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Secondary Transition and Employment Project

University of Idaho

CAREER EXPLORATION FOR STUDENTS WITH MODERATE HANDICAPS

This curriculum was developed for students with moderate handicaps to provide
systematic individual assessment of vocational preferences and instruction in
work-related skills. Students participatiry in career exploration activities will
learn to analyze their job skills and preferences in relation to work which they
observe at school and in the community. To accommodate the learning needs of
students with handicaps, the curriculum is based on several considerations. First,
parents and students should be integrally involved in planning the curriculum,
Second, vocational training should begin early, preferably at the 7th or 8th grade
level, and shculd be cyclical in nature, with students participating in activities
and then returning to expanded versicns of the same activities or engaging in more
complex activities in subsequent grades. In this way students may be introduced to
skills in 7th grade and provided opportunities to master these skills in later
grades: when skill aquisition is problematical, the teache“ can create adaptations
to materials or routines. Third, teachers should take advantage of every opportunity
to use real-life materials, hands-on experiences, and on-site instruction to
facilitate generalization. Fourth, the social skill deficits of students with
handicaps should be addressed: assessment of and instruction in appropriate social
behaviors should be incorporated into both school and comnunity based career

exploration activities.

The following pages contain a chart of suggested goals‘and activities for

Career Exploration. Separatz modules are available for students with miid,

S



The following pages contain a chart of suggested goals and activities for
Career Exploration. Separate modules are availabiz for students with miid,
moderate, and severe handiczps and sample lesson plans and forms are included in

each. A moduie on assessment and instruction in Job-related social skiils is also

available,

Goals | and 2 for students with moderate hanaicaps involve collecting and
summarizing information about students’ functional life skills and their vocational
interests and experiences. Goals 3-4 are designed to heip students explare
individuai vocationai preferences by gathering information from a variety of
sources. Students iearn to observe work, determine the skills required to perform a
job. and anailyze their ability to do specific jobs. Students also develop basic
skiils essential for obtaining employment, including using the telephone. schedul ing
appcintments. and participating in an information interview. Sample lesson plans

and forms are included in this module.

Lessons may be incorporated into an existing life skiils special education
ciass or, for some students, presentzed as a separate course which may include
students in regular education ciasses who could benefi: from participation in the
class. The activities delineated in this unit provide a framework for the teacher.
Aaditionai activities should be deveioped which address the needs of each student,,
cased on vocationa! IEP goals developed in conjunction with the student, parents,

and schooi personnei,
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Collect information about student's
functional skills.

Activities:
1. Assess functional (1ife) skills.

GOAL 1:

GOAL 2: Summarize information about stucent's
vocational interests and activities.

Activities:

1. Collect information about student's strengths,
deficits, learning style.

2. Conduct an initial student vocational interview
and self inventory,

3. Conduct an initial parent interview

4. Review vocational information obtained and
develop with student a list of careers/jobs
of interest.

5. Surmarize class vocational interests and assess-
ment data, N

GOAL 3: Student is introduced to the concept of
work, values associated with work, and
reasons people work.

Activities:

. Student organizes a career exploration notebook.

2. Student generates ideas about reasons for

working.,

3. Student identifies individual vocational prior-

ities and values.

GOAL 1: Collect information about student's
functional skills.

Activities: . .
1. Assess functional (life) skills.

GOAL 2: Summarize information about student's
vocational interests and activities.

Activities:

1.  Conduct an initial student vocational
interview and self inventory. °

2. Conduct an initial parent interview.

3. Complete student self-inventory,

4, Su?narile information gathered from activities
1-3.

5. Develop long-term plan for the student.

GOAL 3: Student {is introduced to the concept of
work, valuec associated with work, and
reasons people work.

Activities:

1. Students are introduced to the concept of work.

2. Student organizes a career exploration notu-
book.

GOAL 1: Collect information about student's

functional skills.

Activities:
. Assess functional (life) skills.

GOAL 2: Collect and summarize information
about student's present and future
vocational interests.

Activities:

1. Assess student activities and par~-~t
expectations.

2. Develop a long-term plan.

GOAL 3: Provide opportunities to experience
variety of jobs.
Students work on jobs in the classror
and in the school building to assess
their work skills and preferences.
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GOAL 4: Student uses a variety of information
sources to ‘earn about jobs/careers
and to generate an individual list of

local employment options.

ties:
udent visits Job Service and Chamber of

Actiyi

1,78t
Conrerce.

2. Student uses local newspaper to learn about
available jobs.

3. Student schedules, prepares for, listens to,

and summarizes presentations by resource persons

Student uses directories to categorize/list types

of community businesses.

Student receives an overview of written sources

of career information.

Student prepares for and participates in group

tours of community businesses.

7. Student uses written scurces to gather informa-
tion about a career of interest.

8. Student questions friends and relatives about
a career of interest.

9. Student uses information sources to prepare an
oral or written project on a career of interest.

o

o W

Student learns critical skills for obtain-
ing job/career information through
personal interviews.

Activities:
T.  Student chooses a job of interest and selects an
employer/employee to interview.

2. Student role plays using the telephone to ar-
range an interview.

. Student schedules an information interview.

. Student prepares a list of questions for the
interview,

. Student role plays the information interview.

. Student records information obtained during the
simulated interview.

. Student participates in a scheduled information|
interview with a community employer or employee.

GOAL 5:

W

~ v

GOAL 4: Student uses a variety of information
sources to learn about jobs/carcers and
to generate an individual 1ist of local
employment options.

Activities:

1. Student uses newspaper to learn about job

openings.

2. Student uses telephone book to find places of

enployment .

3. Student questions friends/relatives about a
career/job of interest.

»

GOAL 4 Student learns work-related skills
needed to prepare for and tiavel to
a work environnent.

Activities:

IT Student uses a daily schedule.

2. Student uses 3 checklist to prepare for work,
3. S;¥?$nt uses transportation and nobility
s S.

A
-t
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GOAL 6: Student learns to observe work
and analyze the critical skills
needed to perfons the job.

Activities: ‘

1. Student observes videotapes from
community job site and rece-ds
information about skills, working
conditions.

2. Teacher schedules work observation
at community job sites.

3. Student conducts a work observation
at a community job site.

4. Student reviews information col-
lected during work observation and
decides if he/she could perform the
Job.

GOAL 7: Student learns to use avail-
able resnurces to pursue
after-school or sunmer employ-
nent preferences.

Activities:
. Student reviews community resources
useful in finding work.
2. Student uses networking to find
Jjob leads.

—- e

SEVERE

o et gty

GOAL 5: Student learns to observe work
and analyze the critical skills
needed te perforn the jro.

Activities:

- —— -

—

Student becomes familiar with places
of employment in the communi ty.
Student develops a prioritized 1ist
of work observation sites.

Teacher schedules work observations.
Student observes videotapes of per-
sons at work and summarizes critical
skills.

5. Student observes work at selected

=W M

community sites, noting major skills.

6. Student decides whether he/she Yikes
and could perfora the job observed.

7. Information is surmarized on student
profile.
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IMPLEMENTING A CAREER EXPLORATION CURRICULUM

The following activities should be conducted by the special education teacher or the

work experience coordinator prior to implementing a Career Exploration curriculum:

1. Present a rationale and supporting data for a community-based vocational program
to the director of special education, the school principal, the school board, and

parents. Include a tentative outline of the goal!s and objectives for the program.

2. Obtain a written confirmation of the district administration’s knowledge and

support of a community-based vocational program.

3. Obtain written permission from parents or guardians for their children to
participate in career exploration activities. A sample permission form is included

in this section.

4. Ensure liability, medical and accident coverage through school’s extended
coverage and/or parents’ medical insurance or other methods. Examples of how school
districts have arranged for coverage of students in the community is included in

this section.

5. Develop strategies for supervising students participating in activities in the
comnunity. A Staffing Strategies Module which outlines effective use of staff time

to provide school and community-based programming is available from STEP.




STEP MANUAL ROUGH DRAFT

PARENT PERMISSION FORM

I understand that my child will be participating in a work explioration program in
the community that has been explained to me by school personnel. I also understand
that there may be occasions when school personnel will transport my child to job
interviews and job-related activities.

I hereby release the school and School District #
involved in:

from any responsibility

participating in a community work exploration program

transportation by school personnel for job-related activities

Student accident or medical insurance is , i8S not
daughter .
(Name of student)

carried on &y son or

Name of insurance company:

Policy Number:

Parent’s Signature Date
Principai’s Signature Date
Teacher’s Signature Date
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EXAMPLES OF INSURANCE COVERAGE FOR WORK EXPLORATION PROGRAM

le 1:

For non-paid work exploration, a training agreement is signed by the employer,
teacher and parent/guardian. The schoul district has liability insurance covering
school activities not conducted or ichool grounds. Parents are responsibie for
medical and accident insurance ¢ . community-based, vocational and other school
activities. Work exploration is included on the IEP as a vocational goal.

Students who are paid on the job are covered by the employer’s workers compensation
insurance.

Example 2:

Students who are placed in non-paid work experience in the community are covered
through the Volunteer Bureau in that conmunity. The Volunteer Bureau provides
insurance coverage for volunteers working at non-profit organizations such as a
hospital or college.

Students who are paid are covered by the employer‘s workers compensation insurance.

For all students involved in the work experience program, their parents must sign a
form that indicates their insurance carrier and that the student is covered by 24
hour insurance, or agree to purchase school insurance.

Work experience is included on the IEP as a vocational goal.

Example 3:

The schcol pays the students through the employer so all students are covered by
workers compensation insurance. For all other community-based activities, the
students are covered the same as students involved with field trips and sports. The

students can also buy an insurance policy through the school for $8/school year.

Work experience is included on the IEP as a vocational goal.




STEP MANUAL - CAREER EXPLORATION

Phase 1 Career Exploration - Suggested Goals and Activities for

Students with Moderate Handicaps.

Goal 1: Assess functional life/survival skills. Assessment and
training of life/survival skills should be an ongoing part of the
student’s program throughout junior and senior high with an emphasis
on training in the junior high and maintenance throughout the
student’s years at the senior high.

Responsible Person: Instructional Team, Parents, Student

Materials/Forms: The Vocational Assessment section of the manual

contains reviews of functional life/survival skills assessments.
Refer to Apbendix Goal 1 for an example of a life/survival skills
checkliist (Living Skills Checklist).

Products/Outcome: Partially fuifills the requirements for Level I
Assessment of Functional Skills.

Suggested Start/Completion Date: Ongoing beginning in 7th grade and

updated each yvear through the 12th grade.
CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE

Goal 2: Collect and summarize information about the student’s present

and fu'ture vocational interests.

Activity i: Conduct an initial student interview. This activity, as
well as work observation (refer to Goal 5), fulfills the requirements
for Level Il Assessment of Career/Vocational Interests. A student
interview should be conducted each year to ensure that the student’s

changing vccational interests are considered.

15
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STEP MANUAL - CAREER EXPLORATION

Responsible Person: Instructional Team, Student

Materials/Forms: Initial Student Interview form is inciuded in

Appendix Goal 2.
Products/Outcome: Summary of student’s attitude toward work, future
plans, and areas in which he has little or no information to offer.

Suggested Start/Completion Date: Ongoing beginning in 7th grade and

updated each year through 12th grade.

Activity 2: Conduct a parent interview and complete a checklist of
cbserved student interests. Discuss the functional skill assessment
(see Goal 1) and future expectations and goals for student. The
parent interview may be done as part of the pre-IEP meeting with
parents to discuss goals. This activity partially fulfills the
requirements for Level I Assessment of Functional Skills and Level 11
Assessment of Career/Vocational Interests.

Responsible Person: Parents, Instructional Team, Student
Materials/Forms: There are three optional forms for assessing
student’s activities at home and parents’ goals for their child
contained in Appendix Goal 2. The teacher should use the form he/she
feels the parents wiil be moét comfortable using.

Products/Outcome: Summary of parents’ expectations for student’s

future work or career and their assessment of the student’s training
needs for the immediate future and upon graduation.

Suggested Start/Completion Date: Ongoing beginning in 7th grade as
part of pre-IEP meeting with parents, updated each year as necessary

through 12th grade.
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ivity 3: Complete a student self-inventory of abilities and
traits. This activity can be completed as part of the student
interview.
Responsible Person: Student with assistance from instructional team
Materjalg/Formg: Student Self-Inventory Form, Appendix Goal 2.
Products/Outcome: Partlally fulfills the requirements for Level II
Assessment of Career and Vocational Interests. This information will
be utilized for Goal 5: Activity 5.
Sugaegted Start/Completion Date: Beginning of Career Exploration Unit
in 7th grade/12-13 years of age; updated each year as part of the

student interview.

Activity 4: Summarize information gathered from Activities 1-3 above.
Responsible Person: Instructional Team

Materialg/Forms: Student Interest Summary and Student Profile located
in Appendix Goal 2.

Products/Qutcome: Summary of the sStudent’s strengths and limitations;
parental expectations; and student’s carzer and school interests.

Suggested Start/Completion Date: 7th grade; updated each year through

gstudent’s last year in school.
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Activity 5: Develop a tentative long-term plan, using information
collected for Goals 1, 2 and 5 and including goals for the student’s
remaining years in school and future environments. Goals should be in
the areas of vocational, domestic, recreation/ leisure, community
functioning and interaction with non-handicapped peers.

Responsible Person: Parents, Instructional Team, Student
Materials/Forms: Refer to STEP Transition Manual

Products/Outcome: Long-term transition plan developed for the
student.

Suggested Start/Completion Date: Ongoing beginning in 7th grade/or

ages 12-13 yrs.

CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE




STEP MANUAL - CAREER EXPLORATION

Note: The emphasis in the following goais and activities is that the
student participates in the job-seeking process. If the student'is
unable to perform the skills independently, adaptations should be
deveioped that will assist the student to perform the skills as
independently as possible. Goals 3-6 can be introduced in the 7th
grade and reviewed each yeér after that. Every opportunity éhould be
given for students to practice and apply these skills in the natural

environment.

Goal 3: Introduction to concept of work at home and in the community,

why people work, full-time and part-time work.

Activity 1: Introduce the concept of work, paid versus non-paid

emp loyment, etc.

Responsible Person: Instructional Team

Materials/Forms: Refer to Goal 3 Lesson Plan in Appendix Goal 3.
Products/Qutcome: The student will understand why people work and why

it is important to work.

sSuqgested Start/Completion Date: Beginning of Career Exploration
Unit.

Activity 2: Organize a vocational notebook that will contain
information gathered in the following Career Exploration units,
including work-related vocabulary words, information obtained from
work observations, work/job site preferences, resume/personal data
sheet, and any other pertinent information.

Respongible Person: Student, with assistance from instructional team

member .

13
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STEP MANUAL - CAREER EXPLORATION

Materjals/Forms: Refer to Goal 3 Lesson Plan and an example of a
vocational notebook in Appendix Goal 3.

Products/Qutcome: A notebook of information the student can add to-
during each phase of Career Exploration and Career Focus and refer
when looking for a job. The notebook can also be utilized by adult
agency personnel who may help the student find a Jjob in‘the future.

Suggested Start/Completion Date: Beginning of Career Exploration
Unit.

CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE

Goal 4: Become familiar with information sources to learn about Jjobs.
These should include at least newspapers, the telephone book, family
members, teachers, vocational counselors at school peers and others
who work, community resources such as employment agencies (public and
private), Job Secvice Hotline and Vocational Rehabilitation, and
observations at places of employment. Information will be sbtained

through interviews and work observations at community Job sgites.

Activity {: Develop the skill to use newspapers to find out about Job
openings in the community.

Re s son: Student with assistance from instructional team
M§£§£i§i§£EQ£m§= Refer to Goal 4 Lesson Plan in Appendix Goal 4.
Products/Qutcome: The student will become familiar with using the

newspaper for information about jobs.

Suagested Start/Completion Date: Introduce activity in 7th grade;

apply and practice skill in real situations through 12th grade.

'
(o)




STEP MANUAL - CAREER EXPLORATION

Activity 2: Develop the skill to use the telephone book to find
names, addresses and telephone numbers of places of employment in the

community.

Responsible Person: Student with assistance from instructional team

Materialg/Formg: Refer to Goal 4 Lesson Plan in Appendix Goal 4.
Products/Outcome: The student will develop the skill to use the

vellow pages of the telephone book to assist in looking for
employment.

Quagested Start/Completion Date: Introduce activity in 7th grade;

apply and practice skill In real situations through 12th grade.

Activity 3: Develop the skills to interview family members, teachers,
peers and others who work for information about jobs and places of

emp loyment.

Responsible Pergon: Student with assistance from instructional team
Materials/Formg: Refer to Goal 4 Lesson Plan in Appendix Goal 4.

Products/Qutcome: The student will develop the skills to use others

as references to find out information about jobs and about places of

employment in the community in order to make decisions about desired

emp loyment.

Suggested Start/Completion Date: Introduce actiyity in 7th grade;
apply and practice skill in real situations through 12th grade.

Actjvity 4: Peview skills needed to obtain information about jobs.
Responsible Person: Student with assistance from intructional team
rials/ : The Job Game (refer to Appendix Goal 4).

Products: A game that will help students review material learned up

to this point.

21
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STEP MANUAL - CAREER EXPLORATION

Suggested Start/Completicng Date: Throughout the semester.

CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE CE

Goal S5: Develop the skills necessary to observe employees at work and
to summarize the critical skills which are performed on the job in

verbal or written form. Sites selected should include some of those

listed as priorities in Goal 4, Activity 4.

ctivi L: Become familiar with different jobs and places cof
employment in the community by observing slides or pictures of jobs
and/or walking through business areas, noting places of employment and
various jobs performed at each site.
Responsible Person: Student with assistance from instructional team
Materjals/Forms: Refer to Goal 5 Lesson Plan in Appendix Goal 5.
Products/Qutcome: The student will become more familiar with his/her
community and the types of jobs that are available in the community.

Suggested Start/Completion Date: Introduce activity In 7th grade and

continue activities each year through 9th grade.

Activity 2: Develop a list of work sites and jobs in the community
using the sources introduced in Goal 4 and from Activity 1 above.
Prioritize the sites/jobs according to students’ current preferences.

Select sites/jobs for work observation.

Respongible Person: Student with assistance from instructional team
Materials/ : Refer to Goal 5 Lesson Plan in Appendix Goal 5. An

example of a Community Job Reference Notebook is also included in

Appendix Goal 5.

22
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STEP MANUAL - CAREER EXPLORATION

Products/Qutcome: A community job reference notebook; a prioritized

listing of work observation sites based on each student’s current Job

interests.

Suacested Start/Completion Date: Beginning of Career Exploration
Unit, usually 7th arade or 12-13 years of age. Work observations can
pe continued each semester with reprioritized list of student job

interests and prefered work observation sijtes.

Activity 3: Arrange work observation sites in the community. Arrange
with the employer to watch an employee perform a specific job.

It may be helpful to show the employer the type of information the
students need to obtain.

R si n: Instructional Team

Materials/Forms: N/A
Products/Qutcomes: Contact made with employers that hire people In
the areas the students are interested in learning more about.

uqggest t/Completi te: Contacting the employer a week before
the observation is to take place is usually best. Call the morning
that the work observation will occur or the day before to remind the

employer that the class is coming.

Activity 4: Develop skills in observing persons at work and

summarizing critical skills required by observing videotapes in the
classroom. Develcp social skills appropriate for observing at work
sites in the community. A thank you note signed by the students to

thank the employer after the work observation is appropriate.

Regponsible Person: Student with assistance from instructional team
Materjals/Forms: Refer to Goal S Lesson Plan in Appendix Goal S.
-17-
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STEP MANUAL - CAREER EXPLORATION

Products/Quicome: Students have the observation and social skills

needed to obtain information from work sites.
S e tart/ j : Beginning of Career Exploration,

usually in 7th grade or 12-13 years of age.

vity ©: Observe at selected work sites in the community, noting
the major skills performed by the employee. Work observations are an
excellent chance for the teacher to obtain informatlion about a site
that can be used for future placements and to make initial contact
wlith employvers their interest in having students placed at their
business for work exploration. A brochure describing the vocational
program can be left at each work observation site to provide the
employer with information.
Responsible Person: Student with assistance from instructional team
Materials/ : Refer to Goal S Lesson Plan and example of an
Informa! Inventory of Community Businesses form in Appendix Goal 5.

Products/Outcome: The student will develop knowledge of a variety of

Jobs in the community which will assist him’her in making future job
choices. The teacher will obtain information about sites that can be
used in future work exploration placements and will have initial

contact with employers about possible placement of students for work
exploration.

u ted t/Completion Date: Beginning of Career Exploration
Unit, usually 7th grade or 12-13 years of age. Work cbservations can
be continued each semester with reprioritized list of"student Job

interests and prefered work observation sites.

-18-
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STEP MANUAL - CAREER EXPLORATION

Activity 6: Decide whether the job could be performed with tralning

or adaptations and like/dislike fcr the Jjob.

Responsible Person: Student with assistance from instructionail team

Materjals/Forms: Refer to Goal 5 Lesson Plan in Appendix Goal 5.
Products/Outcome: An updated community reference notebook, a

completed student analyslis of their ability to complete certain tasks
and a summary of work observations and student‘s job preferences.

Suggested Start/Completion Date: Assessed in conjunction with each

work observation.

Activity 7: Review information observed at work sites.

Responsible Person: Student with assistance from instructional team
t s/ ¢ Refer to "Job-Ardy" game in Appendix Goal 5.
Products/Outcome: A game that helps students remember and discuss the

work sites they have observed at.

Su t tart/Comple n Date: Throughout the semester after

observing at work sites.

CECECECECECECECECECECE CECE CE CE CE CE CE CE CE CE CE CE
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STEP MANUAL - CAREER EXPLORATION

Goal 1|

LIVING SKILLS CHECKLIST

Student: Date:

Compieted by:

Independent The student always successfully compietes the
activity/task using only natural cues &nd/or adaptations
(no help is given’.
Frequently The student successfuily completes the activity/task using
only natural cues and/or adaptations more than half of
the time.
Occasionally The student successfully completes the activity/task using
only natural cues and/or adaptations less than half of
the time.
N = Never The student never compietes the activity/task without
requiring help.
N/A The student has never performed the skiil/task.

PERSONAL HYGIENE/GROOMING

Washes hands

Washes hair

Washes body

Uses deodorant

Combs/brushes hair

Brushes teeth

Shaves using razor (electric or straight edge)
Cleans/clips fingernajls and toenaiis

G (Female) Handies feminine hygiene

16. Uses kleenex/handkerchief

1. Wears clean clothes

12. Wears clothes that fit and are in good repair
13. Wears clothes that are appropriate for the weather

1.
2.
3.
4.
5.
6.
7.
8.
O-

HOUSEKEEPING

Sweeps floor

Wet mops floor

Cleans bathroom

Washes dishes:

a. Uses sink

b. Uses dishwasher

Dries dishes

Stores dishes/pans/utensils in proper place

-20-




TEP MANUAL - CAREER EXPLORATION

Goa! 1
Page Two

EQUSEKEEPING - continued I N1t N2
7. Cleans coupter/table
8. Disposes of garbage in garbage disposal or
container
9. Cleans/picks up Hedroom
16. Vacuums carpet
11. Cleans ljving room
i2. Other
LAUNDRY./CLOTHING CARE ! N | N/A
1. Sorts clothes (iight/white, dark’/coiored)
2. Uses regular washer
3. Uses reaular drver
4. Folds/hangs ciothes
5. Mends clothes (pbuttons, hems. seams)
6. Irons clothes
7. Other
MEAL, PREPARATION/COOKING 1 Nj N/A&
i. Prepares breakfast I
2. Prepares lunch
3. Prepares dinner
4. Prepares snacks
5. Uses kitchen appliances and utensiis
6. Stores and disposes of food properly after meals
7. Cleans up after cooking
8. Measures liguid and dry foods
9. Observes kitchen safety
0. Prepares shopping list
11. Stores food after shopping
12. Other
PERSONAL BUSINESS MANAGEMENT I N} N/A

Sets and uses aiarm clock

lises post office

Uses banks

Budagets money

O s e {00 free

Makes appointments

-21-
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STEP MANUAL - CAREER EXPLORATION

Goal
Page Three

| fERSONAL BUSINESS MANAGEMENT - continueq H F |l O{ NiN/A
|
| 6. Uses a calendar
| 7. Communicaes fuil name: verbaliy, using I.D..
and/or written
8. Communicates address, phone number: verbally,
using I.D., and/or written
9. Fills out miscelianeous forms
0. Uses media for current events, sports/weather,
" _entertainment information, etc.
ti. Judaes trave! time requirements
12. Other
PERSONAL-SOCIAL SKILLS IJF|1 O] N|R/A

1, Carrijes identification (I.D.)
2. Communjcates basic needs: verpally, nonverbally
3. Uses please, thank vou, etc.
4. Initiates interactions with peers,

family members, <otc.
5. Converses with peers, visitors, family members
6. Refrains from talking to strangers unless

necessary

7. Uses telephone

8. Answers door in acceptable marner

9. Practices acceptable manners in/at:
restaurant
theater/spectator event
party/dance
. church
. doctor
ractices acceptable manners as a: |
. customer

1l

.
.

quest
host
emonstrates trustworthiness:
. conduct g¢an pe trusted iz unsupervised
situations
b. tellg the truth
c. takes responsibility for personal actions
and decisions
d. asks permission to use other’s
possessions/thinas
12. Accepts/adjusts to situations that are contrary
to own will or desire
3. Accepts/adjusts to novel situations: visitors,
schedule change
i4. Uses acceptable table manners

o]
c
d
e
19. P
a
b
c
D
a
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STEP MANUAL - CAREER

T{PLCRATICN

PERSONAL-SOCIAL SKILLS ~ continued

Engages in a passive activity:
List prefersences:

stereo, movie, etc.

Engages in solitary games
List preferences:

Engages in games with othes
List preferences:

Engages in hobby/craft activizy
List preferences:

Plays sports
List preferences:

Engages {n requliar exercise routine

Wri.es letters to friends

Engages in active socializations with friends,
family, groups, parties, members of opposite sex,
sociai clubs, etc.

MOBILITY

[
.

Crosses streets using traffic !ights and
pedestrian crossings

Walks to selected locations

Rides bicycle

. Identifies/reads street signs

Identifies/reads house numbers

O[O s (GO (D

ldentifies appropriate procedure to follow if lost




STEP MANUAL - CAREER EXPLORATION

Goa! !
Page Five
HEALTH/SAFETY I N/A
i. Treats simple health problems such as cuts/scrapes.
slivers, upset stomach, colds
2. Contacts another for health prcblems more difficuit
to handle: )
3. _Takes medication
4. Refiils prescription
8. Reports/handlies sejzures
_6. Uses telephone to call in sick
7. Uses telephone to make appointments
8. Recognizes importance of not ccmpining alcoho! and
mecication
9. Follows fire drill instructions
i1 Follows other disaster instructions
COMMUNIT I N/&
i. Makes purchases in:
a. Grocery stores
b. Department stores/malls
c. Convenience stores (Circle X, etc.)
2. Shops for personal jtems
3. Purchases meals in restaurants
4. Uses recreational facilities (bowling lanes,
YMCA. parks, etc.’
CHORES-SUMMER JOBS I N/3

Performs the foliowing houseno!d chores:
Inside
Vacuums

Dusts

Makes bed

Cleans kitchen

Cleans bathroon

Cares for pets

Q [F D Q[ T [

Other




STEP MANUAL - CAREER FEXPLORATION

o R T
eCa! 1§
. Page Six

CHORES/SUMMER JOBS - corntinuec

—

—

(@]

N

N/A

Qutside
d. Washes car

b. Sweeps walk

Shovels snow

Mows lawn

Pulls weeds

Rakes leaves

©Q 0 QK

Other

2.
Paper route

Work for nejghbors

Other work:
a.
b.
c.

“Other
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 1

INITIAL STUDENT INTERVIEW

DIRECTIONS: The student interview form is used initially to find out how much the
student knows about work and what work, if any, the student has performed in the
past. The interview format is used in subsequent years to determine the student’s
Job-related interests as she/he learns more about work and has a chance to try
different jobs. The information obtained from the student interview is used when
developing the IEP goals and objectives. The completed form may need to be
evaluated by a person familiar with the student to check for accuracy.

d nt:

Name: Date:_

Address: Age:
Street

Soc.Sec.#:

City, State, Zip Code
Graduation Date:

FEHE I NI K I I 2 I I3 I 3636 36 266 36 36963 3 3 I 36 3636 96 3 366 6 96 3696 96 36 96 26 326 2 366 9636 3 3636 36 36 36 36 96 36 6 6 3 ¢

Previous Work Experience

What jobs have you done:

At home

For neighbors

At school

FE 36 EIEEI6 I K I3 3 NI I I I 3362662696 263 36 6 963 306 9696 36 6 96 9696 3636 366 36 3636 3 .3 3 6 33 3 369696 6 .96 36 36 36 .3 3 3¢

Career Interests

What jobs would you like to do?




STEP MANUAL - CAREER EXPLORATION
Goal 2: Activity 1
Page Two

Are there any jobs you would pot like to do?
"

3363626 6 3636 26 36 3 6 3 6363636 JE 22 3 36362 I 2 3 36362 2 36 2 36 236 36 36 I I I 2 I 36 36 I 36 26 3 6 236 3636 I I 2 36 36 2 I I 26 36 26 6 3 3 I 36 6 26 3 3 3 9 3¢
School Interests

What wouid you like to learn in school?

I 222 I IEIEIEIE I I I KK I IEIEIEIE I I I 26 3636 36 96 636 36 26 26 36 36 36 36 6 6 26 26 3 I 3626 36 3 3 3 6 36 36 3636 36 3 36 3 3 36 36 6 3 3 ¢

Interviewed by: Date:

39
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2

PARENT INTERVIEW
(Option 1)

Directions: The Parent Interview form can be sent home along with the Living Skills
Checklist and a cover letter explaining how to fill the forms out. The forms can
then be discussed and completed, if necessary, at the parent meeting with the
instructional team to develop long-term goals. An orientation meeting should be
held before sending home any forms to explain the vocational curriculum and the
hoped for involvement of the parents this year and in subszquent years.

Parent’/s Name Student’s Name

Completed by Date Completed

<

1. What do you want for your son/daughter during the next year, in 5 years, after
graduation in the areas of recreation/leisure, vocational, community functioning
and domestic living?
Next Year
Recreation/Leisure
Vocational
Summer Job
Community Functioning
Domestic Living

High School
Recreation/Leisure
Vocational

Community Functioning
Domestic Living

After Graduatinp
Recreation/Leisure
Vocational

Community Functioning
Domestic Living

2. What skills would you like your child to learn in school (e.g., math, reading,
writing, spelling, job-seeking skills, job-keeping skills, domestic living,
community functioning, etc.)? Please list:

What most concerns you about the future of your son/daughter?




STEP MANUAL - CAREER EXPLORATION
Goal 2: Activity 2
Page Two

4. When your son/daughter made a transition in the past, e.g., from one school to
' another, what were the problems encountered, if any?

5. Are you aware of any community agencies that will or might be involved with your
son/daughter? Do you plan on making or maintaining contact with them?

6. What type of work do you think your son/daughter would like best? Explain.

7. What type of work do you think your son/daughter would like least? Explain.

would you like him/her to use?

9. What community activities does your son/daughter participate in (e.g. eating
out, attending church, assisting with grocery shopping, etc.)?
What would you like your child to use?

8. What recreational/leisure facilities has your son/daughter utilized? Which ones




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2

Parent Interview

(Option 2)
Parent’s Name Student‘s Name
Completed by Date Completed__

Directions: Please fill out this form as completely as possible. This information
1s wmportant for carrying out current programs at school and for future planning to
meet the present and future needs of your child.

Degree of Independence:

D = Dependent, needs maximal supervision
SI = Semi-independent, needs minimal supervision
I = Independent, needs no supervision

I. Domestic Domain

A. What domestic activities (e.g. washes dishes, makes bed, etc.) does
your child presently participate in at home?

Activity Dearee of Independence

B. What domestic areas would you like your child to receive instruction
in? Please prioritize the activities you would like to have taught
this year (1=high priority, etc.)

Dressing appropriately/choosing clothes

Clothing care (including laundry, ironing, mending)
——_ Meal preparation
Housekeep!ng

—_ Hygiene/grooming

A
i
€9

]
W
o
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2
Page Two

— BHealth education Cincluding diet/exercise, sex education)

Other, please list

11. Community Functioning Domain
A. What community activities does your child presently participate in
(e.g. shops for groceries, walks to local convenience store)?

Actjvity Dearee of Independence

B. What community functioning activities would you like your child to
recelve Instruction in? Please prioritize the activities you would
like to have taught this year (i=high priority, etc.)

Use public transportation

Shop for groceries

Use shopping center/mall

Pedestrian safety
Use restaurant

— Use public service agencies (post office, bank, employment
agencles, etc.)

— Use public recreation facilities (bowling, swimming, tennis,
etc.)

—— Schedule appointments for health and grooming needs




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2
Page Three

— Other, please list

III. Recreation/Leisure Domain
A. What leisure activities does your child participate in at home (e.g.
plays solitalre, participates 1n group games, reads, hobbies)

Activity Dearee of Independence

B. What community leisure activities does your child participate in
(e.g. bowls, uses YMCA, attends movies)

Activity Deqgree of Independence

40
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2
Page Four

C. What leisure activities would you like your child to receive
instruction in? Please prioritize the activities you would like te
have taught this year (1=high priority, etc.)

Going to movies
Attending spectator sports

Participating in sports /:ndividual or gfoup). Please list:

__ Using library

——_ Attending concerts, plays

— Attending seasonal craft, art shows, etc.

— Participating in church activities

— Eatirg out |

— Attending community events (parades, rodeos, etc.)

Taking Parks and Rec. Dept. or continuing education classes

—_ Attending after school social activities

A. What chores does your child help with at home (e.gq.
(mows lawn, carries out trash, makes bed, etc.)

tivit e pe n

IV. Vocational Domain .
|




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2
Page Five

B. What jobs does your child like to do?

C. What jobs does your child not like to do?

D. What types of “work would you not like your child to perform at
school or in the community?

Additional Information

A. What type(s) of communication system(s) does your child use at home
and/or in the community?

Verbal - Gestures

Sign Language Other, please list

Picture Book

Written Message

B. Does your child have any physical limitations or take medicine that
may affect his/her ability to participate in certain activities?

C. Other




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2

WEEKDAY SCHEDULE
(Option 3

Student Date

Completed by

Birections: Please fill in the activities your child participates in during the
week. Examples of completed weekday and weekend schedules are attached. This
information will be used by your child’s teacher to plan instructional activities
that will benefit your family as well as the student.

Present level of performanca/
Activity assistance necessary . Priority




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2

WEEKEND SCHEDULE ' '

Student Date

Completed by

Directions: Please fill in the activities your child participates in during the
week. Examples of completed weekday and weekend schedules are attached. This
information will be used by your child’s teacher to plan instructional activities
that will benefit your family as well as the student.

Present level of performance/
Time Activity assistance necegsary Priorijty

44
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 2
Page Two

Time Activity

Present level of performance/
assigtance necessary

Priority

ERpar. N N



STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 3

STUDENT SELF-INVENTORY

NAME

DATE

Directions:
out the form as a group.

defined and illucfrated so the students understand their meaning.
should then conference individually with each student to ensure accurate completion

of the form.

1. Thinos you CAN do:
—Type
__Use a cash register
— Count change

Change a diaper

—Clean a bathroom
____Sweep

___Wash dishes by hand
—_Set a table

__ _Cook

— Lift heavy objects
— Use a telephone
—File by numbers

— Dust

—_Prepare salads
—_Feed/water pets

Wash car

Use a calculator
___Count money

Change sheets on a bed

__ Pump gas
__ Feed a baby
—Mop

—Load a dishwasher
____Ride a bicycle
_;__Fold laundry

. Drive a car

. Use a vacuum
—_File alphabetically
——Cut up vegetables

Pour coffee

Bathe pets

Take care of garden

The instructor may go over the form and have the students begin to fill
The words that describe individual traits should be

The teacher




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 3
Page Two

2. List other skills you can do:

3. Circle the words that describe YQOU:

honest quiet loud
dependable hard working serjous
cooperative Joking pleasant
happy worried afrajd
talkative lazy nervous
active careful considerate
energetic curious easygoing
emotional trusting trustworthy
strong understanding cheerful
friendly helpful independent
kind likeable weak

loyal mature outgoing
shy patient quick

slow reliable responsible
self-confident thoughtful leader
musical artistic neat
organized competitive clean

47
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 4
STUDENT INTEREST SUMMARY
Note: The student interest summary can be used as a way to summarize information

gather from student and parent interviews conducted yearly. The information can
then be used when planning yearly and long-term goals.

1
|
|
|
|
| Student Parents
Completed by : Date
Domain Student’s Goals Parental Priorities Teacher Priorijties
| i. i. i.
2. ' 2, 2.
i Domestic 3. 3. 3.
\
{ 4 4. 4.
‘ 5 5. 5.
|
} i i. 1
|
Community 2. 2. 2.
| Functioning
3 3. 3
4 4. 4
5 5. 5
1 i. i
Recreation/ 2. 2. 2.
| Leisure
| 3 3. 3
|
; 4 4. 4
| 5 5. 5.
1
|
|
|
\
|
\
|
|
|
43 !




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 4
Page Two

Vocational 2.

Other Concerns:

43
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STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 4 .
STUDENT PROFILE

) Directions: Complete and/or update form every few years to keep i1nformation
current. This form is used to summarize and pass on critical information to
subsequent teachers and Adult Service Agency personnel.

Student Completed by

Date of Birth Date Complieted

Family History:

Medical History:

Social Characteristics:

Academic Skills:

Functional Skille (include domestic, rec./lvisure, vocational and community
functioning domains): __

Likes (including reinforcers):

Dislikes:

Average speed/rate student performs tasks:

T e




STEP MANUAL - CAREER EXPLORATION

Goal 2: Activity 4
Page Two

Average attention span:

Average rate of acquisition of new skilis:

Flexibility to adapting to new tasks, persons, environments, etc.

Initiative

Preferred learning modalities (e.g. auditory, visual, etc.)

Overall strengths:

Overall weaknesses (including any physical or medical limitations)

- 43 -
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STEP MANUAL - CAREER EXPLORATION

Goal 3: Activi.. s 1 and 2

The following sample lesson plans are included as examples of how the
goals and activities for Career Exploration can be taught. The lesson
plans should be modified to match the needs and functioning level of
your students. Each lesson may need to be taught in several sessions
or in one class period, depending on the activity and the ability of
the students to understand the concepts presented.

Lesson plans are not included for Goals 1 and 2 as those go&ls involve
collecting information through parent and student interviews.

CAREER EXPLORATION UNIT: Sample Lesson Plans

Goal 3: Introduction to concept of work at home and in the community,
why people work, full-time and part-time work.
tivit ¢ Introduce the concept of work.

Activity 2: Organize vocational notebook.

Objiective/Purpgse:

1. The student will be able to state why people work and why it is
important to work.

2. The student will be able to state the purpose of keeping a

vocational notebook and will know what materials will be included
in the notebook.




STEP MANUAL - CAREER EXPLORATION

Goal 3: Activities 1 and 2
Page Two

lnput:

1,

Materials:

Vocabulary cards/picture cards

Notebooks for each student

Worksheets

Examples and/or pictures of people working and of vocabulary
words listeu below

Instructor introduces the concept of work, why people
work and related vocabulary words:

Job Work (home and community)
Paid work Nonpaid work

Money Paycheck

Full-time Part-time

Class brainstorms gsome reasons for working

Instructor discusses the vocational notebook and lists
the information it will contain from future lessons.




STEP MANUAL - CAREER EXPLORATION

Goal 3: Activities 1 and 2
Page Three

Gui r j :
1. Write vocabulary words ard definitions on worksheet
2. Complete a worksheet for vocational notebook

3. Write reasons for working in vocational notebook

Check for Understanding:
1. Show word cards and discuss words and meaning

2. Ask questions about vocational notebook

t cti
1. Asks parents, friends and teachers who wcrk why they work.

2. Students bring in more examples to illustrate vocabulary words and
design a bulletin board using the examples.

Adaptati :

1. Use pictures instead of vocabulary cards for students who do
not read.

2. Have students who are non-verbal point to correct picture for
each vocabulary word.

93
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Career Exploration
» - Goal 3: Activity 2
Page Two

STEP-~University of Idaho

TUDENT INTERVIEW

. NOTE: This form may need to b: evaluated Dy somecne familiar with the student to
check for accuracy,

To be comp]etgd ov _ctudent:
Name:B be‘l - Date: A.O - q '&
' address:_ QS N. Grah+ Age: _A %
Street d
d Q, &cc.Sec.#:ﬂo[\e

. City, State,”2ip Code

1
Graduation Date: &

***¥*t¥******¥******************************i**ki%***************************

What vear are vou planning to graduate? 19 § Q

Co you receive any special services at school? v Ves No

1 ves, what kind?_ SPECCH —T.

Do vou have any physical limitations or take
medication that may affect vour work? Yes Y MNo

If ves, explain

fﬁi5***********?**f#ff****K****************KK******K******§******¥*******§***

Previous Work Experience

f. What jobs have you done around veour house or school?

CLEANING TAPLE~ SCHOOL — L i NC H

2. Have vou ever had a job working for an employer? ___Yes __\_/__Nc
Name of Emplover Type of Work When
Bequty Shap Cleon -up - 98
(384
3. Have vsou ever tilled cui a job application? ___Yesg Mo
4. =ave vou sver been interviewed <op a JobB? Yes z.""c

‘4*!’ﬁ?44‘¥t‘%***h¥¥¥3414*44f*%*%{%¥§§*4(§f444(ﬁ%(?*(*¥ii*%é¥¥+4**?%(%%*§*§#

87
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Career Exploration
Goal 3: Activity 2
Car‘epeargelr;r errggsts

I. What Kinds of jobs are vou interested in trying?

— Cleaning/Janitoriai
—_Disnwashing
__Bussing tabies
Stocking Goods
VY Cierical-typing, filing
__Grocery bagqer
. Duplicatina
Mail sorter
Food preparation
Animal caretaker
—_Chambermaid
- ltaundry worker
—_Kitchen helper
Y Mail handler
_Housecieaner
—_Farm helper
¥ Day-care worker
—Library assistant
___Teacher aijde
o Nurse’s aide
__Stock clerk
_.broundskeeper
Window washer
N Newspaper deiiverer
_ Computer operator
. Other

2, {If student is a junior)Which of thece Jobs is the one vyou wouid most

like to dc? <{List jobs the ztudent has done in the past or has expressed
interest in doing)

First choice: CHILD ¢ AaRE.

Secend choice: _A[u&s_f__glb
Third choice: rMe ws PRPOER

-

3. What Kind of ' ¥ it ?
at Kind of work would yru not likke to do LQ&A@A}/

{(Circle Oned

a. Do you prefer to mork alene or with others? With Others

b, Do vou prefer a job whick wouid requirs

standing and waiking cr one where you can

i t? ZtandNdaliy 5it
c, D0 wou prefer to work ouidcors or irndocrs?  Qut (:::)

d. Do vou prefer 3 worK where it is guret
o

—'- 7 -
o oV loisy

93




Career Exploration
Goal 3: Activity 2 - Page Four

2, Do vou prefer a job where vou might get

dirty or where vou must stay neat and Weat and
clean? Dirty . Clean

¥, De you prefer to work with people or work
with objects? ( Peopieb Objecte

*%&*i*****i*********i***i*********************************************ii****

Work Habite/Skills

1. What would an employer like about you (strengths)?

HARD Worewreini
oN-TimE.

< tﬁgf

77

2. What would ap employer not Tike about you {weaknesses)?

SALRCAST I

S. Do vou have any skills you learned in schooi or elsewhere that wouid help
¥0u on a job?
QLe LES -
FoL

1T = RPEAD
RAW T hHINGS

*******f*******h***%**************************************?****************ﬁ

tlotes

Interviewed. by: . o

NOTE TO INSTRUCTIONAL TEAM:

The jobs listad under Career Interests k2 may need to be mocified and/or
to gepending upon the tvpes of jobs available i ¥Your area,

added

N Py
|







. 4 Carecer Exploration
A Goal 3: Activity 2
3019}7\& Page Six

|. Everyone Knows whaoat &‘Eedb 15— 18 Yo u have

had &-Job where d-(d_ &;‘Jt’ TY\’%‘C@LU
O\Sain Sehells -S|

QWMM

Q.IP you. WAnted_ A.Job new where wowld Ljow

beg,m lookma /P Q\/ Q |
A Maubnen ‘W\MW

3 HAVQ, 90“— WoRKED Sor neghborg J),d_, 'U'\ey ask

Yow o did Yo u ast them \jy\"-%

B agksd T2

H. How wouwld You ‘;INL a Job uLS:ng a news pmpe.r“
Wh&,ﬁ' dees the news &oa. Fer te il youu? Cﬂi&

%'Qj} cVaaY mu\f\.ﬁ&u ‘%"b@’y\\.ﬁ M

2ol
S Hew Would ‘lou ~('|m£ «Job using the telephone,

ook ? U el v o R
o Do oo, ag.oQQ@w“ Pagas

b. What other wWays Can You Lind a \joB

LT\
“;ﬁ;%m%*“’&@w Vv e i
‘7@035 avin

coral ABILITY, HAVE ANYTHING -m Do
wiTH ETTING G JoB 2 ‘:_g/

FOoON o
Fobr g wons B ﬁw&o&&g

3 Can \/our #Hne.ni_s help ﬁou.ﬁﬁt ado)g
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) Page Seven )
1 NAme f&-e%’\é?.-____,_
ﬂ NEWSPAPER RD-

Come home to your Avon
Christmas, Areas open in
Moscow, Potlatch, Harvard,
Geneses & Farmington. Call
now for interview, 743-3147
collect.

- What is the job? 2Winnc anveny

2. Where i 17 D Arean
S How much Da\y? v eRQak,

A/'. Te.le D}'lor\e Nnum ber < 83 - 6;_[“,—1

S Is there a name To call 7_N\ O,

Q. Ié .t'llf Par/_('-"f*u.fwe/ or ﬁu”-%:lme 2

)




Bk

Parttime & full-time cleaning
help needed for May, June &
July, Enquire at Otte Hills Apt,
1218 S, Main, Moscow to fil
out application.

What 15 the J
V\/Aa,‘é +ou)/\{?

Career Exploration
Goal 3: Activity 2
Page Eight

start, Call Karen (509)285-
1. Lt .

W/LO o’o
How

Col

oW

9

The Lewiston

IS now taking apphications for
;gmwer routes in Moscow. 882.

What 15 +he Job ?

Morning Tribune

Person to do laundry & irning
in my home. $4/hr, 862-1189,

HOLU W\LLC}'L, Pa_97

LMands. part time. Must be able
0 work weekends. Inquire at
Hilicrest Motel. 706 North
Main. No phone calls please.

l/\/}ler“e C{O you_ 90.?

63

7

O o g

much a month? £10.00

A&MA/LUL)

$4.00 on 4y,




Career Exploration

o a0 Pobbic T
A/e.ws /Ja.peﬂ. Ad -

[ LIST Some Paer- Time JoBS
_Ranks e 0ol nperny
P uﬁw,m%m

KA. lounTt number of NuRgeS AID JoBS.
3. How mueh an hou,e d.0 90&- 2aRN
DELLING AVoN

b _ena mens-

4 )W\a.u S fﬁ/ﬁ Phoné Nuember 70012— NoetH
IC(F)HO f:ni)loymélvt 2

K25~ U ORAA i
5 Nhat place needs a. - delweey Person:
b. /T/OuJ mueh dses /(ml(o /)ay an hour?

7 Whal /5 f&/tip/wne numbe& for.
Mosecow Gage COenter?
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areer Exploration
Goal 3: Activity 2

Q\) Q__S'B\“\ohs Gl

1 .Mow de you do thig Job P

9. \/\/h??;,? Time. do you Come +o
WorlL ¢

3. Whatt do‘YS do You 9@,“‘ 0{5-??

T Wow Mman
\i?or\ar?. ANY dots doyou

5. Do you Wwear o\_\JY‘i%rm?

lD~ Do you hoave. 4 Py

’\o - \{ 00{‘ \)V’\‘\QO ™M\ />
-

L

.06 YyoU gl poid by
the ‘noor ¢
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3.Do you work '\(%JV;W?&

1, How do You JT Yo w r,)
Fg,sjlraodg I Ork‘

l» Do you cook?
3. Do YoV clean Vpr?

3. Wha tme do
you go home

night ¢

ERIC 5. b6




Career Exploration
Goal 3: Activity 2
Page Thirteen

WORK OBSERVATIOM FORM

NAME E)Q £21 )) QE pate_ &~ 19— (Q_
OESERVATION SITE A_O't'cu\ .—'QAXTLIQ_ME.-S_
08 _L_Qund ACh L E

LIST ACTIVITIES OESERVED

. _Lay Yowels on Toble

Courstt |0 t+owels
Stock the +towels

e ey

| >, +them  Srmeooth
CuT asLiLe e table
ILQFoH;U\T\ Y R ng o

WCORKING COMDITIOMS:

1)

[
.

I

[4)]

LS
.

1. DQEZ THIS PERSOM WORK ALOME? \//;ORK WITH QTHERET
2. DODES THIS PERSON \v/qzaRK INSIDE? WORK OUTSIDET
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Goal 3: Activity 2
01/05/85 MANUAL ROUGH DRAFT Page Fourteen

3. IS THIS JoB

Y QuUIET LOUD
CLEAN ____DIRTY

OTHER

4. WHAT ARE ~=2 I5: -Z_.%:

\/MDRN ING AFTERNOCN MIGHT

S. COMMENTS
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Carzer Exploration
Geai St Activity 3

WOFRK RQESERVATIOM FORM

DATE M

UISY ACTIVITIER QESERVED:
- 0abka Ko
' X

:
¢
-
:
3

I
:
:

%
]

‘\/wcm.w WITH CHERS?

At

RORE ALOME?

2. DOEZ THIS PEREZOM \//:dORK INSILE? V/édDEK QUTSIDE™
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Page Sixteen
IS THIS JOB

QUIET L3UD
_ CLEM: ___ DIRTY
DTHER
4, WHAT ARE T-I 1z -I_ =
SMIGEMIMNG AFTERNOCN NIBHT

5. CCMhEN

=
(]}




Career Exploration
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JOB SKILL/INDIVIDUAL SKILL ANALYSIS

NAME:_B_O_b'_b.\Q _ Date ?D’B\lo-g(O
ceservATION SITE: Wi\ .K}E;S:t M[&JOB MaJcl

THIS JOB REQUIRES THE FOLLOWING SKILLS THAT I ALREADY HAVE:

1 Moke bE’aCL

a1 Clean, yoom

3 PuT Things avxhy
\gac\/\)m £lo

IRES THE ro LOWING SKILLb T.AT I DO NGT HAVE:

j__ Qeqr\ boj'l'\room

2. Male bed cornes
2. cors Pillows

L Fofe O\ows

FOR THIS JOB, THESE ARE THE TASKS I CAN DO.

Al oF 4he o bV

This jcb is: \/”/’ One I believe I could do

Probably not the right jcb for me.
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WORK Q2SERVATION FORM

MAME E) () bb;_e DATE 6”13 — 8(0
eseavation stz M F: 8] {
‘ a2 A ey Gy

()
5
o
S

/
7
5

D
b\/
7
0

.
o-
(0

1. DOEZ THIS PEREGH MORE ALIME? 1F/AJCIF‘. WITH OTHERE™

2. DOEZ THIS PEREOH WORK IM3IIDE™ %IIF.K' QUTSIDE™
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Page Nineteen

2. I3 THIS JOB

QUIET 1 Loup
CLENM " DIRTY

——

OTHER W

4, WHAT ARE THE JOB HOURS

VANING b FTERMOON et

= CoMHEMTS
4 ran

73
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JOB SKILL/INDIVIDUAL SKILL ANALYSIS

NAMEs‘B_Qb_bJ‘e ﬁ Date_y D= a.\o"a(D
ossearton st M F OO o8 _Firemoer

\. Pa Per work

A\ Inspech frueks 7, Ory hos
3. Cl\ean YOOMS Odﬂ “od(e_rs =,
4. \IJO.SL‘\ hDSQ

5. war back

THIS JOB REQUIRES THE FOLLOWING SKILLS THAT I DO NOT HAVE:

A, 'Dr\ ve
2.Get st rorge.i”
5 ‘G‘6+ p}'\ YS“ \ '

FOR THIS JOB, THESE ARE THE TASKS I CAN DO.

This job is: One I believe I could do

\//’ Probably not the right job for me.

74
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WORK QBSERVATIOM FORM

NAME _Ejz/b/b.l R DATE l"l’_~ -K b

Joe

\ le =
} OBSERVATION SITE K; AN Z% S l[Q,., bje

LIST ACTIVITIES QBSERVED:

004

| &ghwaéh@r

)

. o huekeN MOMeader

. us oy

. , O/

WORKIMG COMNDITIOMS:

1. DOES THIS PEREOH &f/QGRK ALOME? IWORH
2. ,DOES THIS PERSCM &Z!AORK IMSIDE? WORK

WITH 2THE

DUTSICE?

\- :
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3. IS THIS JOR

Y QUIET LOuUD
M CLEAN DIRTY

DTHER

4. WHAT ARE THE JOB HOURS
!_."1=ZIP.NING ¥ ~AFTERMOCN ¥ MIGHT

5. COMMENTS
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JOB SKILL/INDIVIDUAL SKILL ANA"*STS

NME-_BO 1’) %)A = , DATE: ’--\—- 17"‘8(0

OBSERVATION SITE: K LA !g . 2 i-a,:i )l g,JOB i)Q% ‘QEl 2
i& HAV

. THIS JOB REQUIRES THL FOTLOWING SKILLS THAT I ALREAM

1., cook NE Oké\)r\ N

\ _ & focd
i \ ﬁru& ok~ o0 10
0323 carss — clea g F

Mo Ng Solesds - F@O(iu\)%‘ Ceo1pe

THIS JOB REQUIRES THE FOLLOWING SXILLS THAT I DO NOT HAVE:

tale care of

Lood!

IF I HAD THIS JOB, THESE ARE THE TASKS I CAN DO NOW:

ceod. +h recipes

|

0

" THIS JOB IS: \/ One I believe I could <a.

_ Probably not the righc
kind of job for me.

3
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STEP MANUAL - CAREER EXPLORATION

Goal 4: Introduction

CAREER EXPLORATION UNIT: Sample Lesson Plans

Goal 4: Become familiar with information sources.

Qbjectijves:

1. The student will be able to participate in the job-seeking process
by learning what sources are available to find jobs.

Input:

1. Materials:
Newspaper sections
Telephone books
Vocabulary cards/picture cards
Work sheets
2. Review material discussed in Goal 3.

3. Show and disvuss vocational werds written on cards:

Help Wanted Ads
Call Interview
Telephone book Application

4. Intruduce and briefly discuss various information sources that can
be used to find job openings including:

Newspaper Ads Telephone Book

Friends & Relatives Teachers

Help Wanted Signs in Employment Counselors
store windows High School Counselor

Guided Practice:

1. VWri'2 vocabulary words and definitions or. worksheet
2. Liv. information sources

Check for Understanding:

1. Show word cards and discuss words and meaning

2. Have students verbally state all the possible
information sources that can be used to find out
about jobs




-

STEP MANUAL - CAREER EXPLORATION

Goal 4: Introducticn
Page Two

Independent Practice:

1. Bring in or be ready to discuss one information source for next
class session

Sua sted Adaptations:

, 1. Students who do not read may point to appropriate
word card; or

2. Use pictures of information sources and have student
.point to appropriate picture

3. Underline critical words in newspaper ads or use newspaper ads i
that have been adapted to the student’s skill level N

4. 1If student is unable to write, have them verbally
answer questions or point to appropriate word in ad.




STEP MANUAL - CAREER EXPLORATION

Goal 4: Activity 1

CAREER EXPLORATION UNIT: oample Lesson Plans

Goal 4: Become familiar with information sources.

Activijty 1: Develop skills needed to use newspapers to find out about
Job openings.

Objective/Purpose:

1. The student will be able to use newspaper ads to find work
available in the community.

Input:
1. Materials:

Vocabulary word cards/picture cards
Worksheets
Newspaper ads

2. Review information learned in last lesson and follow up
on independent practice activities.

3. Discuss why newspaper ads can be helpful in finding out
about job openings in the community.

4. Review vocabulary words related to newspaper ads:
Newspaper Full-time
Help wanted Part-time
Application Work
Job Call

Guided Practijce:

1. Using newspaper worksheet and colored pens, find the words:
Full-time
Part-time
Work
Job
Call

2. Using the newspaper, answer questions listed on worksheet.




STEP MANUAL - CAREER EXPLORATION

Goal 4: Activity 1
Page Two

Check for Understanding:
1, Review vocabulary w . d cards

2. Review why newspaper can be helpful in finding employment

Independent Practice:

1. Bring a newpaper ad to next career exploration class and identify
what the ad says including:
a. The Jjob
b. Where the Jjob is located

c. Telephone number to call about information
d. Salary

e. Any other pertinent information
Adaptations:

1. Students who are nonverbal ca.. circle the pertinent parts of each
ad.

2. For students who do not read, the critical parts of each ad can be
highlighted and those words can be learned as part of their func-
tional reading curriculum.

3. Students can learn to ask a friend or family member to read help
wanted ads for them.

§2
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STEP MANUAL - CAREER EXPLORATION

STEP MANUAL - CAREER EXPLORATION
Goal 4: Activity 1

NAME

DATE

NEWSPAPER AD

(Place an ad from local paper here)

1. What is the job?

2. Where is it?

3. How much does it pay?

4. What is the telephone number?

5. Is there a name to call?

6. Is it part-time or full-time work?

-~ 73 -




Career Exploration
Goal 4: Activity 1

Part-time & full-time cleaning
help needed for May, June &
July. Enquire at Otto Hills Apt.
1218 S. Main, Moscow to fill ocut
application.

1. What is the job?

2. What town?

PART-TIME WORK, FULL-TIME PAY.
Empress Pearl needs sales rep.

N in thig area. $1000 a month not
unusual to start. Call Karen
(509) 285-4931.

1. Who do you call”

2. What is the pay?

Person to do laundry & ironing
in my home. $4/hr. 882-1181.

1. What is the job?

2. What number do you calt?

Maids, part time. Must be zble
to work wnekends. Inquire at
Hillcrest Motel. 706 North
Main. No phone calls please.

1. What is the pay?

2. What is the jc™?

The Morning Tribune is now
taking applications for
carrier routes in Moscow.
882-7918.

1. Where do you go to apply ?

2. What is the name of the place ?

-~ 74 -
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STEP MANUAL - CARFER EXPLORATION

Goal 4: Activity 2

CAREER EXPLORATION UNIT: Sample Lesscn Plans

Goal 4: Become familiar with information sources.

Activity 2: Develop skills needed to use the telephone book to locate
places of employment.

dbjectijve/Purpose:

1. he student will be able to use the telephcone directory to
tocate the names, addresses and telephone numbers of places of
employment ana information sources in the community.

Input:

1. Materials:
Telephone directories
Copies of pages from directory
Worksheets

2. Follow-up on independent activities completed for Activity 1

3. Teacher explains why telephone books are useful for locating
information about jobs

4. Teacher introduces new vocabulary words and explains the parts of
the telephone book:

Telephone book
White pages
Blue pageas
Yellow pages

5. Teacher points out what job information can be found in each
section of the telephone book:

a. White pages - names of empioyers/=sites listed in alphabetical
order

b. Blue pages - guide to Human Service and government offices

c. Yellow pages - Lusiness and professional offices listed under
type of business

6. Teacher demonstrates how to locate a business in che directory.
using highlighted sections from directory. Students are given
highlighted copies for their vocational notebook.




STEP MANUAL - CAREER EXPLORATION

Goal 4: Activity 2
Page Two

Guided Practice:

1. Students are asked to locate several numbers of business places in
the telephone book or from the copied pages from the directory

2. Students are asked to locate numbers for information sources from
the telephone book or copied pages

Check for Understanding:

1. Students are asked to explain why the telephone book is helpful
in locating busines and information sources

2. Students are asked to explain the different parts of the telephone
book

nde t j :
1. Students are asked to located names, addresses and telephone'

numbers for at least two businesses located under different
headings in the directory (i.e., restaurant, grocery store).

Adaptations:

1. Students who cannot write can point to name in telephone
directory after locating

2. For students who have difficu.:y using the telephone directory
the following adaptations could be utilized:

Ask a friend to locate information about a business
Cumplile a simplified telephone directory that is easier
for the student to use

oo




STEP MANUAL - CAREER EXPLORATION

Goa!

4: Activity 2

TELEPHONE WORKSHEET - Businesses

NAME

DATE

Name of business

Address

Telephone Number

Name of business

Address

Telephone Number

Name of business

Address

Telephone Number

Name of business

Address

Telephone Number

§7
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STEP MANUAL - CAREER EXPLGRATION

Goal 4: Activity 2

TILEPHONE WORKSHEET - Information Sources

1. Name

Address

Telephone Number

2. Name

Address

Telephone Number

3. Name

Address

Telephone Number

4. Name

Address

Telephone Number

. . 83
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STEP MANUAL - CAREER EXPLORATION

Goal

oal

4: Activity 3

CARSER EXPLORATION UNIT: Sample Lesson Plans

4: Become familiar with information sources.

Activity 3: Develop the skills needed to interview pewnle who work
for information about jobs and places of employment.

oge:
1. The student wi:l be able to identify and list people
who can be helpful in gaining information about
employment.
2. The student will be abhle to ask guestions of
people listed in Otjective #1 in order to find out
more about selected jobs.
Input:
1. Materials:
Vocabulary work sheet
Vocabulary word cards/picture cards
VCR to videotape practice interviews
2. Review information learned in last lesson and follow up
on independent practice activities.
3. Discuss and review vocabulary words
4. Introduce new vocabulary words related to information interview-
ing:
Interview
S. Discuss and list persons the students know who could
give information about jobs.
6. Identify and list questions that would be appropriate to
ask when interviewing.
7. Model appropriate way to start an interview anr to ask

quest .ons




STEP MANUAL - CAREER EXPLORATION

Goal 4: Activity 3
Page Two

1. Students roleplay interviewing teacher

Students roleplay interviewing each other

Students are videotaped while interviewing a peer tutor
or another teacher or aide

Review videotapes

Write or place printed interview questions in notebook

Check for Understanding:

Show word cards; discuss words and meaning

Discuss why family, peers and teachers can be helpful in
finding out atout jobs

3. Review questions to ask when interviewing
Independent Practice:

1. Interview a family member or peer about their job.

Adaptatijong:

1. Students who are nonverbal may use communication cards
to ask questions abou.: jobs or may have a friend ask
gussiions for them.

2. Students who cannot write can use a tape recorder to
record an information interview

3. Use pictures of family members, friends and teachers to
discuss people who can give information about jobs.

30
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. PEERS/FRIENDS
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Career Exploration
Goal 4: Activity 3

EMPLOYERS
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Career Exploration
Goal 4: Activity 3

NEIGHBORS
0
0
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RELATIVES
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STEP MANUAL - CAREER EXPLORATION

Goal 4: Activity 3 s
SAMPLE QUESTIONS FOR
INFORMATION INTERVIEWS

W.iat is your job?

How did you get your job?

wWhat tasks to ycu do as ?art of your job?
What do you like most about your job?
What do you like least about your job?

What advise do you have for someone who wants to do the same
work that you do?

What classes can I take in school that would help me get a job
like your job?




STEP MANUAL - CAREER EXPLORATION

Goal 4: Activity 3

NAME

DATE

PEOPLE TO INTFRV1EW

T 2 ST S Y S BT LR S




CAREER EXPLORATION UNIT: Sample Lesson Plans
ls 3-4: Review

This review may be used as an informal way for the teacher
to assess how much the students have learned. Again, the
important point to keep in mind is that these skills should
continually be practiced and applied to real situations. 1If
the teacher finds that a student is unable to learn a skill,
adaptations can be used to enable the student to perform the
skiltl.

Objective/Purpoge:

1. The student will be able to demostrate the skills
learned in Goals 3 and 4.

2. The student will update his/her vocational notebook.
Input:
1. Materials:

Cards labeled with words from previous career explora-
tion unit

Newspapers

Telephones

Vocational Notebook

2. Each stucdent chooses a card from the pile

3. Each student is then required to:
a. Read the word from the card
b. Provide a description for the word or describe how
it can be helpful in finding work
c. Demonstrate, if appropriate, how to use the object
described

160
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STEP MANUAL - CAREER EXPLORATION

Goal 3-4: Review

THE JOB GAME

The Job Game can be used as a fun way to review the Career Exploration
Unit. Examples of cards that can be used are included in this
section. Each student chooses a card (an individual packet of cards
can be made for each student). The student must then answer a
question or read and describe a word. If the student is correct, he
may move ahead the number of spaces specified on the card. The first
person to reach the finish space is the winner.

101
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Goals, 3-4: Review
Page Two

THE JOB GAME CARDS

I like to w around the house.
A dime and a dollar is m .
Directory (read>

Always say, * (name) speaking," when answering the
telephone.

Telephone (read)
You forgot to comb your hair--go back 2 spaces.

If I work all day, I have a f - Job.

Look up telephone numbers in a .

Look in the n to find out about Jjobs.

Name two people who can help you find jobs--go forward 2 spaces.
You didn“t wipe the tables--back 2 spaces.

If you work for someone you are an e .

Let the telephone ring times.

A telephone has a tone,

If you can‘t make it to work, you .
You were late for work-~-go back 2 spaces.
Help wanted (read)

Working a few hours a day is working - .

Your bos3s gives you a p for working.

102
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STEP MANUAL - CAREER EXPLORATION

Goal S: Activity 1

CAREER EXPLORATION UNIT: Sample Lesson Plans

Goal 5: Develop skills needed to observe people at work and s.mmarize critical
skills performed on the job.

Activity 1: Become familiar with jobs and places of employment in the community.

Ob.ect jve/Purpoge:

1. The student will be able to list verbally or in writing the types
of jobs availanle in the ccmmunity.

Input:

1. Materials:

Slides of places of work in the community and of people working;
or, use the community’s business district
Worksheets

2. Teacher and students discuss why it is important to become
familiar with places of employment in the community:
a. to know what jobs are available in the community
b. to be aware of what jobs to train to prepare for graduation

3. If the group is going out in the community, teacher discusses
appropriate behavior

4, Teacher and students discuss what the students should look for
while in the community or vhen observing the slides

5. Teacher and students point out places of employment and people who

are working on slides shown in the classroom or in the community
business district

Guided Practice:

1. Students are asked to point out various places of employment and
to discuss the types of jobs they observe being done

2. MAfter observing, the students are asked to verbally list the
employment places and jobs they observed




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 1
Page Two

heck i

i.

Students are asked to complete a worksheet listing the places of
employment and jobs they observed (address and telephone number
can be completed as part of Activity 2).

Independent Practijce:
1. Students are asked to think of and/or observe one job not listed

in class discussion

2. On a large map of the city, have students circle and label places
of employment

Adaptations:

1. Students'who are nonverbal may point out places of employment or
point to pictures in communication book that correspond with the
employment site observed

2. Students who cannot write can verbally list places of employment
observed and/or ask a friend to write the places on paper for them

3. Pictures or photographs of different jobs may be used with
students who have difficulty reading

4, Simplified map of city

108




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 1

NAME

COMMUNITY Ww:

CR¥ PLACES

DATE

3.

Job Title

4,
Name of Place Name of Place
Address Address
Telephone Number Telephone Number

5.
Name of Place Name of Place
Address Address
Telephone Number Telephone Number

6.

Aﬁame of Place

Name of Place

Address

Address

Telephone Number

Telephcne Number




STEP MANUAL - CAREER EXPLORATION

Goal S5: Activity 2

CAREER EXPLORATION UNIT: Sample Lesson Plans

o3l 5: Develop skills needed to observe people at work and summarize critical
skills performed on the job.

Activity 2: Develop list of work sites and jobs in the community. Prioritize jobs
according to students’ current preferences. Select sites for work observations.

tive/ :

!. The students will develop a community job reference lis% that
includes a list of jobs and several work sites in the community
that bhire people to perform those jobs.

2. The students will choos« sites/jobs frcm the list in which they
are interested and prioritize their preferences.

3. The students will choose three sites/jobs from their list in
which they are interested in observing.

nput:
1. Materials:

List of work sites and jobs observed in the community from
Activity 1 above

Telephone directories to obtain additional information

Business directory, if available

Other sources that can give information about available work
sites/jobs in the community

2. Follow-up on independent activities completed for Activity 1.
Discuss and list any other work sites/jobs the students are
familiar with in the community. For a later activity, the
teacher may want to have the students go through the telephone
book and newspaper ads to look for any sites/jobs that have
not been included in the comnunity job reference listing.

3. The teacher will explain what a community job reference list is
and how it can be helpful in learning about community jobs.

3. Uszing telephone directories or other information and list of
work sites completed in Activity i, the students will find
addresses and telephone numbers for each work place listed.

4. The teacher will help the students organize the lists developed
for Activity 1 above into a community reference book. The
reference book can include a job, the name of employment places
where that job is performed, address, telephone, and

168
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STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 2
Page Two

information gathered from work observations (refer to Activities
4-5 for informatiun about work observations). This information
can be placed in a notebook and used as a reference for students
in the future. New sites/jobs observed or thought of by the
students can be added as information is collected.

5. The teacher will list the sites/jobs na the blackboard or sheet
of paper. Each student will choose sites/jobs that they are
interested in and write a list containing that information.

6. The teacher will help the students to prioritize their list of
prefered sites/jobs.

7. After the teacher explains the purpose of community work

observations, the students will choose three sites/jobs from their
prioritized list that they would be interested in observing.

Adaptations:

An example of adapted community reference notebook sheets are included in this
gection.
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Goal 5: Activity 2

COMMUNITY-REFERENCED NOTEBOOK

(Job)
1. 6.
(Name of Place)
"(Address)
(Telephone)
2. 7.




Careexr Exploration
Goal 3: Activity 2

COMMUNITY-REFERENCED NOTEBOOK

Hotel/Motel Maid

The Mark 4

(Name of Place)
414 N. Main

"(Address)
882-7557

(Telephone)

Best Western

1516 W. Pullman Rd.

882-0550

Cavanaugh's

645 W. Pullman Rd.

882-1611

Hillcrest

7C6 N. Main

882-7579

Royal Motor Inn

120 W, 6th

882-2581

(Job)

10.




Career Exploration
Goal 5: Activity 2

AT
1. YAVANAIGH
—-A 320 THRIMN A, )

N __Z

-
—

-
2. i
S gao

MOTEL MAID

COMMUNITY-RECFLRENCED NOTEBOOK

Cavanaugh's

645 Pullman Road

882-1611

University Inn

1516 Pullman Road

882-0550

. @ )

Thunderbird Lodge

S.E. 915 Main

882-2646
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Goal 5: Activity 2

COMMUNITY-REFERENCED NOTEBOOK

Grocery Bagger

(Job)
1. Empire Foods 6. ‘Tidyman's Warehouse
(Name of Place)
221 E. 3xd 915 white Ave.
"(Address)
882-3231 882-2160
(Telephone)
2. Modern Way Thrift 7. Sunset Mart
908 W. Pullman Rd4. 409 W. 3rd
882-2555 882-4706
3. Moscow Food Cooperative 8. Circle K
314 S. Washington 1314 S. Main
882-8537 882-2455
4. Rosauer's Super Market 9.
411 N. Main
882-5574
5. Safeway 10.

Moscow Mall

882-5522
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COMMUNITVY~-REFCRENCED 1iIOTEBOOK

GROCERY BAGGER

0SAUERAS
1 i A Rosauers

T T e 1720 Pullman Road

882-6585

Tidyman's Warehouse Foods

915 white Ave.

882-2160

Empire Foods

221 E. 3rd

882-3231
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Goal 5: Activity 4

CAREER EXPLORATION UNIT: Samplie Lesson Plans

Goal 5: Develop ¢kills needed to observe people at work and summarize critical
skills performed on the job.

Activity 4: Develop skills in observing persons at work and appropriate social
skills for observing at work sites in the community.

Work Observation Form:
Object ive/Purposge:

10

After viewing a videotape of a person performing a job, the

student will be able to:

a. Verbally describe the skills necessary to complete the job

b. Complete an observation form giving a written or verbal
description of the skills performed

Input:

t.

Materials:

Videotape of several simple jobs
Blank work observation forms
Overhead projector or enlarged observation form

The teacher introduces the concept of work observations and
why they are a useful tool for learning about Jjobs.

The teacher models a simple task for class to observe (i.e.,
peeling a carrot, folding a letter and placing in envelope,
sweeping the floor, etc.).

The students state, verbally or in written form, the steps
that the teacher did to complete the task.

The students read or repeat their -steps to the teacher and

the teacher attempts to follow the directions given. This
will demonstrate to the students the importance of providing a
detailed and sequential list of steps.

The teacher introduces the work observation form, discussing
the various parts and describing new vocabulary words.

The students watch a videotape of a simple job. The students
discuss the job observed and fill out the observation

form as a group with the teacher using an overhead projector or
enlarged form as a guide.
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Goal 5: Activity 4
Page Two

Guided Practice:
1. The students observe another scenario of a simple job.

2. The students fill out an observation form while watching the
video or after the video is finished; verbally describe the job
performed; or, take appropriate pictures from a group of pictures.

3. The teacher runs the video again, stopping at critical points
and discussing as a group activities the students should have
noted on their observation forms.

Check for Understanding:

1. The students observe a videotape of a more complex job,
filling out the observation forms after watching the video.

Independent Practijce:

1. Before going into the community for work observations, the teacher
may want to practice within the school building by observing a
secretary, janitor, library assistant, media aide, ctc.

The teacher will need to evaluate the ability of the students to perform this
activity while using the videotapes. Students who have difficulty can be allowed to
participate in the activity by using the following adaptations:

1. After completing a work observation, discuss and fill out the
observation form as a group. Students can then fill in their
form or ask help from students who have already completed their
form.

2. Students can use pre-cut pictures to fill in their observation
forms

Ar example of a completed adapted work observation form is included in this section.




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 4

CAREER EXPLORATION UNIT: Sample Lesson Plans

Goal S: Develop skills needed to observe people at work and summarize critical
skills performed on the job.

Activity 4: Develop skills in observing persons at work and appropriate social
skills for observing at work sites in the community.

Wock Observation Social Skjlls:
Gb.iective/Purpose:

1. The student will be able to discuss why it is important to have
appropriate social skills while watching someone work.

2. The student will be able to distinquish between appropriate and
inappropriate social skills.

Input:
1. Materials:

Videotaped scenarios of:
appropriate social skills
inappropriate social skills
appropriate and inappropriate social skills
Pictures of appropriate and inappropriate dress and greetings

2. The teacher will discuss why it is important to use appropriate
manners while observing someone work in the community:

a. The work observation sites are potential work sites and it is
important to make a good impression

b. The community in general will be more accepting of the
students if they use good manners

3. The teacher and students will develop a list of social skills that

are important while watching someone work. These skills should
include:

Stating purpose of visit
Introducing self
Asking appropriate questions
What are the work hours
What type of clothes are okay to wear
How do I apply for a job here
Other questions appropriate to each job
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Geal 5: Activity 4
A Page Two

Showing interest in person talking by:
Nodding head
Body position
Asking guestions
Smiling
Eye contact
Good groomirnig
Shawing appreciation

4. The teacher and students cefine and discuss each of the above
skills. The ‘teacher can use pictures and modeling to demonstrate
appropriate behaviors.

Guided Practice:

1. After observing a video tape of appropriate social skills, the
teacher and students list the skills observed on the tape.

2. After observing a video tape of inappropriate social skills, the
teacher and students list the skills observed on the tape.

Check for Understanding:

1. After observing a video tape of appropriate and inappropriate

social gkills, the students discuss which behavior was
appropriate and which behavior was inappropriate.

2. Assess the students ability to use appropriate work observation
manners when doing practice work observations within the school
building before going into the community. If possible, the
teacher can videotape the observation and have the studentis assess
their social skills while watching the video.




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 4

WORK OBSERVATION FORM - Option 1

NAME DATE

OBSERVATION SITE

JOB

LIST ACTIVITIES OBSERVED:
1.

WORKING CONDITIONS:

1. DOES THIS PERSON —WORK ALONE? ——WORK WITH OTHERS?

2. DOES THIS PERSON WORK INSIDE? WORK OUTSIDE?

113

- 108 -




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 4
Page Two

3. IS THIS JOB

—_QUIET —LouD
—CLEAN —_DIRTY
OTHER
4. WHAT ARE THE WORK HOURS?
MORNING . AFTERNOON NIGHT
S. COMMENTS

- 109 -




Caveer Exploration
Goal 5: Activity 4

WORK OBSERVATION FORM
Option 2

As an in-school activity after participating in a work observation,
students can select the appropriate pictures to be attached to the work
observation form; students then label the pictures using index cards
printed with the correct word or phrase to use as a model, or the

student may ask someone to help them if he is unable to write.
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Career Exploration

Goal 5: Activity 4 WORK OBSERVATION FORM

Option 2
NAME DATE

0BSERVATION SITE

Jos

LIST ACTIVITIES OBSERVED:

l.

(S8

WORKING CONDITIONS:
1. DOES THIS PERSON & WORK ALONE? WORK WITH OTHERS?

2. DOES THIS PERSON

| 1/, ‘
ﬁ, ——-WORK INSIDE? 27 {*"~——MWORK QUTSIDE?
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3. IS THIS JoB

4. WHAT ARE THE WORK HOURS?

5. COMMENTS:

@ QUIET?

Oymest —"

LOUD?
R ‘\ 55 S el
3’*. i*;"
ol
)A.J . 2’4
S icirlls _NIGHT

**&p -
> w.}"»x

Aa L ;\l“))'._.,

123

- 112 -




Career Exploration
Goal 5: Activity 4
WORK OBSERVATION FORM
Option 2

NAME DATE

]
OBSERVATION SITE @ _Cmmgh s
R~

WORKING CONDITIONS:
1. DOES THIS PERSON & WORK ALONE? WORK WITH OTHERS?

2. DOES THIS PERSON

- \/,

ﬁ WORK INSIDE? Z v ———WORK OUTSIDE? ;
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Goal 5: Activity 4
3. IS THIS JoB

4. WHAT ARE THE WORK HOURS?

ofE

5. COMMENTS:

___ QUIET?

125
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Career Exploration

Goal 5: Activity 4 WORK OBSERVATION FORM

Option 2
NAME \ DATE

[)ca lauud.r$

Fold Iag&_qlrg

WORKING CONDITIONS: .
1. DOES THIS PERSON [,‘8,] —WORK ALONE?

2. DOES THIS PERSOM

ﬁ ——WORK INSIDE?

126
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Goal 5: Activity 4

3. IS THIS JOB
___QUIET?

4. WHAT ARE THE WORK HOURS?

ot —

5. COMMENTS:
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Career Exploration
Goal 5: Activity 4
WORK OBSERVATION FORM

Option 2
e DATE
et WORERQUSE FOQD
QBSERVATION SITE &@5 =
J08

LIST ACTIVITIES OBSERVED:

WORKING CONOITIONS: E% G§5
1. DOES THIS PERSON [§a —WORK ALONE? Pimy ﬁ_woax WITH OTHERS

2. DOES THIS PERSON

___“WORK OUTSIDE?

I

WORK INSIDE?
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Goal 5: Activity 4 Page Two

3. IS THIS JoB
- QUIET?

'

WHAT ARE THE WORK HOURS?

A —

5. COMMENTS:

_NIGHT




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity S

CAREER EXPLORATION UNIT: Sample Lesson Plans

Goal 5: Develop skills needed to observe people at work and summarize critical
skills performed on the job.

Activity §: Observe at selected work sites.
Object ive/Purpose:

1. After observing a person in the community work, the student will
be able to list, verbally or in written form, the major activities
required to perform the job and the working conditions.

2. The student will demonstrate appropriate social skills during
community work observations.

Input:
1. Materlals:

Work observation form
Pens/pencils
Clipboards (for easier writing)

2. Based on the students’ prioritized lists of preferred jobs, the
teacher contacts employers in the community to arrange on-site
work observations. The teacher discusses with the employer the
importance for the students to observe someone working at a
particular job as well as receiving a general tour of the work
site. Observation groups should consist of no more
than five students a4t one time to an observaticn site.

3. Before leaving for each work observation, the students and
teacher review approprliate soclal skills at work sites and
the work observation form. The teacher decides whether students
will £ill out the form during the observation or will walt until
after the observation, based on each student’s abilities.
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STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity S

Note: This informal inventory is an example of the information that can be obtained
during the work observations conducted during Career Exploration, through a personal
interview with the employer or when conducting business in the community. The
questions on this survey can be changed to reflect the type of information you are
interested in obtaining.

Informal Inventory of Community Businesses

Business Telephone

Address Contact Person

The following information can be obtained by asking the employer and/or
through observation during the work observations of Career Exploration,
a tour of the business or when conducting busiress at the site:
1. Site Qualities:
Varlety of Jjobs
Regular coworker contact
Speed not critical
Consistent workload
Work is nonhazardous
Work is repetitious

The following information can be obtained by asking the employer:
2. Primary Activity/Service:

3. Time of day, week or season when employer has greatest need for employment:

4. Time of day or week when work is slow (when a student being trained will not get
in the way of other employees):

5. Operating hours:
Number of employees:

Number of new employees required eaci; year (turnover rate):

@ ~N o

Distance from school:




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity S
Page Two

9. Tasks observed that need to be performed but employer does not have sufficient
manpower to get the tasks done:

10. Types of jobs avallable, general tasks that occur within each job, and jobs that

can be broken into parts of jobs. (Refer to Goal 2, Activity 3 for further
explanation).
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STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 6

CAREER EXPLORATION UNIT: Sample Lesson Plans

Goal S: Develop skills needed to observe people at work and summarize critical
skills performed on the job.

Activity 6: Declde whether job can be performed with training or adaptations and
likesdislike for job.

Qbjective/Pyrpoge:

1. The student will be able to analyze his/her skills in relation to
Jobs observed and decide:

a. Whether he or she could perform tasks that are part of each
Job with training and/or adaptations;

b. Whether he or she would like to do the job.

Inpyt:

1. Materials:
Completed Student Self-Inventory Form
Job Skill/individual Analysis Form
Comp'eted Work Observation Forms

2. Teacher and students list the tasks observed at the work
observation site.

3. The teacher and students list the skills needed to accomplish the
tasks.

4. Refering to each student’s self-inventory form, the teacher and
students discuss and 1ist on the job skill/individual analysis
form those skills that are required to complete the task and that
the student:

a. Is able to perform the skill
b. Needs training or adaptations tc perform the skill

5. The teacher and students discuss classes, adaptations and other
ways to that will help them acquire the skills they lack.

6. The teacher assists the students in determining if they would 1ike
to do each task. The students mark thelir preference on the form.

7. The students update the class community reference notebook
compiled for Goal 5, Activity 2 by placing their work observation
sheets in the note-book. The students file completed job
skill/individual analysis forms in thelr vocation:! notebooks.
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Goal 5: Activity 6
Page Two

8. The students discuss and list questions appropriate to ask at the
next work observation site.

Guided Practice:
1. Students fill out the appropriate blanks on the job skill/analysis
form.

Check for Understanding:

i. The student identifies:
a. Tasks required to complete the job observed
b. Skills required to dc each task
C. Words related to the work observation site
2. The student demonstrates the social behaviorg appropriate in the
community.

3. Students may review concepts related to the work observations by
playing a game called “Job-ardy" (an adapted version of Jeopardy).
A Trivial Pursuit format can also be used.




2.

3.

JOB SKILL/INDIVIDUAL ANALYSIS FORM - Option 1

9 A3TATIOVY :G TeOD
uorjeaoldxmd x99a€D

NAME DATE
JOB TITLE
Skills/adaptations I Can I Would Like
Tasks Observed Skills To Help Leaxn Tasks I Can Learn To Do (Yes/No)
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STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 6
JOB SKILL/INDIVIDUAL SKILL ANALYSIS FORM - Option 2

NAME: DATE:

OBSERVATION SITE: JOB:

THIS JOB REQUIRES THE FOLLOWING SKILLS THAT 1 ALREADY HAVE:

THIS JOB REQUIRES THE FOLLOWING SKILLS THAT I DO NOT HAVE:

I CAN LEARN THESE SKILLS THE FOLLOWING WAYS:

IF I HAD THIS JOB, THESE ARE THE TASKS I CAN DO NOW:

I WOULD: LIKE TO TRY THIS JOB

DO NOT LIKE THIS JOB

157
ERIC - 125 -




STEP MANUAL - CAREER EXPLORATION

Goal 5: Activity 7

JOB-ARDY

Materiails:

1. A board with six pockets on it. Each pocket is numbered from one
to six.

2. Forty-two questions cards--seven in each pocket. Cards have
questions relating to the various work observation sites at which
students have observed or other vocational questions (such as
relating to appropriate social skills, etc.)

3. Dice and play money.

4. Game Master: Person who reads the gquestion or students can read
their own gquestions.

Rules of the game:

| 1. Roll dice initially to see who will be first.

2. Each person rolls one dice. The number that shows indicates the
number of the pocket they will receive a questions from.

w

The questions if asked or read. If the participant give the right
answer as determined by the game master or a vote by the group, he
receives one piece of money. If he can not answer, the first
parson who raises their hand and has the correct answer receives
the money.

4. If a player rolls a number for a pocket in which there afe no
cards left, the player loses a turn and must pass the dice to the
next person.

5. The game continues until all the cards are gone. The winner
is the person with the most money.

/17 /2 VY,
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Goal 5: Activity 7
Page Two

QUESTIONS FOR *JOB-ARDY"
What is the name of the motel we visited?
Wat is the job we observed at the motel?
Did the maid wear a uniform?
Name to tasks that the maid does in the liiving room.
Name two items the maid brings into the room to clean with.
Name two items the maid replaces in each room.
Does the fireman wear a uniform?
What does the fireman check on the truck?
How many days in a row does the fireman have off?
What is the man called who holds the hose in back?
Does the fireman wear a seat belt?
Name two tasks the fireman does.
What job did you observe at the grocery store?
What does the stockperson use to open boxes?
What time does the stockperson come to work?
What was the name of the restaurant you observed at?
What is the person who fixes chicken called?
What do yonu say to the employee after you watch him work?

How do you show you are listening?
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STEP MANUAL - CAREER EXPLORATION

Suggested Jobs for Work Observation:

Manual Work

Animal Zaretaker

Farm Worker
Groundskeeper

Product Assembler
Sewing Machine Operator
Grocery Stocker
Dishwasher

Plant Nursery Worker
Stock Clerk

Window Washer

Clerical

Bank Teller
Cashier

File Clerk
Dispatcher
Hotel/Motel Clerk
Library Assistant
Mail Carrier

Mail Clerk

Post Qffice Clerk
Telephone Operator
Receptionist
Typist

Key Punch Operator
Data Processing
Duplicating

rsona Vi

Child Care Attendant
Nurse Aide

Customer Services

Newpaper Deliverer
Janitor

Gas Station Attendant
Housekeeper

Kitchen Helper
Grocery Bagger
Parking Lot Attendant
Food Counter Worker
Waiter/Waitress

Taxi Driver

140

) Q. - 128 -
- ERIC

o T T A ST S, TS AT T s




STEP MANUAL - CAREER EXPLORATION

Sales Clerk
Grocery Checker
Hoteli/Motel Mald
Laundry Worker

Education

Teacher Aide
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