necessary for
continued business

One that is faithful to the business;
trustworthy to the boss

73

Ideas/Suggestions

Are you a responsible employee? How do you Know?
Does your employer feel comfortable when you are
given an assignment? Do you always have to be
reminded to get your work done? How these
questions are answered will determine if you keep
a job or get a raise.

Does the employee that is constantly late get a
raise? Or does the employee get fired? Does the
employee that makes excuses for everything get
promoted? Are you closer to getting fired or
getting a raise?

Do you get along with others at work?
Do you follow your boss's suggestions?
Do you complain about your assignments?
Do you blame others for your mistakes?
The answers to these questions could determine
your future with the company.

Who is the real boss? If
"customer," then you know why
important.

Without customers you could easily

you answered,
they are so

lose your job.

How do you steal time from your business?
Have you ever heard someone "bad mouth" his/her
company? What did you think?
Can it have an effect on keeping a job?
One that is not honest with or loyal to an
employer will have a much more difficult
time getting another job. Why?
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DEVELOPMENTAL tiNKAGES

Concept

R.

Initiative

Competitive

T.

Job

Satisfaction

U.

Life-Style

V.
Confidence

W.

Aptitudes

Description

One that starts and completes a task properly
without direction because it needed to be
done

One that makes every effort to be the best,
to get ahead, to be successful

Understands that if one business does not
satisfy a customer another business will

One that feels good about the job; has a

sense of pride
When having a job means more than just the
money

Realizing that the type of occupation one
selects will dictate the type of family,
leisure, and social activities in which one
can participate

One that believes a job can be accomplished
One that continually demonstrates the
knowledge and skills to get the job done

The ease of learning to do something
An Ability to learn
Different aptitudes that are necessary for
various jobs

ideas/Suggestions

Do you stand around a lot on your job?
If you do, don't expect a raise or promotion.
Do you believe there is always something to do on
the job? You should, if you are going to get ahead
on this job or your next one.

Who are your major competitors?
If you don't get the next promotion, who will?
Why?

Is your current job worthwhile? Why?
How could it be better?
Do you know the type of job that will make youhappy? How do you know?
Is your decision based on fact?

Have you decided on your future occupation?
Are you considering any plans?
Should you consider other elements besides the
job? i.e., Where would you live?
Would you have to travel? Wbuld you have enough
time for your favorite leisure activities?

What is confidence? Is it important?
How can one gain confidence?
Is confidence important to getting ahead?

Do you know your aptitudes?
Is it important to know your aptitudesdeciding on your future occupational career?How do you find out your aptitudes?

when
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DEVELOPMENTAL LINKAGES

Concept Description Ideas/Suggestions

X.

Abilities

Y,

Interest

Z.

Values

AA.

Oral

Communicatior

Thoce job-related duties one a". perform on
the job; i.e., operate a cats', zegister, sell
a dress, fix the brakes on a car, repair a
T.V., and so on

Those things that hold one's attention about
a job; i.e., helping people, working with
tools, making decisions, working outdoors,
working with autos, working around a faun,
and so on

Those qualities that ale significantly
important to cause one to make certain
decisions either about their present job or
future career choice; i.e., having lots of
money, helping others, having power, being
healthy

The skill to use proper language on the job
so that one can be clearly understood by
customers, fellow employees, and supervisors;
i.e., in-person conversations as wel! as
those over the phone

77

What abilities do you have?
What abilities do co.-workers have that you do not
have? Can you learn them?
What abilities will you need to ha're for your
future occupational choice?
What is the difference between ability to do
something and having the aptitude to do it?

What type of work interests you the most?
Are you interested in your current job?
Is there anything that interests you about your
current job? Working with people? tools?
How can you be sure that you will be interested in
your next job? Your occupational career choice?

What values are necessary for your present job?
What values are essential for your future
occupational choice?
(Discuss values needed for different occupations;
i.e., pilot, salesperson, farmer, doctor,
mechanic, and so on)

Do you have difficulty using proper language on
your job? What is proper language for your job?
How do you answer the phone at your job?
Have you over called a business and been impressed
by the way the phone was answered?
Why were you impressed? Have you ever not been
impressed? Can this affect a business?
Is proper communication necessary to keep a job?
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DEVELOPMENTAL-LINKAGES

Concept Description

=.=.
Ideas/Suggestions

Written
Connunication

CC.

Following
Directions

DD.

Productivity

EE.

Job-Related
Skills

FF.

Rules and

Regulations

The skill to write using proper English,
correct spelling, and readable writing so
that the message can be understood by
customers, employees, and supervisors

Tte skill to be able to either read or listen
to a set of instructions and then complete
the assignment properly

line amount of work one produces in a specific
time

How well a person works

Those specific job-related abilities needed
to do a job properly, including skills in
applying math fundamentals
Varied abilities among jobs; i.e., operate a
cash register, cook a meal, fix an engine,
and so on

Those written procedures and also those that
are understood that need to be followed on a
job; i.e., ordering procedures, proper dress
and appearance, and so on

Written communications skills are usually requiredto get higher paying jobs.
Have you ever received a written message you could
not read or understand? What did you think?
Will employees that send letters with misspelled
words be able to keep their jobs? Why?

Have you ever done an assignment at work that hadto be done over again? Who was at fault? Why?Would an employee that cannot follow directions beable to hold a job?

Why do productive persons get raises? Is it because
they help the business make a profit? This is one
sure way to keep a job.

What specific skills do you need for your job?Can you improve in any of these skills?Do you have the job-related skills to get apromotion? How (-an you learn them?
What skills do you need to learn to obtain betterjobs in the future?

Can you think of two rules you have to followon your current job? Why does a business haverules? Do you agree with those at your job?
Why do many businesses want employees to have acertain appearance? Does it help business?
Do people who cannot follow rules and regulationsusually lose their jobs?
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DEVELOPMENTAL LINKAGES

Description Ideas/Suggestions

Taxes

HH.

Finances

II.

Decision-
making S)%111

Ji.

Planning

The skill to be able to complete federal
state tax forms
Knowledge of how taxes are paid

The skill to be able to
correctly
Knowledge of credit, budgets,

and

handle money

and banks

The ability to make job-related decisions or
decisions about future career options by
considering all the facts first and
understanding the consequences of thE action

The skill of knowing what steps need to be
taken in order to accomplish a task
Managing one's tune; setting short-term goals

S

Have you ever completed a federal income taxreturn? Did you need help?
Why are taxes deducted from salaries?

Do you have credit? Can you get credit?
What is the purpose of a savings account?
What is the purpose of a budget? Do you have your
own budget? Does your place of business have a
budget? Why?

Have you decided on your future career?
What do you need to consider?
Are you allowed to make any decisions on your job?

Do you have a career objective? How do you plan
on achieving your objective?
Do you want a promotion at your current job?
Do yrLd have a plan how this can be accomplished?
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APPENDIX C

SUPERVISION SERVICE CALLS

The work experience education process is dependent on effective

supervision/service calls. Each call to an employer can have one or more

of the following purposes:

Introduction to work experience education

Student progress

Employer participation

Coordinator assistance

Problem solving

The Introductory Call

A visit tc a new employer should be made as soon as possible after the

student has completed the necessary paperwork to enter the program. The

employer should be called in advance to verify the student's employment and

to set a data for a brief introductory meeting. Although not always

possible, one should try to arrange the meeting at a time when the

student is working.

At the meeting, the teacher coordinator should first explain that the

purpose for the meeting is to describe the purposes of the program. In

doing this, the teacher coordinator should emphasize the following points:

- The purpose of work experience education is to teach employability.

- Work experience education is an instructional process. The

employer assists by identifying those attitudes, skills, and knowledge the

student will learn on the job. The student is :mid for the work done on

the job. School credit is sited for the learnt that takes pace.

- Activity #6 is completed. 83



Other points that could be covered during the introductory call

include the following:

- An explanation of the weekly time cards or wage and hour reports

- The fact that employer will be asked to evaluate the student's

overall job performance ter in the semester

The employer should know when and how to contact the teacher

coordinator. The employer and teacher coordinator should establish

the best time for follow-up supervision/service calls.

Student Progress

Discussing student progress with an employer takes preparation on the

part of the teacher coordinator. Two or three questions that might help

trigger a good discussion about the student are essential in the planning

of the training process.

Ideas for questions to ask about Etudent5 can be generated from a

number of sources, such as the following:

- Conversations the teacher coordinator has had with the student

in the past

- The teacher coordinator's review of the student's past evaluations

and surveys

- Comments the student might have made during the related class

discussions

A complete list of possible questions for the employers can be found

in Appendix E, Questions for Employers.

Duriog the supervision/service call, the teacher coordinator must come

away with at least one on-the-job activity which the student is going

to learn in the coming weeks. This is a minimum.
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Employer Participation

The challenge for teacher coordinators is to make employefs feel that

they are contributing more than a job to the program. The collective

wealth of information and resources that employers can provide the program

is unlimited. Asking employers questions regarding any of the curriculum

areas during a supervision/service call is an excellent way to allow

employers to contribute to the program.

QUESTIONS TO ASSIST CURRICULUM DEVELOPMENT

How to Get a Job

Do you have a sample application to share with the

students in the program?

- What do you look for in an interview?

- What consideration is given to past experiences?

How to Key a Job?

- When was the last time you fired an employee? Why?

- What do you do about employees who are constantly

late?

- May I have a blank copy of your employee review

form?

How to Leave a Job

- Do you write letters of recommendation?

- How much notice do you expect from an employee who

is planning to leave?

- Do you promote part-time employees?

Career Development

- What is the job outlook in your industry?
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- What is the most important quality for a person to

have who is planning to on a business?

- What do you look for in a full-time employee that

you do not look for in a part-time employee?

Economic Awareness

How does absenteeism affect your place.of business?

How& you calculate baSe salary and raises?

How do you handle credit for those under eighteen years
of age?

Same employers can be involved in the program to . an even greater

extent. One or two might serve on the advisory committee. Others might

visit the school during the year. They could be used as a resource for the

related class or in the career center. They should encourage employers to

participate in a delta conference whenever possible. A delta conference

brings the student, employer, and teacher coordinator together to discuss

job-related problems.

Coordinator Assistance

The teacher coordinator can be of assistance to an employer in two

major areas:

Job Plac9ment - The approach for job placement can be something

like the following: "I know of a couple of students interested in working

it your industry. If you have any openings, let me know. I will be glad to

prescieen them and send a couple over for an interview." An active placement

program is essential for all work experience education programs.

Labor Laws - Some employers may need information regarding labor laws,

especially those affecting sixteen- and seventeen-year old students.
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Problem Solving

Problem calls are part of the job of being a teacher coordinator.

Such problems generally fall into the following areas:

Employer-emeloyee disagreements - Disagreements can occur

over school regulations, hours of work, pay, assignment, duties, time off,

or job satisfaction.

Emepree problems - Problems might arise in areas of

attendance, quality of work, personality, cooperation with others, basic

skills, drug use, theft, and sexual activity.

Esployer abuse - Cases of employer abuse generally involve work

permits, state and federal labor laws, and Industrial Welfare COmmissi

orders.

There is no magic answer for each type of problem. Every problem is an

individual situt.tion. Experience is the best teacher. Sharing ideas with

other teacher coordinators and attending conferences and in-service training

sessions sponsored by the California Association of WOrk Experience

Education (CAWEE) and local chapters of CAWEE crn be of assistance. The

following can be used as a guide in solving the preceding problems:

For those problems that need sane give and take, the teacher

coordinator should act as a mediator. The options can be identified and the

parties decide the solution.

- Assuming that in many cases '..ae students are going to lose their

jobs anyway, a good approach is to ask, "What can be done that will, benefit

the student the most?" The students should always be told why they were

fired.

87



- Many times employers are not familiar with the labor codes

affecting A good approach to use when there is a violation is to

say, "Just in case the labor commissioner becomes involved, this is the

situation..."

88
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APPENDIX D

ON-THE-JOB
LEARNING ACTIVITIES

How many time have you entered a store and the salesperson greeted you

by saying, "May I help you?" Almost inevitably your answer will be, "No"

thank you, I'm just looking!" The same analogy can be applied to work

experience education coordinators who open their supervision/service calls

by asking enployers, "How's Johnnie doing?" The employers will frequently

answer, "Fine. In fact, he is just great." Thin type of approach by

teacher coordinators and reply by employers does not further the plan of

training process.

Effective supervision/service calls are a necessary element in the

work experience education process. Activity #6, On-the-Job Learning

Activities, begins the process. The students' duties are listed first.

This information can be obtained either from the teacher coordinator, the

employer, or the student.

- Teacher coordinators can list the students' duties on the activity

for occupations and businesses they are familiar with. These duties

should, however, be verified during the first employer contact.

- employers inform the teacher coordinators of the students' duties

during the init a7. contact. This method is highly recommended.

St ts can list their duties during a related class session. If

this method is used, the duties should be verified during the first

employer contact. Teacher coordinators should also provide directions for

the students during the class. For example, the following type of

89



questions might be asked to help the students stimulate thoughts about

their jobs.

Do you do any math on your job?

- Do you do any me44-uring?

Do you deal with fractions or decimals on your job?

Do you fill out forms?

Do you write messages on your job?

Do you talk with customers?

Do you listen to customers?

Do you copy information as part of your job?

Do you read directions?

Do you carry objects or products on the job?

Do you price items?

Do you handle products? MerchanrAse?

Do you operate machines? Cash register?

Do you use tools on the job?

The next part of Activity #6 is to have the employers

identify those duties that the students need to learn in order to get a

raise or a promotion. These types of questions, however, will probably

also be an important part of most supervision/service calls.

Obtaining this type of information is not always easy. It

takes experience that teacher coordinators can gain by doing effective

supervision/service calls. It also takes personal knowledge about the

students. This knowledge is needed so that teacher coordinators can ask

9
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questions to help initiate meaningful conversations with employers. The

interaction that takes place between the teacher coordinators and

employers is the key to the success of the work experience education plan

of training process. Teacher coordinators should prepare two or three

questions about each student before making the supervision/service call.

This can usually be done by reviewing evaluations, surveys, and listening

for comments that students are making about their work.

For example; one question frequently asked by teacher coordinators is,

"What future does Mary have at your place of business?" This is a good

question to ask because it usually results in the employer providing direc-

tion about Mary's future to the teacher coordinator.

One employer might reply by saying, "We really like the work Mary is

doing, but I am afraid we are going to have to let her go after ski sea-

son," Mary's employability needs have changed. Her related instruction

should focus on activities that are designed for leaving a job and getting

the next job.

On the other hand, another employer might say something like the

following: "If Mary keeps on improving, we think she has an excellent

chance of entering our management training program next year! Perhaps Mary

never really gave this type of work any serious thought, But it is an

option that she should consider when planning her future. Her on-the-job

activities should concentrate on learning new duties and improving on

others that have been identified by her employers. Her related class

sessions should include activities that focus on planning and decision

making.



APPENDIX E

QUESTIONS FOR EMPLOYERS

mhe initial questions that teacher coordinators ask

employers while making their supervision/service calls should focus on the

employability needs of the students. Teacher coordinators can usually

determine two or three questions relative to the needs of the students

prior to supervision/service calls by following these suggestions:

- Make note of any comments the students might have made about their

work either in class or in private discussion.

- Review the students on-the-job learning activities, surveys, and

past evaluations from previous supervision/service calls.

- Have the students complete Activity 43, Student Self-Evaluation,

in advance of the supervision/service call. Make note of those areas the

students have marked the lowest, and then use this information as a basis

for the initial questions.

The following pages contain a number of questions that teacher

coordinators can ask employers regarding their students. These suggested

questions cover work habits and attitudes that can be applied to almost

any job. Questions regarding skills and knowledge cover sales, clerical,

and service occupations as well as helpers, handlers, assemblers,

forestry, and agriculture areas.

The letters in parenthesis equate the questions to the developmental

linkages contained on all Individual Student Plan and Record forms. By

using the linkages, the teacher coordinator can then relate on-the-job

employability needs to related instruction activities.
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Publications Available from the Department of Education

This publication is one of approximately 500 that are available from the California State Depart-
ment of Education. Some of the more recent publications or those most widely used are the following:

Apprenticeship and the Blur Collar System: Putting Women on the Right Track (1982) $10.00
Ca Worths Public School L' .-ectory 12.50
Career' Vocational Assessi ,nt of Secondary Students with Exceptional Needs (1983) 4.00
Choices and Challenges: Student Guidebook About Nontraditional Canters (1979) 2.75
College Core Curriculum: University and College Opportunities Program Guide (1983) 2.25
Community:Work-Based Programs, Marketing and Distributive F4ucation (1982) 2.50
Computer Literacy of California's Sixth and Twelfth Grade Students (1984) 1.50
Curriculum Design for Parenthood Education (1982) 4.00
Curriculum Models for Consumer and Homemaking Education (1977) 3,50
The EDA Challenge: Change Agent '80 (Consumerl Homemaking Education) (1980) 2,50
Essential living Skills (1984) 3.75
Guide for Vision Screening in California Public Schools (1984) 2,50
Handbook for Planning an Effective Mathematics Program (1982) 2 00
Handbook for Planning an Effective Reading Program (1983) 1.50
Handbook for Planning an Effective Writing Program (1983) 2.50
History Social Science Framework for California Public Schools (1981) 2.25
Home Decorating and Furnishings Occupational Guide (1979) 2.75
Hospitality Occupations Curriculum Guide (1977) 3.00
Identification of Causes for Attrition in Vocational Education Health Careers Programs (1983) 5.00
Improving the Attractiveness of the K-I2 Teaching Profession in California (1983) 3.25
Improving the Human Environment of Schools: Facilitation (1984) 5.50
Improving the Human Environment of Schools: Problems and Strategies (1979) 2.50
Improving Writing in California Schools: Problems and Solutions (1983) 2.00
Individual Learning Programs for Limited-English-Proficient Students (1984) 3.50
Instructional Patterns for Consumer and Homemaking Education (1976) 6.00
Instructional Patterns for Maximizing Human Potential (1918) 7.00
Maximizing Human Potential: A Curriculum Design (1977) 2.50
Moving Toward Sex Equity in Vocational Education (1982) 5.(X)
Nutrition Education-- Choose Well, Be Well: A Curriculum Guide for Junior High School (1984) 8,00
Nutrition Education-Choose Well, Be Well: A Curriculum Guide for High School (1984) 8,00
Nutrition Education-Choose Well, He Well: A Resource Manual for Parent and Community

Involvement in Nutrition Education Programs (1984) 4.50
Nutrition Education-Choose Well, Be Well: A Resource Manual for Preschool, Kindergarten.

and Elementary Teachers (1982) 2.25
Nutrition Education --Choose Well, Be Well: A Resource Manual for Secondary Teachers (1982) 2,25
Nutrition Education Today: Curriculum Design for Nutritional Knowledge and Food Use

in California's Public Secondary Schools (1981) 2.50
Physical Performance Test for California. 1982 Edition (1984) 1.50
Planning Vocational Home Economics Programs for Secondary Schools (1983) 2.75
Raising Expectations: Model Graduation Requirements (1983) 2,75
Resources in Health Career Programs for Teachers of Disadvantaged Students (1983) 6,00
Science Framework Addendum (1984) 3.00
Sex Equity Slide; Tape Presentations with Scripts (1983)

Apprenticeship in Electrical Work 15,00
Apprenticeship in Plumbing and Pipelining 15.00
Aprenticeship in Sheet Metal Work 15.00
Distributive Education 15.00

Statement on Competencies in English and Mathematics Expected of Entering Freshmen (1982) 2.50
Studies on Immersion Education: A Collection for U.S. Educators (1984) 5,00
Toward Mc...r Human Schools: Exemplary Efforts in Self-Concept. Human Values. Parenting.

and School Climate (1981) 1.75
Trash Monster Environmental Education Kit (for grade six) 23.00
Wizard of Waste Environmental Education Kit (for grade three) 20.00
Work Experience Education Instructional Guide (1981) 9.25
Work Experience Education Instructional Guide: Teacher's Manual (1985) 3.50

Orders should be directed to:
California State Department of Education
P.O. Box 271
Sacramento, CA 95802-0271

Remittance or purchase order must accompany order. Purchase orders without checks are accepted
only from government agencies in California. Sales tax should be added to all orders from California
purchasers.

A complete list of publications available from the Department, including apprenticeship instruc-
tional materials, may be obtained by writing to the address listed above.

A list of approximately 100 diskettes and accompanying manuals, available to member districts of
the California Computing Consortium, may also be obtained by writing to the same address.
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