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PREFACE

The California State Department of Education published the
abrk Experience RBducation Instructional Guide in 1981, In-~
service workshops were subsequently presented for work experi-
ence education coordinators to learn how the guides could be
used for related instruction.

This publication, Work Experience sducation Insffuctional

Guide, Teacher's Manual, was developed by the same team that pro-

duced the guide. Those representing the California Work Ex-

perience Education Association in the production of this publi-

cation were Bill Mathiasen, Allen Mattos, and Homer Sweeney.
Those representing the State Department 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 imnstructional
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, alternmative 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 DEIL BUONO JAMES ALLISON

Deputy Superintendent Director
Specialized Programs Branch Vocational Education Division
s 6
'ﬁiiv.
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On this page axe listed the nwber, title, and page nuwber for each activity
presented in the Work Experience Education Instructional Guide. The user of The
Manual will find this list useful in refexring to the Guide.

. ACTIVITY TITLRS
Input Activities How to Keep a Job
1 Student Survey 1 40 Late Again 189
2 BEmployer Survey 5 41 The Is the Boss 192
3 Student Self-Evaluation 7 42 But You showed Mel 195
4 Ewployer Evaluation 9 43 Entxy- 1 Jobs 198
5 Supervision/Sexrvice Calls 11 ' 44 "I Got 1f Pired” 200
6 On~the-Job Leaxrning Activities 13 45 "A Stupid Detail” 203
7 Individual Student Plan and Recoxd 15 46 “"But It Was Important® 206
8 Student's Weekly Report 18 47 "Just Doing My Job? 209
9 Student Profile 33 48 "I Don't Want to Bother You" 211
49 Yollowing Directions 214 .
Career Development 50 How Well Do You Know Your Job? 216

: 51 “Bad Mouth Bill" 219
10 work Situations 39 52 "Shop Talk® 222
11  The Job Outlook 44 53 The Poss Doesn't Kmow It All? 225
12 pata~People-Things 66 54 Pive Minutes Late-—So What? 229 .
13 Interviewing an Entrepreneur 75 55-60 (NOTE: It is suggested that o~
14 Can You Make a Business Go? 79 teachers add their own
15 Developing an Action Plan 83 activities here.)
16 Preparing for the Fature by

Improving Now 87 How to lLeave a Job

17 Make Up Your Mind---Decisions 92 ,

. 18-19 (NOTE: It is suggested that 61 Letter of Recommendation 233
teachers add their own activities 62 Informing Your Bwployer 239
here.) 63 You're Firadl 243

| 71 Getting That Raise 248
How to Get a Job 72 Getting That Promotion 263
73 The Work Attitudes Expected on
20 Your Personal File 97 Your Job 261
21 Personal Data Sheet 101 74 The Work Habits Expected on Your
22 Sources of Job Information 109 Job 261
23 The First Contact 113 75 The work Skills Expected on Your
24 The Job Application 121 Job 264
25 Industry/Business/Job :
Fxploration 132 Economics
26 Reswmo 136 ,
27 Do's and Don‘ts of a Jodb 80 Fringe Benefits 267
Interview 142 81 Programs for the Unemployed 271
28 The Ten Most Oftemn Asked 82 Social Security 276
Interview Questions 147 83 workers' Cospensation 287
29 The Results 157 84 Safety and Health 290
30 Don't Call Us! we'll Call You! 161 85 Eetablishing Credit 296
31 Planning to Find a Job 167 86 Opening a Checking Account 301
32 After the Interview-Now What? 172 87 Opening a Savings Account 304
33 You Wear Your Mind 176 88 A Monthly BPudget 307 -
34 Likes and Dislikes of Your Job 180 89 Setting Financial Goals 312
35 Describing Your Job 185 90 Your Pa,check or Where Did All
: My Money Go? 316
. 91 The W4 321
92 The W2 328
93 The 1040A 332
94 Checking Your Paycheck 340 /




THE WORK EXPERIENCE EDUCATION

INSTRUCTIONAL PROCESS

AN OVERVIEW
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INTRODOCT 10N ' "
To teach employability is the major goal of the work experience education |
process. Mspmesshasmm1gnedtommtbatuch\attﬂentmthe
woxk oxperiénoe education program will have the opportunity to accomplish
the goal of employability.
The purpose of the work experience education process is:
- to identify the emplovability needs of students

- to identify appropriate student activities
- to recoxrd progress made by the students

o ELOYER ———— [INUT Identif fcatfon of

1
- fvity
Natrix

> COORDIMA

L @

The Work Experience Mducation Instructional Guide ocontains 72
activities fox use by mche:/momhmts. These activities are used:

- to identify the employability needs of the students

~ to assist in providing appropriate related instruction

- mwwmgmmmmuqmm“cnmm
towards accomplishing the goal of employability |

- to identify additional employability needs as students progress . '
on their jobs

S | 9
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THR PLAN OF TRAINING PROCESS

T™he work expexience education plan of training process cen perhaps be more
casily explained if broken down into the following sections:

~ The Initial Input

- Identification of Related Imstruction Activities

- On~-the-Job Learning Experiences

~ Related Class Activities

-~ Evaluvation and Oontinuous Input

The Initial Input

Goup & Individus!
in Class

\
Y EPLOVER emsmmsmeme  [NPYT Identification, of

1 /“‘" G the-dob l
Matrix §
> CORDIW / ‘:ﬁ; " Eporionce l

\
«— — S |

A
Y
\

. \
The teacher coordinators must first dat:emine the employability needs of

their students. This is the puxrpose of the mxth.i“ input. These esployabllity
needs can be identified by using the following activities from the Instructional

Guide:

S r———

~ Activity §2 Beployer Survey
Activity §9 Student Profile

C ) ~ Activity §1 Student Survey
Qo ? "'\
. 10 \
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J 3&93: sm:vqx — It is strongly recommended that the Baployer Survey be

given xegularly each spring, prior to the fall samester, to at least 258 of the
anployéts in the program. "mis allows employers to express their opinions
regarding the eamployability 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.

Name Piace ol Empioyment o

OBJECTYIVES Semnestor/ Year
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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 Bmployer Survey, Student Profile, Student Survey,
and the conclusions reached by the teacher coordinators are recorded on the
Individual Student Plan and Record, Activity #7, as shown on the previous page.

Identificayion 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.

Group & Individual
n Class

Student
D EMPLOYER — INUT ldentification of valuatfon

fvity the~dob Performance I
Matrix earning Experience l
) l

The other related activities are identified by comparing the information

h Y
P,

on the Individual Student Plan and Record form with the Work Experience
pucation Matrix., This matrix identifies the objectives anG employability

concepts for each activity in the Instructiopal Guide. These additional

activities are identified by sliding the form across the Work Experience
Aducation 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.

12
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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 s\ﬁrvision/services
calls effective are included in the following sections of the appendix:
~ Supervision/Service Calls
~ Questions for Buployers
N

- On-the-Job Learning Activities

M——\ Student
Mcord
s EMPLOYER ———— Toentif ication of

fvity , oo
Matr ix eerning Experience .
> COORDIMA I
L ) 1

).
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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—-the-Job [earning Activities

~ Activity #5 - Supervision/Service Calls
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On-the-Job Learning Activities The purpose of this activity is to assist

teacher coordinators in identifying the on-the-job activities of their students.
puring the supervision/service calls the amployers 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.

,(/ 7 14
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Later in the semester the employers will evaluate the progress made by the .

students in areas identified earlier as needing improvement,
Supervision/Service Calls The puxpose of this activity is to record

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

-~ Information about the employer

-~ Ppurpose 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 imétovmant during the instructional process. They are
usually the result of employer evaluations, weekly time reports, amnd 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

lmtiﬂcatfou of Rels

Vg4
7 mg, faourts > |Pertorsence '
/ Matrix Lem’ﬂ’ wame
> COORDINATOR i

L < ]

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

“’*x
&

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

suggested:

15



. - Student and employer input provides the foundation fur 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 mot 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 meed 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 'wrk. Examples need to be brought into the discussion;
' employability concepts emphasized. See Appendix C, Employability Concepts.

-~ Teacher ooordinators need to be knowledgeable about the
curricaluw., 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 -ewspapers 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 accoomodated
duwing the program. The teacher coordinators must be alert to make changes.

16
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These changes can be identified from a mumber of sources such as the following: .
~ Conversations with the students
- Peedback fram related class sessions
- Results of Activity §3 — Student Self-Evaluation
~ Results of Activity #4 — Bmployer Evaluation
~ Results of Activity #5 — Supervision/Service Calls
~ Results of Activity #6 — On-the-Job Learning Activities
- OComments from Activity #8 avpeklymgemd Hour Report
- Comments from wpérvision/sezvice calls
~ Coments made by teachers

EPLMR —— INT Identification of

fvity
Matrix

N
e ‘2

17
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All changes in the student needs must be recorded on
. the Individual Student Plan and Record, Activity §7. This form
is also used to record the progress and major accomplishments of

each students.
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THE RELATED INSTRIXCTION CLASS

The employability needs
> STUDENT

L

of the work experience

education students are

identified from the input
~— INPUT
EMPLOYER u of thres sources:

~ the employers
~ the students
£~ COORDINATOR - the teacher

coordinator

Pmployer'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
campleted prior to the start of the school year, usually in the spring, by
a representative sample of employexs. 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:
» ! ,i]
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when 211 of the employer surveys have been tallied by the

teacher coordinators, the results would look like

the example

shown below. The letters next to the employmbility concept
statements with the greatest number of "very important™ are

citclea on the tally sheet.

!
K WmAuviey Ghp fewe SRt Miete & ) a !
= s~ al o — 8 ® =}
afferdde oo dunlelondl” SR RRNP VY 1§ U
O B @ B il pradms ePuterne ——— ‘ 5 “ :
® Geves were, v /, 7. 4 @R | o o swnare, V74 V. R - 3 I
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CITETEIEEIS s @ )| Lo & 2 4
N ~— e o BB, McAito mmvounges ot avte. ~r A% o
M-nm:::‘-., ’ - y 8. Aetnw avegtere, ~.. £ X¥
Y. Be cvie o pemgnte g geent oy, U P s A0 1 " 0 graate. v - - <
. v St A2 & | R, Grere ety o cname, & <
0. Po omre of omptapes wgte, A2 lo A s 9, Souroteret Surre e fomre o eh emptever
- - A Y, et to e anet of greemved, /I . K
Be Bo aritente et wmpravwte, -~ © r{ :.."'..':” z g Ig
o~ A p 4 ﬂ - A R Y T - » Jo
8, Puen nert, - & o0
Ut oy EAfliemt Sodbirw pre Rt are o LY oy
The circled letters correspond to the ,§_ § §
letters next to the developmental linkages Mo kv
found on Activity #7, the Individual Student
Plan and Record.
A0etntes
NOTE: The employer survey can also be used as an
important public relations tool. For example, the oom: \ % Eme
Bete. Sworonsee

results of the survey should be sent to all
employers in the late sumser 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 emphasized in the upcoming
program. It could easily lead to additional job
placements.
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M'Wim enployer column in the space that is on the line

. with the same letter that was circled on Activity #2, the Bwployer Survey.
Q
Activity ¢7, the Individual Student Plan and Record, with the employer

initial input marked, will become the answer page for Activity #1, the
Student Survey,

d"\m Piage of & v“vﬂmMVOfﬂﬂtﬂ'

fananu

- T N S S S S S
Now to Noep o b )

asiatje

131212 &8 fnende

1. 1 3 3
teeve o Job
U

L) tapwt Agtivities
1iz]3]e

Setl-Knowiodge
1NN
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Career Preperstion }

. ecision-Making ]

Seeaemia Awarenees 1

{seleslotisxisalssinsis

Student Initial Input

IE STUDENT Each student in the class is

given a copy of Activity #7. Then by

following the directions on Activity
> EMPLOYER INPUT t1, the Student Survey, the students
Place their answers on Activity #7,
. the Individual Student Plan and

Record, as illustrated on the next

> COORDINATOR

L

pacc.,

21
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Activity 1

TITLE: Student Survey

The purpese of this activity is to allow yob to idortify some ectivitias
that wifl take place In the work experience education poyam. There are
no tight_gr wong answers,

Directions: Complote the following survey on your Studert Plan and Record
(Activity #7). Your Studant Plan and Record contalns ssvers! boxas with

either rvumbers or lotters. soleils2 ;

Loy ' <
L Betoter Gocotion ang Foainteg |

Rm&o.@d"nmm“m\llnp‘m.dw’lnh
spproriate box on yowr Student le-n;ﬂheord it the statement sppiies

9ESL CObA YAVIFYERTE

ﬂ‘)
to you. ma‘mumauwmmmmsm?uwd
the box to the upper 87! [ comentionss chermeatcs
right-hand comer . e
eme_Scte 7H 727 Place of Employment oA N son' % Ta e XANCE
OBJECTIVES Semester/Yoor Y -
» Fow to Get & Job 1 = & =
n - S -
€ 2% 24 32|34|38las £ s -;'i
< :
How to Keep a Jo Anowiedoe o
-~ B
2 lag uLﬂs ags7 s1/52]s3l54]s5 .
o
m L
- How (o lemve & Job ] o
p |
< 12 input Activities . - :
IW2l3|8]|5(6|718]8 Attituees
Sell-Knowledge ) | gtey Amguian
3 .
Mbler Asgemeilshegntsy
—— N ey, FODE VRO Ggtione -Sevatie/Spnpsty
Careoer Proparetion ] e PUPROT W0 Ay Ovuiaion m
w — S Poagrees  ___ Sevings SettsAngronsss
— Nolee —_— aaning
] — TONOO K
— R Pserty ___ Oremm
Coreer Ooctllon-McMnﬂ - - M_.m
17]18 [ Yabewe
| LYY
| Qe Cowwagegotrpng
Economic Awareneas _l #
80j81/02]a3jss|es|as]e7]as|pa]90]|91]92]93]94 85| Tt o
| Aiien g9 Sogytotepey
L lgepn
[ Cogrien
22 | Sertergr:dgaong fucky
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coordinators will have a graphic picture of employer and student initial

BEST COPY AVAILABLE

the class and recorded in a manner shown below:

17
A tally is taken of all the Individual Student Plan and Records from

Neme Plece o! Employment_STROCKT Sy, 77'///
OBJECVIVES Sementer/Y e v/ =
How o Gol o Job | ' =.x =
20{21]22{23{20[25]26|27]28]28]30131]32|33{34]25 =2 E

1 DEVELOPMENT AL LINAOES
How ‘o Keep & Job Hoemtodus of /
agle 1jszfasaajaslisjaziasieniselss 55
How te toave s Job ]
61162163171122{713|78]75 Input Activities

112131415]6(7(819
Seit-Knewledge ] -
Izij 12]14
Malos Sgsamatistmenis
— New e Aoy
Ceareer Prepocation ] . Porsanet Pite  _____ Atwre Gestoim
11{13}1s AP S
/R :mw :!’uu
ccmu”oochlon-M.H@ - L8N Proverty "—.::n Camision f.:
I1S{17]18 [ Woteen
Neiise
Ecenomic Awarsness j | Wity Qonencrigstions
so{s1/sz]s3lsslss ulu?u so[sofs1[92[e3]sa]ss]
Y/ Moy o Repigtigns
'  Taers sl
o  Sencer e 3 i
w

Once all the students’ responses have been tallied, the teacher ~

input in terms of employability needs as illustrated on the top of the next

page.
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mame_ EE7 R Place af en....m.».jzez;%zmz 7H
NS - Ly, T

08 JEC : ' s.«%v.-_mz/o, = //
> How to Oel » Job ] ' ) = § 3
: zolulu 23[za[2slze]27]2e[2ea0]31]3z[a3]3a 35 =z 7

How to Keep & Job ,
2 {eoas]szaalsalaslesfarfanlas|selsils2isalse
; 7 i
y How (o (eave & Job J
> §1162(63]71]72173]74{78 laput Activities

o (ef2fafasie]r]e]s
Setll-Knowigdge ] :
10{:2]18
312 Malar Agqamgtishmeniy *
— N S . Acvarrordution

Career Preparstion J — Poreurat Pte  ___ Are Oogivion ]

11}13]16 e

Cereer Docllloi‘-M.M@ —t Ve O

AQENIgrot gamwment @ On reverpe oile
15{17]18
i

Economic Awarensess

]
80(81/82|83[84]85]86{87]88{89]90]91192|93]94{95
s OECOEeHE

L1 1

prepem prpe

~ STUDENT Teacher Coordinators' Initial Input

L

Teacher coordinators will use the
- same form, shown above, that identifies

INPUT the employers' and students'’ input in

£ EMPLOYER

. graphic form to provide additional input

into the work experience education

IE COORDINATOR instructional process. .

24

BEST COPY AVARLABLE




78T COPY AVARABLE

.

There  are  three sections of the  form
shown on  the previous page that teacher coordi-
nators use to cecord thetr initial input.

The Developmental Li:ka;gs section
contains a lisg of employability concepts that can
be  used to identify student needs by marking an
"X" in the column headed coordinator. -

The Input Activities section includes
the input activities listed by number. The di-
agonal line indicates that the acti;it:y has been
given to the class. The teacher coordinators can
further document the completion of the activity by

placing the date below the activity nunet

Input Activities

11 2]3]a]s]6]1]s

The najo: Accomplishments se(cyo?at; used
by teacher coordinators to identify those *mjor

‘ accomplishments that have been identified as es-

sential for the class to achieve.

-
<
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éﬁ-w LT 4"“"' O tooan
.y o Pragrese  ___ Seviegm
Zﬂdn — Pragaing
[’wm oo
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Adpiligrat Qi e an rever po side

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 anployers,

the

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

identify related class activities,

)
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Neme Plece of Employmaent ?5/‘&"/%2;&(
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Student Plan and Record

The class totals on the Individual Student Plan and Record shown

above are used in two ways to identify related instruction activities

for the class.

The first method is to select

those activities that bave been
.\

identified with the greatest

identification of Nelsied Activitiss
S A
Activity

wetrin frequency by the students.

g ——

11[13[16 sola1ls2ls3ls4[ssi86]87]08[ss|s0}a1{92]93

84

8%

A i




The second way is to use those employability concepts on the right
side of the form that have been identified by employers, students, and
teacher ooordinators as student needs. These employability needs are
matched with the Work Experience Bducation Matrix to identify additional
related instruction activities.

The Work Experience Bducation Matrix

A two-page Work Experience Bd.cation Matrix is included in the

Instructional Guide. One page identifies Activity #1 through Activity #44

across the top of the matrix and the second page covers fram Activity #45
through Activity #95. The left side of the matrix lists first the work
experience education objectives and then the employability concepts under
the heading Developmental Linkages. Below each activity number are "X's”
which identify the objectives and concepts that the activity is designed to
cover. By reading from the concepts on the left across the matrix, the

"X's” identify those activities that cover the concepts.

WORK GAPIAIENCE SOUCATION ARTIVITY MATR'E
minsiiieceedl 1 0 O00D0OCDTEEDC ORI T sefsalasies
T‘ r——"u
-n:-.::dmu-u.c
ent’s Plan —
& B 3

Record

- 3 y o 1 -
identification of Related Activities [ ]
p/ ey
Activity A
Meatirix P Swop—— :
.- X X < T )
) S &
—= Y $ 1 ql }‘ i 11 3
vy - : : -
—

_7

21
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Identification of Related Activities

To begin the selection process, first review the class totals from the
Student Plan and Record form and circle those concepts based on the .
following guidelines: |

- Agreement from all three inputs: scudent, employer, and teacher
coordinator (DD in illustration below)

- Agreement from two of the three inputs: student, employer, and/ox

teacher coordinator (D, F, M, N, and Q below)

High frequency of one response from either the student or employer

input (A, G, OC, and II below)
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The coes A, D, F, G, M, N, Q, (I:,m,.u,andddmpmsmtthe

employability concepts that have been identified to be most important and, .

therefore, in need of instruction and continual reinforcement.
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The second step in the process is to align the Student Plan and Record
. form with the Work Experience Bducation Matrix, making sure that the double
lines on both forms are lined up over one another. It is also helpful to
cut the right edge of the plan, as shown below, so that it is easier to see
the matches. Follow the circled concepts across the matrix and list those
activities that match up with "¥'s", The Student Plan and Record, in the
illustration below, is on the edge of Activity #48 of the g;atrix. There
are four ®X"'s that match, so Activity #40 would be included in the
related instruction class.
, ;l:‘
o
o )
;
Name Ptace of tnvtorm-nt&ééa/_-z:im olutlazlaafes
OBJECTIVES ‘ Semester/Yosr S {7 -
How to Get a Job i ' = g. 'é f
.zozu 22|23]24/25|26 21232930;}32333435 Z:E
: 1 | B OEVELOPMENTAL LINKASES ]
How to Keep & Job Kaowtecge of
% -tcrgutsenet tnfurmegion 0
R0 1]02]43]64145/06]47]48|49]50]51152]|53]54 -Sooetebane’ Qoesrhentree
How to teave & Job _] MM m
-" 62{63171]72/13 1‘ gl Input Aclivlllcl m .'p
r Mwm )
3 ‘ s ' ‘ Afiluaey
Sell-Knowledge ] et At
101214 .
X113 muu-ym -
Recomwnandution | Leypity/egrygty ‘
Career Preparetion _] Z:wtm 'ZMnm mw!, N
11113116 2::""‘ e $OVIrGe Setl-Awqronser
Zir4 g e e ]
Cereer Ooot-lon-Mnklng] LoR Praperty -—::* | Aftetyetey E
15117118 [ Yeteee lx
Shilge
et Corverneng gtpmg Aa 1
Economic Awsareness l
s0[01]82(83ln4]s5]86]87/88[89]90]91]92]|03]94]ss]
2 4% {
S, | SRS S S
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Following the same process for each activity along the matrix, the
following activities have matches: #11, #21, #24, #31, #0, M4, S, #6], .

#71, #72, #75, 488, #90, #93, and #94

Next, scan the left side of the Studemt Plan and Record. Circle the

numbers which received the greatest responses. They are #21, #24, #31, #61,
$71, 872, 488, #90, #93, and #94.

Student's Group & Individual

N

Reme Piace ot Lopptoyment M&/m

ORJEOViIvES SomerterVew 0Ll -
» How to Dol o Job l E :_- =
: = £ =
;-. &N 3 (4 REFIENE ;\¢'.'m 1§ L. X = : E
I o1 K H v .

How to Keep o Job ] Bavwtodge of ‘
-
2 esferjexiasies ]
p-
ot 1 11 T

How teove o Sob

§ U ’ u U tnpguwt Aglivitioe L

Ao [s[s s o
Setl-Nnowiadge \
<
l'lil 14
r e S0 : Auaarewraruintion

Ceteer Piaparotion ] . SRRy N
g Sragreee Gort . be

11113146 :‘ — sebwerensee

§ S —

acver Doalalan-Moniag ) '4." e e Smtctyster
“ “ - aad S ———— —

15i1]t0 o

1 Geseeq ) -

Beenemis Awarenass

st|szjaxse]ss{ssis $4]9 9

Assuming there will be 15 weeks for meetings during a samester, a

suggested method of organizing the activities schedule is: L

i o
Review the activity numbers within the clusters. Note '..i:v frequency of .
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responses recorded op the class total Student Plan and Recoxd which

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

goal area received the highest mwber 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 ACTIVITIES BY WEEK
Week Activity ¢ Title
Spring L 7 Beployer Survey
Registration §#9 Student ‘Profile
,1'. #8 Introduction/Organization
Student's Weekly Report
2. —_— OComplete necessary paper work
Goals of wWork Experience Bducation
3. #1 Student Survey
4. #94 ‘Checking Your Paycheck
5. #99 Your Paycheck or Where Did All My Money Go?
#93 The 1040A
6. #88 The Budget
7. #21 Personal Data Sheet
8. #31 Plamning to Find a Job
9. 12 A Promotion
$71 A Raise
1a. #75 The Work Skills Expected on the Job
11. $6l1 The Letter of Recommendation
12. $24 The Job Application
13. #11 The Job Outlook
14. $40 Late Again
#44 "I Got Myself Fired{"
#45 "A Stupid Detail®
15. -~ Final Examination/Conferences

31
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Using the Student Plan and Recoxrd form as a guide, cluster the ‘
activities identified into their proper woxk experience education goal .
area.

How to Reep a Job Activities #49, #44, and #45

How to Leave a Job 461, 471, 472, and 475

How to Get a Job $21, #24, and §31

Career Development 1

Boonomic Msareness _ #38, #9¢, ”3. and $94

Review the activities from the Instructional Guide 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. Oonsider other resources such as speakers, axdio-
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 employers, students, and teachex
coordinators 1is one essential element of
a successful related instruction program. ° .

Another essential elament is the knowledge the
teacher ovordinators have of the activities,

goals, and employebility concepts of work J

experience education . which are explained in
detail in the appendixes.

Class Activities for the Semester

Student's Plan
&
Record

Identification of
/7

tivity (‘t-the-SOb 7 )
Matrix Learning Experfence . @

32
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Note:

accompl ished
Activity §7,

Activities 43, 94, #5, and #6 are
wsually individual activities that relate
to on-the-job activities and are
the semester.
Individual Student Plan and
Record, is used continually.

The date on which each activity was successfully completed by the class is

form now contains the complete
student's employability needs are identified,

discussed in the next part.

sumary of semester activities.
the activities documented,
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recorded on the class total Student Plan and Record as shown below. This
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THE WORK EXPERIENCE EDUCATION .

INSTRUCTIONAL PROCESS

INDIVIDUAL STUDENT RECORD
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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 coorinators 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 §2, Bmployer
st Survey, is used to survey approximately 25% of
the eamployers in order to identify the most
> EUPUBTEN s 1007
important aemployability needs of youth,
£+ COORBINATON Results of the survey are shown below and on
pges 13 and 14 ., The employability needs are then recorded on the
Individual Student Plan and Record.
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It is extremely important in the wock experience education process
that teacher coordinators know the strengths and wesknesses of their .
students., Activity #9, Student Profile, prcvides the teacher coordinators
with personal, career, and school information about their students. Pat

Smith ismmgﬂaoﬁoﬁemumemvlnbeﬁonmmwgh
the instructional process. Pat's Student Profile is shown below:

Actevity § 9
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31
. Teacher coordinators obtain additional information about the

employability needs of their students from the results of Activity #1,
smdenf. Profile. | Students use their own

‘r" ST08EMY
Individual Student Plan and Record, Activity

b ENMOYER—— wrvr #7, to record the'r responses to the survey.

Pat’s responses to the survey are shown in the

§ cooRowal _
' exanple. Pat's fomm also includes input from

tL Boployer's Survey. Be sure to include the X's in the employer's
column of the master ocopy of the Individual Student Plan and Rec;nd.
Buployer's input will then appear on each Individual Student Plan and

Record when it is duplicated for student use.

name_Se 7H 727 Piace of Cmployment wlohrvsan's Tx<ex
OAJECTIVES Semenier/Year A‘%

Mow to Oet o Job ]
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Input Activities

W %
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¥

The teacher coordinator then enters additional information on Pat's

Individual Student Plan and Record.

This information can came from

-

[ seetar a onuwber of  different =

sources-~Activity #9, Student =

4 CHPLOVER ——— iyt . =
profile, the interview with

e (OOROINATOR pat, employer input, and/ox ~

prd

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:

Mglat A;ggmgll!hmaﬂll
New Job lﬁocommm-hm

{1

Personel File g~ Future Decision

/M Progress Sevings
Agise Checking

Promotion Yoxes

Left Properly ' Credit

L___Additigne! comments on reverse side
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» New te Oot o Jow | = 2 é o
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Identification of Related Activities v
. Related instruction activities are selected by comparing the Student

Plan and Record totals from the class with Work Experience Blucation Matrix.
This procedwe is described on pages 20 to 27 of the section on the

class.

2 BPLOYER —————  INUT

g amnmm-/

-—
same Plece of (u.loymonl__&whs
L2 ¢ Sermpetar/ ¥ onr E.&]J. §
§ Mow to Got o Job B E§§
2 3z
& ==k
° 1 11 11 SEVRLEFL . Luatts
Now (0 Neew o Job 1 r—vette o
: [l TrmTTIm
- 1
- How 10 teave s Job |
Li 3 13 ‘H faput Aativition
; J1Z13]¢]sTs s SHirwece
Sell.Knowlodge 1
s 10112114
/ r—
v Caroer Preparation 1 2::..:.., me EE
ufealrs it Sow-2oorencen
» S e, Oeting
s, ) pu— S
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nmm S ST S e o .
Sesteg
Sconemiy Awerenense
lanb C DI mm )

As additional employability needs are identified for pat and other
students in the class from on-the-job visits and related class activities,
other related instructional activities will be identified to meet these

. neads,
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Class Activities
The related instruction activities identified for Pat and other .

mazbers of the class through use of the work experience education

instructional process is listed below:

CLASS ACTIVITIES BY WK

Vo Activicy § Ticle

Lpx kg L4 ESapleyur Sutvey
Regtistcacion #9 Scudent Profile

5. Faevaduct len/Orgauiset ton
Sewdont s Voolly Repost

Coapleta aecesssty papear work
Cenle of York Kxperience Edugation

Scudant Svrwvey
Choecking Yous Paycheck

Your Paycheck or Where Bid ALl Ny Mwwey Co? /7
The 10400

The Medget Learning Experfence
Passcaal Duta Sheet
Plansing to Find s Sebd

A PromeCion
A Ralee

The tork Skills Expectad on the Job
Letter of Recommandation

Tha Job Applicacios
The Job Outlioek .
iate Again

*X Cox Nyself Fivedt”™
“A Stupid Decofl”

Fieal Exeninstion/Conferences

Group & Individual
n Class

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 $#6, are designed to help teacher coordinators accomplish this
purpose. Activity #5 is also used to describe employer visits, 1he
appendix on Supervision Service Calls provides the teacher coordinators
with a complete description of employer visits. For exsmple, in the
initial visit to pat's employexr, it was discovered that Pat was having .
difficulty with customer relations' (P), initiative (R), productivity (DD),

40
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and overall attitude. The letters in parentheses are employability codes
that can be placed on Pat's Individual Student Plan and Record.

Activity 1 8 M_ﬂ/l;x /‘37—
SomestowYou __ Lot Ll By comparing Pat's
TITLE: Sypecvinian/Servige Galle
— %f . e ﬁ' Ef”us amployability codes with the
Contast :
Prone QOF) P ~L 4 kS WOXK Experience Biucation
Astroes - S7.  Sen FhcE  FXNALIP
— Matrix, "Just Doi Job ,"
Oirmctions A= ’ o3 M ’
@ oot Time to Catt _u? = O =L , Activity #47 was identified as
Srudent Hours - o LT
Conteste . et an appropriate activity for
Oote ot Cats __FH/S" phone  fetter
F’," adct Pat.
Oota of Calt : - porean “':" Az"
PuposeplCeli; ¢ © ¢ & ¢ L
Oste of Cott tveperson  prone  leiter
PupcesgiGoit: 8 ® § d o
Dete of Colt in-perean  phone fetter
LumaseolCotl; o 0 ¢ 9 o
. Ontel Loaming Activities Svelmiton | Date M—M
"'a 2 4 8
QL8] rzo Atare ATToelr raeTonlixeae J1 83 48 B
1 2349 “Mwmnﬁu-muw-.
¢ 23 49 wapper, Mo was ene of few mest wragpers st the
. o Sranatmn, w00 GlOw Bt WO WipPErs wire GOUPE up with the
& e~ ' Aaetan ;“"""‘""‘:""""“ . 19 waublly 6CIaped e DICCRE OF PIChed P SCTaRS o Poper that
Dy f.mm drepped during the nuh. The shop owner noticed Roy's astre
.w f 9ave Nm a raive sdovd the vavel solary A @ wapper.

2 .
Oicactigns: Anewer ench of ihe foliowing questions. Be prapered lo share

your answers with elfwre in the ctess.

i. N you were Roy's bose, aeuld you give N @ raise? ﬁ..rt

By reviewing pat's

answers on Activity #47 and
2.  Ow enmployene shwys gol & relse oy dalng a Hitle mere than |8 expected

discussing them with pat, ijob of thom? Yeqae” No___ # nck, then why 00 more then e anpected of
you?, MM@AZM’)‘
progress may be evident at the 44
time of the next 3. What ewive offort con you mehe en your (OBT List the ewirs things you
can @O 10 Mmake he Muginees Am o 1i8tte PMPother .,
supervisicn/service call. .. ' i Jam s
Letrek
. Sng, ot &
.. e KK P s
45/2??/: S0 I cAaAn Accaw//// S 4 wretcT
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On-the-Job Learning Activities

Activity #6, 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
paje. The letters in t:he lower left part of the form represent the codes

for the employability concepts Pat needs to either learn or show
improvement in,

Activiy #6 2. ) .7 A

TITLE: On-thg-J Learnd A vité
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These codes can then be placed on Rat's Individual Student Plan and

Record form. This form can then be matched against 'the work Experience
Bducation Matrix in the same manner as described on pages 21 to 27 if
the teacher coordinator feels that pat should either have additional ox

different related activities. : : )
The amployer contact is then recorded on Activity #5 as 'i’l.luStrate‘d.

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

teacher coordinator.

Contectls

Oate of Catt /f/ﬁ

On-the-job activities can be related directly to class activities with
the assistance of Activity #5 and Activity #6. Activity #3, Student Evalua-
tion, on the contrary, is an example of a related class activity that can be
followed up by the employer. Pat'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 ocould 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-job improvements, these additional

ones were not added to the list.

v 0“4 Learning Activities Evalustion Deate
*»

™ t 2 3 4 §

- i 23 4 S

~ i 2 3 4 S

o~

Y 1 2 3 4 5

<
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The class total Student plan and Recozd form can be used to docuvent

the activities completed by the class during the semester.

information applies to all the students in the class.

be recorded on each Individual Student Plan and Recoxd.

Name Plece of fnbicvmont_,&&hld_m&‘s
[-T ¥} v Semeeter/ Y ear &_LL____
Hew to Get ¢ Job 1 = =

This

It does not have to

Sneciebge of

A

S RIIPE Y Rl

.=
How (e teave d Job ]
U 2 faput Activities n'—x
Jjajsi8 L astituove .
elf-Nnowisdge
3 10{12]18
£ |
LK
o Cereear Preparation i 2 Parerer e Ay Dugtoton
13 § _— T o
> g%m :'-u
- sreer Deslalan-Mening] | " — > .
18[17]1s] -

v' Sconomic Awerenese
gllu aslsalasiss]s s1[sz B8
- IR
Yy s

STUE x"‘m;’ P“"‘Wp 8 Individual
Record \Jn Class Student
EMPLOYER — IMUT Identification of Relsted Activitie valuation
TR
Matrix Learning Exper{ence
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[ .
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Activity § 4
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Student's Weekly Report.
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these activities can also be used as part of related instruction.
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Student Evaluation SIBA HAVA “00 1238 ,
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& Name
Toward the end of the Activity @ .
. tifLE: QazihecJabh Saaoing Actiyitise - s -.
semester, Pat's on-the-job e 6 erorae € v '
“ﬂumomwvﬂwm"""’"‘
« e @ g wR nﬂrmwm R .
learning activities are T T ey e o et S oo ..@f_-,
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il

next semester.
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Pat Smith's Individual Student Plan and Record form shows the progress
. Pat has accomplished during the semester. All the activities that Ppat
accamplished as part of the class have been included on the class form 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
sanester. 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
(O) Getting along with others
(P) Employee-~customer relations
(R) Initiative
(AA) Oral cormunications
(BB) Written communications
(CC) Pollowing directions
(DD) Productivity
(EE) Job related skills 1
(FF) Rules and requlations

. (JJ) Planning
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ACTIVITIES

~ GODALS OF
 WORK EXPERIENCE EDUCATION

RELATED CLASS
Activity #
CAREER CENTER
COORDINATOR

ACCOMPLISHMENT

Recommended
EMPLOYER

ON-THE-JOB
COMMUNITY

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 Employment Cycle ~ How to Keep a Job
- How to Leave a Job
~ How to Get a Job

Career Development - Self-Knowledge

~ Career Preparation

-~ Career Decision-making
Bconomic Awareness ‘ ‘

Related activity numbers from the Instructional Guide are
recamended 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, ------ § Sbataeled J
Although same 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 § meeee- 4 ettt el --X
- In the Conmunity @ = ------ e —————- 1-==1-X
- In the Career Centexr  ~---~-- | bt ttd abeds padts o2

M d’j&tive can be W&lmt&! by eitmt tm mplcm o - Tmmen- B Sububatedafadodedo X L) L EAL L L e - - - --x
the teacher coordinator. e | 9 SR SYE KU S § I

Student major accomplishments are the best source of

evaluation. These accomplishments are:
-, making progress on their current job

getting either a raise or pramotion
obtaining a good letter of recommendation
leaving a job properly
getting a new job
setting up a personal file
making a decision about future school/job/training = ~-----: R IT e TR R e e L e B A
setting up checking and/or savings account '
campleting theix own income tax return - o/
obtaining credit ' | | ‘9

I I I |

BN
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GOAL: The Employment Cycle - How to Keep a Job |
’ ore ' ACTIVITIES EVALUATIONS
t | g i_.‘ = £
Keeping a job also means advancing on the job; learning how to - g o -3
get ahead, a pramotion, and a raise. It is the starting point of - Sl x| s o g .
the aesployment cycle. Keeping a job leads to a better job, and ggg AR I IR =
career and economic opportunities. < > E g L S g
$8 |z 8| § gl &
2 | &8 g
OBJECTIVES Buployers expect their asployees that have had a
chance to adjust on their job to:
- be on time for work. #40 #54 | X X
- complete their assigned duties on time. #46 X X
- cooperate with and assist other employees. #48  #53 X X
~ treat even the most difficult customer with courtesy. 141 X X
- use appropriate language for the job, #53 X X
- write in a manner that can be read and understood. X X
~ follow directions. #45 #49 | X X
-~ perform job-related skills with increasing accuracy and speed. 42  H44 | X X
- follow rules and regulation incliuding thoee of dress and #33 X X
appearance. ® .
- bagin and complete assignments without direction and 47 X X
supervision.
51
o0
| L




ACTIVITIES EVALUATIONS
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The students will also:
-~ improve and progress on their jobs in those areas that Job
enployers indicate need improvement. varied X X progress
- recognize what is needed to get a pramotion. #72 X X |Get promoted
- recognize what is needed to get a raise. #71 X X |Get a raise
-~ recognize why it is important to be both loyal ard honest with varied X1 X X | X
enployers, |
- recognize how employees are protected on their jobs. #84 X X
58 :
52
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GOAL: Employment Cycle - How to Leave a Job ACTIVITIES EVALUATIONS
73] o< = e
. . . %) (W <
Being able to use the experience gained on one job to move to a < =™ O — |l x oy o
. . . . . - ) o =z o x
another job is a major goal of the work experience education O © ol > w — x
. . > o - - o g o 2
program. In order to accomplish this goal successfully, the o « S 2l - Z| W -
following objectives have been established so that students will = > E =l 2l will gl s aQ
learn how to leave a job. o v N g % 8| & §
o < o (&) (& © (T¥] ¥<J
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. #43 X
- assess themselves on-the-job to determine those attitudes, #72, #73
skills and knowledge that need to be improved upon in order to #74, 875 | X X | X
obtain a good letter of recommendation and/or pramotion,
- write a draft copy of a letter of recommendation about
thamselves incorporating the most important attitudes, skills
and knowledge they have learned on the job. fot X
- obtain letters of recommendation from appropriate persons at Cbtain a
their place of work. f61 X X [letter
- inform their employers, using proper procedures, of their eave a job,
intent to leave their job. 762 X X | X properly
- write a draft copy of a letter of resignation that could be
used if they choose to leave their job. #62 X
- recognize how to minimize the effects of being fired from Keep their
~heir jobs. #63 X job
5:
L&
54




. - to Get Job
GOAL: The Bmployment Cycle - How a e ACTIVITIES EVALUATIONS
" 3 5 =
Since students in the work experience education program are < = o = e o
amployed, the focus of this goal is to teach students how to get © .3 Sl =l Yl 5 o x
their next job, The job could be a full-time position following O 2 g A 2l < Z | W -
graduation, a part-time job wh’le attending a post-secondary = > g 2] oo o
school, or ancther part-time job in high school. o v 4+ g x S| s S
x < o o (&) Q o (o] K&’
OBJECTIVE the students will be able to:
- obtain and organize information about themselves, their #20 X | X X Personal
exper iernces, education, references, and recommendations that #21 file
1s necessary when applying for a job. #61
- identify potential places of employment by using various
camunity resources. #22 X 1 X X
-~ plan an organized approach to contact potential employers. #31 X allX
-~ investigate industries/businesses/jobs before deciding to
either apply or accept a position, #25 X X
- make the initial contact with potential employers. #23 X X
- complete a job application form properly. #24  #34
#35  #63 X X | X
- prepare a resuve suitable for the jobs that they are applying §#27 X X
for.
- participate successfully in the entire interview process fraom §28 #29 X X X X {Geta job
the preparation phase to the follow-up. #30 #32
#33
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GOAL: Career Development ~ Self-Knowledge ACTIVITIES EVALUATIONS
vy o -
One learns from experiences at work. Students in the work Pa) 3 ol -~ &l e x
experience education program use this knowledge they have learned a & § HEI B I I B ~
about theamselves when considering future occupations, training, Pae > E 1 51 Sl sl 3 <
and/or schooling. S e S MBI S
Ww o o Zl| O} < ol x bt
o < o o] o} o Ol w ';_.J
OBJECTIVES The students will be able to:
- determine their employability needs. #1 #2 #6 X
- assess their progress in the world of work. #3 44 #7
#73 #74 #75] X X
- determine how they adjust to different work situations. 912 532 #41 X \ 1
#42 §44
- evaluate the type of work activities that appeals to them. #12 #34 X X
- Judge the practicality of owning their own business in the 14 X 1 X X 1 X
future.
- organize information about themselves so that they can #20 #21 #22 X X
properly complete various employment forms. #23 #24 #26
- relate information about themselves to prospective employers. ;gg #28 #29 X X
- develop a plan of action to learn more about themselves. #15 X X X
- _compare their values to those values required in occupations value X X
of their interest. survey
- determine those work areas in whicu they are most interested. interest X X
survey
- discover their strongest aptitudes. aptitude X X
te:
g ,
o ® Yl | e

.
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ACTIVITIES EVALUATIONS
' 2 an g o =
Many students in the work experience education program change 3 § ol LI 2l S ;
jobs and industries frequently as they learn about the world. of o > © SIel 6 =|x &
work. Setting goals, making good use of their experiences on the i x § wl = AR -
job, and making valid job changes are all part of career < E S E.E g Sil 812 %
preparation. ¥22 |58 58||8|& &
OBJECTIVES The students will be able to:
- recognize their employability needs. #1 X
- assess the job outlook for occupations and industries of #11 X | X X
interest.
- Judge the practicality of owning their own business in
the future. #13 X X
- explore occupations and industries of interest. #25 X | X X
- use the proper interview process for their areas of interest. #28 #29 X X
- identify their own financial goals. #89 X
- employ their own attitudes, habits, and skills to get ahead in
the worid of work. #72 X X Hob progress
6] o
o




S | T | R
GOAL: Career Development - Career Decisiom-making e .
y ACTIVITIES EVALUATIONS
— . ' o PP o ‘ = —
. vy w & i
students in the work experience education program learn to use < = - el & &
information about themselves, their experiences on the job, and o, ® ol > wll = x
. . ] — (&) <L @ (")
their potential options in the world of work before making o & Ol 2l Z1d -
decisions that will affect their carxeers in the future. o2 é x| S| w ol o o
55 0 NE IR R 5
Ww o oo z| o] < ol X o
x « o o QL) QW Q] &<J
OBJECTIVES In order to make valid decisions about future
occupational choices, students will be able to:
- detemine the most appropriate time to leave their current ,
job. #43 X ‘ X
- compare occupational opportunities between various jobs and
industries. #11 X | X X
- assess the type of work activities that they enjoy the most. §12 X X
- determine the type of information to be included in a letter
of recommendation to enhance their chances of getting a desired
job. #61 X X
- use a decision-making process to make occupational decisions. 17 X Future
’ decision
613
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. GOAL: Economic Awareness ACTIVITIES EVALUATIONS
P N o (.
v, Lat x
In the work experience education program the students learn how o > € 9‘5 o I | n
much they really earn on their jobs, how they pay taxes, and how iy § I E1.5l Sllal 3 &
to handle their money. < = S ~ § g § ‘;_: %
. & & & ] wl o Ol W ?
OBJECTIVES The students will be able to:
- check the accuracy of their paychecxs. #82 ¥90 | X
f94
- Plan how to use their money. #88 489 X
- complete federal income tax forms, #93 X Complete form.
check their W-2 forms for accuracy, 192 X X
- coinplete a W-4 form and recognize how it affects their
paychecks., . §91 X X
- open a savings account. #87 X X Open a saving
account,
- open a checking account. #86 X X ?pen a check-
ng account.
- apply for credit. #85 X X Establish
credit,
- recognize how employees are protected from sickness and
injury. #84 X X
- detemine if they are eligible for unemployment insurance, #81 X X
- 1identify those fringe benefits that they are currently-
receiving, #80 X
65 “
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Develogmental 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 need to be as familiar with these concepts as t:hey
would be of any course content they would be teaching. They are the link
between the amployability 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 amployability concepts are listed on the title page of each
activity in the colum 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.

- Buployers like employees such as koy because they inctease- 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 assigmments 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 employsbility concepts are contained on the

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

are included to assist the teacher coordinator.

)




DEVELOPMENTAL LINKAGES

Concept Description Ideas/Suggestions

A. The duties, tasks, physical demands, and Information about occupations 1s necessary to help
Occupational jworking conditions of a job one make future occupational decisions,
Information |[nformation obtained from printed material,

audiovisual materials, and/or  personal

contacts
8. The outlook regarding what type of jobs will Information about jobs in the future should be
Occupational | be available in the future through private considered before a person decides on a training
Opportunitieq industry, govermment agencies, unions, program or school major.

and the military

Full- or part-time jobs, career centers,

labor market information, personal

| contacts, magazines, and newspaper

articles
c. Federal and state regulations pertaining to Knowledge about laws can help one in applying for
Laws minors, discrimination, wages, hours, work 3 new job and keeping a job,

conditions, and sex harassment on the job
D. Those school courses, programs, and training Having an occupational goal in mind is important
Related necessary for a particular job; i.e., when making decisions about schools, training,
Education and| training to be an engineer or auto mechanic and so forth.
Training
£, Those types of work experiences and other Having an occupational goal in mind will help one
REIBt?d community  experiences necessary for a decide on part-time jobs and voluntary efforts in
Experience particular occupation; i.e., managerial or the community.

medical occupations
F. Knowledge of business/jobs related to the Knowledge of an industry is essential to progress
Industry same econamic concepts; i.e., knowing how to on the job. The writer becomes an editor. The

run to a store as opposed to a skill of clerk becomes the store manager.

operating a cash register; understanding how The carpenter opens a contracting company.

all jobs support the production of goods or The police officer becomes the Chief.

rendering of services in a busing,s;

knowledge of other business in the same

econamic fields 70
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DEVELOPMENTAL LINKAGES

Concept

Description

Ideas/Suggestions

F;-ofit vs.
Loss

géatth and
Safety

I.
Pay/Wages

J.
Employe:s
Rights/
Benefits

K.
Consumer
Consideration

L.
Motivation/
Ambition

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 requlations designed to protect
enployees fram unnecessary hazards on the
job; noise, fumes, stress, faulty air
conditioning, and so forth

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

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

Satisfying the needs and concerns of the
custamers

Demonstrating that one wants to learm,
improve, accept challenges on the job,
volunteer for new assigmments

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 an
employee keep a job as well as get a better job.

Businesses that have good safety and health
records usually stay in business, assuring
employees that they can keep their jobs.

Amount of wages usually paid for an occupation or
in an industry shculd be taken into consideration
in detemmining career plans,

Many occupational decisions are based primarily on
hourly pay or salary. Benefits such as health
plans are worth a lot of money.

Vacations and sick pay can also be included as
a money item to consider.

Treating customers like you would like to be

treated as a customer can only help the business
and secure jobs,

Brployees that are motivated and are ambitious are

the ones that usually get the promotions, raises,
and better jobs in the future,

9¢
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DEVELOPMENTAL LINKAGES

Concept

Description

Ideas/Suggestions

MO
Being
Responsible

N.
Reliable/
Dependable

0

Gétting Along

with Others

P.
Employee/
Cystomer
Relations

Q.
Loyalty/
Honesty

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

One that géts 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
custamers with respect and courtesy;
understands that customers are necessary for
continued business

One that is faithful
trustworthy to the boss

to the business;

Are you a responsible employee? How do you know?

Does your employer feel comfortable when you are

given an assigmment? Do you always have to be

reminded to get your work done? How these

questions are answered will determine if you Kkeep
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 assigmments?

Do you blame others for your mistakes?

The answers to these questions could determine
your future with the company.

Who is the
"custamer ,"
important,
Without custamers you cculd easily lose your job,

real boss? If you answered,
then you know why they are so

How do you steal time from your business?
Have you ever heard someone "bad mouth®
campany? What did you think?

Can it have an eifect 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?

his/her

74
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DEVELOPMENTAL ¥1MKAGES

Concept

Description

Ideas/Suggestions

|.
initiative

S.
Competitive

T'
Job
satisfaction

J.
Life-Style

V.
Confidence

One that starts and completeg 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 {eels good about the job; has a
sense of pride

When bhaving 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
know!'edge 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

Do you stand around a lot on your job?
If you do, qon‘t expect a raise or pramotion.
Do you believe there is aluways something to do on

the jqb? 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 pramotion, who will?
Why?

Is your current job worthwhile? why?
How could it be better?

Do you know the type of job that will mak
happy? How do you know? 5o
Is your decision based on fact?

Have you decided on your future occupation?
Are you considering any plans?

§hould' you consider other elements besides the
job? i.e., where would you live?

wQuld you have to travel? would you have enough
time for your favorite leisure activities?

What is confidence? 1s it important?
How €an one gain confidence?
Is confidence important to getting ahead?

Do you kqow your aptitudes?
és it important to know your aptitudes when
eciding on your future occupational career?
How do you find out your aptitudes? .

79
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DEVELOPMENTAL LINKAGES

Concept Description Ideas/Suggestions
X. Thore job-related duties one cr-. perform on what abilities do you have?
Abilities the job; i.e., operate a cas’. zegister, sell What abilities do co-workers have that you do not
a dress, fix the brakes on a car, repair a have? Can you learn them?
T.v., and so on What abilities will you need to have for your
future occupational choice?
What is the difference between ability to do
samething and having the aptitude to do it?
Y. Those things that hold one's attention about What type of work interests you the most?
Interest a job; i.e., bhelping people, working with Are you interested in your current job?
tools, making decicions, working outdoors, Is there anything that interests you about your
working with autos, working around a faim, current job? Working with people? tools?
and so on How can you be sure that you will be interested in
your next job? Your occupational career choice?
L. Those qualities that aie significantly What values are necessary for your present job?
Values important to cause one to make certain What values are essential for your future
decisions either about their present job or occupationa'’ choice?
future career choice; i.e., having lots of (Discuss values needed for different occupations;
money, helping others, having power, being i.e., pilot, salesperson, fammer, doctor,
healthy mechanic, and so on)
AA. The skill to use proper language on the job Do you have difficulty using proper language on
Oral so that one can be clearly understood by your job? What is proper language for your job?
Communication

custamers, fellow employees, and supervisors;
i.e., in-person conversations as wel! as
those over the phone

17

How do you answer the phone at your job?
Have you ever 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 coomunication necessary to keep a job?

78
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DEVELOPMENTAL™ LINKAGES

Concept

Description

Ideas/Suggestions

B8,
Written
Communication

CC.
Following
Directions

m'
Produtivity

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
custamers, employees, and supervisors

Tre skill to be able to either read or listen

o a set of instructions and then complete
the assignment properly

The 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 appr2arance, and so on

Written comunications skills are usually required
to 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 had
to be done over again? who was at fault? why?
Would an employee that cannot follow directions be
able to hold a job?

Why do oroductive persons get raises? 1Is 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 a
pramotion? How ¢an you learn tham?

What skills do You need to learn to obtain better
jobs in the future?

Can you think of two rules you have to follow
Oon your current job? Why does a business have
rules? Do you agree with those at your job?

Why do many businesses want employees to have a
certain appearance? Does it help business?

Do people who cannot follow rules and requlations
usually lose their jobs?

09
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DEVELOPMENTAL LINKAGES

lcncept Description Ideas/Suggestions
. The skill to be able to complete federal and Have you ever completed a federal incame tax
Taxes state tax forms return? Did you need help?
Knowledge of how taxes are paid Why are taxes deducted from salaries?
HH . The skill to be able to handle money Do you have credit? Can you get credit?
Finances correctly \ What is the purpose of a savings account?
Kiowledge of credit, budgets, and banks what is the purpose of a budget? [o you have your
own budget? Does your place of business have a
badget? vhy?
1. The ability to make job-related decisions or Have you decided on your future career?
Decision- What do you need to consider?

MAK1ING Shills

.
Planning

decisions about future career options by
considecing 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 time; setting short-term goals

Are you allowed to make any decisions on your job?

Do you have a carcer objective?
on achieving your objective?
Do you want a promotion at your current job?
Do you have a plan how this can be accomplished?

How do you plan

52
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APPENDIX C

SUPERVISION SERVICE CALLS

The work experience education process is dependent on effective
supervision/service calls., Eech call to an employer can have one or more

of the following purposes:
- Introduction to work experience education
- Student progress
Bunployer 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
anpioyer should be called in advance to verify the student's employment and
to set a date for a brief introsductory 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 tnat 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 nmaid for the work done on

Q

the job, School credit is grarted for the learning that takes place.

83

- MActivity #6 is completed.



Other points that could be covered during the introductory call
include the foilowing:
~ An explanation of the weekly time cards or wage and hour reports

~ The fact that anployer will be asked to evaluate the student's

overall job performance Rater in the semester

The employer should know when and how to coatact 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. T™wo or three questions that might bhelp
trigger a good discussion about the student are essential in thLe planning
of the training process.

Ideas for questions to ask about students can be dgenerated from a
number of sources, such as the following:

- Conversations the teacher cooordinator has had with the student

in the past

~ The teacher ccordinator's review of the student's past evaluations

and surveys

- Caments the student might have made during the related class

discussions

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

4

~in Appendix E, Questions for E’mbloyers.

During the supervision/service call, the teacher coordinator must come
away with at least one on~the-job activity which the student 1s going

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

84
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Buployer Participation

The challenge for teacher coordinators is to make employefs feel that
they are contributing more than a job to the program. 'l‘he 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

anployers 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 Keep 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 pramote 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 open a business?

- What do you look for in a full-time employee that
you do not iook for in a part-time employee?

Econamic Awareness

-~ How does absenteeism affect ywur place.of business?

- How do you calculate base salary and raises?

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

Some 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 durirg the year. They could be used as a resource for the
related class or in the career center. They should encouraye 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 quggment - The approach for job placement can be something
like the following: "I know of a couple of students interested in working
ir your industry. If you have any operings, let me know. I will be glad to
prescreen them and send a couple over for an interview."” An active placement
program is eégential for all work experience education programs.

< Labor Laws ~ Some empioye.s may need information regarding labor laws,

especially those affecting sixteen- and seventeen-year qld 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:

Bmployer-employee disagrsements - Disagreements can occur

over school requlations, hours of work, pay, assigmment, duties, time off,
or job satisfaction,

Buployee problems - Problems might arise in areas of

attendance, quality of work, personality, cooperation with others, basic
skills, drug use, theft, and sexual activity.

Bmployer abuse - Cases of employer abuse generally involve work

permits, state and federal labor laws, and Industrial welfare Commissi n

orders,

There is no magic answer for each type of problem. Every problem is an
individual situwtion, Experience is the best teacher. Sharing ideas with
other teacher coordinatcrs and attending conferences and in-service training
sessions sponsored by the Califcrnia Association of work Experience
Education (CAWEE) and local chapters of CAWEE csn be of assistance. The

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

- For those problems that need same give and take, the teacher
coordinator should act as a mediator. The options can be identified and the
parties decide the solution.

- Assuning 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.
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1é;f' - Many times employers are not familiar with the labor codes
affecting? minors. 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...”

EXPERIENCE
EDUCATION
GET
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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 aducation coordinators whp open their supervision/service calls
by asking employers, "How's Johnnie doing?® The erployers will frequently
answer, "“Fine. In fact, he is just great." This 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
auployer, 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.

~ Duployers inform the teacher coordinators of the students’ duties
during the initdal 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, ihe following type of
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questions might be asked to help the students stimulate thoughts about
their jobs.
-~ Do you do any math on your job?

you do any mea “uring?

MATH
!
g

g

you deal with fractions or decimals on your job?

- Do you fill out forms?

"g’- Do you write messacjes on your job?

ég- Do you talk with custamers?

%-— 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?

?ﬁ ~ Do you handle products? Mercharnr.ise?

% - 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

30
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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 camments 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, “"wWe really like the work Mar:'y 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 ijob.

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 ser’ous 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. Hé: related class

sessions should include activities that focus on planning and decision

making,
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APPENDIX E

QUESTIONS FOR EMPLOYERS

™e  initial questions that teacher cooordinators ask
anployers while making their supervision/service calls should focus on the
employability needs of the students. Teacher coordinators can usually
detemmine 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 fram previous supervision/service calls.

- Have the students complete Activity #3, 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

anployability 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 Blue Collar System: Putting Women on the Right Track (1982) $10.00
Californa Public School L qectosy 12.50
Carcer’ Vocational Asscssir .nt of Secondary Students with Exceptional Needs (1983) 4.00
Choices and Challenges: Student Guidebook About Nontraditional Carcers (1979) 2.78
College Core Curriculum: University and College Opportunities Program Guide (1983) 228
Community; Work-Based Programs, Marketing and Distributive Education (1982) 2.50
Computer Literacy of California’s Sixth and Twelfth Grade Students (1984) 1.50
Curriculum Design for Parenthood Education (1982) 400
Curriculum Models for Consumer and Homemaking Education (1977) 350
The EDA Challenge: Change Agent 80 (Consumer/ Homemaking Education) (1980) 2.50
Essential Living Skills (1984) 378
Guide for Vision Screening in California Public Schools (1984) 2.50
Handbook for Planning an Effective Mathematics Program (1982) 200
Handbook for Planning an Effective Reading Program (1983) 1.50
Handbook for Planning an Effective Writing Program (1983) 250
History  Social Science Framework for California Public Schools (1981) 225
Home Decorating and Furnishings Occupationsl Guide (1979) 2.78
Hospitality Occupations Curriculum Guide (1977) 100
Identification of Causes for Attrition in Vocational Education Heslth Carcers Programs (1983) 5.00
Improving the Attractiveness of the K— 12 Teaching Profession in California (1983) 3as
tmproving 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) 15
Instructional Patterns for Consumer and Homemaking Education (1976) 6.00
Instructional Patterns for Maximizing Human Potential (1978) ‘ 7.00
Maximizing Human Potential: A Curriculum Design (1977) 2.50
Moving Toward Sex Fquity in Vocational Education (1982) 5.00
Nutrition Education— Choose Well, Bc Well: A Curriculum Guide for Jvnior High School (1984) 8.00
Nutrition Education—Choose Well, Be Well: A Curriculum Guide for High School (1984) 8.00
Nutrition Education—Choose Well, Be Well: A Resource Manual for Parent and Community
tnvolvement in Nutrition Education Programs (1984) 4.50
Nutrition Education—Choose Well, Bc Well: A Resource Manual for Preschool, Kindergarten,
and Elementary Teachers (1982) 228 .
Nutrition Education ~Choose Well, Be Well: A Resource Manual for Secondary Teachers (1982) 228
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. (982 Edition (1984) £.50
Planning Vocational Home Economics Programs for Secondary Schools (1983) 275
Ramsing Expectations: Model Graduation Requirements (1983) 278
Resources in Health Career Programs for Teachers of Disadvantsged Students (1983) 6.00
Science Framework Addendum (1984) 300
Sex Equity Shide, Tape Presentations with Scripts (1983) &
Apprenticeship in Electrical Work 15.00
Apprenticeship in Plumbing and Pipefitting 15.00 g
Aprenticeship in Sheet Mctal Work 15.00 i
Distributive Education 15.00 ;
Statement on Competencies in English and Masthematics Expected of Entenng Freshmen (1982) 2,50 <
Studics on Immersion Education: A Collection for U.S. Educa.ors (1984) 5.00 »
Toward Mo.e Human Schools: Exempiary Efforts in Seif-Concept, Human Values, Parenting,
and Sclhiool Climate (1981) 1.75 3
Trash Monster Environmental Education Kit (for grade six) 2300
Wizard of Waste Environmental Education Kit (for grade three) 20.00 o
Work Experience Education Instructional Guide (1981) 9.28 O
Work Experience Education Instructional Guide: Teacher's Manual (1985) 3.50 -
Orders should be directed to: g

California State Department of Education
P.O. Box 271
Sacramento, CA 958020271

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, avaifabie {0 member districts of
the Califorma Computing Consortium, may also be obtained by writing to the same address.
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