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PROJECT No.: 98-8011
Grant Recipient: :
Lancaster County Academy
1202 Park City Center
Lancaster, PA 17601
phone: (717)295-2499

fax: (717)392-8603

Project Name:
School-to-Work for Lancaster County Adults

Grant Allocation:
$22,816.00

Project Period
July 1, 1997 - June 30, 1998

Project Purpose:

The project proposed to develop a school-to-work model for adult learners in an alternative high school setting.
The model combined academic instruction, career exploration and planning with employment skill development
that included work-based and service learning. The high school program was altered to “front-load” the school-to-
work and service learning experiences.

Project Outcomes:

The school-to-work concept was unfamiliar to all adults. All sought out the Lancaster County Academy program
for academic reasons, not career direction. A total of 44 adults made initial application for the project, with 24
enrolled. Two students who entered in the earliest phase of the project did complete the school-to-work and service
learning experience and also the credits needed to earn a regular high school diploma. Intermediate Unit 13 will
sponsor adult students for continuation in the diploma program. Six are eligible to continue with space available
for four additional students.

Impact:

The strong local economy certainly had an impact on the project. With low-skill, entry level jobs available there
was little sense of urgency in many students. Lack of regular attendance was the main reason for failure. Business
and industry contacts increased and solidified with the addition of adults to the Academy program.

Products Developed:
Workshop presentation materials for “School-to-Work Strategies for the Adult Learner” and school-based
employment and career materials for classroom use.

Project Continuation:

Six students did not complete the program, but are eligible to continue under the sponsorship of Intermediate Unit
13. The school-to-work and service learning components will be required for graduation, but students will not be
obliged to complete these components before other academic responsibilities.

Conclusions/Recommendations

The school-to-work concept is still unknown to many adults. A sustained marketing program, both locally and
regionally, is essential if the concept is to be easily recognized by adult students, and even employers. Adult high
schools, with school-to-work integrated in the curriculum, works for a small, specific target audience. However,
school-to-work moneys targeted to the larger adult population would be best utilized in a post-secondary
environment, where adults have already made clear career choices. Other public facilities, such as libraries and
community centers are recommended for adult school-to-work activities.
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FINAL REPORT
School-to-Work for Lancaster County Adults

Special Demonstration Project
Project Number 98-8011

INTRODUCTION

The objective of the special demonstration project was to develop a school-to-
work model for Lancaster County adult learners. The School-to-Work Opportunities Act
of 1994 required the participation of all students, but programs for out-of-school youth
usually targeted the 16-21 year old population, not the true adult learner. A true school-
to-work program included school-based learning, work-based learning and activities that
connect the two. The Lancaster County Academy proposed to develop a program for
adult students that combined career planning, employment skill development, work-based
learning and academic instruction. A high school diploma was awarded if all required

program components were completed.

The Lancaster County Academy is an experimental/alternative high school diploma
program, serving the high school dropout population. The program is housed in a large
regional shopping mall and operates under an open entry/open exit design. The Academy
operates year round and during the regular school year evening hours are available
Monday through Thursday. The learning is self-paced and competency-based, with each
student receiving an individual education plan outlining courses required for a diploma.

The special demonstration project asked adult students to give priority to the career



exploration, work-based and service learning component, and put less emphasis on

academic coursework in the beginning stages.

All Academy staff were involved with the project. An additional tutor was hired to help
with the expected increase in the school population. The School-to-Work/Service
Learning Coordinator was responsible for out-of-classroom placement and monitoring

with business and service learning partners.

The goals and objectives were closely intertwined with the school-to-work
component of the program and met with both successes and failures. This report is useful
to teachers and counselors of adult learning programs, both academic and job oriented.
Also, local school-to-work partnerships who have not addressed the needs of out-of-
school youth cr adult populations will find helpful suggestions when considering school-

to-work activitics and involvement for the adult community. The final project report can

be borrowed by contacting:

AdvancE

Pennsylvania Department of Education
333 Market Street

Harrisburg, PA 17126-0333

Phone (from PA): (800)992-2283

Out of state: (717)783-9192

Fax: (717)783-5420

E-mail: harmos@shrsys.hslc.org

Western Pennsylvania Adult Literacy Resource Center
5347 William Flynn Highway Route 8
Gibsonia, PA .5044-9644
Phone: (800)44-2507 ext. 216
(412)96:-0294 ext. 216
Fax: (412)443-1310
E-mail: wpalr¢/@pgh.nauticom. net
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The Problem

The r=cord high dropout rates for the Lancaster County school districts in the early

1990°s indicatea the need for an alternative learning environment to recapture those who
abandoned the traditional education system. The Lancaster County Academy was formed
in 1993 by a consortium of Lancaster County school districts to give high school dropouts
a second chance to earn a regular high school diploma. In addition to traditional academic
courses, the Academy emphasized work-based skill development. Many high school
dropouts find entry-level, low-skill, low-wage employment, with little or no consideration
given to a career path. The Academy program blended the academic diploma
requirements with career exploration and development and required out-of-classroom

work experiences in both for-profit and non-profit businesses and agencies.

The School-to-Work Opportunities Act of 1994 requires that all students be
served in a school-to-work framework. The Lancaster County Academy had been very
active in the Lancaster County School-to-Work Partnership. Through this involvement it
became evident that the local employers would benefit from the inclusion of adult learners
in the school-to-work system. The adult learners did not present child labor and legal

issues that frequently interfere with regular high school work-based learning programs.

Academic programs for adults (primarily GED classes) focus on skills needed to
pass the GED test, and do not have a sustained career exploration and development
component. Job training programs are usually of a short duration and focus on skill-

specific training. Some job training may include specific academic remediation and



instruction that is particular to the job. Job training programs usually do not include long
range career planning or “all aspects of an industry” as a featured component. Most focus
on immediate placement in the workforce with little consideration for long term career

SucCcCess.

The project sought to help adults develop transferable employability skills and a
start on a career path job in addition to completing a needed math and English course that
was credited towards a diploma. The adult school-to-work students did not have the
initial academic options available to the regularly enrolled Lancaster County Academy

student.

Goals and Objectives
The Academy’s goal is to graduate “work ready” citizens, with emphasis on work-

based skill development and utilization of service learning as a school-to-work strategy.
The objective of the grant was to extend the program with some modifications to the over
age 21 population. The specific goals for the adult learners included:

1. Pre and post testing of academic skills

Individual education plans based on previous high school transcripts

Pre and post employment skills assessment

Career exploration and labor market awareness

Development of core employability skills

Work-based learning experiences at for-profit businesses and non-profit agencies

Work Keys assessment

© N v oA W

Exsosure to post-secondary education program, occupational training and employment

opportunities



Procedures
The special demonstration project began with recruiting students and an additional

staff tutor. The Academy maintained a list of adult learners who expressed interest in the
program. Also, the local Office of Assistance and the Lancaster Employment and Training
Agency were notified of the program for identification of potential students. The
admissions process included application, testing, request for records, orientation and
admission to classes. Prospective students were required to come directly to the Academy
to fill out an application. Applications were not mailed or given to third parties for
distribution. The purpose was to have the individual applicant see the program site, meet

staff members, and ask appropriate questions before formally applying.

Adults \who completed applications were scheduled for pre-testing to determine
math and reading skills. Testing was available at least once a month and at two different
times (i.e. mo:ning and evening; afternoon and evening, morning and afternoon). Testing
was also scheduled at least one week in advance to allow for childcare arrangements and
work schedules to be accommodated. A reminder phone call was placed the day before

testing was scheduled.

The Test of Adult Basic Achievement (TABE) was used for screening. A
minimum 7th grade level as measured by the TABE Level A Test 2 (comprehension) and
Test 3 (math computation) was required for admission and could insure a reasonable
chance for success in the program. At the conclusion of the TABE test, a writing sample

was requested. The sample, from one of eight suggested topics, was to be 3 paragraphs in

10 .



‘ length. Applizants who did not meet pre-test requirements were referred to Adult Basic
Education classes, the Lancaster Literacy Council and other community based tutoring
programs for remediation. Applicants who sought remediation were given the option of

retesting at a later time.

Applicants who met the test requirements were asked to complete a “Request for
Records” form that was sent to the last school attended to secure academic records. An
education plau, outlining the credits and courses needed for a diploma, was prepared. An
initial orientation session with the Program Director was scheduled before the student
started classes. Academy policies and procedures were explained, the education plan
reviewed, and schedules were confirmed. Flexible scheduling accommodated work and

‘ family obligations. A minimum of 15 hours per week attendance was required, but
additional participation was strongly encouraged. Failure to attend regularly or chronic
lateness jeopardized enrollment. All students were required to sign a contract in which
they agreed to attend classes regularly, work on their individual plan and obey the rules
and regulations of the Academy. Failure to abide by the signed contract resulted in

dismissal from the program.

The Lancaster County Academy required 21 credits for a diploma to include 4
credits in English, 4 credits in Math, 4 credits in Social Studies, 4 credits in Science, 1
credit in Health/Physical Education and 1 credit in Reading. In addition, all Lancaster
County Academy students were required to complete “School-to-Work” and “Service

. Learning” credits for a diploma. The school-to-work and service learning credits, and one

ERIC o1 :




math and one English credit comprised the initial education plan of school-to-work adults.
Other Academy students had the freedom to chose to work on any of the courses listed in

the education plan.

The school-to-work credit encompassed three areas: school-based learning, work-
based learning and connecting activities. Much of the school-based learning, based on
TRAC materials, ' was self-paced and self-directed, with some integration in the regular
academic curriculum. The connecting activities included guest speakers from business and
industry or post-secondary institutions, and a group project with a business focus. The
work-based learning consisted of a 40 hour extended job shadow and, in some instances,

the service learning experience.

The school-to-work credit consisted of an initial interview with the school-to-work
coordinator to review work history, work attitudes and career objectives. The “Work
Readiness/Employability Skills” section consisted of self-paced worksheets (see
addendum) which were supplemented with guest speakers from business or industry and
small group workshops. Included in these activities were work-related topics such as time
management skills, interviewing skills, dress requirements, customer service skills,

workplace telephone etiquette, employer/employee relationships, work place safety and

! Many school-to-work materials used at the Lancaster County Academy are identified as
TRAC materials. TRAC -Training for Retail and Commerce- is a school-to-career model
that was designed primarily for retail and service sector training. The Lancaster County
Academy has expanded the TRAC model to include other sectors of the Lancaster County
economy. TRAC materials and competencies are now referred to as “school-to-work”.
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decision-making skills. Goal setting was also emphasized with short term and long term

goals identified.

The Career Exploration and Awareness section included self assessments using
computer software that included Career Paths and the Berkeley Personality Profile “Who
Do You Think You Are” and the Occupational Outlook Inventory. Students were then
asked to write a career choice statement using the information from these assessments.
The Work Keys test was also administered to students in January, February and June.
Work Keys tests administered included Reading for Information, Locating Information,
Applied Math, Writing, Listening and Applied Technology. The Teamwork and
Observation tests were not administered upon the advise of the local Work Keys Test
Center, due to the lack of local demand for this information. The Work Keys assessment
allowed students to document their workplace skills and assess their skill level with
reference to their career objective. Students were encouraged to include the Work Keys

test results in their resume if appropriate.

Once a career was identified, the student researched the Labor market statistics for
that occupation. Students were also required to conduct an informational interview with a
minimum of 15 questions for someone in their chosen profession. The informational
interviews were conducted in person, by telephone, by mail and by e-mail. Students then
were asked to suggest options for placement in a business or industry for the extended job

shadow.
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Students were given the opportunity to tour businesses and industry and to visit
the Lancaster Job Center. Group tours that were conducted during the 1997/98 school
year included: The Lancaster Job Center, AMP, Inc.(electronics), Smucker Interior
Systems (drywall contractor), Diversified Data Systems (call center for PennDOT)),
Cyberwarehouse (computer retailer), High Industries (steel and concrete manufacturing),
Lancaster General Hospital (diversified health occupations), Donsco, Inc. (metal foundry),
Farfield Company (mechanical contractor), WGAL-TV (local television station),

Kellogg’s (cereal manufacturer) and the Private Industry Council Spring Job Fair.

Work-based learning placements were preceded by a mock-job interview.
Students prepared a resume and cover letter and practiced their interview skills before the
work-based placements were arranged. Most work-based employers conducted an
interview before the job shadowing commenced. The 40 hour commitment was flexible to
accommodate both employer and student schedules. Upon completion of the job shadow,
the business partner was asked to assess the student’s work skills, work habits and work
ethics. Students were also required to send a thank you note upon conclusion of the job

shadow.

The Service Learning credit was also “front-loaded” in education plan of each
participant. The Service Learning experience evolved over the past several years as a
viable school-to-work strategy for Academy students. The credit required two in-house
workshops (see addendum for materials). The first Service Learning workshop

emphasized and reinforced appropriate workplace behaviors. The second further
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identified skills, talents, abilities and personality through the Holland Self Directed Search
and the Myers-Briggs Type Indicator. Students then volunteered for at least 60 hours at a
non-profit or public agency. Students were encouraged to seek a partner that would
further their career goals, however, other personal interests could be explored through the
service experience. The service course also required a personal journal and a reflective
essay upon completion of the required hours. The non-profit partner was also asked to

assess the student’s work skills, work habits, and work ethics.

The math and English credit to be “front-loaded” was determined in the orientation
interview with the Program Director. Consideration was given to past high school credits
earned, pre-test scores and potential career path. Mathematics courses available included:
Introduction to Math Concepts, Consumer Math, Financial Matters, Algebra/Geometry,
and Applied Math. English courses available included Grammar and Writing Skills,
Principles of Writing, Applied Communications, Business English and Advanced English
Topics. The self-paced courses required students to meet a minimum 80% mastery of unit
material and in most cases required a course mastery test be passed at an 80% or above

level.

Results

A total of 46 applications were received during the grant period with 5 additional
applications rezeived after June 1, 1998, that were not factored into statistics. Two of the
46 applicants did not pass the pre-test screening and were referred to other programs. An

additional 19 applicants did not complete the application process. Nine applicants could
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not be reached because the telephone number on the application was out-of-service. In
these cases a post card was sent to the applicant requesting that they call the Academy to
schedule a testing time. There was no response from this mailing. Ten applicants failed to
come for testing on two separate occasions. Two applicants passed the testing, requested

school records but failed to attend the initial orientation session required.

A totzl of 23 students completed the application process. Test scores were within
the recommended range of 7th grade or higher on the TABE Level A for all but one
student. Carlos T. was admitted with a verbal score of 6.1. He left school three years ago
late in his senior year in Puerto Rico. His interview with the Director and his writing
sample indicated to the staff that his verbal skills were better than test scores indicated,
and that language issues were the reason for low verbal test scores. He was admitted on a

conditional basis, with a 30 day probation period.

All LCA students were required to sign a daily attendance sheet (a quick
attendance reference) and also log in and out at a computer station (to monitor the length
of time in class). Attendance expectations were work-like, with absences and lateness
required to be reported by telephone. Regular attendance was crucial to success, because
the out-of-class experience was initiated in the earlier stages of enrollment as compared to
the regular Academy student experience. In order not to alienate business and agency
partners, the School-to-Work Coordinator only placed students that had demonstrated a

regular attendance pattern and a commitment to the program, in job shadows or service

sites.
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Of the 23 students admitted to the program, 2 students, Melissa E. and Deena M.,
completed the school-to-work phase and also completed the additional credits needed to
graduate. Both were awarded a high school diploma on June 7, 1998. Melissa E. had
earned 14.5 credits in high school and needed 7 credits from the Lancaster County
Academy to graduate. She was the mother of a 6 month old son, and was interested in a
non-traditional job, perhaps in manufacturing. She completed her school-to-work
experience with United Parcel Service in the shipping/receiving area. For her service
learning experience, Melissa was a literacy tutor in a local elementary school. Her project
was to organize a book drive, with the collected materials donated to the local shelter for
abused women. Melissa was chosen as a graduation speaker for the commencement

ceremonies. She is now currently employed full time in the manufacturing sector.

Deena M. left school at 18 when her family moved to a different state. She met
and married her husband, who had encouraged her to finish high school so that she could
go to college to major in elementary education. Deena had earned 15 credits in high
school and needed an additional 9.5 credits to earn a Lancaster County Academy diploma.
Shortly after admission Deena found out she was pregnant. Her baby was due in early
July, and Deena made an effort to complete the program before giving birth. With
teaching as a career goal, Deena spent her school-to-work and service experience at a
local elementary school. She had a very successful placement, but, at the advice of her
doctor, had to cut short her placement because of an outbreak of Fifth’s Disease. Deena
as her project, sought resources for the Academy career library by contacting numerous

local and national trade organizations for reference materials. Deena completed all
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requirements . a diploma on Friday, June 5, 1998. Her baby, born 3 1/2 weeks
premature, was delivered on Saturday, June 6, 1998. As a consequence, she was unable
to attend her gvaduation on Sunday, June 7, 1998. She has the opportunity to participate
in the next Academy graduation. She plans to attend Harrisburg Area Community College

beginning in January 1999, working towards an education degree.

At the end of the grant period, six students were still actively enrolled in school.
All were in various phases of completion. One student, Carlos T., completed the school-
to-work phase ond needed to complete 2 courses for his diploma. United Parcel Service
provided his school-to-work experience. He was a driver’s assistant during the peak
Christmas holicay period. His experience at UPS was so positive that he was offered part-
time employment at the conclusion of his school-to-work experience. Carlos chose to
participate as a Literacy tutor as two different elementary schools for his service
experience. Again, he had excellent work ratings from his site supervisors. His intention
was to continue to work at UPS until he saved enough money to enroll in a computer
training program. Another student, April M, also completed the service learning portion
of the program and was seeking a school-to-work experience that was related to childcare.
Four other students, Yia M., Christian S., Richard B., and Gwen M., were admitted in
March and April and were concentrating on the school-based learning, and career
exploration phase. All will be eligible for the school-to-work and service experience in the

early fall of 1999.
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The active students, with the exception of Yia M. were tested in Work Keys. Six
of the individual Work Keys tests were administered. The Teamwork and Observation
tests were not given at the advice of the local test center, as the local companies who had

job profiles were not identifying these as needed. Work Keys results were as follows:

Test Rick B. Melissa B. Melissa E. Carlos T. April M. Deena M.  Chris S,
Read for Info

(Levels 3-7) 4 3 5 4 6 6 4
Applied Math

(Levels 3-7) 5 4 4 4 5 4 5
Listening

(Levels 1-5) 3 3 2 2 3 3 3
Writing

(Levels 1-5) 3 3 3 2 3 2 2
Locate Info

(Level 3-6) 4 3 4 below 3 4 4 5
Applied Tech

(Level 3-6) 3 below3 below3 below3 3 below3 below3

For the most part LCA students tested in the middle range of the test levels. The
exception was the Listening test and the Applied Technology test. The results for the
adult students was similar to the entire testing group. The self-paced environment of the
Academy’s academic program did not promote listening skill development. Because of
the Work Keys results, changes in the English curriculum will be made to address this
crucial work skill. The Applied Technology test also had most of the LCA students
scoring below the first level, and this again, was expected. No “hands on” technical
training existed in the curriculum. Technology instruction needs to be addressed through

specific training or technology classes.



Only Melissa E., Deena M and Carlos T. were eligible to post-test in Work Keys,
as they had completed the school-to-work phase. All three were not available to take the
test when it was iast administered, but are eligible and requested to schedule their post-

testing in September 1998.

Unfortunately, 15 students were withdrawn before completing the school-to-work
phase. One student, Kathy W, resided in an assisted living group home. She was
actively enrolled for about 3 weeks. Although she had the academic potential to succeed,
the requirements of the group home program were often in conflict with Academy
attendance. She also struggled with the self-paced environment. Both Kathy and the staff
concluded that the program was not right for her at the time. Another, Jennifer H., was
incarcerated after attending four months. The other 13 students failed to attend regularly
after the second week, and by the fourth week had stopped coming all together. When
attendance slacked off, a post card was sent to remind the student of the attendance
policy. After a week of non-attendance a formal letter was sent outlining the
consequences of not returning to the program and asking if we could offer assistance with
any barriers to attendance. Unfortunately these 13 did not respond to either mail or phone
calls and were subsequently withdrawn from the program. After 60 days of withdrawal, a
follow up questionnaire (see addendum), with an enclosed self-addressed, postage paid

return envelope, was sent to each non-completer. None was returned.

g
D

18



Dissemination

The Director and School-to-Work Coordinator presented a workshop “School-to-
Work: Strategies for the Adult Learner” at the Career Development Conference held in
Harrisburg on April 28, 1998. The workshop was attended by 22 people, with audience
members from vocational schools, job training programs and social service agencies. The
workshop highlighted the Lancaster County Academy model, and the NOICC (National
Occupational Information Coordinating Committee) Career Development Guidelines.
Special attention was given to methods to recruit businesses for school-based, work-based
and connecting activities. An adult population is more desirable for employers, especially
if the potential applicant/job candidate has demonstrated work skills in the classroom.

Workshop materials are included with this final report.

Conclusions and Recommendations

The strong local economy had a major effect on the outcome of the program.
During the grant period Lancaster had the lowest, or second lowest reported
unemployment rate in the state, around 2.5%. It is suspected, but not confirmed, that
students who did not follow through with the admissions process had found satisfactory
employment and therefore did not see the need for career planning, unpaid work
experiences and academic learning. All students admitted to the program, with the
exception of Deena M., April M. and Kathy W., were working while enrolled. Many were

working full time, and many were often requested to work overtime.
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Because of the tight labor market, the business community maintained interest in
the school-to-work concept. The Academy’s school-to-work coordinator had inquires
and offers from many businesses that we could not match with a student who expressed a
similar interest. Most of these were in the building trades. The business community
lauded our aggressive attendance standards, as that is what is expected in the workplace.
The school-to-work job shadow experience also gave both student and employer a chance

to explore employment possibilities without long-term commitments from either party.

Alternative high schools, such as the Lancaster County Academy, should certainly
include adult students. The adults who make a serious effort to finish high school are
good role medels for the 16 or 17 year old who are at risk or who have abandoned their
education. The more extensive work experiences of adult students make group
workshops more meaningful and provide a synergy with the younger, emerging worker.

Adults, hearirg the experiences of new, first-time workers, also remember what it was like

when they first started working .

The staff also recommends that future adult students be given the same academic
freedom as other students, and to not “front-load” the school-to-work and service
experiences. Although the requirements for the school-to-work, service learning, English
and Math credits was exactly the same for the traditional students, the adults students
resisted the constraints put on their individual education plan by requiring these credits be

completed firsi. This was especially true if they entered the program with a clear idea of a

future career goal.
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School-based materials for adults must assume that students have previous work
experience. Attention should be focused on reasons for the success or failure of past jobs,
work issues of which students have personal knowledge (sexual harassment,
discrimination, drug/alcohol issues, unfair labor practices, employer/employee rights) and

the use of labor market information when making job changes.

Future school-to-work programs for adults are viable. School-to-work should not
only be for those without a diploma. Although the Academy project targeted adults
without a high school diploma, many high school graduates in their early 20’s do not have
career goals or direction. The connecting activities are a good “lure” to get these young
adults interested in career exploration, academic and technical skill improvement and
employment skill development. Business speakers, plant tours, mock-job interviews
should be available to a broader public, on a more “casual” basis. Employers should be
encouraged to make information about career paths in their business or industry, along
with their particular company, available to current employees. Internet chat forums and
electronic mail can be utilized to develop career advisors and mentors for those who have
childcare and transportation barriers. School-based career libraries should have evening
hours to make career resources available for adult use. Drop-in academic centers, open to
anyone, can be available for academic and work skill assessment and math and writing skill
improvement.

Post-secondary schools such as community colleges and state universities, or
public facilities such as libraries and community centers, can be the focus of adult and

community-based school-to-work programming. However, the programs and activities
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will not be utilized to the maximum extent without advertising its availability, and
implementing an extended marketing plan to sustain the effort. Local school-to-work
partnerships should be strongly encouraged to include the adult population when planning

and implementing their school-to-work system.
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Lancaster County Academy
‘ Follow-Up for Non-Completers

Return as soon as possible in enclosed stamped envelope

Name: Age: Today’s Date:

Current Address:

Lives with: Self Spouse&children Children Boy/Girlfriend Parent/Relative  Other friends
Number of dependents:____
Current Employment Status

Name of Employer: JobTitle:

How long have you worked for this employer? Number of hours per week

O I am currently unemployed

Reason for leaving the Lancaster County Academy  Check all that apply

O Work conflict - Explain:

0O Lack of child care
. 0 Lack of transportation
O Medical reason - Explain;

O School work too difficult
O Did not like self-paced classes
O Other - Explain:

Please answer the following questions honestly. Use the back of the page if you need more space.
What was the best thing about LCA?

What should LCA change?

What could LCA have done to have kept you in the program?

Do you plan on returning to finish? NO or YES When?
Have you taken the GED test?

When: Where: Did you pass? YES or NO

Scores:

Additional Comments:
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Lancaster County Academy
TRAC Progress Form

. Level 1

Name: ID#

0 Initial Evaluation

I. OFF-THE-JOB TRAINING .
A. Work Readiness - Employability Skills
1.Time MManagement and Organizational Skills
ZUse of daily, weekly, and monthly planner
ZShort & Long Term Goals worksheet (THIS IS A 3 MONTH PROCESS)

2. Communication Skills

Z Effective Communication Skills worksheet
OWritten Communications (See Business English)
CBasic Body Language

CCultural Diversity

3.Personal dppearance and Presentation
[Basics of Personal Hygiene
—Dress for Success

4. Human Relations Skills

CBasics of Customer Service
. (Positive Attitude

CConflict Resolution

5. Code of Conduct at Work

(IBasics of Work Appropriate Behavior
COff-the Job Behavior

TThe Problem of Employee Substance Abuse

6. Applied and Personal Math
[IPersonal Budget

(IBusiness Accounting Terms
(IReview of Business Math

7. Safery
OSafety in the workplace

OCorrect Lifting Demonstration
[Health and hygiene standards
0 Sexual Harassment

8. Emplovee Relations

ORights and Responsibilities of Employees and Employers
COverview of anti-discrimination, EEO, and affirmative action
OThe roles of unions and employee organizations

9. General computer & office equipment skills
' OComputer use (see Business English)
(IKnowledge of how computersare used in business

EKC BEST COPY AYAILABLE Y
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TEST - PART A

B. Career Exploration & Awareness
1. Career Assessment
Olnterest Inventory
CCareer Choice Statement

2. Career Information
T Occupational Clusters information
—PA Jobs worksheet

3. Career Exploration

Career:

CInformation interview (See Business English)
CPlanning worksheet

4. Goal Setting
0035 year plan, 1 & 2 year strategies

II. On The Job & Project Training
A. Internship
OTimesheet
. UReport/Presentation

B. Projects
UReport/Presentation
OWorksheet

C.Workshops/Guest Speakers/Job Shadowing Experiences
A minimum of 6 experiences. Guest speakers are MANDATORY.

AR i o ol

D. Job Preparation

OMock interview

UResume, cover letter, and thank you letter (See Business English)
UOEmployment Information Summary

UReferences

BEST COPY AVAILABLE




TRAC Off the Job Training
SKILL DEVELOPMENT NAME:
I-A.1. Goals

Set and Make Your Goals - 1

Leamning how to set and achieve goals is an important step in your career growth
and in other aspects of your life. In the following activities you will leam how to
set goals, work towards meeting those goals, afd how to evaluate the goals you
have set and your success in achieving them. These activities will require you to
track your goals for 3 months. You must meet with a staff member each month
to review your progress.

Today's Date:

1. Name one thing that you want to accomplish in the next 3 months from
any aspect of your life.
(Hint: try to identify a goal that you can evaluate later to determine if
you were successful in reaching. Ask yourself..... “can | tell whether
this goal was met or not?)

2. Identify two goals in TRAC that you want to accompiish in the next month.
1.

What do you need to do to accomplish this goal?

What do you need to do to accomplish this goal?

TRAC Landmark Career Academy 09/03/96
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Skill 5.09 Long Term Goals Activity #1 Set and Make Your Goals - 2

3. List five smaller assignments or tasks in TRAC that you plan to complete
inthe next two weeks that will bring you closer to achieving one of your

. two goals for the month. indicate how much time you think you will need

to complete each one. (You may need to go look at theZ?-:\’AC file

cabinet to answer the second part of this question.) -

1. il

Estimated time needed to complete:

Estimated time needed to complete:

Estimated time needed to complete:

4.

' Estimated time needed to complete:

Estimated time needed to complete:

SUBMIT COMPLETED FORM TO TRAC COORDINATOR FOR APPROVAL
AND SET APPOINTMENT FOR NEXT MONTH

STRAND: Core
TASK AREA: Time Management and Organizational Skills
SKILL: 5.09 Long Term Goals

TRAC Landmark Career Academy 09/03/96
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. SKILL DEVELOPMENT
LA.1.Goals

‘ - Set and Make Your Goals - 2

In this second stage of goal setting you will review your criginal goals, evaluate
your progress in achieving them and set some new goals.

Today's Date:

1. Of the five small tasks and assignments in TRAC that you set lést month,

how many did you complete? Which ones?
2. Did you schedule time appropriately for these gozls? Tco little?
Too Much?
3. Of the two main goals for the entire month, which did you accomplish?
4. Of the goals you did not accomplish, why didn't you? (check appropriate
answer)
1. My interest changed after setting the goal.
2. 1 didn't schedule enough time to finish the geals.
3. I got cisiracted by other projects and assicnments.

S. ~ What progress have you made on your 3-month goal? What problems
have you encountered?

IToxt Provided by ERI
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Skill 5.09 Long Term Goals Activity #3 Set and Make Your Goals - 2
6. Identify two goals in TRAC that you want to accomplish in the next month.
(These can be goals from last month that were not completed.)

. 1.

186. List five tasks or assignments in TRAC that you plan to complete in the
next two weeks that will bring you closer to achieving one of your two
goals for the month. Indicate how much time you think you will need to
complete each one. (You may need to go look at the skill plan in the file
cabinet to answer the second part of this question.)

Estimated time needed to complete:

2.

. Estimated time needed to complete:

Estimated time needed to complete:

4.

Estimated time nesded to complete:

5.

Estimated time needed to complete:

Submlt completed form to TRAC Coordinator and schedule appomtment for next month.
TASK_AREA: Time Mar'.agememand Organizational Skilts
SKILL: 5.09 Long Term Goals

=57 COPY AMALAELE
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TRAC Off the Job Training

SKILL DEVELOPMENT NAME:
I.LA.1.Time Management/short & long term goals-3
. Set and Make Your Goals - 3

In this second stage of goal setting you will review your original goals, evaluate
your progress in achieving them and set some new goals.

Today's Date:

1. Of the five small tasks and assignments in TRAC that you set last month,
how many did you complete? Which ones?
2. Did you schedule time appropriately for these goals? Too little?
Too Much?
‘ 3. Of the two main goals for the entire month, which did you accomplish?

4. Of the goals you did not accomplish, why didn't you? (check appropriate
answer)
1. My interest changed after setting the goal.
2. I didn't schedule enough time to finish the goals.
3. | got distracted by other projects and assignments.

S. What progress have you made on your 3-month goal? What problems
have you encountered? What sources of help have you used?

Q 3 5 TRAC Off the Job Training 09/03/96




Skill 5.09 Long Term Goals Activity #3 Set and Make Your Goals - 2

é.

Identify two goals in TRAC that you want to accomplish in the next month.
(These can be goals from last month that were not completed.)
1.

List five tasks or assignments in TRAC that you plan to complete in the
next two weeks that will bring you closer to achieving one of your two
goals for the month. Indicate how much time you think you will need to
complete each one. (You may need to go look at the skill plan in the file
cabinet to answer the second part of this question.)

Estimated time needed to complete:

Estimated time needed to complete:

Estimated time needed to complete:

4

Estimated time needed to complete:

Estimated time needed to complete:

Submit completed form to TRAC Coordinator and schedule appointment for next month.

TASK AREA: Time Management and Organizational Skills

SKILL:

5.09 Long Term Goals

TRAC Landmark Career Academy 09/03/96
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TRAC Off the Job Training
SKILL DEVELOPMENT NAME:
L.A.1.Goals

Set and Make Your Goals - 4

In this second stage of goal setting you will review your original goals, evaluate
your progress in achieving them and set some new goals.

Today's Date:

1. Of the five small tasks and assignments in TRAC that you set last month,
how many did you complete? Which ones?
2. Did you schedule time appropriately for these goals? Too littie?
Too Much?

3. Of the two main goals for the entire month, which did you accomplish?

4, Of the goals you did not accomplish, why didn't you? (check appropriate
answer)
1. My interest changed after setting the goal:
2. | didn't schedule enough time to finish the goals.
3. | got distracted by other projects and assignments.

5. Did you achieve your 3-month goal? If so, what steps helped you
succeed? If not, what obstacles prevented your success?

TRAC Off the Job Training 09/04/96
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Skill 3.09 Long Term Goals Activity #4 Set and Make Your Goals - 2

. 5. Identify two goals in TRAC that you want to accomplish in the next month.
(These can be goals from last month that were not completed.)
1.

6."  List three tasks or assignments in TRAC that you ptan to complete in the
next two weeks that will bring you closer to achieving one of your two
goals for the month. Indicate how much time you think you will need to
complete each one. (You may need to go look at the skill plan in the file
cabinet to answer the second part of this question.)

Estimated time needed to complete:

Estimated time needed to complete:

Estimated time needed to complete:

Refer back to this goal sheet often to reinforce your attitude and focus your
energy! Remember to continue setting goals that meet your objectives. Reward
yourself for goals accomplished. Remember, “Even if you're going in the
right direction, you’ll get run over if you just sit there!”

STRAND: Core
TASK AREA: Time Management and Organizational Skills
SKILL: §.09 Long Term Goals

TRAC Landmark Career Academy 09/04/96
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Lancaster County Academy - TRAC
I.A.2.a. Effective Communications Skills

. Communication skills are key to success in the workplace. No

matter what career you choose, you will need to be able to speak,
listen, interpret non-verbal 51gnals, read and write well. LCA’s
English courses have been designed to help you gain these skills.

The following list of Benefits of Learning to Communicate
summarizes how you will use communication on the job. Choose
five benefits from the list that you need to improve. For each
benefit selected, describe a situation in your current or future
job where this benefit would be important. Tell how you plan to
improve this skill (may include a specific lesson from one of
your other course requirements).

THE BENEFITS OF LEARNING TO COMMUNICATE

1. Be able to teil others what's going weil or not sa well, without embarrassing them
or making them angry.

2. Know when anc how to ask for help, so you can do your job better.

‘ 3. Get other peopie to listen to you and understand your ideas about how to
improve things.

4. Learn a new task quickly, so you can be successful faster.

5. Listen so you can get the message straight, even when others aren’t good at
saying what they mean.

6. Leamn to understand the non-verbal messages we all send to each other.

7. Give ciear effective feedback so people can understand things they may not be

aware of.
8. Prevent emctions from making bad situations worse.

9. Uncerstand how to overcome the barriers to good communication that
are common to all of us.

10. Rescive probiems you may have with other people so they do not drag
on unrescived.
11. Help group meetings to be meaningful and effective.

l 12. Help you to understand how to work as a group more effectively. See the resuits

of good group communication.

BESTCOBYAVANLABLE  u.. 39




Lancaster County Academy - TRAC
I.A.2.c. BASIC BODY LANGUAGE

Body Language or Non-verbal Communication is defined as the
mannerisms, gestures, body movemenets, facial expressions,
and other physical actions that convey thoughts and feelings
between people. It is a crucial component of communication.
It has been said that a person’s true feelings on an issue
or about a person will be exhibited through body language,
no matter what verbal communication takes place. Therefore,
it is important that your body language reinforce your other
forms of communication, not contradict it.

In each situation, describe appropriate body language to
complement the verbal communication.

A. You are a sales clerk in a small retail store. While you
are busy tagging new merchandise, a customer approaches you
and asks for assistance. Policy is that you must help the
customer. How do you respond? What is your body language?

B. You are very nervous about an interview for a job you
really want. As you walk in the door, the receptionist
greets you. How do you respond? What is your body language
as you greet the receptionist and sit to wait for the
interviewer?

C. The interviewer walks up to you, greets you by name,
extends her hand to shake hands with you, and says ‘‘how are
you today?’’ How do you respond? What is your body language
during the interview?

D. You are busy on the job, but keep up a light
conversation with a coworker. Another coworker who will be
training you on new equipment, but who has not been very
friendly, approaches. What do you say? What is your body
language?



TRAC - Off the Job Training
L.A.3. Personal Appearance and Presentation
a. Basics of personal hygiene

Personal Grooming and Hygiene Checklist

Personal grooming and hygiene should be important parts of your daily routine. Everyone
needs to pay attention to the basics of cleanliness.

Rate your daily personal grooming routine according to the following criteria.

D= Daily U= Usually O=Occasionally R=Rarely

D U O R
1. Body bathed/showered

D U O R
2. Body properly deodorized

D U O R
3. Hair clean, styled, free of dandruff

D U O R
4. Skin clean, blemishes minimized

D U O R
5. Facial/body hair well-shaven and/or timmed

D U O R
6. Makeup not excessive

D U O R
7. Teeth brushed and flossed
8. Clean clothes everyday, inside & out, top to bottom - NO D U O R
exception

D U O R
9. Cologne - very light scent, if at all. NO MUSK

D U O R

10. Nails clean and trimmed. no chips if polished




TRAC - Off the Job Training
LA.3. Personal Appearance and Presentation

b. Dress for Success
"Dress for Success"”

In addition to practicing good basic personal hygiene, the successful applicant will follow
a few simple rules when coordinating the perfect interview and on-the-job wardrobe.

Men:

* No hats/caps! Wash your hair and let it dry without the cap to avoid "Hat Head"

* Hair length - generally, a trimmed, neat appearance is best. Hair should not be
hanging in your eyes or below your shirt collar on your neck

* Pants - no jeans, overalls, or cut-offs. Simple khald or navy trousers are best. Watch
the fit around the waist and the length.

e Shoes - no sneakers or boots (exception: workboots for a constructon job)

Shirt - a simple, button-down shirt, mostly cotton, in white, blue, or cream. Avoid any
print other than a subdued stripe (if in doubt, stick with solid colors). Watch the fit in
neck and sleeve length. Shirt must be ironed!

® Accessories: Your belt should be leather, dark brown or black, in good condition, with
a simple buckle. Socks should coordinate with pants and shoes, usually dark brown or
navy, and should match(!). Jewelry should be kept to a minimum; earrings are generally
frowned on and all other body piercing is a definite no-no! A tie is the finishing touch;
make sure it is clean, in good condition, an appropriate length and width, and coordinates
with shirt.

* Business leaders from many different industries agree that these guidelines are
appropriate for almost any entry-level job. If you are successful in getting a job in
construction, manufacturing, or food service, the personne! department will provide
information about uniforms or work clothes. (Ask questions about appropriate on-the-job
clothing during the interview!)

Inventory:
Based on the above list, what items do you need to purchase, borrow, repair, or tailor?

R

Help is available for those who cannot afford items.

Please review this list with staff member

BEST COPY AVAILABLE
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TR_RAC

I-A. éf Human Relations/Customer Service Name

The Importance of Customer Service

Customer service is everybody’s job. No matter what occupation you enter, you will
need good interpersonal skills. Even if you don’t deal directly with consumers, you will
need to satisfy “intemal customers” - the other employees in your organization. In
addition, you will discover the importance of a “customer service” attitude in your
personal relationships with friends and family.

To be effective in customer service, you must C.A.R.E.
C - be Credible - be truthful, give accurate information
A - be Attentive - pay attention, ask questions
R - be Responsive - work to find a solution
E - be Empathetic - try to understand the customers point of view

Short answers:

1. Think of a recent pleasant shopping experience you have had here in Park City.
What type of store did you visit? What item(s)
were you shopping for? Describe the interaction between
you and the salesperson: were you greeted? Was the salesperson friendly? Did you
get all the information you needed to make a decision? Did the store have what you
needed? Did you buy anything? Will you retum to that store?

Rate the store and salesperson on the CARE factors described above

2. Now think of an unpleasant experience you have had with a salesperson or other
employee; a time when you left a store/business feeling either angry, imitated, or
annoyed. Describe this experience briefly. What did the empioyee do that irritated
you? Did you buy something from the store? Did you let the employee or the manager
know you were not a satisfied customer? Will you go back to the store/business?

43




I.A. 4a Basics Of Customer Service
Making A Good First Impression

Directions: After reading the selection, answer the following questions, using
complete sentences.

1. Why do customers expect people who work in stores and offices to offer
quality customer service?

2. Why do businesses stress the importance of their workers making a good
first impression?

3. Have you ever been in a store or office in which the recep:ionist or
salesperson did not offer customer service?

4. What specific factors are involved in making a good first impression? Try
to name at least three.

5. Some people say "Making a favorable first impression is nothing more
than simple good manners." Do you agree or disagree? Explain your answer.

6. Why do people sometimes have difficulty making a good f{irst impression?

7. How did Surly Sam damage her company's credibility with one of its
major customers?



8. Why does Gus grumble so much?

9. How might Gus turn his negative comments into more positive ones?
Give two or three ideas to help Gus improve his attitude.

10. Write two goals that will help you to make a better first Impression at the -
work-place.
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| Employee Improvement Packet: An Interactive Program

A Lesson in Successful Relations with Customers

T Ad b, |
Fos iTive A e

Introduction

The best work environment is one in which employers and employees work to-
gether as a team, supporting, leading, and sharing goals. In such an environment,
each person must meet his or her responsibilities and do a good job. Every em-
ployee on the team must help the employer sustain this spirit of cooperation and
achievement. None of this is possible if you don’t have a positive attitude toward
your customers and your work.

This packet is about having a positive attitude. If you don’t have a positive atti-
tude, you won’t have good relations with your customers. If you don’t have good
relations with your customers, you may lose your job.

The Problem and Its Consequences

When you enter a store, restaurant or office, you can detect right away whether or
not the employees have a positive attitude toward their work and their customers.
The signs are all around: in the way they treat one another, the way they greet
customers and the way they answer the phones. They’re upbeat, enthusiastic, help-
ful and courteous. You can tell that they enjoy their work and pass on that enjoy-
ment to their customers.

| By contrast, you can also pick out the offices and stores where employees have a

negative attitude. They’re slow, lacking in energy, unenthusiastic, and preoccu-
pied with something else (usually not business). They’re the people who ring up a
sale without ever looking at the customer or acknowledging her presence, and
answer the phone in flat, inexpressive tones. It’s clear, both to you the customer
and to them, that they really don’t want to be there.

)
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When a customer sees or hears that kind of negative attitude, it makes him or her
question being there. The customer may say, “Why do I waste my time with this
company? [ can get the same service with a smile and a cheerful greeting at the
company across town. It’s worth the drive just to have friendly, helpful people
greet me at the door.”

Causes of Not Having a Positive Attitude

A negative attitude toward work can have many causes. However, here are a few
of the more common ones we hear:

. Nothing’s happening; it’s juét the same old stuff every day.

«  It’s boring to talk to people all day long. |

. I’ve got better things to do with my time.

. Being nice to people is phony and artificial.

. My boss and everybody in the office are depressed all the time.
. I’m just not very enthusiastic about the job.

. I’'m not very happy with myself or my work. My life doesn’t
seem to be going anywhere.

. I don’t really like my customers or my co-workers.

If you notice, most of the excuses fit into two broad categories: first, a negative
attitude toward the job, co-workers and customers, which manifests itself in a lack
of enthusiasm and a generally “blah” attitude, and second, a negative self-image
which gets displaced onto the job. Both types of excuses, however, have the same
result: they are translated into a negative attitude which the customers experience
as personal rejection or hostility.

What it means to have a positive attitude at work

There are many ways to display a positive attitude at work. One is, simply, to be

* Customer Relations - Positive Attitude ' ©1994 The Advantage Press, Inc
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courteous toward customers. That means greeting everyone as he or she enters the
store or office (or at least, your department if it’s a large store or office), It means
asking “May I help you?” or “Can I help you find something?” in a courteous,
helpful way, as if you really meant it, not as if you’re angry at the customer for
disturbing your break or chat with a friend.

Another sign of a positive attitude is your personal appearance and the way you
maintain your work space. Good grooming, a professional style of dressing, and a
well-maintained work area or desk give the message, “I value myself and my job,
my customers and co-workers.” The opposite message comes from careless dress
and appearance and a messy desk; they say to the customer, “I don’t care for or
value myself or my work, and I'm unlikely to value you either.”

A third sign of a positive work attitude is friendliness. Sincere good will toward
customers is expressed in a helpful, positive attitude and in a genuine desire to
serve the customer. Employees who are unfriendly toward customers, either in
person or on the telephone, convey the message, “Your business is not important
to us. We don’t care whether you do business with us or not.”

Case studies

NEGATIVE NED

Ned works in a small advertising firm. Ned is a customer representative,
which means that he works with many clients, old and new, on a daily basis.
Ned always has a negative comment about everything. No matter what the
client wants to do, Ned always has a hundred reasons why it can’t be done.

“Nah, jingles are out, singing commercials are out,” he’ll tell one client who
wants to have music with his radio spot. To another, he’ll complain, “Space-
age visuals? Nobody’s done those since the last STAR WARS movies. This
is the 90s, man—the era of punk and grunge! Get with it!”

Ned never appears to value or enjoy his customers’ ideas. He’s much too
busy thinking of his next criticism or negative comment. Instead of learning
from his competitors’ ads, he low-rates them. “AT&T? Volkswagen?
Wendy’s? Folger’s? They’re nothing. I know the guys who did those ads.
Nothing, man, just nothing.”

EMC Customer Relations - Positive Attitude ' 4 8 ©1994 The Advantage Press, Inc
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At last one major client got tired of Ned’s negativism and turned the tables
on him. She went to Ned’s supervisor and complained about HIM. “No mat-
ter how good an idea we have,” she said, “Ned low-rates it and refuses to go
along with it. Just once, I'd like to work with someone who has a positive,
can-do attitude.” |

Ned’s supervisor got the message and assigned someone with a more posi-
tive attitude to the client’s account. Ned’s negativism may cost him his job.

BORED BETTY

Betty is the receptionist in a large high-tech business office. Everything about
Betty shouts “Boredom!” Betty is clearly bored with her job and considers
her work beneath her talents.

When you walk in the office, Betty will have just come in the door from one
of her frequent breaks. Her workstation is a mess, with empty coffee cups
and soda cans scattered around, papers piled high, and files in stacks on the
floor. Betty will probably be talking on the telephone to a friend or doing her
nails while she answers calls at the office switchboard. Here’s the way a
typical conversation might go:

Ring, ring!

BETTY: High Tech Incorporated, please hold. (to her other caller: Yeah,
gotta go...yeah, some darn customer interrupting us again,
yeah...OK, I'll call you back later. See you). OK, I’'m back. (big
audible sigh). Whodya want?

CALLER: I’m calling Sue Brown in the Marketing Department.
BETTY: OK, lemme connect you. Wait just a minute (tries Sue’s line).

Sorry, the line is busy. Call back a little later, willya?

CALLER: Wait! Maybe you can help me. This is Alice at our branch office
in Chicago. All I need is some information and maybe just to

E MC Customer Relations - Positive Attitude A ©1994 The Advantage Press, Inc
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leave a number for Sue to call. Do you happen to know if Sue’s
arranged press coverage for that trade show that’s coming up in
a couple of months in New York?

BETTY: (Now clearly annoyed at having been asked to do something).
Nah, that’s not my department. Why don’t you just call back in
about half an hour, OK?

CALLER: Well, I won’t be at this number later today and it’s important
that I get this information now. Can you check it out with Sue
and leave a message with my secretary later?

BETTY: OK, OK, I guess so. (Big sigh, even more clearly audible). When
did you say that trade show was?

And so on, ad nauseam. Betty is clearly just too bored with her job and too
preoccupied with her own business to be helpful to the client. It wouldn’t
surprise us if Alice reported the problem to Betty’s supervisor. Betty may
soon have a chance to be bored on her own time, not her company’s.

Problem prevention and goal setting

Preventing attitude problems means having the ability to be self-monitoring—that
is, to recognize when you are acting like Ned or Betty and correcting your own
tendency to be negative, bored, unhelpful or hostile to customers when you are at
work. It also means that you have a high enough self-image and enough self-es-
teem to feel good about yourself and the work you do, and to project that positive
self-image through your appearance and through professional, courteous, helpful
behavior toward clients. Remember that in each encounter with a customer, you
ARE the company. You represent your company each time you make a sale, an-
swer the telephone, give information, take a message for another worker, or have
any other kind of dealings with the outside world.

Remember also that setting goals for yourself will help you to learn to be self-
monitoring. The questions in the next two Response Packets will help you to set
some goals in developing a more positive attitude toward customers.
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TRAC Off the Job Training Name

L.A.4.b. Positive Attitude

After reading the Employment Improvement Packet “Positive Attitude”, answer the
following questions: '

1. Why is it important for employees to have a positive attitude?

2. How are positive attitudes on the part of employees and a company’s image related?

3. How is common courtesy related to having a positive attitude? Why should an
employee show courtesy to coworkers as well as customers?

4. Explain the connection between high self-esteem and having a positive attitude on the
job.

5. How may customers feel about an employee that displays a negative attitude? How

could this affect that employee’s job security/chance for advancement?

6. Write two goals that will help you have a more positive attitude at work and school
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. A dc. \n Interactive Program

n in Successful Relations with Co-workers

Contflict Resoltion

~ Resolving Disagreements and Conflicts

Introduction

The best work environment is one in which employers and employees work to-
gether as a team, supporting, leading, and sharing goals. In such an environment,
each person must meet his or her responsibilities and do a good job. Every em-
ployee on the team must help the employer sustain this spirit of cooperation and
achievement. None of this is possible if you don’t resolve disagreements and con-
flicts effecdvely.

This packet is about resolving disagreements and conflicts. If you do not resolve
disagreement and conflicts, you won'’t have good relations with your co-workers.
If you don’t have good relations with your co-workers, you may lose your job.

The Problem and Its Consequences

Conflicts and disagreements in the workplace are a natural consequence of having
people working together. Wherever people gather to work toward common goals,
disagreements will almost certainly occur.

There’s nothing “wrong” with conflict or disagreement in itself. In fact, if they are
properly handled, conflicts and disagreements can help a group of people grow
together as a working unit. People who learn to resolve their differences can work

- together even more closely than before.

Problems in relations at work usually result from allowing the conflict to exist day
after day, week after-week, without ever attempting to resolve it. Some people
deny that the difference exists. Others just go on with “business as usual” and hope
that the difference will go away on its own. Other people enjoy conflict. They try
to get the office to polarize around an issue, choose sides and develop an “us
against them” mindset. These are often the people who are the troublemakers in a
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workplace.

If the conflict remains unresolved for a period of time, it is almost always disrup-
tive to the work environment. For one thing, it interrupts the normal flow of work.
Projects are evaluated not in terms of their value to the company, but in terms of
how they fit with one side’s ‘agenda as opposed to the other. People choose sides
and ally themselves with the leaders of one position on the issue. As a result, less
work is done and the company becomes less productive.

Causes of Not Resolving Disagreements and Conflicts Effectively

People have varying responses to conflict. Some hate it, others love it. Some thrive

on it, while others will do anything to avoid a conflict. Neither response is very
effective in resolving conflict. Here are some common excuses for not resolving

conflicts and disagreements:

. It’s fun to have the office in an uproar—kind of breaks the te-
dium, you know..

. I’d do anything to avoid a fight.
. It’s not my job to settle this dispute.
. I LOVE a good fight.

. I’ve got a lot invested in this issue. This is more than an office
conflict—it’s a personal vendetta with me.

. If we pretend it’s not there, it will go away.
. I’ve got my position and I won’t budge an inch.
. Come on, make my day.

What it means to Resolve Disagreements and Conflicts
Resolving disagresments and conflicts in the workplace requires, first of all, that
you be willing to put aside some of your personal interest in the outcome. If you
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have too much personal interest or ego invested in a particular situation, you won’t
be as willing to reach a solution that will be for the benefit of the whole company.
There are three major ingredients in resolving any conflict or disagreement in the

workplace:

Case studies

Think of the good of the entire company rather than your per-
sonal self-interest. Often, the most heated battles in a company
are what we call “turf issues” or territorial battles—meaning that
one department or division is fighting another for control of space,
personnel or money. The conflict APPEARS to be about some
matter of company procedure or policy. Actually, it’s about power
over other people. It may simply be an attempt to protect what
one department already has, or it may be a chance to annex other
departments and thus gain more power.

Be ready to give on certain issues. Try to think through the is-
sues in the disagreement that are really critical and those on which
you would be willing to compromise. Compromise is the heart
of conflict resolution. It’s the basis of the old saying, “Give a
little, gain a lot.” People who are willing to negotiate and com-
promise often end up achieving more of their goals than the die-
hards who refuse to move an inch on any issue. Rather than a
“you win/T lose” or “you lose/l win” outcome, you should strive
for a “win/win” resolution.

Keep lines of communication open. Never let the issue polarize
your workplace into feuding camps. Talk, talk, talk—to the other
side as well as to your own. Call in a disinterested third party—
a moderator or facilitator who is skilled in conflict resolution—
if you find that the two groups can’t talk together productively.
Don’t be afraid to ask for help!

FEUDING FRANK AND MACK THE KNIFE

Frank Hatfield is an employee in the Information Systems division of Cre-
ative Enterprises, Inc. Frank is an aggressive, fast-talking computer hacker
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who sounds as if he knows more than he does. He loves to throw around
technical-sounding jargon. Actually, a lot of Frank’s fast talk is sheer non-
sense, but it sounds good and dazzles his co-workers.

Frank is involved with his supervisor to create a plan to merge Information
Systems with Communication Services, a small department that provides
word processing and telecommunications for the company. Mack McCoy is
head of Communication Services—"Mack the Knife,” some call him be-
cause of his sharp wit and feisty manner. No one tangles with Mack.

Frank, in a surprise move last week when Mack was away on business, faxed
Mack a proposal to merge the two departments. The memo pointed out the
advantages of the merger. Mack responded with a curt memo that essentially
said “Keep out of my way. We don’t need your help. Thanks but no thanks.”

By the next day, everybody in the office had picked sides. Everybody had an
opinion on the matter. Some thought that Frank’s and his supervisor’s plan
had much going for it; others thought that Mack should stand firm. “Protect
your turf, McCoy—that’s the whole idea. They just want to take over your

territory.”

A meeting was called for I0AM on Monday morning. Frank spoke in favor
of the merger—mostly in alphabet soup and technical jargon that no one
could understand. Mack retaliated by being absolutely immovable. “Com-
promise? That word is not in my vocabulary. I’ll fight this idea to the last!”

It’s now a month later, and for all intents and purposes, productive work has
ceased at Creative Enterprises. No one is being creative anymore. Everyone’s
entire energies are consurned in fighting the battle of Frank vs. Mack. The
Hatfields, as Frank’s supporters call themselves, are biding their time, wait-
ing to annex Communications.

The McCoys, as Mack’s supporters have come to be known, simply dig in
their heels and resist. Everybody is living in a state of uneasy detente. A
once-pleasant workplace is now an armed camp. The feud between the
Hatfields and the McCoys has taken over the office.
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UNCOMPROMISING CONNIE

Connie works in a small retail store with a staff of about a dozen sales-
people. Because the staff is small and some of them are part-time, observing
the weekly schedule of hours and days off is a real necessity.

The store manager holds a meeting each Monday morning to go over the
schedule. “It’s important that we take lunch hours exactly as they’re sched-
uled,” she tells the staff. “If one person is late in coming back from lunch,
that leaves us short one salesperson until the next shift comes in.”

Connie knows that the schedules are made up on a weekly basis, but she
goes ahead and schedules personal errands during lunch—sometimes as much
as amonth in advance. Tuesday she’ll visit her dentist, Wednesday she Has a
hair appointment, and Friday, there’s lunch with an old friend from high
school. As a result, there’s little flexibility in Connie’s lunch hours.

Last Monday, the manager presented the week’s schedule. “Connie, you’ll
need to take a late lunch on Wednesday and Friday,” she said. “Debbie and
Joe will be taking a sales training seminar those days and need to be off from
12:30 until 2. If you can take lunch at 2 on Wednesday and Friday, we’ve got
1t covered.”

Connie exploded. “No way!” she shouted. “I've got a fitting for a bridesmaid’s
dress for my best friend’s wedding one day and a doctor’s appointment the
next. No way am I going to change those times for that stupid sales seminar.
Let Debbie and Joe figure it out!”

The manager offered to sit down with Connie, Debbie and Joe and work out
a compromise. Debbie even offered to go late to the seminar if Connie could
be back by 12:45. Joe offered to work for Connie on Thursday if she could
switch one appointment to that day. But Connie stood her ground and re-
fused to give an inch. Soon Connie will be invited to take her uncompromis-
ing opinions and look for another job—preferably on a desert island where
she doesn’t have to work with other people!
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Problem prevention and goal setting

If you want to prevent problems that arise from conflicts and disagreements in the
workplace, you need to begin with a willingness to compromise. Being ready to
compromise is often a key to resolving conflicts. If either Frank or Mack had been
willing to move even a little bit from their hard-and-fast positions on the merger of
the two departments, they might have worked out a mutually satisfactory arrange-
ment. As it was, the situation deteriorated into an office feud and everyone’s work
suffered as a result.

Connie also was unwilling to compromise or to negotiate. Had she been willing to
work with Debbie and Joe, she might have offered to reschedule one appointment
and have someone cover her lunch hour for the other. Debbie’s unwillingness to
compromise may well cost her the job. '

Keeping lines of communication open is a second key to conflict resolution. In
both stories, the situation worsened when one or both parties were unwilling to

talk calmly with the others. In Connie’s case, the store manager offered to act as

facilitator or mediator, but to no avail. Connie was determined to keep her appoint-
ments, no matter what the cost to the store’s business.

Q _
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TRAC - Off the Job Training Name
I.A.\Q.c.-Conﬂict Resolution

A0, .
. & RESOLVING CONFLICTS: CASE STUDIES
Choose 3 cases. Pnswer in Paregraphs on Separaie Sheet.

1. You are working at Mr. Quick’s hamburger restaurant. You work for a manager who is
always insulting the workers, including you. He'll yell at everybody for being slow and lazy.
There is really no reason for him to be so insulting, becaue most of the emloyees are good
workers. You're getting sick of his rude comments andx it’s beginning to make you real angry
when he starts yelling without any reason. What can you do?

2. Your father comes home from work in a bad mood. You know that he’s probably going to
say nasty things to you and your mopther. This makes you so angry that you usually start an
argument with him and then everyone ends up yelling at each other and your mother starts
crying. What can you do?

3. You discover that your little brother has gotten into the drawer where you keep your money
and has taken $50. You worked hard to save this money. Now your brother says he’s sorry
but he can't pay you back. You know he could if he wanted to. You're so mad you want to hit
him, but you knowif youdo you'll just get in a lot of trouble with your mother. What can you do?

4. You work with your best friend, James. Lately, at work, he has been calling you “Homer”

and when he does, everybody laughs. At first you tried to not get upset, but now it really bugs

you and you get angry every time he does it. Now some of the other coworkers have started
‘ calling you names, too. What can you do?

8. You worked very hard on the report for the English class you are taking. But when the
paper was retumed, you received a 70%. The teacher didn’t write many comments on it, just
some corrections of spelling errors and a few punctuation marks circled in red. You are very
upset and want to know why you received such a low grade. What can you do?

8. Your friend Tony used to be a great guy, but lately he’s started drinking a lot. He becomes
nasty and really isn’'t any fun. When he’s drunk, he always says mean things about you. Then
he apologizes when he is sober. You really fike him when he’s not drinking, but when he's
drunk you get so mad you say mean thngs back to him. What can you do?

o8




456{. w7?2, Meﬁn/% 9/' %35/4@ P )Qéﬂ/%/

605/65 071 Woek ﬂ///o/ﬂaé Betiuion

A Lesson 1 kmployee Attitudes

-

°
Bonus Packet: The Meaning of Work

How People Define Their Activities

Many people divide their activities into two categories: work and play. According to this
division, playing is done on “your own time,” when you can do what you really want to
do. Work, on the other hand, is the price you have to pay for time to play. It’s the way you
make the money you need to buy the time and the things that enable you to do what you
really want to do. .

When you divide your activities into these two categories, work is nota joy but a burden.

Your real life is what you do when you are not working. Do you know people who think

like this? Is this what you or your friends believe? Some people believe this all their

lives. If you base your life on this idea of work and play, you will miss the best part of
{ your life.

Recreation is only one aspect of a full life. In a way, it’s like surfing on the lip of a wave.
Riding the waves is fun and exciting, but the ocean is more than the waves that shape its
surface—and understanding the ocean is more than learning how to catch a wave. The
real ocean is not merely the surface waves that support the surfboards; it’s the vast, deep,
abiding sea that makes up the waves and also reaches down into the mysterious depths
below.

The World of Work

The world of work is like the sea: it has a depth, a breadth and a substance that are
missing in the world of recreation. The world of work is where the great discoveries are
made, the mysteries are solved, inventions are perfected, poems are written, music is
composed and played, movies are directed, plays are written and performed, airplanes
are designed, and ideas for spaceflights are born.

The Practical Side of Work
“ There is also a practical side to work. Work offers financial security and independence.
E l{llC Employer Relations - Antitude - Meaning of Work . ©1994 The Advantage Press, Inc -
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It makes it possible for us to bave the things we want and need. It structures our energies
and produces good habits that will help us all of our lives. It makes the connection in our
minds between what we want and what is required to get it. It makes us financially
capable of taking care of ourselves. Work is a way of giving purpose to our lives, of
giving us a sense of direction. It introduces us to the rest of the world.

The Role of Recreation

Along the way, recreation helps pull us back from the seriousness of the work, and helps
us recreate ourselves (which is why it’s called “recreation”). It’s a leisure-time world of
entertainment, play, and just plain fun. We grow stale without it, and the juices of our
imaginations dry up without its inspiration. Recreation and relaxation nourish our imagi-
nations so we can make our own contributions to the world around us. In a sense, recre-
ation and relaxation make us better workers.

So “all work and no play” is not just a cliche; it’s a genuinely meaningful expression. It
describes a person who doesn’t know how to relax, and becomes socially and intellectu-
ally dull in the process. On the other hand, “all play and no work” can result in a tragic
condition. This phrase describes the person who never learns the satisfaction that comes
from knowing how to do things, how to work, how to be financially independent, how to
make the most of his or her talents—in short, who never stops surfing long enough to
take the plunge and learn to understand the mysteries of the sea below.

Recreation is valuable. It is the way we “recharge our batteries,” rethink our values, and
get some rest. But if we stop to think about what we really want to do with our lives—
what we really want to accomplish—we find that our real fulfillment is not in the world
of play; it’s in the world of work.

Case Studies
DEWAYNE’S WORLD

Dewayne was a party animal. When he was in high school, he did only what he
had to do in order to get by. When he was asked about getting into a co-op pro-
gram, he grinned and asked “Who, me?” It wasn’t that he didn’t need the money.
He just didn’t want to work. Work interfered with his party time. And party time
was Dewayne’s time.

When Dewayne went to college, he spent more time at parties than he did in class.
He talked his parents into giving him money to join a fraternity, so he could use
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the old exam files. He was having such a good time, it seemed a shame to study.
Besides, what did history have to teach him?

Although Dewayne graduated, he never got an education. When he was in high
school, he hopped from one subject to the other. In college, he shopped around
from one major to another, never getting past the introductory courses. So he
didn’t learn how to learn. And because he never had a job, he didn’t know how to
WOrk, either.

Now Dewayne is an adult, living in an adult world, and he still doesn’t know how
to work. You see him one month working for a car dealer, another month working
for a carpet company, another month working in a nursing home, another month

.- at the local hardware store. He still parties a lot, too, but not as much as before.

People don’t want to party with Dewayne anymore. When he was still in school,
he seemed exciting to those who knew him. Now thathe’s an adult, to his employ-
ers he’s just another irresponsible, boozing job-hopper, on the skids without know-
ing it.

SUPERPAUL AND HIS DUMB JOBS

Paul was always the brightest guy in his group. He was too opinionated to be very
popular, but he was one of the sharpest people around. He learned new things with
so little effort, his friends nicknamed him “SuperPaul” (S. P. for short). He was
interested in everything, but he had trouble setting goals and working toward
them. Typically, S. P. would learn all he wanted to know about a subject, then lose
interest and move on to another subject. He ran through friends the same way.

When S. P. graduated, he got a summer job. But when summer ended, he didn’t go -
to college. Instead, he got a regular job. He had car payments to make, and he had
started accounts at several stores. He owed money, and had to put his college
plans aside. People said, “SuperPaul working? No way!”

They were right. He got jobs, but he couldn’t keep them. He went through the
same pattern, over and over. The first week, he was wildly enthusiastic about the
job and the people he worked with. The second week, he became bored and made
everybody aware that he thought they were dumb. The third week, he let every-
body know that he was smarter than the boss. The fourth week, he was searching
through the classifieds looking for another job.

When he finally got a job that didn’t bore him, S. P. discovered that he had never

L
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déveloped the skills to work effectively. He couldn’t organize complex data, he
couldn’t structure his time and he couldn’t stick to anything long enough to grasp
how his job fit into the workplace as a whole. In short, S. P. had no discipline.

He managed to get a scholarship to go to college. But when he got there, he dis-
covered that everybody else seemed to be just as bright as he was—and they knew
how to study, organize their material, set goals and work toward them. People
who know S. P. say that it’s a shame nobody ever forced him to sit down and do
something he didn’t want to do. It might have given him a hint of what the real
world was about.

GRETA AND THE GRINDSTONE

Greta likes to work on jobs that take up all her time and thoughts. The more dull,
repetitious and mechanical the job is, the better she likes it. Greta volunteers for
things others wouldn’t even consider. She’s always been sort of a drudge. As long
as the job doesn’t call for any imagination or creativity, Greta can do it better than
anybody else.

This is strange, because Greta is an accomplished musician, a talented sculptor,
and a sensitive poet. But she pushes these talents to the background, and never
tries to use them on the job. Eventually, Greta will live out her life working hard,
but never feeling that she has accomplished anything. When she is older, she will
regret not entering poetry contests, or participating in concerts.

Greta is the opposite of Dewayne. Instead of being scattered in all directions, she
sees only her work. What she doesn’t know is that her creative talents could make
her life and her work immeasurably more interesting and fulfilling if she only had
a different conception of what work is. For Greta, the world of work is the only
world. Recreation is a waste of time.

More than that: Greta feels guilty when she’s not working. Due to illnesses in the
family, her mother depends on her to help with expenses. Greta has had too much
responsibility placed on her too early in her life. She feels that she is not doing her
duty unless she is working. She thinks of her talents in music, art and literature as
recreation: fun things that aren’t worth a dollar, as her mother tells her.

Neither Greta nor her mother knows that Greta’s talents could inspire her work
and make it more worthwhile. The most valuable workers are those who are able
to use their talents on the job, both for their own benefit and the betterment of the
company.
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Why Peop?é.are Remembered for their Work

Look in your history books. Are they written about how famous people have spent their
leisure time? Other than out of simple curiosity about their personal lives, is it really
important what Einstein, Marie Curie, Winston Churchill, or Ernest Hemingway did in
their spare time? The most important thing about their leisure time is that it shows these
talented people led balanced lives.

But history books aren’t written about what people do in their spare time. They’re writ-
ten about the work people have done. All the great achievements in the sciences, the arts,
business and industry, have been accomplished by the work that people have done. While
fun is refreshing and renewing, so is work—for it is work that provides us not only with
financial independence, but also with the sense of accomplishment and fulfillment we.
need to make our lives meaningful.

Einstein’s great importance is not that he played the piano, but that his special and gen-
eral theories of relativity changed the way we look at the universe. Marie Curie enjoyed
long walks and growing roses; but it was her landmark research in radiation phenomena
that assured her place in all our minds.

Winston Churchill painted landscapes; but there will always be an England because he
inspired the English, and guided them to victory in World War II. Emest Hemingway
fished for sharks with a Thompson submachine gun. But he is remembered as a Nobel
Prize-winning American writer whose novels assure his place as one of America’s great-
est authors.

Within this context, it’s hard to conceive of someone like Dewayne, SuperPaul or Greta
ever being remembered for what they did, except in the sense that somebody who knew
them personally might say, “Oh yeah, Dewayne—off in a world of his own.” Or:
“SuperPaul? Oh yeah, the hotshot who didn’t make it. What a flash in the pan.” Or:
“Yeah, she was the little girl nobody ever noticed. She blew her chance to make it be-
cause she was afraid to aim a little higher.”

The Place of Work in Our Lives

What does it mean to “aim a little higher?” Where should work fit into our lives? We
sometimes make a distinction between our “vocation” and our “avocation.” Our voca-
tion is what we do for aliving, while our avocation is what we do for fun. But there is an
older sense of “vocation.” It’s not merely what we do for a living, it is what we are
ideally suited to do—it is our “calling”: the activity through which we receive our own
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unique personal fulfillment.

Somehow, during the latter half of the twentieth century, many of us have lost the sense
of vocation that we once understood. Many of us have forgotten—or have never learned—
the simple satisfaction that comes from what now are considered by some to be cliches:
to be dependable, for one’s word to be one’s bond, to give an honest day’s work for an
honest day’s pay, to be loyal; to do what we say we are going to do, to stand by our
commitments, to relish doing a good job, to be proud of our achievements, to enjoy the
satisfaction that comes from a job well done. '

But these are cliches only in the minds of those who haven’t learned what the world of
work really is. The others—those of us who work fora living, who work for the joy of it,
who strive to help others, who try to build and sustain communities, and who engage
ourselves with the world around us—we know that these are the fundamental character-

1istics of decent, reliable human beings, who accept responsibility for their actions, who

can be trusted, on whom we can call when we need a friend, and without whom civilized
society could not exist.

What You Can Do

What can you do to improve the quality of your life and the lives of those around you?
You can start by learning how to work. And through working, you can earn your finan-
cial independence, enjoy the satisfaction of doing a good job, and lay the groundwork
for making your own mark in the world.

The questions on the pages that follow will help you understand the meaning of work
more fully. Please read each one carefully before writing your response.
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TRAC Off the Job Training
SKILL DEVELOPMENT NAME:
LLA.5.Employee Substance Abuse

Writing Assignment

In your owrr words, telt about an experience you have had where employee
substance abuse (yours or someone you know,) affected the place of work.
Include examptes of how this behavior impacted the work place and other
employees, and how this behavior affected the individual and his or her
continued employment.

If you do not have an experience you can share, interview one of your mentors
or staff members and ask them share with you an experience they had and the
effect it had on the company. Also try and have them tell you about how they felt
dealing with this situation.

STRAND: Core
TASK AREA: Code Of Conduct
SKILL: 4.04 Employee Substance Abuse
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TRAC Off the Job Training
SKILL DEVELOPMENT NAME.:
I.LA.5.Employee Substance Abuse

Substance Abuse Quiz

Give three specific examples of how someone's abuse of various substances
can impact the workplace. In each example, include at least one of the following
concerns: the safety of the employee, customers, and other emplioyees; damage
to merchandise or equipment; and productivity.

(Example: Leah did not realize that her use of marijuana could be detected by
the drug test her employer used. Even though she had worked for two days,
and everyone at the store told her she was doing a great job, she was
terminated on her third day of work when the results of her drug test came back
from the laboratory.)

1.

2.

3.

STRAND: Core

TASK AREA: Code of Conduct

SKILL: 4.04 Emplioyee Substance Abuse
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TRAC Off the Job Training
SKILL DEVELOPMENT NAME:

I-A.5.Code/Off the Job

Off-The Job Behavior Writing Assignment

In your own words, tell about an experience you have had where off-the-job
behavior (yours or someone you know) affected the place of work. Include
examples of how this behavior impacted the work place and other employees,
and how this behavior affected the individual's continued employment.

STRAND: Core
TASK AREA: Code Of Conduct
SKILL; 4.03 Out of Work Behavior
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TRAC Off the Job Training

SKILL DEVELOPMENT NAME:
I.A.4. Off the Job Behavior

‘ Off-The-Job Behavior Quiz

Give three specific examples of how someone's behavior off-the-job can have an
effect on his or her job.

(Example #1: Taking an accounting course at night helped Sara earn a
promotion at her job.)

(Example #2: Romero enjoyed going to his parties so much that he let it get in
the way of his job. After arriving to work late five times during a one month
period, his supervisor terminated him.)

2.

3.

STRAND: Core

TASK AREA: Code of Conduct

SKILL: 4.03 Out Of Work Behavior
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Lancaster County Academy
TRAC/SCHOOL TO WORK
OFF THE JOB TRAINING

A-6.A. Personal Budget

BUDGETS are used by individuals, families, companies, and
governments as a tool to manage resources. Budgeting is an
important strategy, whether you are working part-time and
saving for a new stereo, or working full-time to cover rent,
car payments - and a new stereo! A good budget will put you
in control of your finances, prevent an overburden of debt,
and help you reach long-term goals. Companies and
governments use budgets to anticipate expected expenses and
revenues(income), and to monitor actual expenses and
revenues. If you never seem to know ‘‘where all the money
went’’, monitoring your actual expenses in comparison to
what you THOUGHT you were spending can provide useful
feedback.

In this exercise, you will prepare TWO budgets - one for
your current situation, and one projected for 5 years in the
future. You will also keep a log for two weeks tracking at
least one expense item.

STEP 1. Review the sample budget for ‘‘Michelle’’. Note the
various categories:
INCOME - could be wages, money gifts, tips, interest,
commissions, etc.
FIXED EXPENSES - expenses that remain the same each
month. Examples are rent, car payments, insurance.
VARIABLE EXPENSES - expenses that change each month.
Examples include food, clothing, entertainment.

Complete the computations for Michelle’s budget. What’s
the bottom line? Is her income covering her expenses?
What happens if her roommate moves out? How could she
economize if her hours are cut at the department store?
What should she do with a gift check for $200?

STEP 2. Using the Making It On Your Own worksheet as an
example, prepare your own budget. This should be
typed; try using a table to present the information.
Be as accurate as possible; include only those
categories of income and expenses that are applicable
to you. List other categories if appropriate.

STEP 3. Discuss your budget with a staff member. Choose
a variable expense category (such as food or entertain-
ment) to monitor. Project what you will spend on that
category for the next two weeks. Then, keep a log,
noting the following each time you spend money in that
category: date, time, place, amount, item purchased.

(eved)
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LESSON SIX

T ACTMITY 3
@ MAKING IT ON YOUR OWN

‘Name

Step 1: List Income
Salary (after taxes/deductions)
Interest (from savings)

Total Take Home Pay

Step 2: List Fixed Expenses
Housing (rent or mortgage)
Utilities (electricity, heating, water)
Telephone (basic service)

Total Fixed Expenses

Step 3: List Variable Expenses
Clothing
Food (at home and meals out)
Home Furnishings/household supplies
Transportation
Entertainment
Personal Allowances

Other (toll calls, etc.)
Total Variable Expenses
Total All Expenses
Step 4: Comparison
Total Cash Available (from Step 1)
Less Total Expenses (from Step 3)

Cash Balance _ I

From Personal Decision Making: Focus on Economics, © National Council on Economic Education, New York, NY 61 4
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LESSON SiX

ACTIVITY 2
SAMPLE BUDGET

' Name

Michelle, 20 years old, is a full-time student at a regional four-year college. She lives in an apartment
close to campus with a roommate who pays half of the rent and utilities. Michelle works 25 hours in a
secretarial position at the college and 15 hours at a local department store as a sales clerk. The college
provides medical coverage at no cost for each single employee (family plans require additional pay-
ment by the employee). Complete the following monthly budget. :

Step 1: List Income

Salary (after taxes/deductions) $ 970
Interest (from savings) 5
Total Take Home Pay S _
Step 2: List Fixed Expenses
Housing (rent or mortgage) $ 170
Utilities (electricity, heating, water) 30
Telephone (basic service) 10
Installment payments (car) 100
: Insurance (car) 50
— Tuition 150
_ Savings (put in bank each month) 70
. Total Fixed Expenses $ _
Step 3: List Variable Expenses
Clothing and personal care $ 50
Food (at home and meals out) 110
Household supplies 20
College Expenses 45
Entertainment 35
Transportation (gas,oil,etc.) S0
Personal Allowances 20
Other (toll calls, etc.) 25
Total Variable Expenses $___
Total All Expenses $___
Step 4: Comparison
Total Cash Available (from Step 1) $__
Less Total Expenses (from Step 3) $__
Cash Balance $__
. 60 From Personal Decision Making: Focus on Economics, © National Council on Economic Education, New York, NY




TRAC Off the Job Training
SKILL DEVELOPMENT
l.A.6.App.Math/Business accounting terms

Business Terms

The main reason for being in business is to make a profit. Without profits, a
company cannot grow, employ workers or ultimately, exist. In order to make a
profit and succeed as a business a company has to go through many steps.
Below is an overview of these steps and a list of various terms you need to be
familiar with and to understand.

Among some of the first steps, a company needs to have employees and a
product or service to sell. The employees will be compensated for their work in
the form of salaries or wages. The products or services will have a cost, and a
selling price. The total cost of all the products sold during a period is called the
cost of goods sold. The total of all sales for a period is referred to as
revenues. A company will also have other expenses involved with running the
business such as rent, taxes, electricity, insurance, consultants, and others.
Some of these expenses are fixed in that they will change in the short term and
others are variable in that they adjust from month to month. In reviewing a
company's success over a period of time, two ways of evaluating performance
are by evaluating a company's gross profit and its net profit.

Revenues - all income a company eams. Usually the total sales for a period of
time.

Wages - one manner of compensating employees. Wages usualily refer to
compensation of variable employees and can change frequently.
Generally wages and salaries are combined in a company's reports.

Salaries - one manner of compensating employees. Salaries usually refer to
compensation for employees set on an annual basis and often does not
change frequently. Generally wages and salaries are combined in a
company's reports.

Fixed Expense - those expenses a company incurs that cannot be changed
easily. Rentis a good example.

Variable Expense - those expenses that change frequently. Unemployment
expenses and electricity bills are examples of this type of expense.

Profit - the amount of money left after all expenses are paid.



Skill 6.07 Gross and Net Profit Handout #1 Business Terms

Gross Profit - the amount of money left after the cost of goods sold are
deducted. The amount of money left is available for any remaining
expenses and then any other use the company wishes.

Net Profit - the amount of money left after all expenses are deducted.

Cost of Goods Sold (COGS)- the cost to the company of goads sold by the
company during a period of time. The amount left after subtracting from
total revenues the cost of the goods sold. The formula for reaching the
cost of goods sold is Opening Stock + New Stock Purchases - Closing

Stock.

Selling Price - the price at which a product or service is sold to the public.

STRAND: Core
TASK AREA: Appiied and Personal Math - Bonus
SKILL: 6.07 Gross and Net Profit
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Lancaster County Academy
TRAC

I.A.6.c.

Review of Business Math

No matter what occupation you choose, you will use math in
some form. You may be calculating formulas in a laboratory,
compiling statistics, projecting budgets, computing
discounts or shipping rates, determining square footage,
etc. Maybe you’ll be figuring out your expense report!

In all jobs, there is a great emphasis on the importance of
accuracy and problem-solving ability. Calculators,
computers, measuring instruments, and other tools may be
provided. However, you must supply the understanding! You
must determine what the question is, so you can apply the
tools to find the answer!

A. What math skills are used in your current job? What
tools are used?

B. What math skills are needed in your chosen career? What
tools are used? Research your career in the Dictionary of
Occupational Titles, WorkKeys, or other reference material.
What level of math ability is suggested for your career?

C. Complete the attached worksheets

'\ 4
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DETERMINE SHIPPING COST BY WEIGHT

Youwork in the office of a moving company. A customer, Mr. Franklin, calls in for
‘ a piano to be moved. It weighs 762 Ib. The total trucking cost, in this case, is based
upon

e flat rate for weight of the piano (which is in a crate)
* distance—100 miles free, S$.15/mile after 100 miles

Use the the rate chart shown below to determine the rucking cost of Mr.
Franklin's piano.

Rate Chart
Number of Ib.  Moving Cost
0 -2001b. S 50
201 -500 Ib.” S130
501 - 800 Ib. S250
801 ~ 1,000 Ib. 8350

1. What is the weight of the piano?
2. Based on the weight of the piano, what is the flat rate for moving it?

. 3. The piano needs to be moved a distance of $45 miles. The first 100-mile cost is
free. What is the moving cost for the additional mileage: (no. of mi. x
cost/mile = total cost)

4. Figuring the flat fee for weight and the moving cost. what is the toal trucking
cost that Mr. Franklin should expect to pay?

BEST COPY AVAILABLE

‘ 118 + OBTAINING INFORMATION AND USING RESOURCES

ERIC o —

IToxt Provided by ERI



| CALCULATE REAL COSTS

W e g T G

You are a loan processor. Calculate the following interest rates andjréél costs based
on the information given below. You may use a calculator if you wish.’

- Mr. and Mrs. Walker want to 'Iiay'off_é. few bills. Tﬁey apply fora $2,500 loan with

13.25% interest for 2 years.
Use the formulas: T T D
Interest (I) = Principal (P) x Rate (R) X Time (T)
Real cost = Loan amount + Interest

1. Calculate the simple interest on the $2,500 loan the Walkers are requestng.

X X =.
(P) (R) M 0]

2. What is the real cost the Walkers will pay back to the bank?

+ =
(loan amount) (interest) (real cost)

3. Calculate the simple interest if the Walkers applied for a loan of $3,600 with
15% interest for 3 years.

X X =

(Py (R) M (n

4. What is the real cost the Walkers will pay back to the bank?

+ =
(loan amount) (interest) (real cost)
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LA."7.A.
Safety in the Workplace

READ: Part Three: Occupational Safety and Health pp 85-107 in
Work: Pathway to Independence.

Complete the following activities:

1. Review the list of workplace hazards on pp. 89-90. Choose one that is present
at your workplace. Using the computer, design a warning sign and instructions
that you could display in the danger area.

2. Short Answers: Answers must be typed
a. Give five examples of occupational accidents.

b. What is an occupational disease?
c. Name five main factors that cause occupational accidents.

d. List some of the mechanical hazards that are present in your present workplace
or in your chosen career field.

e. What steps would you follow if you had to teach a new worker a dangerous
task?

f. What is OSHA? What is its purpose? What is NIOSH? Why might you want
to contact NIOSH?

g. How can an employer or empboyee find out whether or not the company is in
violation of OSHA standards?

h. What is the purpose of state workman's compensation laws?

I. How much of a role do you think the government should play in maintaining
safety and health standards in workplaces? Without government regulation, would
companies pay attention to safety issues? Are you willing to pay more for goods
and services produced in a safe environment? Would you be willing to risk your
safety for higher wages? Support your answers.

Complele. Wne atladied hantl o

"7



6L - >
G =\
< »mﬁ
= &M j
| Y, g\).
@@M 2 o I
T TR e lin{Fms)
P! JUJI . :.
\ . ?jj H:, _ ,?
4,, : ;
g [ :,;.. Al
T e
| \ #

‘ued NOA Se S)Nej AUBW Se UMOp 8llim pue Ajnjased uonensnjj auyy Apnis
‘a01Jj0 aU) ul Buppiom ajdoad ay|) jo Ajgjes 10/pue jfesay aij} O slebuep 8)njsuod
s)Nej 8say) |0 ||y ‘MO[eq pelensn||l 801jJ0 8L} ul S)iNej us) ISed| je dle alay]




MODULE 19
ASSESSMENT 1
PUBLIC SAFETY AND THE LAW

LIST THE SAFETY HAZARDS YOU NOTICED IN THE ATTACHED PICTURE:
(You need to list at least 6 problems)

10.

TRAC ASSOCIATE NAME _ DATE.: __

50




. MODULE 19
ASSESSMENT 2

PUBLIC SAFETY AND LAW

SAFETY CHECKLIST

1. DRAW A MAP OF YOUR WORK PLACE. HIGHLIGHT THE PLACEMENT OF SAFETY
EQUIPMENT. INCLUDE DISPLAYED INFORMATION AND SIGNS. (INCLUDE ALL FIRE
EXITS, FIRE FIGHTING EQUIPMENT, FIRST AID CASES, ETC.) RECORD WHAT KIND
OF FIRE EXTINGUISHER IS USED.

2. PREPARE A SAFETY CHECKLIST FOR YOUR ORGANIZATION. INCLUDE IN THIS
LIST POTENTIAL HAZARDS SUCH AS FRAYED OR OVERLOADED EXTENSION
CORDS, DUSTY OR DIRTY FIRE EXTINGUISHERS, BLOCKED ENTRANCES, UN-LIT
EXIT SIGNS, OBSTRUCTING OF LOOSELY ATTACHED DISPLAY ITEMS.

EXAMPLE: YES NO
ELECTRIC CHORDS IN POOR CONDITION

‘ POISONOUS MATERIALS UNSECURED

MOVABLE DISPLAY RACKS IN DANGEROUS POSITION

POORLY FUNCTIONING FIRE EXTINGUISHER

3. AFTER PREPARING YOUR SAFETY CHECK, SUBMIT LIST TO YOUR MENTOR.
AFTER MENTOR REVIEWS AND COMMENTS ON LIST, SUBMIT REPORT TO TRAC

COORDINATOR.

TRAC ASSOCIATE:
- DATE DUE:
DATE SUBMITTED:

MENTORS COMMENTS:
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LIFTING SAF ELY

1 PLAN THE LIFT.
IF THE LOAD IS TOO
HEAVY, GET HELP

PLACE YOUR FEET APART, ,
ONE FOOT BESIDE THE LOAD,
ONE FOOT BEHIND IT

(]

3 BEND YOUR KNEES

4 HOLD THE LOAD FIRMLY
WITH BOTH HANDS

(¥ 1

RAISE YOUR HEAD
AND PULL YOUR CHIN
IN TO KEEP YOUR &3
BACK STRAIGHT

6 LIFT THE LOAD TO THE WAIST,
BY STRAIGHTENING YOUR LEGS,
KFEPING ELBOWS CLOSE:

TO THE BODY

7 TO PUT THE LOAD DOWN
BEND YOUR KNEES AND
KEEP YOUR BACK STRAIGHT

() 8 WEAR PROTECTIVE CLOTHING

WHEN NECESSARY ﬂ

[KC ' e 89
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L.A. Off the Job training
2.Communication Skills - Cultural Diversity

‘ Name

Lancaster County Academy
TRAC/SCHOOL-TO-WORK

Diversity Awareness Inventory

This inventory is designed to increase your self-awareness of the ways in which we judge,
stereotype, and sometimes discrimnate. INSTRUCTIONS: Please respond to the following
questions by placing a check mark in the appropriate column.

Do l... NO YES Sometimes

1. Refrain from making remarks that stereotype?

2. Recognize that | have prejudices and biases?

3. Refuse to participate in discussions that disparage
those from other backgrounds

4. Make efforts to get to know people from cultures and
races other than my own

5. Recognize that people from other backgrounds are
as skilled and competent as those of my background?

6. Speak up when | haear racial slurs or deragatory
remarks about others?

7. Accept that other peopie may not share my values,

‘ views, or lifestyle?

8. Go out of my way to include those from other cultures
and backgrounds in personal and work activities?

9. Try to leam other cuitures by reading and asking
questions?

10. Try not to judge others by my behavior or standards?

11. Help people from other cultures leam about mine?

12. Respect other cuitures’ traditions and practices?

13. Encourage others to speak up about injustices?

14. Confront policies that are discriminatory?

15. Participate in volunteer and civic organizations with
people from backgrounds different from my own?

16. Reach out to those who feel disenfranchised?

Answer the following questions on a separate sheet of paper:

1. Review your answers - “NO” answers indicate a low awareness and appreciation for dwersuty.
Are you pleased with your score? If not, how do you plan to increase your awareness?

2. How can you become more aware and appreciative of the cultural diversity in our society?

3. How will cultural diversity impact you in your current and future workplace?

4. How can the Academy improve our use of case studies, examples, and other materials to

better reflect the diversity of our society? Please share your ideas and comments with us.

‘ Tum in this questionnaire and written answers to these questions

(e 83
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Employee Improvement Packet: An Interactive Progragloom

‘ (’i A T d’ ) A Lesson in Successful Relations with Co-workers

A ruiToxt provided by ER

# 14: Sexual Harassment Among Co-Workers

Introduction

The best work environment is one in which employers and employees work to-
gether as a team, supporting, leading, and sharing goals. In such an environment,
each person must meet his or her responsibilities and do a good job. Every em-
ployee on the team must help the employer sustain this spirit of cooperation and
achievement. None of this is possible if you engage in sexual harassment of co-
workers.

This packet is about sexual harassment among co-workers. If you are involved in
sexual harassment among co-workers, you won’t have good relations with your
co-workers. If you don’t have good relations with your co-workers, you may lose
your job.

The Problem and Its Consequences

Offices and companies are complicated, interactive systems. The behavior of each
person in the system impacts on the behavior of all the other persons. To para-
phrase the poet John Donne, “No person is an island.” Each of us depends to some
extent on other people.

The best work environment is one in which each person is respected as a person.
No one is demeaned, put down or harassed because of age, race, ethnic back-
ground or gender. All women and men are treated as equals and as professionals,
not as the objects of sexual harassment, intentional or unintentional.

Unfortunately, some people don’t understand that workplaces are for work, not for
personal pleasure. They can’t keep their social life and their working lives sepa-
rate. They harass other workers in many ways—by making unwanted advances or

B l{llc Co-worker Relations - Sexual Harassment . ©1994 The Advantage Press, Inc
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insisting that the co-worker go out with them socially. Or they make remarks about
a co-worker’s figure (if it’s a woman) or physique (if it’s a man).

In other words, they treat that co-worker as an object, not as a person, and in so
doing, diminish that person’s status with other workers and supervisors. Supervi-
sors take seriously a woman named Roberta or a man named Joseph. They’re not

so inclined to take seriously a woman whose nickname is “the Bimbo” or a man all
the women call “the Hunk.” It’s a way of diminishing that person’s value in the

eyes of others.

The problem has become so widespread that many companies now have policies
against sexual harassment on the job. If you violate these policy statements, your
employment may be affected. The law also permits individuals to sue other per-
sons for sexual harassment; you may find yourself named in a sexual harassment
lawsuit if you engage in behavior which is clearly harassment of a co-worker.

Causes of Sexual Harassment among Co-workers

We’ve all heard numerous reasons (or excuses) for engaging in sexual harassment
among co-workers. Here are a few of the more common ones:

. Everybody else does it.

. Hey, he’s a cute guy; why shouldn’t I call attention to it?
. The way she dresses, she deserves anything she gets.

. Life’s too short. If I like what I see, I go after it.

. All I did was call her “honey.”

. I like to talk that way to men (or women).

. I just asked her to go out. What’s all the fuss about?

All I did was tell one little joke. . .

Those are the things that are often said by way of defense. As for the underlying

Co-worker Relations - Sexual Harassment . ©1994 The Advantage Press, Inc
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causes, they’re anybody’s best guess. Some people harass co-workers because they
secretly don’t respect the other sex—they really are angry at all men or think all
women belong back in the kitchen. Sexual harassment, whether by speech, inap-
‘ propriate touching, gestures, telling suggestive stories, or whatever, is their way of
letting the other person know their opinion of ALL women/men. Putting down this
one person is a way of getting back at all women/men.

Others think sexual harassment is clever or cute. These persons usually are the
office clowns who come in every day with a new off-color story and don’t know
how to choose their audience. Or they give muted wolf whistles and make barely
audible remarks when an attractive employee walks by. Or they badger a co-worker
for a date when it’s obvious that he or she really isn’t interested. Whatever form it
takes, true sexual harassment is usually meant to demean or belittle the person
toward whom it’s directed. In fact, it usually ends up demeaning the person who
engages in the harassment.

What it means to Engage in Sexual Harassment

R Sexual harassment in the workplace can take many forms. Here are a few of the
" Imore COmMMmON ones: |

. Inappropriate touching or fondling of a co-worker without his/
her expressed permission

. Making sexually suggestive remarks about or to a co-worker or
calling him/her by suggestive or inappropriate names

. Insisting (in an objectionable way) that a co-worker see you so-
cially —especially if you’ve already been turned down by this
person on other occasions

. Asking inappropriately personal questions of a co-worker (“So
how’s your love life lately?” or “How come you aren’t mar-
ried?”)

o . Telling off-color jokes to a co-worker (especially one of the op-
. posite sex) or a group of co-workers

86

IToxt Provided by ERI

F l{llc Co-worker Relations - Sexual Harassment ' ©1994 The Advantage Press, Inc

" o»



B l{llc Co-worker Relations - Sexual Harassment ' ©1994 The Advantage Press, Inc

. Making remarks about a co-worker’s physical characteristics,
either to him/her or to colleagues (“Look at those legs, will you?
Wow!™)

. Describing the plots of X-rated films or books to co-workers
(especially those of the opposite sex)

We’re all adults, and chances are that we may have done one or more of these
things. In part, it’s a matter of using good judgment and knowing your audience. If
Grethe wants to describe Tom as “a hunk” to her best girlfriend over lunch one
weekend, that’s one thing. If Grethe describes Tom in that way to a group of co-
workers at lunch on Monday, that’s quite a different thing. It demeans Tom and his
professional standing and invites others to think of him as a sex object instead ofa
competent and well-trained man. |

If Tom tells a group of male buddies about a great X-rated film he rented over the
weekend, chances are that no one will be upset. But if Tom recounts the plot in
great detail to a female co-worker on Tuesday, he may be called in by his supervi-
sor to discuss sexual harassment on the job. The rule of thumb is: keep your per-
sonal life at home and with close friends; be strictly business at the office. It’s the
safest and smartest way to behave in these litigious days.

Case studies

MEL MAKES AMOVE ON MILLY

Mel works in a large office where there are many part-time workers. Among
them is Milly, an attractive young woman in her early twenties. Milly also
works part-time on weekends in a fashionable boutique and often buys strik-
ing outfits on sale. Milly has a good figure and enjoys wearing short skirts
and form-fitting clothes.

Mel recently came to work in the office where Milly acts as an administra-
tive assistant. Mel, who is single, was immediately taken with Milly’s pretty
face and figure.

“Wow! Get an eyeful of THAT!” Mel said loudly to his office mate the first
time Milly strolled through the room. “Look at those long legs! I’1l bet she’s
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really something else on a date. Is she married?”

Mel found out that Milly was engaged, but that didn’t stop him. He was
constantly asking her to join him for Iunch or coffee and wouldn’t take no
for an answer. Every time she walked by, Mel was hanging around, eyeing
her suggestively and making remarks to whoever was in earshot. “Look at
that gorgeous chick!” he’d sigh. “All that potential, if you know what I mean.
What a waste!”

One morning, at a brunch for new clients, Milly walked by Mel holding a
cup of cappuccino. Mel sniffed the aroma of the coffee and sighed. “Where
did you get that, gorgeous?” he asked.

“Over there,” replied Milly, gesturing to the buffet table on the other side of
the room.

“Get me one too, willya, honey?” asked Mel.

That was the last straw for Milly. “Get it yourself! I'm tired of your remarks.
You can go get your own coffee, like everyone else does!”

Milly stormed out of the room and into the Human Resources office where
she talked at length with the Director, Janet, who has a long history of advo-
cacy in women'’s issues. She listened carefully to Milly’s stories about Mel
and advised Milly to file sexual harassment charges.

Mel will soon receive a note marked “Personal”—but it won’t be a love
letter in Milly’s handwriting. Mel may soon be job-hunting again.

HARRIET HARASSES “THE HUNK”

Joe is a tall, well-built man who works in a large office. Joe is a sports enthu-
siast who has done a great deal of weightlifting, backpacking, and cross-
country skiing. He has run in several marathons and bicycles competitively
during his vacations. Joe is in excellent physical condition and has a hand-
some face.

Joe recently received a promotion and moved into the office across the hall

©1994 The Advantage Press, Inc
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from Harriet. Harriet and several friends at work have formed a group called
“Harriet’s Happy Hour Harpies.” They regularly eat lunch together at least
once a week and frequently go out together after work on Friday afternoons.

On the first Friday afternoon after Joe moved into his new office, Harriet
commented to her friends: “You should SEE the new guy who just moved
into the office across the hall. What a HUNK! Gorgeous arms, beautiful
shoulders, you should just SEE the way he moves. It’s hard for me to con-
centrate on anything when he’s around!”

Next week, Harriet was introduced to Joe. “Hi, good-lookin’!” she greeted
him. “Bet we’re gonna have fun together, huh?”

Joe was a little taken aback, but he tried to shrug it off. But when his super-
visor asked him to work on a new project, he discovered that Harriet had
been assigned to be the project manager and had asked that he be on her
team.

Harriet spent the first few days of the project hanging around Joe’s office.
She practically moved in, complete with legal pads and coffee cups. Every
time the team took a break, Harriet flirted with Joe. “Here, let me just feel
those big shoulders,” she’d sigh. “Want a backrub later on? Come on, lighten
up, take me to dinner when we get done tonight. My treat, what do you say?”

Joe politely refused, saying that he needed to get home to change clothes
and study before his night class. But Harriet wouldn’t take no for an answer.
She called him up at home and practically ordered him to take her out to
dinner, throwing out broad hints that his new job might depend on doing
what she told him to do.

Joe stood firm and didn’t go. In the meantime, he checked with his supervi-
sor, who made it clear that what he did after hours was his own business.
“Look, Harriet’s made a play for every new man who walks in this office.
Give it time, it will pass. And remember, I'm the supervisor, not Harriet. I
decide who goes and who stays, not Harriet.”

Joe’s supervisor was right. Harriet harassed Joe until Chris came to work.

Harriet and the Happy Hour Harpies still sigh “What a hunk!” when Joe

©1994 The Advantage Press, Inc
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. 7 walks by. They’re still trying to get him to go with them for lunch. But Joe
f - has asked for a transfer to another division and is planning to file sexual
‘ | harassment charges against Harriet.

- Problem prevention and goal setting

" The best way to stop sexual harassment among co-workers is simply not to do it.

~Sometimes, that’s easier said than done: old habits, no matter how bad, are often
hard to break. To help you develop new habits toward your co-workers with regard
to sexual harassment, here are some steps you can take:

. Become sensitive to the feelings of others. You may think your
favorite off-color joke is adorably cute and will offend no one,
while others may find it offensive. When in doubt, don’t say (or
do) something questionable. Err on the side of good taste rather
than bad.

. Be conscious of the way you touch other people. If you’re a
demonstrative, extroverted “toucher,” you may mean no harm
{‘ by ahand on a co-worker’s arm or shoulder. But a person who is

sensitive to sexual harassment issues may see this as an overtly
sexual gesture. Again: when in doubt, don’t.

. Try to hear your remarks through another person’s ears. Mel
may have meant to flatter and compliment Milly, but she per-
ceived his attention as unwelcome and demeaning. Harriet’s
comments about Joe’s physique and face were complimentary
in a certain sense, but demeaning and off-putting in another. If
you want to compliment a co-worker, better to do it directly. A
sincere compliment on someone’s appearance is seldom misdi-
rected; harassing or sexually suggestive remarks often are.

. If you are the recipient (or victim) of sexual harassment, try con-
fronting the person directly first. Often, people who harass oth-
ers are genuinely unaware of the effect of their actions. Take

/ responsibility for letting the other person know about the con-
\‘ duct or language that offends you. Try the “just say no” approach
first and see if the behavior stops on its own. If it doesn’t, then

l .
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_ you can take appropriate legal action or report the behavior to
- ' your company.

. *  Know the sexual harassment policies of your company and know
what qualifies as genuine sexual harassment. If in doubt, it’s
probably better to refrain from making the remark or gesture.
These are litigious times and many people are super-sensitive to
gender-based discrimination. Protect yourself and co-workers
from even the suspicion of harassment charges.

As with any kind of problematic conduct at work, it helps in avoiding sexual ha-
rassment to set some goals for yourself. The Response Packets that follow will
help you formulate goals that will help you to avoid engaging in sexual harass-
ment with co-workers.

C )

-
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ERIC

Aooiding Diseri mination

Successful Relations with Customers

J

| Racial Discrimination

TIntroduction

The best work environment is one in which employers and employees work to-
gether as a team, supporting, leading, and sharing goals. In such an environment,
each person must meet his or her responsibilities and do a good job. Every em-
ployee on the team must help the employer sustain this spirit of cooperation. and
achievement. None of this is possible if you practice sexual and racial discrimina-
tion in the workplace.

This packet is about avoiding sexual and racial discrimination. If you don’t avoid
sexual and racial discrimination, you won’t have good relations with your custom-
ers. If you don’t have good relations with your customers, you may lose your job.

The Problem and Its Consequences

We live in asociety in which, constitutionally, everyone is guaranteed equal rights.
Every adult in our country is entitled to vote, go to school, hold a job, marry or
divorce a spouse, own property and defend him/herself. We also believe that ev-
eryone is entitled to fair and equal treatment or service in stores, restaurants, the-
aters, business offices, public transportation and other places where people gather
in large numbers.

That’s all well and good—at least in theory. The reality is that some people want
other people to be just like themselves. They like others to look the same, dress the
same, eat the same kinds of food, speak the same languages, even be of the same
gender. We say that these persons are “ethnocentric” or “gender-biased.”

When a business of any kind shows prejudice toward persons of any ethnic or
racial group, age or gender, customers soon learn that service here is not based on
a fair or ethical standard. Instead, it is based on what should be irrelevant factors:

Customer Relations - Discrimination ' ©1994 The Advantage Press, Inc
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your race or ethnic origin, your age, your gender. Customers understand that they,
too, could be treated unfairly or refused service because of prejudice among man-
agement or workers. Soon, they’ll decide to go elsewhere.

There are also possible legal consequences when employees of a business practice
any form of discriminatory behavior. Customers who are refused service or re-

ceive inferior service are entitled to sue for fair treatment, and many will do just

that. Lawsuits are costly and time-consuming for a company and can do damage to

the company’s image. No one needs that kind of negative publicity.

Causes of sexual or racial discrimination

Practicing racial or sexual discrimination in the workplace is a form of prejudice.
Prejudice literally means a “pre-judgment”—that is, forming a judgment about an
individual based on his/her membership in some group. The person who is preju-
diced will claim that he/she does not “like” Asian-Americans/white males/older
adults/children/women/African-Americans or Hispanic Americans. Often, that
person doesn’t take the time to get to know Chang or Jose, Luwanda or Gunnar as
human beings. He or she just dismisses them because they’re a member of “that”

group.

There are many causes of racial discrimination in the workplace, but here are some
of the more common ones:

. They look different from me and my friends.
*  They dress differently.

*  They live in a different part of town and go to different schools
‘or churches.

. They don’t “fit in” to American culture.

*  Theydon’t speak the language very well; it’s hard to understand
them.

* ° They always want to bargain about price.
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. They tip differently than “real Americans” do.

In terms of sexual (or gender) discrimination, the same kinds of patterns apply. We
often hear, for example:

. They’re into that “macho” stuff; all they care about is football
| and beer.

. They are lousy tippers and tie up tables too long.

. They hold all the powérful jobs and oppress the other gender to
get to the top.

. They can’t make up their minds.
. They are insensitive and uncommunicative.

. They operate on instinct and feeling all the time; they’re basi-
cally illogical.

In every instance, the stereotyped idea of a racial or gender group divides the
world into “us” and “them.” “We” are the In Crowd, the ones who are right, so our
idea of right and proper prevails. “They” are the out group, the ones who don’t fit
and who need to conform to our standards. That’s true whether we’re men criticiz-
ing women, women trashing men or Caucasian-Americans putting down people of
African, Asian or Hispanic origin.

What it means to discriminate racially or sexually

There are many ways in which people behave prejudicially in their daily lives.
Some are quite obvious; others are so subtle that they often can pass undetected.

In the workplace, discrimination toward customers takes many forms, but here are
some of the most obvious:

. Refusing service to someone because of sexual or racial/ethnic
orientation or because of age
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. Giving slow or inferior service to someone for the same reasons
(- . Making disparaging remarks about a particular group of people

. Using inappropriate ethnic or racial or gender-based/age-based

language (talking about “chicks” or “hunks,” for example, or

~ stereotyping all young people as “rude kids” or “dopers” and all
older adults as “old codgers”)

. Stereotyping the economic level of persons based on their eth-
nic, gender or age group (assuming, for example, that non-Cau-
casian Americans, single women or younger people will want
the least expensive product or service)

When you make these assumptions or behave in discriminatory ways toward per-

sons, you deprive them of their right to be accepted as individuals. Thus you cease

to deal with Ron and Tom, but instead dismiss them as “dumb white male jocks.”

You don’t offer to help Stephanie and Sarah, but instead refuse service to “those
- African-American women.” And you never, ever get to know Henry and Jennie as
people; they’re just “those difficult old people” that you hate to serve.

Case studies
EMMA WHO SNUBBED MY WIFE

Emma is an Italian-American woman who works in a Tempesta’s Pizza Par-
lor. Emma comes from a large Italian family and is very proud of her ethnic
background. In fact, one could say that Emma is prejudiced—toward any-
body who is not Italian or Italian-American.

Ron and Stephanie are a successful African-American couple who own their
own business. They know the owner of the pizza parlor and often entertain
business clients or investors there in the late afternoon. Emma’s shift usually
begins about 6 PM, so she rarely sees Ron and Stephanie in Tempesta’s.

\‘ But one afternoon last week, Emma came in at 3 PM. There were only a few
people in the restaurant and so there were plenty of vacant tables. Stephanie
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came in and asked for a large booth in the front, explaining that she was
waiting for four other people to join her.

“Sorry, but you’ll have to wait until the whole party gets here,” Emma snapped
at her. “We don’t seat until everybody’s here. That’s the rules.”

Stephanie, bewildered, explained that she had often taken a table before the
rest of the party arrived. “We’ve known Lorenzo for ten years and we’ve
held dozens of meetings here. Look at all those empty tables! Can’t I just sit
at one and order a coffee while I go over my notes?”

“Look, I don’t make the rules,” Emma countered. “You’ll just have to wait
in the bar area. Sorry.” And Emma turned and walked away.

Fifteen minutes later, Ron and his investors arrived. Emma let them cool
their heels in the bar for over five minutes before she finally came out and
led them to a small, crowded table in the back of the restaurant.

“Look, we need some space for our papers and charts. Can’t we have that
large booth over there?” Ron asked.

“Sorry, it’s reserved for a large party tonight. This is all we’ve got; take it or
leave it,” Emma retorted.

Ron and Stephanie and their investors took the smaller table and held a very
quick meeting—just long enough to decide to go elsewhere for dinner. The
next day, Ron called Lorenzo. “Where in the heck did you get HER?” he
asked, referring to Emma. “I can’t believe such rude treatment. You’d do
well to fire that young lady before she gets you in any more trouble!”

PREJUDICED PETE

Pete is prejudiced—toward everyone and everything. Pete works in a large office-
supply store in a strip mall. His chief entertainment during slow times in the store
is to stand at the window and make rude remarks about all the customers who pass

“Look at those silly yuppies with their silly little dogs,” he’ll say about the women
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who walk out of the dog grooming parlor next door. If a teenager roller-skates past
the window, he’ll begin a long harangue about teenage fashions and music. If a
retired couple strolls by, enjoying the sun, he’ll make jokes about “those old gee-
zers” and “blue-haired old ladies.”

Pete also doesn’t like people from different ethnic or racial groups. He makes
jokes about Hispanic-Americans, Polish Americans and Asian-Americans. He thinks
all native Americans “ought to 80 back to the reservation where they belong.”

Pete’s family came from Greece several generations ago, but Pete seems to have
forgotten that the family were once immigrants. To Pete, being “Americanized”
means standing at the window and making loud comments about the “chicks” and
“broads” who walk past the shop.

Last week, two Asian-American women who were shopping in the mall were the
targets of Pete’s ethnic and gender slurs. They reported the incident to the govern-
ing board of the mall. Soon, Pete will be spending his time defending himselfin a
discrimination-based lawsuit. His supervisor and the customers are tired of his
ethnic, racial and gender-based slurs. |

Problem prevention and goal setting

The major way to prevent sexual and racial discrimination toward customers is to
become sensitive to situations where such discrimination might occur. Ask your-
self if you really do treat customers differently depending on their ethnic, racial,
gender or age category. Do you or your co-workers give better or faster service to
those in groups that you “approve” or like? If so, you may be guilty of discrimina-
tion toward customers.

That simple awareness is the first step. The second step is consciously to stop

Q

practicing discriminatory behavior. Learn to be self-monitoring; to ask yourself
“Would [ have given this person better/different service if she were male, or if he
were Caucasian instead of Hispanic-American?” Then make a conscious effort to
shift your service so that it is not discriminatory toward the person in question.

As with any kind of behavior, you’ll find it easier to change if you set some con-
crete goals for yourself. The response packets that follow will ask you to set some
goals to help you avoid discriminatory behavior in the workplace.
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Lancaster County Academy
TRAC

l.a.7.c.

Hygiene Standards

1. What basic health and hygiene standards should every
worker meet? :

2. Give an example of a negative effect of a worker not
following basic hygiene.

3. What standards are required in your current job? (For

example, hair nets, antiseptic soap in restrooms, etc.)

4. What standards are required in your chosen occupation?
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LA.8.b. Discrimination

- Name
1. Why is it important to avoid descriminatory behavior toward customers?
"2, Give some examples of sexual and racial discrimination in serving customers.
3. Have you ever noticed any discriminatory behavior towards customers in your workplace? If
so, describe it.
4. Have you yourself ever been discriminated against and received inferior service for that
reason? If so, how did you feel bout it?
‘ ' 5. What are some ways in which your company might prevent discriminatory behavior among

employees?
6. How did Emma discriminate against Stephanie, Ron and their guests?

¥
»

7.” How might Stephanie and Ron have felt when Emma treated them badly?

‘8. How can you ensure that your workplace is free from discrimination to customers or
- . employees?
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OFF THE JOB TRAINING :L-A y
The role of unions

Read pp 268-272, "The Worker in our Economic System" in Work: Pathway to
Independence. Complete the "What Do You Think?" essay questions (one
paragraph each). Answer the 9 True or False questions under "Chapter Check".

Unions were organized to give workers a stronger voice in dealing with
employers regarding wages, hours, working conditions, and job security. Unions
are now a standard part of our economic system. You are likely to have contact
with labor unions at some time during your working life.

SHORT ANSWER: Patricia Hopson-Shelton of Millersville University has stated
that you have few rights in Pennsylvania if you do not belong to a union. Do you
agree? Why or why not?

Unions are one response to the natural conflicts between the needs of an
organization and the needs/wants of individual workers. In order to be
successful, an organization/company needs several factors: low costs, efficient
work, high productivity level, cooperation of workers, etc. On the other hand,
individual workers are concerned with good wages, safe and pleasant working
conditions, job security, opportunity for advancement, and other employment
issues. Most people have experienced this conflict at some point in their
employment history.

SHORT ANSWER: How do unions solve these conflicts between management
and labor? Besides unions, how else can these conflicts be resolved?

READ: Article #39, "Levi Tries to Make Sure Contract Plants in Asia Treat
Workers Well" and the excerpt from #29, "The New World of Work" from
Business Ethics 95/96

SHORT ANSWERS: Do companies have a responsibility to monitor labor
practices in overseas factories? s it possible for these foreign workers to be
paid as much as union labor in the USA?

If you were a stockholder in Cummins Engine Company, how would you react to
the news that workers were paid $8.75/hour instead of the union wage of
$17.60? Can you think of any problems that may occur because of this change?
What is your opinion on the future of unions? Would you seek employment at a
company if it required joining a union? Do you believe that union membership
will increase or decrease?
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TRAC Name

I-A.8. Employee Relations

Define the following terms: -

Independent Contractor

Employee

Payroll Deductions

FICA

Gross pay

Net pay

Labor union

. Arbitration

Occupational Safety & Health Act

Fair Labor Standards Act

Labor Management Relations Act

Union Shop

Open Shop

Collective bargaining

Additional sources: Work: Pathway to Independence Chapters 27 & 29
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Lancaster County Academy
TRAC

I. A. 9.B.

Computer use in business

Computers and computer-aided technology are changing the way
people work in nearly every occupational field.

A. How are computers used in your current job? Do you know
how this has changed in the last five years? Predict what
the next five years will bring.

B. For your chosen career, describe how computers and
related technology are used. How has this changed over this
past 5-10 years? What is predicted for the next ten years?
(HINT - THESE are great questions to ask on your
informational interview)



Lancaster County Academy
TRAC - School To Work
Unit I. B. Career Exploration & Awareness

In order to choose an appropriate career goal, you must consider your abilitiies,
interests, values, and work styles. The purpose of this unit is to encourage you to
determine what careers would be the “best fit’ for you. Discovering your strengths and
interests can greatly assist you as you make decisions about your future. It is
imperative that you approach this unit with a mature attitude. Complete the
assignments to the best of your ability - take your time and answer the questions
honestly and seriously.

1. Complete the interest inventories we have available: Holland SDS and Career Path,
and the Myers Briggs Personality Profile. (There are other interest inventory exercises
available, and we may suggest you complete them as well.)

Holland SDS is a paper-and-pencil exercise available from Rhonda or Diane.
After answering a series of questions, you will total your scores and arrive at a 3-letter
code which should reflect your career interests. You will then use the Occupational
Codes book to find occupations rated with the same or similar code. Select at least
six occupations for further research.

Career Path inventory is available on our computer system (see a tutor for help).
Again, you must answer a series of questions based on your preferences for work
environment, post-high school education, etc. The computer will then rank 3,600
careers according to your answers.(If the career list does not seem to match your
interests, follow the suggestions for adjusting your interest profile.) When you are
satisfied that the profile matches your interests, print out the top 40 list of careers.

Myers Briggs personality profle is another pencil and paper exercise. However,
the focus here is on your personality and how that relates to suitable career choices for
you. Your answers will translate to a 4-letter code which may “describe” your
personality. You should then research which jobs are best suited for people with your
personality “type”. Select at least six occupations for further research.

The goal of these self-awareness/exploration activities is to help you focus on
occupations that you may not have previously considered. DON'T be alarmed by the
results on one of these tests. You WILL review all three (or more) resuits with a staff
member; the process will be to look for trends or common threads between the three
sets of results,

As a result of this work, you will be able to write a short Career Choice

Statement, describing a career you are interested in and how the occupation “fits”
the results of the personality and interest inventories.
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2. You have now generated a list of as many as 52 careers, although there should be
some overiap, with careers common to the three lists. Now you must start asking
questions and gathering more information.

1. What occupational areas do these careers represent? Are they more related
than you had realized? .

2. What are the educational and experience requirements?

3. What are the job prospects in Pennsylvania for these occupations? National
trends?

Review the information available on occupational classification. in addition, .
review the labor market statistics for this region, the state, and nation. Are there any
jobs you had not considered that are slated for strong growth? Should you reconsider
your choices?

Classify your list of occupations. Determine which jobs have the best
outlook for growth.

3. Choose 2 or more careers, based on the resuits in Parts 1 and 2, to research.

Complete the Career Fact Sheet. You will need at least 3 sources for your research.
One source should be an interview with someone currently empioyed in your chosen
occupation. (The format for an informational interview is in Business English, Unit 4).

4. Complete five-year plan, based on the research you have completed in this unit.
Remember, this information will prepare you for your career speech in Business
English, unit 4.
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B. Career Exploration and Awareness

Step 1. Interest Inventories & Self-Awareness Activities

Complete the foliowing assessments:

® Career Path - installed on our computer network, no
disk or CD-ROM necessary. Takes 1-2 hours to
complete, but does not have to be done in one
sitting. Use your first initial and last name to
save. Be candid in your responses, and be sure to
answer every question. The result of your answers
will be a ranking of 3,600 occupations that seem to
be the ““best fit'' for you. You will print out the
top 40 jobs. Ask a tutor for assistance if you do
not understand how to use the program.

® Holland Self-Directed Search (SDS) - a paper-and-
pencil activity that looks at your hobbies, dream
occupations, experience, etc. This information is
converted into a three-letter code reflecting your
occupational preference profile. Use the
Occupational Code Handbook, which classifies 12,600
occupations, to find jobs with your code or a

variation.
® Myers-Briggs Type Indicator - this assessment is an
‘ attempt to gauge your personality type, hour

preferences for making decisions and viewing the
world. Knowing more about yourself can help you
understand where your special strengths are and how
that relates to the types of jobs and work
situations you may enjoy. Responses to questions are
recorded on a bubble grid, which will then be hand-
scored by a tutor.

BEST COPY AVAILABLE




Lancaster County Academy
TRAC - School To Work

II. On the Job ;
D. Job Preparation - Employment Information Summary

Human Resource professionals report that incomplete applications are usually

- discarded, and jobseekers unable to provide critical information are unlikely to be

hired. The moral is: Always be prepared when job-hunting! When filling out a job
application, it is vital that you COMPLETE the application, listing ALL required
information. By preparing an Employment Information Summary and carrying a
copy with you, you will be ready to answer any questions!

Develop your own Employment Information Summary, including the following:
Personal Data: Name, current address, previous address (and how long there).
Phone number, Social Security number

Work Historv: for each job you have held, list the company name, address,
telephone number, supervisor name, dates of time worked there

Educational background: names and addresses of grade school, middle school,
high school, vo-tech or other specialized school

Skills: a list of specific skills (keyboarding/typing speed, calculator or adding
machine use, familiarity with popular software, etc.) which you have developed at
school, jobs, or as a volunteer

Interests: Clubs and other organizations you have joined, hobbies, sports, etc.
References: a list of at least five people from a wide variety of backgrounds who
are willing to recommend you to employers, vouching for your honesty,

dependability, and other work skills. Do not use your relatives as references.

This EIS must be typed and saved to your disk. Submit a copy to the tutor
for corrections.
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Lancaster County Academy
TRAC - School To Work

Il. On The Job
D. Job Preparation - Letters of Reference

Many employers will ask you to provide a reference - someone who will vouch
for your honesty, dependability, and integrity. Therefore, it's a good idea to take
time NOW to identify several people who know you well enough to be a valid
character reference. Who would be a good reference? A family friend, coach,
Scout leader, neighbor, teacher former coworker, etc. Do not use relatives. Ask
the permission of these people BEFORE you release their name and phone
number to a potential employer.

It is helpful to have a letter of reference which you can send to potential
employers (you may also need one for college admission. This is particularly
useful when you have moved to a new town - or if your favorite reference is
moving out of town!

Your assignment is to obtain a letter of reference. The lettter should be

addressed “To whom it may concern”. If you have any questions about the
letter’s contents, please see a tutor.
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CORE SKILLS LIST
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. TASK AREA 1: COMMUNICATION SKILLS
Listening, questioning, speaking, following directions, writing, using the
telephone, body language

ESSENTIAL SKILLS

Able to:

1.02 Show active and accurate listening skills 1 2 3 4 5

1.03 Ask questions appropriately 1 2 3 4 5

1.04 Use appropriate and effective speech and grammar 1 2 3 4 5

1.05 Speak clearly and concisely 1 2 3 4 5

1.07 Approach clients, customers and staff with confidence 1 2 3 4 5

1.08 Answer and use the telephone correctly and effectively 1 2 3 4 5

1.09 Relay messages accurately in writing and verbally 1 2 3 4 5

1.11 Interact appropriately with customer, client and staff 1 2 3 4 5

1.12 Understand verbal and written instructions 1 2 3 4 5

Able to:

1.24 Discuss work related issues and procedures 1 2 3 4 5

1.27 Describe a product or service to a client or customer 1 2 3 4 5

Comments

TASK AREA 2: PERSONAL APPEARANCE AND PRESENTATION
Grooming, dress, deportment, image. first and last impressions, pride

Able to:

2.01 Demonstrate appropriate personal grooming, deportment 1 2 3 4 5
. and hygiene standards 1 2 3 4 5

2.04 Project a positive image 1 2 3 4 5

2.05 Create a favorable first and last impression for customers

and clients, in person and on the telephone 1 2 3 4
Comments
TASK AREA 3: HUMAN RELATIONS SKILLS

Showing courtesy and respect, maintaining enthusiasm, understanding
diversity, being reliable, working positively, helping customers and clients

Able to:
3.01 Demonstrate good manners and common courtesy 1 2 3 4
3.02 Show respect to coworkers and management 1 2 3 4
3.04 Show positive attitude to each task 1 2 3 4
3.05 Demonstrate understanding and tolerance of a wide

variety of types of people 1 2 3 4
3.06 Demonstrate reliability by seeing a job through 1 2 3 4
3.07 Work as a team member 1 2 3 4
3.11  Use listening skills to determine customer needs 1 2 3 4
3.12 Use questioning skills to determine customer needs 1 2 3 4

Comments

o
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TASK AREA 4: CODE OF CONDUCT AT WORK
Being punctual, honest, reliable, helpful, and responsible on and off the job

Able to:
401 Be punctual 1 2 3 4 5
4.02 Demonstrate an acceptable code of conduct within the

work environment (honesty, confidentiality, courtesy,) 1 2 3 4 5
4.07 Recognize when other workers need assistance 1 2 3 4 5
4.08 Help coworkers during peak loads 1 2 3 4 5
409 Work unsupervised 1 2 3 4 5
Comments

TASK AREA 5: TIME MANAGEMENT AND ORGANIZATIONAL SKILLS

Setting goals and priorities, organizing work, using initiative, solving problems
5.03 Show attention to detail 1 2 3 4 5
5.04 Work to deadlines 1 2 3 4 5
5.05 Set priorities for tasks and duties 1 2 3 4 5
5.07 Use initiative 1 2 3 4 5 -
5.08 Set short term goals 1 2 3 4 5
5.10 Generate alternative solutions to problems 1 2 3 4 5
5.12 Organize work effectively 1 2 3 4 5
Comments

TASK AREA 7: SAFETY

Locating fire extinguishers and exits, lifting correctly, practicing health and hygiene
standards, knowing emergency and first aid procedures, reporting accidents

Knowledge of:

7.03 Safe use of equipment and machines 1 2 3 4 5
7.04 Safety in the workplace 1 2 3 4 5
7.07 Health and hygiene standards in the workplace 1 2 3 4 5
Comments

TASK AREA 8: GENERAL COMPUTER AND EQUIPMENT SKILLS

Use of computers and basic equipment or machines

Knowledge of:
8.01 Efficient use of machines and equipment 1 2 3 4 5
8.02 How computers are used in this business/industry

Specific Skills/tasks learned

Comments
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ERIC

Service Learning
Group Workshop
Materials
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Values, Interests and Skills
"Self-knowledge is the beginning of wisdom."
How do you know who you reaily are?
Where does your sense of self come from?
--from your parents?
--from your boss?

--from life experience?

How do you know you're good at some things,
but not good at other things?

How do you know you have some talents,
but don't have other talents?

. Where do you get the idea that you can do well
on some jobs, but not do well at other jobs?

How do you know what things you have to accept in life, and what things you can change?
If you want to have more control of your life, you need to start by really understanding yourself.

You might be stuck with old ideas and beliefs about yourself which don't fit. They get in your
way. Maybe you got them from your parents, or a teacher in the past or from a bad experience.

Now is the time to get rid of other people's ideas of who you are and decide for yourseif.
A good way to start is to take a look at three important forces in your life. These forces are:
your VALUES -the things you care about

your INTERESTS -the things you are interested in
your SKILLS -the things you know how to do

29
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Self Assessment of Values
Here is a list of values to consider. Some values will be more important to you than others.
Some may not be very important to you at ail.

Rate these values on a scale of 1-4: 1= not important at all; 2 = not very, but somewhat
important, 3 = reasonably important; 4 = very important

___Learning - A chance to learn new skills and knowledge

___Family - Spending time with my family; doing activities together; not having a job or other
activities that take away from family time.

Advancement - A chance to advance in a job; to be promoted.

___ Challenge - A chance to use my skills and abilities; to feel as if [ have really achieved
something difficult.

___Recognition - Having my efforts appreciated; getting credit for doing something well;
. having your suggestions listened to.

___Social Conscience - Working on projects and causes that will make the world a better place;
defending my beliefs; being active in political and/or social issues.

___Relationships - Getting along with others; team spinit; companionship

___Money - Having a decent salary and benefits; a chance for overtime; financial security.
___Peace of Mind - Freedom from pressure, anxiety, stress, etc.,.

___Prestige - A chance to do things others respect.

___ Creativity - A chance to think up new ideas; try new ways of doing things; figure out
solutions to problems my own way.

Independence - A chance to be my own boss; to make decisions on my own; to work
without constant supervision.

____ Work Hours - Having the work schedule I want; daytime, night time, weekdays, weekends,
full time, part time, etc.
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My Top Values
Full Satisfaction Somewhat Satisfied Not Satisfied
No problem So-so Very Dissatisfied
I am very satisfied I could use some I need to do some-
improvement. thing about it.

All of the above values are important to you. If some of them haven't had a chance yet to find an
important place in your life, what can you do about it?

What ideas does that give you about the kind of plans you might make for your future job, career
or training and education?
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The Career Workshop: Self Assessment

Trying to achieve a balance between your values, interests and skills is an important

life goal.
Skills are: Interests are:
things you - things you
can do like to do
Values are:
things you
care about

Your values are life seeds. They want to grow and blossom in your life. You can help them grow
by doing the things you care about.

Interests are the things you like to do. The more you do them, the more enjoyment and
satisfaction you will get from your life.

Skills are the things you can do. You are born with some of them, but many other ones you learn
- at home, in school, on the job and in everything you do in life.

If you spend a lot of time doing things you don't like, you will develop skills doing those things
(though you might not be very motivated to do them).

If you spend a lot of time doing things you like and care about, you will also develop skills, AND
you will be very motivated to use them. . '

So, the thing to do is this:

BECOME SKILLED DOING THINGS YOU LIKE TO DO AND CARE ABOUT!
30
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Self-Improvement con't

Another way to improve yourself is by learning to compromise. When interacting with others in
the workplace, you may encounter those who do not see things as you do. Sometimes your ideas
may need the input of others, being able to accept ideas of others will help your efficiency and
you. Whatever the problem, you will need to identify and overcome opposition tactfully and
logically. Here are some suggestions to help this growth process:

1. Develop flexibility--remember there is more than one right answer and each person is entitled
to a point of view.

2. Make yourself equal to your opponents--being antagonistic or superior to others is ineffective.

3. Find points of agreement--no matter how passionately you feel about a point try to start from a
common viewpoint.

4. Listen to both sides--enter an argument with your eyes open to a difference of opinion and try
to seek merit in the others point of view.

5. Be reasonable--be logical and avoid emotional or prejudicial statements.
Once you have identified your flaws, develop a plan for self-improvement. You need to develop a
strategy for self-improvement based on your self-awareness and career ambitions. The decisions

you make should be guided by this advise:

1. Be realistic--while it is ok to dream, you should also be realistic. Consider the realities of your
situation.

2. Consider all the options--the more alternatives you consider the better.

3. Establish step-by-step goals--begin by setting short term goals that build on each other based
on experience.

4. Develop a long-range plan--step back and develop a picture of where your path is heading.
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Self-Improvement con't

5. Be disciplined and hardworking--success requires personal energy and drive. Never sit around
and wait for success to happen. Take control and make it so.

6. Be open to criticism--don't work in a vacuum, be aware of the opinions of others and welcome
differing points of view. Not only will people respect your open mindedness, but you will learn
about yourself in the process.

7. Be patient--success does not come overnight but with patience it will happen. Even if you
never achieve the long range goal if you improved yourself during the journey all is not lost.

8. Be persistent--don't give up at the first sign of trouble or confrontation.

9. Remain flexible--do not feel locked into a career path. Research has shown that in today's
world the young professional will change jobs or careers at least twice.

Goal Setting Exercise:

Ask students to take out a piece of paper. On that paper, write down something(an activity, a
skill, a relationship, etc.) that needs improvement. Then, ask them to list three steps that they are
going to take TODAY, to improve the situation/item they wrote down. (The instructor should do
this also)When the group has finished, ask if anyone would like to share their plan of seif-
improvement. If no one chooses to, share yours with the group to show an example of a plan for
self-improvement.
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Knowing Yourself

Basic work attitudes and behaviors are entry tickets to the world of work. Success requires hard
work, careful choices and some luck. To meet workplace standards and make worthwhile
choices, you need to know, develop and control yourself. Self-awareness is the key. To know
yourself make take some examination. Answer the following questions and you will be on the way
to understanding who you really are.

1. Traits: Who are You? What are you like?

2. Values: What is important to you? What is your purpose?

3. Aptitudes: What things are easy for me to do?

4. Abilities: What are you good at? What special talents do you have?
5. Interests: What do you like to do? What makes you happy?
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Complete the following exercise and find out how well you know yourself.

This is Your Life!

Your Name
Your Age

A long time ago a famous philosopher said," Know Yourself." That's good advice. You can't
truly know other people or the world around you unless you know yourself first.

In telephone directories, the Yellow Pages lead you to the needed services. In these Yellow
pages you are led to a knowledge of yourseif. '

Slowly, as you complete the sections that follow, one at a time, a portrait will develop- a portrait
of YOU. When you have finished, you should know yourself; the kind of person you are, why
you think and act as you do, your talents, your potential, your individual worth. For you are,
indeed, an individual- different from all other persons on this earth.

In medieval times, a knight went on a quest to find some marvelous object or to perform some
marvelous deed. Your quest is even more marvelous, for you are involved in

finding.... YOURSELF!

Your Hands:

1. Describe your hands. Be totaily honest. Do you bite your nails? Mention as many details as
possible.

2. From your description of your hands, what can you deduce about yourself?

Your Face:
3. Describe your face, remember: start with a generalization and continue with details.
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Your Clothes:

4. Describe the type of clothing you usually wear. Then explain briefly why you prefer this type
of clothing to any other.

5. Do you dress for yourself or for others? Support your answer.

6. Describe at least two body movements that you favor. Include arm and hand movements.
Explain briefly when you use each of these movements.

‘ 7. Describe your basic tone of voice, the tone when you are angry, and the tone when you are
happy.

8. List the three things you like best about yourself.

9. List three things you do very well.

10. What kind of praise pleases you most? ( beauty, intelligence, strength, ability, etc.)

‘ 38
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11. What kind of criticism hurts you most?

12. Describe briefly your greatest fear; then explain how it makes you feel and how it effects
your actions and behaviors.

13. Describe your three main personalities. Probably one will be of yourself as a member of your
family. The second as a student in school. What would the third be? Your choice! In each case,
describe what you are like and how you act.

14. List below three people who are important to you and briefly explain why each is important.

15. Select one parent. Note specifically how you are different from this parent. Then note how
you are similar.

16. Describe your position in your family and the way you think this affects the kind of person
you are and the way your parents treat you.
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17. Answer the question; "What is a Friend?"

18. Describe below the friendship you most value, and explain why you value it.

19. List below a/l paying jobs you have held: baby-sitting, raking lawns, running errands, etc.
After each job, explain what you learned from it.

20. List below three jobs you would like to work at. After each explain why the job interests
you.

21. Think back over your entire life. Choose three incidents that you think were worth at least a
few lines in your local newspaper. Some possibilities: you built a new and better skateboard; you
saved a life; you raised a prize pig, etc.

22. Are you generally early for appointments, exactly on time, or late? Why? Be honest!

23. First, re-read everything you have written in the Yellow Pages. Next, think about it. Think
especially about the why's -why a special kind of criticism hurts you, why you value a particular
friendship, why you have a particular sense of time.
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Personal Fears

Your fears are important traits that influence your interests and actions. For example, if you have
a fear of heights the job of window washer is not a good career choice. It is normal to have fears.
Although some people have more fears than others, very few people are truly fearless.

Understanding your fears will help you overcome them. Knowing what are real fears will help
you on a personal level and on a career level. Have students create a list of the top 15 fears. What
jobs would be poor career choices for each of the fears they listed?

Teacher's Note: Use the following fears to complete the list of 15 fears generated by students.
Common Fears:

water heights closed in spaces  open spaces  darkness

strangers men women rejection failure animals

rats dogs cats bats snakes insects bees
public speaking spiders germs
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Knowing Yourself con't

Aptitudes are your natural talents. They are not abilities; however, having an aptitude makes it
easier to develop a skill or ability. Even though you may have an aptitude in a field, you will not
develop it as a skill or ability unless you work at it. For example, if you have an aptitude for
sports yet never play any, you will not develop athletic coordination and ability. Similarly, not
having an aptitude will make it harder for you to achieve in a chosen area. If you want to be a
doctor and have no aptitude for math or science, it will be extremely difficult for you to succeed
in that career field. This is not to say that you can not have a goal for a career that you do not
have an aptitude for, rather you should understand the road may be a difficult one for you. There
are several types of aptitudes: Mental Aptitudes, Physical Aptitudes, and Social aptitudes.

Party Exercise: Physically set up the room to include several discussion areas. Each area should
represent a different interest group(environmental, science, political, social, artistic, etc.) be sure
the area is appropriately labeled with a sign. Students must then decide which group they wish to
join. After the room has clearly divided, ask students what motivated them to seek out that
specific group.

Mental aptitudes are those that deal with the mind and may be logical in base.

Mathematical reasoning Memory

Verbal reasoning Spatial perception
Logical reasoning Imagination

Abstract reasoning Form and shape matching

Form and Color matching

Physical aptitudes are those things that come from shear physical strength or ability.

Agility Manual dexterity
Coordination Accurate hearing
Finger dexterity Sharp vision

Social aptitudes have to deal with your ability to relate to others.
Interpersonal skills

Friendliness

Sincerity

Honesty

Now administer the SDS or aptitude test of your choice. Process the results with the class.
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Self-Improvement

No matter where you come from, you alone control where you are going. Blaming friends,
relatives, the environment, employers or society for past and present problems is a waste of time.
Placing blame is easy but will never lead to a better personal situation. You hold the key to your
future. If you don't feel qualified to determine your future, one of the ways to help you feel more
confidant as you define your goals is to improve some of your weaker areas. Remember, self-
improvement requires personal initiative and discipline. You cannot expect it to come overnight.
You must take control, work hard and develop a positive attitude through the following ideas:

. Keep your body healthy

. Do not be controlled by others

. Control your own feelings

. Improve your self-image

. Learn to communicate with others

. Learn to compromise

. Get organized

. Establish a plan for self improvement

00~ ON L b W N

Let us take a look at the most critical of these components.

To become successful on or off the job, you must know and believe in yourself. Many have a
negative self-image because they have grown up in environments that did not foster positive self-
esteem.

Self-image problems lead to problems in the work place. Workers with low self-esteem do not
take criticism well. They tend to be defensive and argumentative. They are unwilling to admit
their mistakes and often lie to cover up. They do not generally get along well with others. To
improve your self-image and discover your individual qualities ask the following questions:

1. What are your values--what is important in life to you?
2. What are your interests--what makes you happy?

3. What special skills and talents do you have?

4. Do you believe in yourself, why or why not?

5. How is your self-esteem?
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Community Service Learning Timeline
(December 1993)

The community service course (CSL) will be the final course taken at the academy.
Before the actual service the student must sign-up for and attend two three-hour
workshops. It is the responsibility of the student to check with the tutors to determine
when the workshops are offered. Each workshop will be offered once a month, so plan

.ahead! It is important to remember that this is a course and failure to successfully

complete assignments on time may effect the student's evaluation. Below is a
recommended timetable for completion of CSL.

1. With four courses left before CSL, check with the tutor for workshop dates.

2. Sign-up for times available.

3. Attend workshops.

4, Select an agency based on interest.

5. Contact agency for interview.

6. Report promptly to the interview.

7. During the interview, determine when you can work, commit to a schedule and
start date.

8. Begin service experience.

9. Complete attendance log and journal daily.

10.  Complete section one of the essay after 10 hours of service.

11.  Fill out project form and return it to the academy for approval.

12.  Attend bi-weekly seminars.

13.  Complete section two of the essay.

14.  Upon completion of the service hours; hand in the essay, including project
evaluation, turn in the journal, and final time sheet.

The academy will conduct an evaluation with the service site upon the completion of the

service hours. Credit will be awarded following the review of all required assignments and
site evaluations.
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Lancaster County Academy
Community Service Learning

TIME AND ATTENDANCE RECORD

Date

Time In

Time Out

Total Hours

Learner's
Signature

Site Signature

* Students should maintain this log on a daily basis. Make sure all signatures are obtained before you leave the site for the day.
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Lancaster County Academy

Student Journal Requirements
(December 1993)

Students are required to maintain a daily journal of the happenings at the service site. Part of the
purpose of this exercise is not only to develop self-assessment skills but to actually document
those thoughts going through your head about the situations you encounter. The journal will be a
basis for discussion during the weekly seminars. It is also a place to practice your writing and
record your thoughts.

You may find it helpful to take your journal with you to each session at the service site and write
your reflections before you leave, while your ideas and feelings are fresh. Keep in mind that even
though the journal is for you, it will be checked by the coordinator for completeness.

Here is a list of some questions you may wish to answer as you begin your Joumal expenence
You should feel free to adapt these questions to suit your needs. As you become midre proficient
in journal writing, you may develop your own methods.

What was the best thing that happened to me today?
What was the best thing I did today?
What new skills did I learn?
How did I get along with others? Why?
How could I have improved my response to a specific situation?
Did I receive any criticism today? Why and how did I respond?
What compliments did I receive and how did I respond?
What did I do to make me feel good about myself today?
Were there some things I wanted to say or do today that I
did not? Why?
10.  What did I learn from my disappointments/failures?
11.  What did I learn about myself today?
12. What did I learn about those I served today?
13.  How did my feelings change about those I served as a
result of today's activities?
14.  IfI could change anything about today what would it be?
15.  What is my goal for tomorrow?

WO R WD =
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Lancaster County Academy

Service Learning Project
(December 1993)

During the 60 hours of volunteer experience, each student must complete a service project. The
project should be initiated by the student to satisfy the needs at the respective service site. The
student must submit the proposal within the first two weeks of the service course to the
coordinator for approval.

Proposal:

Student Name:
Site Manager:
Community Agency:
Name of Project:
Target Group:

Project description: What is your project? What results are you hoping to achieve through this
project? ;

Need: Why is the project needed? What lead you to the project? For whom will this project be
beneficial?

Student volunteers: Estimate the number of additional volunteers you will need.

Timeline: Give a brief outline of the tasks you hope to complete and the time frame in which they
should occur.

Budget: List supplies, materials or financial assistance needed. Remember that your budget may
be limited so devise ways that the necessary items can be generated through project efforts.

Adult Help: How will the service site manager and the school coordinator be needed?

Evaluation: How will you determine if the project was successful? The final evaluation of the
project will be in included in the final section of your essay. Remember to evaluate your project
experiences in your journal!

Approved signatures:

Project Student Manager
Service Site Manager
School Coordinator

Date approved
Date completed
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Lancaster County Academy

Written Evaluation
(December 1993)

Each student must complete a three-page, typed, double-spaced, essay about his/her placement
experience. The personal reflection should include personal reactions and an analysis of personal
growth. The form must show clarity of idea, command of the English language, good mechanical
structure, and be free of spelling errors. Always proofread!

Section 1 ( to be completed prior to the start of the service experience)

A
B.

C.

Describe the organization to which you have been assigned.

Mention the goals of this organization and the type people/concerns of the community it
serves.

What are your expectations of the assignment?

Section 2 (to be completed after 10 hours of service)

ATTEmQEMEHOUOWs

Describe your placement.

What hours do you work?

What are your current duties?

Describe how you would like to grow in your responsibilities and action with the site.
What are your personal goals for the placement?

What do you like most about this appointment?

How do you get along with your co-workers?

How are your cooperating skills developing?

What are you learning here that you could not learn in the classroom?
How is this experience affecting you on a personal level/professional?
Why is this alternative learning important to you?

Section 3 (fo be completed at the conclusion of the assignment)

A
B.

C.

mo

Provide a general analysis of your experience.

What is the difference between the expectations you had of your experience and what you
actually experienced? Explain.

Has this experience encouraged you to become more involved in your community or
pursue a line of work similar to this experience?

How have you benefitted from this out-of-class learning?

How have you grown personally?
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Section 4 (to be written after the project is completed)

Briefly explain the nature of your project.

Note the difference between the expectations you had before you began the project and
what you actually experienced.

Describe the ways in which your project was successful.

What problems did you meet/overcome?

What problems remain unsolved? -

What did you gain personally from the project?

'

Mmoo

The essay should be organized as follows:

1. Title Page with Name, Date Started/Completed, Site Placement, Site Manager, and
Placement Coordinator. This information should be centered from top to bottom and
margin to margin.

2. All written material should have a one inch margin on each page.

3. All pages should be numbered at the bottom center of each page.
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Lancaster County Academy

. Interim Site Placement Evaluation
(December 1993)

Note to site manager: This form should be completed after the student has completed 10 hours of

service.
Rating system based on a 1-5 scale, 1=poor to 5=excellent.
1. Does the student work well with community members?
1 23 45
2. Does the student show initiative?
1 2345
3. Does the student exhibit proper workplace behavior?
12345
4. Does the student dress and act appropriately for his/her service placement?
1 2345
5. Does the student listen to instruction?
12345
‘6. Does the student follow basic and detailed instruction?
12345
7. Does the student get along with site personnel?
1 2345
8. Does the student maximize his/her time to service?
1 2345
9. Does the student apply concepts and knowledge previously learned
at the service site?
1 2345
10. Does the students exhibit behaviors that would show the transition
from student to world-of-work?
1 2345
Additional Comments: Thank you for your assistance!
Q 1 3 7




Lancaster County Academy

Final Site Placement Evaluation
‘ ' (December 1993)

Note to site manager: This form should be completed after the student has completed his/her site

Rating system is based on a 1-5 scale, I=poorto S=excellent

1. Did the student meet your expectations for service?
1 2 3 45

2. As the experience progressed, did the student develop proper
workplace behaviors?
1 2 3 45

. Did the student initiate and follow through on job tasks?
1 2 3 4 5

W)

. Did the student maximize his/her time at the site?
1 2 3 4 5

'

. Did the student act in a professional manner while at the site?
1 2 3 45

N

n

. Did the student relate well to those he/she served?
1 2 3 4 5

~)

. Did the student work well independently?
1 23 435

8. If you had the opportunity to recommend this student based on
the performance at your site, how would you rate the student?
1 2 3 45

Briefly make any comments that might aid the academy in assessing the student's performance at
your site.

BEST COPY AVAILABLE
‘ Thank you for your assistance!
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School-to-Work
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New Era gnoto oy Ricnara Hestuer

United Parcel Service student helpers (from left) Allen Heinaman, Derrick Brennan, T.J. Freeman and
Carlos Torres unload packages at Rockvale Square this week.

UPS solves holiday dilemma by
starting school-to-work program

oy Stephen Trapneil
New Era Staff Writer

They're not exactly reindeer that fly or North
Poleelves. but they canget the job done.

In a new program. local high school students have
been hired by United Parcel Service to help deliver
gifts and packages during the busy holiday season.

The school-to-work program temporarily boosts
UPS' empioyment rolls and offers students work ex-
perience and paychecks — eight bucks an hour.

I think both sides here have gained a tremendous
amount.” said Ed Krow. a human resources repre-
sentative at the UPS distribution center in East Pe-
tersburg.

Krow said the center has hired 71 students who
ride with drivers. heiping to sort and deiiver pack-
ages. The company adde another 19 seasonal work-
ers to its base staff of about 420 workers in East Pe-
tersburg.

Thanks to the schools’ involvement. I didn’t have
to advertise (for temporary employees) this vear.”
Krow said.

In addition to receiving an hourly salary, students
learn about how to land and hold down a job. said
Diane Tysonof the Lancaster County Academy.

“Theyv nad to meet all the UPS standards. " said
Tyson. program director of the Park City Center
academy for people who have dropped out of school.

She said the program included job applications
and interviews. plus 12 hours of classroom training
for students who made the cut. They learned about
dealing with customers and operating the handheld
computers that UPS driversuse.

AERD A Y .

UPS hired 12 Lancaster County Academy stu-
dents. and some began helping to deliver packages
at Park City and Rockvale Square outlet mall before
Thanksgiving.

Other students hired by UPS came from Interme-
diate Unit 13. Lancaster County Career and Technol-
ogy Center. and Manheim Central. Solanco. War-
wick and Manheim Township school districts.

Krow said each district handled the program dif-
ferentlv. Some gave students class work to take
home so they could keep up with peers. In others. the
UPS joos fit with work-transition programs. and stu-
dents may keep journals about their experiences.

Krow said students work part time or full time
during the day. Monday through Friday. The sched-
ule allows them tlexibility to work their permanent
part-iime jobs or save evenings and weekends for
holidayv shopping and fun.

~That beats working ‘til midnight the week before
Christmas atamallstore.” Tysonsaid.

Bétty Amend of UPS' central Pennsylvania dis-
trict said the school-to-work program eased the
company's search for temporary holiday help. The
district.” which stretches from State College to
Scranton. adds about 1,100 extra people this time ot
year.shesaid.

“The whole program to put together has taken
about a vear.” said Amend. districthumanresources
manager.

Krow said the students will help as the local distri-
bution center’s volume grows from about 37.000
packages a day at Thanksgiving to 47.000 per day be-
fore Christmas.

Tyson. of Lancaster County Academy, said stu-
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Lancaster County Academy student Eric Assmann and UGI Utilities Inc. engineer Barry Lieber-
man inspect local pipeline maps on “Groundhog Job Shadow Day” Monday.

Shadowing

success

Students spend time in the “real world’ of work

by Tom Murse
New Era Staff Writer

Just like the groundhog, professionals around
the county saw their shadows Monday. :

But their forecast was quite different from Qc-
torara Orphie’s bleak prediction of more winter.
They see a future that holds un-
limited potential.

It’s the first annual “Groundhog Job Shadow
.Day,” organized by the Lancaster County School-

To-Work Partnership and Junjor Achievement of

Central Pennsylvania.

The program is in response to a national push
outlined by retired Gen. Colin Powel] over the
summer in Philadelphia. The initiative is called

’ the National Summit for Ameri-

Early Monday, about - two
dozen high school students from
across the county reported to
work as part of a month-long
job-shadowing program.

The goal is to give students,
like 18-year-old Eric -Assmann
of the Lancaster County Acade-
my, a taste of the careers they

&&Our goal is to
help students bet-
ter prepare them-
selves for the
workplace and the

ca’s Future, and job shadowing
is one of the programs to help
students move into the work
force. :

“Our goal is to help students
better prepare themselves for
the workplace and the commu-

director of the area Junior

! Achievement program. “And
are pursuing. Qommumty 4/ this is just one more step in pre-
Assmann — a senior starting Allen Tate paring them.
training in heating, ventilation

and air conditioning — wit-
lessed the day-to-day opera-
:ions of UGI Utilities Inc., 262
Conestoga St. ‘

There was a.major gas leak on North Lime
street, work on the Lancaster Train Station, maps
f pipelines to be inspected — all the things the
:ngt-- 0 “ndemergency crews do every day.

“ERIC\ good chance to learn the skills,” As-

Mégrpmzmm Zetting ready to put on a hard hat and
otothe scene of the gasleak.

Director, Jr. Achievement

About 25 students from Man-
heim Township High School and
the Lancaster County Academy

. participated in the first day. By
the end of February, Tate said he expects more

than 100 students from more schools to be involv-
ed. . )

Around the éoimty, students went to work at.

places_including Amrstrong World Industries, -
Smith Barney, Edward Jones, Max International,

RAA e SNEl B G s e o o

nity,” said Allen Tate, executive .

‘I Shad_ow

Continued from B-1

HighIndustries gnd WGAL.

“If they canthave a good exper
ence in what they’ feel are the
career interests,” -Tate sai
“then we’ve ass1sted”m_deve_101
ing better employees.

Back at UGI, Assmann finishg
his day there in the early aftej
noon, after watching custome
servicerepresentatives at work.

He'llreport back tothe Lanca
ter County Academy this mor:
ing. : .

Asfor the future, As§,mann sai
“I'vegot ajob lined up.

B
o
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.- When they began the’ prOJect
‘the car gave new meaning to the
-phrase bare bones. Stripped of its
engine and transmission, the Bee-
:tle hdad no windows, no seats and
To tires. Somehow, it did still con-
tain Coke cans,-a sweater work
.| boots 'and a pair of jeans.'It’s a
] mystery'who owned the car at the
timeofits demise. : =~

"z But ‘the" :scrap. will be worth
some :money. - Coover Says ‘they
will take the scrap to a Tecycling
plant :in"Elizabethtowr,*and -the
money they get for it will be do-'
nated :to"the Mount Joy Library
Association, which i buﬂdmg a
new hbrary -

N el

'ademy tudents 'John L:ccms -(left) and Jon Coover, twist aparj'pleces of metal

en beetle that's been in ‘Chickies Creék’ o'r ‘more | than 25 years.
l#

3 by Jane Holahan
New Era'Staff 'Writer

el ek Lacy

t’snot unusual for a tugh school student to dis
secta bug

But whea Lancaste" Count} Academy s‘udents'
.Joo'Coover:and John Liggins began dxssectmg a’
beetle along’ the banks of Chick-- . IR
jies WCreek ; in‘*East “Donezal
Townslnp, they found old Coke -
;cans,bluejeans, wi rkboots and
~a sweater m51de. ;

% Coover ‘who also works' the night shxft atM&M |
Mars in Ehzabethtown saw the car every morn- .}
ingon'his way to schoo] at.d thought it would make -t
gcod prOJect ; ;

-2.7At that time. the car was .
propped up acamst arockonthe -
‘ ”banks’ of the creek Last week’s

‘Jon (Coover) had helped out
with™our stream “team;- "which’’

sthe’ bndge *washed ‘ou
Anyone -who “droveé ‘along Route"
23 -could ‘see 1 theéAVW,:sitting Ty samirmds
‘there e near the mtersectlon of Route 23 and Drag

~-erRoad, ai FE R
bt 0N pro&gpe upagamst : 713 _

".car'pxece by piecé for their service learning proj-
“ect,7a"graduation 1 requlrement at the Lancaster
CountyAcﬁademZ&;ai;.n“ 2 ‘,_)v TASGIE
. VRpAE _ 4163 20
: l: lClool locatedearkC1ty, gives dropouts
: hance to" earmn their high school diplo-"+

\~' e “L‘}
T ﬁEver'ft gissorustedit. all just kind of twists
aparf, %:says Coover of 29 Gwen Circle; Maytown
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School to Work for Adults

Designing a System for the “Second-Chance Learner”
Using the NOICC Career Development Guidelines

Self-knowledge
Skills to maintain a positive self-concept (may need development)

Skills to maintain effective behaviors (may need development)
Understanding developmental changes and transitions

Personality profile, group projects, self-study on “soft skills”

Educational and Occupational Exploration
Skills to enter and participate in education and training

Skills to participate in work and lifelong learning
Skills to locate, evaluate, and interpret career information
Skills to prepare to seek, obtain, maintain, and change jobs

Understanding how the needs and functions of society influence the nature and
structure of work

career report, mock job interview, resume, job search techniques, field trips

Career Planning
Skills to make decisions

Understanding the impact of work on individual and family life
Understanding the continuing changes in male/female roles
Skills to make career transitions (career planning)

Five-year plan, informational interview, job shadows

Service Learning and unpaid internship experiences provide excellent opportunities for
learning in all areas.
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Employability Skills

These important skills can be mastered through a Service Learning experience

Skill Activity/Date
Listen to customers, clients and employers without interrupting

Ask questions appropriately

Use appropriate and effective speech and grammar

Speak clearly and concisely

Understand verbal and written instructions

Demonstrate appropriate personal grooming and hygiene standards
Maintain appropriate personal appearance throughout the day
Project a positive image |
Demonstrate good manners and common courtesy

Show respect to coworkers and supervisors

Develop and maintain personal enthusiasm

Show positive attitude to each task

Demonstrate understanding and tolerance of a wide variety of
types of people

Demonstrate reliability by completing assignments
Work as a team member

Use resources (time, money, materials, people) effectively

15¢



BUSINESS EDUCATION PARTNERSHIP
OPPORTUNITIES

Lancaster County Academy is meeting @ community need by giving high school drop-
outs a chance to earn a diploma and develop valuable employability skills. Our
students are age 16 through adult. Most have past job experience but may have not yet
determined a career goal.

We believe strong business-education partnerships are vital to our success and invite
your participation in our efforts. Your experiences and perspective on Lancaster's
economic climate will add to our student’s understanding of the workplace.

HOW YOU CAN HELP

GUEST SPEAKERS
Students relote to recl-world exomples. Share your experiences for an hour.

Suggested topics:

Teamwork Conflict Resolution

Image and Presentation Employment & Drug Testing

Employee/Empioyer Rights Goal Setting

Time Management Customer Service

EEOC/ADA Workpiace safety
PROJECT ADVISORS

Guide students as they complete work-related group projects which could include student-
run companies, surveys, job fairs, research, efc. Help them develop problem solving skills as
port of o teomn. Advisors needed for aboult | hour/week for 6-8 consecutive weeks. Daotes
ond times cre flexible.

MOCK JOB INTERVIEWS
Give students the expenence of a simuloted job interview. Post-interview crifique and fips
can help students improve their interview skills for the recl thing.

MENTORS: INTERNSHIPS AND JOB SHADOWING EXPERIENCES

On the job experience is the best learning expenience. LCA students must complete unpaid
internships or participate in a job shadowing expenence. Your worksite gives students in-
depth exposure to the working world. Dates and fimes are flexible. Consider ploacement with
your ftechnical, clerical or service staff.

CAREER EXPLORATION INTERVIEWS

Share on insider’s view of your career and industry. Describe your career poth and the highs
and lows of your job. What aadvice would you give o someone considenng your career? You
can scheaule in-person interviews at your business or the Academy Telephone interviews can
olso be aronged.
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ACADEM

EDUCATION
EMPLOYMENT

Career Goal
Landscape Architect/ Groundskeeper

Nurse/Physical Therapist
Medical Technology

Teacher/Childcare Worker
Child Psychologist

Carpenter
Construction Trades

Culinary

Sports trainer
Environmental Career
Fish/Wildlife/Park Ranger
Graphic Artist

Retail
League

Musician

Business

Computers
Accountant
Paralegal

Social Worker

152

How recent graduates used the service
learning experience to further explore their
occupational interests.

Service Site
County and Municipal Parks

Nursing Home
Hospital

Literacy Corps
YWCA
Boys/Girls Club

Habitat for Humanity
Housing Development Corporation

Meals on Wheels
Local food kitchen

Little League umpire
Youth baske:ball coach

LCA “Stream Team” monitor
Local conservation groups

Community Art Gallery

Local trift shop run by Junior

Organize a benefit concert

United Way Campaign volunteer
Chamber of Commerce

Economic Development Company
Design web page for non-profits
Volunteer Income Tax Assistance

Central PA Legal Services

YWCA Teen Parent Program
Teen “Hotlinz" volunteer



ACADEM

EDUCATION
EMPLOYMENT
EXCELLENCE

Digloiﬁa Plus

A Working Partnership for Students and Employers

. 153




Lancaster County Academy
U.S. Department of Labor
School-to-Work Grant for Out-of-School Youth
Award - $100,000.00

Purpose: To enhance and increase work-based leaming opportunities for Lancaster County
Academy students to include manufacturing, industrial technology, electronics, building trades,
transportation/distribution, medical technology and computer software-specific training. The
Academy will enhance it’s comprehensive career planning activities, including assessment,
employment skills training and service leaning.

The grant will be used to:

1. Perform a job analysis for one entry-level, career-track job at each participating
employer.

2. Assess skill level of each student participant using valid assessment. (School-based
& work-based)

3. Integrate instructional support components into existing academ:c and technical
curriculum. (school-based)

4. Identify the academic and technical content of the specific work-based placements
through an on-the-job training outline and determine the appropriate skill level required for
academic credit.

5. Apply work-based academic competencies to Lancaster County Academy diploma
requirements.

6. Begin articulation with post-secondary institutions and apprensticeship programs for
advanced training. (connecting)

7. Provide support services (transportation, child care, counseling, etc.) as required to
insure reasonable success. (connecting)

8. Work with participating employers to facilitate mentoring relationships and industry
group networks to enhance connecting activities component. (Connecting)

9. Provide links to occupation-specific skills training through adult education/ABC
courses.

Expected outcomes: Out-of-school youth will eam diploma and receive technical skill training
simultaneously, not consecutively. This should shorten the time needed to sam a diploma and
enter a “career track”, thus diminishing the tempation to abandon an academic education for a

paycheck.
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Diploma Plus

A Working Partnership for Students and Employers

Who: The Lancaster County Academy

The Lancaster County Career & Technology Center

Employers with training opportunities in manufacturing, industrial technology,
electronics, building trades, transportation/distribution, medical technology, office and
administrative services

Letters of support from: Private Industry Council, Job Center, Millersville University, Harrisburg
Area Community College, Stevens State School of Technology, PA Department of Education Office of
School-to-Work Opportunities, Lancaster-Lebanon Tech Prep Consortium and six Lancaster County

school districts
When: Nov - Dec 1997 Business partner recruitment
January 1998 Student testing, exploration
Partnership agreements finalized
Job profiling
February 1998 Student career exploration/job shadows
Train the trainers
Job outlines crosswalked with academic competencies
March 1998 Job training can begin/academic requirements pursued
April 1998 Paid job training/academic requirements pursued
May 1998 Paid job training/academic requirements pursuec
June 1998 Graduation with move to full time employment
After June 1998 Ongoing schooling, career exploration, and training opportunities
Where: Lancaster County Academy Diploma requirements
Academic remediation
Career Exploration

Work skills remediation

Lancaster County Career & Tech Center  Technical training
Career Exploration

Employer’s business Company tours/job shadows
Job-specific paid training
Diploma Requirements

Why: Diploma Plus will further enrich the school-to-work experience of current and future out-
of-school youth. All students will benefit from more complete skills assessment; those with an
interest and aptitude will have the opportunity to explore and train for high demand occupations in
manufacturing, light industrial and technical/computer areas. Out-of school youth will earn a
diploma, receive technical training if needed, and on-the-job training simultaneously, not
consecutively. This should shorten the time needed to earn a diploma and enter a “career track”
job, thus diminishing the temptation to abandon an education for a paycheck.
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Diploma Plus

A Working Partnership for Students and Employers

EMPLOYER BENEFITS

x

* % »

* % X #

Job profile for one entry-level career path job

Training for your job trainers

Access to academically competent trainees

Reduced turnover - Trainees who have explored your company through tours and
job shadows and are interested in long term employment with you

Customized academic instruction to meet job demands

Introductory technical training for participants when required

Access to year round academic support

Control over hiring, firing, work discipline

EMPLOYER RESPONSIBILITIES

x

x

x

Identify entry level job with a career path

Provide company tours and short term unpaid job shadows

Work with Diploma Plus program to develop a training outline and identify
academic competencies met on the job

Offer a paid training experience of to-be-determined length

Develop a 4-6 hour training day so students have time to complete academic
requirements

Make every effort to hire participant full time after graduation/training complztion

DIPLOMA PLUS STUDENT BENEFITS

x

* * ® »

*  *

Work skills assessment under Work Keys system

Work skills remediation to reach job requirements

Access to a career path job with a well established company

Academic credit for course competencies met on the job

Access to child care, transportation and counseling assistance if needed during
ining

Flexibility to schedule school hours around training commitments

Short term technical training as required

DIPLOMA PLUS STUDENT RESPONSIBILITIES

x

* % X *

Complete core employability skills training

Complete extensive career exploration to include tours and job shadows

Maintain 80% competency level for all academic and technical courses

Maintain workplace attendance standards at school and in training

Request assistance with child care, transportation and counseling if these are
barriers to success
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Lancaster County Academy
TRAC Progress Form
Level 1
Name: ID#
0 Initial Evaluation

I. OFF-THE-JOB TRAINING
A. Work Readiness - Employability Skills
1.Time Afcnagement and Organizational Skills
ZUse of daily, weekly, and monthly planner
ZShort & Long Term Goals worksheet (THIS IS A 3 MONTH PROCESS)

2. Communication Skills

~ Effective Communication Skills worksheet
CWriten Communications (See Business English)
Basic Body Language

{Cultural Diversity

3 Personc! 4ppearance and Presentation
TBasics of Personal Hygiene
_Dress for Success

4. Humen Relarions Skills
CBasics of Customer Service
{Positive Attitude
CConflict Resolution

5. Code of Conduct at Work

CBasics of Work Appropriate Behavior
COff-the Job Behavior

T The Problem of Employee Substance Abuse

6. 4pplied and Personal Math
(IPersonal Budget
[CBusiness Accounting Terms
CReview of Business Math

7. Sarery

(USafery in the workplace
C'Correct Lifting Demonstration
(OHealth and hygiene standards
{0 Sexual Harassment

8. Emplovee Relations

(Rights and Responsibilities of Employees and Employers
(COverview of anti-discrimination, EEQ, and affirmative action
CThe roles of unions and employes organizations

9. Generc! computer & office equipment 'skiIIs
OComputer use (ses Business English)
CKnowledge of how computersare used in business

15%




TEST - PART A

B. Career Exploration & Awareness
1. Career Assessment
ZInterest Inventory -
Career Choice Statement

2. Caresr Information
Z Occupatdonal Clusters information
_PA Jobs worksheset

3. Carzer Exploration

Career:

“Information interview (See Business English)
—Planning workshest

4. Goal Serting
=5 vear plan, 1 & 2 vear strategies

[0. On The Job & Project Training
A. Internship
UTimeshest
UReport/Presentation

B. Projects
OReport/Presentation
CWorkshest

C.Workshops/Guest Speakers/Job Shadowing Experiences
A minimum of 6 experiences. Guest speakers are MANDATORY.
L.

N kL

D. Job Preparation

OMock interview

CResume, cover letter, and thank you letter (See Business English)
CEmployment Information Summary

CReferences

(=Y
(O}
o
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MISSION
STATEMENT

Our Local
School-To-Work
Mission is:

“To establish,
implement, and
maintain a
universal, high
quality School-To
Work system that
will enable youth
to identify and
navigate paths to
productive and
progressively
more rewarding
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School-To-Work: Key To The
Virtual Classroom

tudents gaining a firsthand look at informa-
Stion technology in action at a cutting-edge

graphic arts company; teachers listening to
discussions of total quality management; a high
school frigonometry class accessing a nearby
manufacturer via the Internet for material to
support application of frigonometric theory; an
aspiring curator spending time after school at a
fine arts museum; parents and tenth graders
learning about career fairs and company open
house dates as an interest in preliminary career
planning kicks in. Sounds idealistic2 It's not. The
opportunity for all of this and more is possible
right now in Lancaster, Lebanon, York, Dauphin,
Cumberland, Perry, Adams and Franklin counties
through eight regional School-To-Work Partner-
ships. Each of these industry-chaired Partnerships
has forged linkages with business and industry
that literally expand the classroom, embracing
technologies, professional expertise and learning
resources that connect textbooks and lectures to
real world practice.

There are critics of School-To-Work who
accuse it of narrowly railroading students to jobs
in the workplace, as if to say that observing how
education applies to the workplace compels a
bondage to that particular “workplace.” But
since School-To-Work is to include all students,
all workplaces are fair game for illustrating how

education and performance success in life are -

connected. If, as a by product, students get to
encounter options for career mapping, fine;
however, job changes are expected to occur as
many as six or seven times in the near future,
and career changes are an accepted fact - ask
anyone who's left military service. To navigate
such change, a solid, fundamental education
must first be in place. School-To-Work helps
anchor that education in the minds of young

FUTURES

PARTNERSHIP

SPRING 1998

people, regardless of whether they've set their
sights on the lvy League or a machining
apprenticeship. Through School-To-Work
students, teachers and parents have the chance
to “experience” education as applies to getting
things done, and it broadens the scope of
curricula by putting learning into a dynamic but
locally based context. School-To-Work helps
assure a closer alliance between tomorrow’s
human resource base and a community’s
well-being.

Rob Mcllvaine
Director of Workforce Development
MANTEC, Inc.
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LANCASTER COUNTY
STW PARTNERSHIP

Belief Statement

It is believed that

all students are to

be provided the
opporiunify:

* Todevelop an
awareness of career
employment opportunity,
* Todevelop o respedt

and appreciation of work

and work’s importance in
society and in their
future,

* To develop a focus
on career goals that are
consistent with their
inferests and activities,

* To experience work
options and develop
decision making skills to
bring about wise career
thoices,

* To develop and apply
technical, acodemic, and
workforce skifls that will
support students in
successfully managing
their careers.

t

|
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What Unions Can Contribute
to School-To-Work Systems

UNIONS CAN CONTRIBUTE VALUABLE NETWORKS AND
WORKPLACE KNOWLEDGE BY:

* using direct links to thousands of private-
and publicsector employers;

* using established links and communication
mechanisms to fourteen million unionized
workers;

e sharing their long history of working with
employers on training and skill-upgrading
initiatives;

e leading the effort to ensure safe and health-
ful workplaces;

e applying understanding of workplace dynam-
ics, work and technology, workplace change,
and all aspects of industry.

UNIONS CAN GIVE YOUNG PEOPLE UNIQUE
LEARNING OPPORTUNITIES BY:

* teaching youth about what workplaces look
like and how workers help define workplace
processes;

 working with educators on school-based and
work-based career-activities; giving students
and teachers opportunities to learn about the
labor movement and labor history;

* teaching youth how workers and unions
shape and maintain fair workplaces and

build the middle class;

e making students aware of their rights and
responsibilities in the workplace; teaching
youth about labor laws, management
relations, and problem-solving skills and
abilities;

* recruiting and training STW mentors, giving
frontline shadowing opportunities to students
and teachers;

* recruiting and training workers to work with
specific teachers and schools;

* using union-run training programs and
apprenticeship centers to provide hands-on
learning opportunities.

UNIONS CAN HELP WITH STW SYSTEM BUILDING BY:

* providing access to and recruiting unionized
employers to participate in STW activities;

e providing program models for serving youth
from diverse backgrounds, linking young
women with nontraditional work, and serving
youth with disabilities;

100

contributing knowledge about work-based
learning;

e providing models for integrating academic
and vocational education;

* helping STW systems focus on career paths
with strong employment potential;

* ensuring that STW initiatives comply with all
labor laws and all worker protections in the
STW Act;

e helping to bridge the communication gap
between educators and employers.

Reprinted from Involving Unions in School-To-Work
Initiatives; Human Resources Development
Institute, AFL-CIO

C.S.0.L’S 1997 School-To-Work
Accomplishments

997 was a busy year for Community Ser-
1vices of Organized Labor. Throughout the

year, C.S.0.L. continued to recruit workers
from local unionized companies and conducted
two training sessions for them. There are now
nearly twenty workers ready to participate in
School-To-Work as models for job shadowing
experiences, workplace tour guides, and/or
classroom speakers. We are anxious to begin a
pilot program with one or more of the county
school districts.

In December of 1997, C.S.O.L. representa-
tives attended a School-To-Work conference in
Washington D.C. sponsored by the AFL-CIO
Human Resources Development Institute. The
conference gave us the opportunity to discuss
STW efforts with individuals from partnerships
all over the country. In addition to many new
ideas, we also brought back with us numerous
curriculum materials for grades K-12 which will
help teach students in Lancaster County about
the work of work. For information on curriculum
materials or running a pilot program with
C.5.0.L., contact Jean Martin or Dara Slater
at 392-2518.

Dara Slater, STW Labor Coordinator
Community Service of Organized Labor
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SCHOOL -TO -WORK ACTIVITIES OF THE 1997-98 GRANT YEAR The School-To-Work

Opportunities Act
oo o [ [wsTiol o v T i T [v SR
et R framework to broaden

Career Awareness ¢ ¢ ¢« &€ €& & & « € € €& ¢ & @ the educational, carecr,
Career Exploration % € € ¢ ¢ ¢ & & € € € € & & and econfn.nic
Career Counseling “« ¢« 6 & ¢ 6 6 6 & ¢ ¢ Ol
Career Assesment & ¢ & ¢ [ ¢ ¢ ¢ & ¢ )péztlu:e[r:h‘;;fl;)etween
Assisting In A Class L g & ¢ ¢ & ¢ ¢ ¢ ¢ businesses, schools,
Advisory Committee 2 ¢ ¢ ® & & & & ¢ ¢ ¢« community-based
Curriculum Development ¢ €« € ¢ & & € & €« &€ €« o € « organizations and State
Professional Development ¢ ¢« ¢« & « & o ¢ ¢ ¢ & ¢ and Local
Career Pathways ¢ ¢ ¢ o ¢« & o ¢ ¢ ¢ ¢ Governments. STW is
Portfolos €« 6 € € & & € 6 6 & & ¢ & o il
5 The activities listed at
Employment Certificates 2 L 2 left are examples of
Applied Learning Methodolagies ¢ &€ ¢« & & « o [ * ¢ ¢ career development in
Evaluation Models [ [ ¢ o¢ ¢ * o o Lancaster County
Career Planning Model [ 2 1 ¢ ¢ * & o School Districts. Not all

WORK-BASED students in the districts

Career Day ¢ & ‘¢ ‘¢ ¢« ¢ & ¢« 6 & ¢ | are participating in all

Site Visits . & ‘ « o « 6 € € € & activities at this time.

Service Learning [ [ « & o ¢« € ¢ ¢ ¢ ; Z:in‘:; (t)lf1 glsifo[:‘if:\ygrs

School Enterprise * . L ¢ ' with the cxpectau'(fn of

Work Place Mentor [ L J * [ L | replicating in the

Cooperative Education ¢« & ¢ 2 ¢« &« & & o ’ 1998-1999 school vear.

Job Shadowing « € & & ¢ 66 & 66 & B

Work Experience ¢ ¢ & ¢ ¢« ¢« & & & & |

School-Sponsored Enterprise 2 [ ¢ ¢ ¢ !

On-The-Job Training & ¢ & ¢ & & ¢ * o6 |
i

STW Survey Of Graduates * 6 * o ¢ o « & | |

Out Of School Youth Initiativess @ * ¢ [ :

JTPA STW Initiatives L 4 L 4 ¢« ¢ ¢ ¢

Matching Students WithEmployer ¢ & & & & & & ¢ &€ & ¢ ¢ ¢

Link School, Site, Teacher, Student @ ¢ ¢ [ ¢ ¢ * ¢ ¢

Integrate Schl/Work-Bsd Learning @ ¢ ¢ ¢ & ¢ ¢ & & ¢ & ¢

Integrate Acad. & Occup. Learning @ ¢« & ¢« « ¢ ¢ ¢ & ¢ ¢

Training Teachers, Mentors, Couns. @ ¢« &6 o ¢« ¢ o ¢ ¢

Follow Up With Program Particip. ¢ * o [ ¢ «

eFor information regarding specific districts’ activities, call the School District office and ask for the district’s School-To-Work
coordinator. For county and/or regional information, call the School-To-Work office, (717) 464-7050, Ext. 5.

KEY
Coc- Coralico  Col - Columbia  CTC - Lancaster County Career & Technology Center  Eph - Ephrata  Hem - Hempfield 1U13 - Lancaster Lebanon IU13  LCA - Lancaster
County Academy LS - Lampeter Strasburg  MC - Manheim Central M - Manheim Township  PM - Penn Manor PV - Pequea Valley So- Solanco  Wa - Warwick

Q  ingAdivity 4P A Planned Adivity Not Addressed At This Time
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EAREER FUTURES
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LCCTC, 1730 Hans Herr Dr.,
PO Box 527,
Willow Street, PA 17584

BEEP Business /Education ® Alerting teachers fo the skills job applicants lack, and helping them
to develop these skills.
EXChange Program o Strengthening the commitment of school as a top priority and

gaining an understanding that the school system is vital for the

s the link between one’s education and job potential becomes ~ economic well-being of the community.
ls more apparenl, so too does the link between those who WHAT EDUCATION GAINS:
i ls"c‘}':gﬁt‘;zc‘g::ﬁy educate and those who hire. Traditionally, that link has been
Partnershi a fenuous one at best. To sirengthen it, the Chamber has joined ® A better understanding of the importance on integrating curriculum
" : 1131 th the development of character, work efhics and team skll
(717) 464-7050 Ext. S forces with the Intermediate Unit 13 in the endeavor called BEEP wilh the developmen of characler, work elhics and leam skills.
Fax: (717) 464-9518 Four educators (leachers or administrators) from three school * Afirst-hand experience with on-the-job technology. ,
\ Fur information reqanting sorvices. districts are paired with business people from manufaciuring, retail ® An awareness of the global workplace open 1o today's students.
| et prgrant andoits : * Becoming partof the economic development and decision-mak
! ‘,’,ﬁj‘;‘,’:f;{’;;f}f’,,ﬁ’fn‘;’,’,"’,f,‘,ﬁ’,’,jjl’,";_,, and service industries. Together, Ihf&y spend a day in orientaion 3‘0"}'"9 p“’kf° zemlmm" 'eve opment and decision-making
both bandicappred persons and learning how the worlds of education and business are changing, process Tor worktorce development.
nalional origin minority persons . . , .R Il.f I 'h ' n d.n 'he I
ibo lck Bkl contet what employers are looking for in today’s employees, what eal lite exampies Inal can used in the classroom.
i 4 stsor of Guidance. . . H H
| taenster oy Garoer educators are doing to betfer prepare their students for the world of Through BEEP, business people and educators are given an
o Te ) Cenler (717, -3000. . . . N b 1
| bl Gnter (717) 633-3 tomorrow, and what they might gain through this program to take opportunity fo "_‘“kf a reul.conr!ectlon through shun.ng knowledge,
| Theschools ffated uith tho back to their respective environments. insights and aspirations. This unique one-to-one environment offers
Fartsershi, i compltonae iy ; ; it i a building block for the transition from School-To-Work by meetin
hip, In compliance uith The next step in the program is for each of the pairs o find two g ¥ g
| federnl und State laws. are g h o d f d 1 d' b : 'h d fi d
| committedi e polcythat mutually convenient days in a six-week period - one for the business 1 & growing need for underslanding hefween Ihe education an
| brogrms.ainision and person to spend in the world of the educator, and one for the business communifies.
; yment without regard o race. . . - H
| religion. sex. national origin or educator to spend in the world of business person. The next BEEP session is scheduled to begln for Fall 1998.
| baudicap, ago or stutus as a disabled ) . . . .. .
| or Vietnant.ena veteran. Direc The final step begins with a morning session in which the Sandi Thompson
et st inguiries o te educators come together to develop an action plan for their Executive Director
Donald A. Rincer, Title IX Sectic 3 setrs ! . .
o e e, it I Section respective districts based upon what they’ve learned. They are Private Industry Coundil
432 Old Marke! $1. 10 Box 537. joined by the business partners for a luncheon wrap-up during which

(ADAY. the rights of an individual

Mount joy. 1A 17552-0527. . .

Fvone (717) 653-3090. those plans are discussed and suggestions are made. EEN c H E c K IT 0 U TI

For information regarding the

Americau with ngililich.‘lu WHAT BUSINESS GAINS: [ J
~ o2 o NN

e O ® A better understanding of how students are educated.

o e A ® A first-hand look at the schools’ viewpoint, the structure of the

PO Bax 527, Willow Streef, PA 1758+: curriculum and 'eu(hing ﬂexibihm Y

Telephone: (717} #04-7050. ' “ B

1 you vish fo be incuded on the ® An awareness of the benefits that students receive from businesses " The South Central
Coreer Futures mailing list making themselves more available to local schools. ‘ Career Information
g}?ﬁ’:ﬂ‘t"(‘%h;)s;m'O‘S’OWE‘::"‘S ~  An opportunity fo present firsthand the requirements, satisfactions P system Website @:
Articles con be submitled ot and expectations of the business world. » |

ﬂm'g‘: 'gbla(ﬂ(h'; 30 Hons ® Helping to develop career awareness and vocational programs ? ]

\ligm., Sireet oA 17584 ‘ geared fo specific local labor market needs. - www.SCCareerInfoSys.org
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UPS SOLVES HOLIDAY DILEMMA BY
STARTING SCHOOL-TO-WORK
PROGRAM

They’re not exactly reindeer that fly or North Pole elves, but they
can get the job done. In a new program, local high school
students have been hired by United Parcel Service to help deliver
gifts and packages during the busy holiday season. The School-
To-Work program temporarily boosts UPS’ employment rolls
and offers students work experience and paychecks-eight bucks
an hour. “I think both sides here have gained a tremendous
amount,” said Ed Krow, a human resources representative at the
UPS distribution center in East Petersburg. Krow said the center
had hired 71 students who ride with drivers, helping to sort and
deliver packages. The company added another 19 seasonal
workers to its base staff of about 420 workers in East Petersburg.
Thanks to the schools’ involvement, I didn’t have to advertise
(for temporary employees) this year,” Krow said.

In addition to receiving an hourly salary, students learn how to
land and hold down a job, said Diane Tyson of the Lancaster
County Academy. “They had to meet all the UPS standards.”
said Tyson, program director of the Park City Center academy
for people who have dropped out of school. She said the
program included job applications and interviews, plus 12 hours
of classroom training for students who made the cut. They
learned about dealing with customers and operating the
handheld computers that UPS drivers use. “They really picked
up on the job skills...because they’re already in that learning
mode.” Krow said. UPS hired 12 Lancaster County Academy
students, and some began helping to deliver packages at Park
City and Rockvale Square outlet mall before Thanksgiving.
Other students hired by UPS came from Intermediate Unit 13,
Lancaster County Career and Technology Center, and Manheim

Central, Solanco, Warwick and Manheim Township school
districts.

Krow said each district handled the program differently. Some
gave students class work to take home so they could keep up
with peers. In others, the UPS jobs fit with work-transition
programs, and students may keep journals about their
experiences. Krow said students work part-time or full-time
during the day, Monday through Friday. The schedule allows
them flexibility to work their permanent part-time jobs or save
evenings and weekends for holiday shopping and fun. “That

beats working ‘til midnight the week before Christmas at a mall
store,” Tyson said.

Betty Amend of the UPS’ central Pennsylvania district said the
School-To-Work program eased the company’s search for tem-
porary holidy help. The district, which stretches from State Col-
lege to Scranton, adds about 1,100 extra people this time of year,
she said. “The whole program to put together has taken about a
year,” said Amend, district human resources manager. Krow
said the students will help as the local distribution center’s vol-
ume grows from about 37,000 packages a day at Thanksgiving to
47,000 per day before Christmas. Tyson, of Lancaster County
Academy, said students also will learn skills they can use in fu-
ture jobs. “Transportation and distribution is a growing labor
market in Lancaster County,” she said.

SHOWCASE OF SCHOOL-TO-WORK
BEST PRACTICES IN LANCASTER
COUNTY

On Wednesday, May 6 there will be a Showcase of School-To-
Work Best Practices in Lancaster County held at the Southern
Market Center, 100 South Queen Street, Lancaster. The Show-
case will highlight businesses who are involved with schools in
Lancaster County. The event will start at 7:30 a.m. with break-
fast, speakers, and awards. The Showcase will run from 9:00
a.m. to 12:30 p.m. Lancaster County school districts will display
unique and exciting School-To-Work (STW) partnerships. Invi-
tations to attend the breakfast will be extended in April. The
Showcase is open to the public.

If you are interested in attending the breakfast or have any ques-
tions about the event, please call the STW office,
phone: (717) 464-7050 ext. 5.

Dib YOU TAKE THIS OPPORTUNITY TO COMPLETE THE YELLOW CONNECTIONS DIRECTORY INSERT? RETURN TO THE SCHOOL= To-Work OFrice, 1730 Hans Herr
Drive, P.0. Box 527, WiLLow Streer, PA 17584, Fax: 717-464-9518. For MORE INFORMATION CALL THE STW Omcs PHONE: 717~

Q

464- 7050 EXT. 5. Youn BUSINES INVOLVEMENT WILL ASSIST IN PREPARING LIFELONG LEARNERS TO MEET EXPECTATIONS AND DEVELOP SKILLS NE(ESSARY T0




THE SCHOOL-TO-WORK (STW) & TECH PREP (TP) INITIATIVES ARE ACTIVE AND GROWING AND WE ARE REQUESTING YOUR HELP.
PLEASE COMPLETE THE FOLLOWING CONNECTIONS DIRECTORY FORM TO BE USED BY AREA SCHOOLS AS THEY FURTHER DEVELOP
AND EXPAND STW/TP ACTIVITIES FOR ALL STUDENTS. PROVIDE SPECIFIC INFORMATION ABOUT YOUR COMPANY/ORGANIZATION
'AND YOUR LEVEL OF INTEREST IN FUTURE PARTICIPATION IN THESE EFFORTS. THANK YOU FOR YOUR TIME AND ASSISTANCE.

Company Name

Contact Person & Title

Street Address

City State Zip County
Telephone Fax # E-Mail Address

Type of Company ' Number of Emp]oyees

School District(s) where company(ies) is/are located

Q Assisting a Class - being a guest speaker, evaluating student activities or projects, assisting with employability skills (i.e., job search
strategies, resume writing, interviewing or explaining an aspect of the working world as it refers to your profession, etc.)

Q Company Tour/Visit - assisting students through exposure to your working environment.

O Job Shadowing - providing opportunity for students to spend one day with a worker in the work environment. Parent/student involvement
is encouraged.

U career Day - assisting students in learning more about your particular profession.

U Service Learning - giving students unpaid work experience. Students learn planning, teamwork, responsibility, and specific work-
related skills, through youth organizations, vocational clubs and community based organizations.

U Work-Based Opportunities - training on the job site. Examples: Apprenticeship, Internship, Cooperative Education (Co Op),
Workplace Mentorship

U Worksite Opportunities for Educators - providing onsite experiences for teachers to gain workplace information to share with
students: (Check all that apply)

U visitation Only Q Weekend/Evenings O Summer Work Experience

U Business Education Exchange Program (BEEP) - 3 2 day commitment to link those who educate and those who hire. Partners
receive orientation, spend a day in each others workplace, culminating in action planning.

a Advisory Committee Membership - assisting and advising program development. Examples include: vocational competencies, work-
based learning and marketing. Area(s) of Interest: (Check all that apply)

DElementary School (IMiddle School DSecondary School Career & Technology Center/Vocational

Have you participated in STW/TP in the past year? Uyves ONo  wilt you participate in the next year? Oves UNo

Geographic Preferences:

DWithin School District DWithin County DWithin South Central Region (Adams, Capital Area, Franklin, Lancaster, Lebanon, York)

Return to: STW/TP Office, Fax: (717) 464-9518, Attn: Bridget Mazzocchi, STW Facilitator, Questions/Phone: (717) 464-7050 ext. 5

%

CAREER FUTURES
[ 2 comaronirr ranraen e

ERIC | 164

IToxt Provided by ERI



cco)/yo

U.S. Department of Education
Educational Resources Information Center (ERIC)

Reproduction Release Form
(source http://ericacve.org)

For each document submitted, ERIC is required to obtain a signed reproduction release form indicating
whether or not ERIC may reproduce the document. A copy of the release form appears below or you may
obtain a form from the Clearinghouse. Please mail two copies of your document with a completed release

form to:

ERIC Clearinghouse on Adult, Career, and Vocational Education
Acquisitions Coordinator

1900 Kenny Road

Columbus, OH 43210-1090

If you have any questions about submitting documents to ERIC, please call 1-800-848-4815, ext 47642 or e-
mail <chambers.2@osu.edu>.

ERIC REPRODUCTION RELEASE FORM

I. Document Identification
Title: School-to-Work for Lancaster County Adults
Author(s): Diane F. Tyson

Date of Publication: 1998

II. Reproduction Release

A. Timely and significant materials of interest to the educational community are announced in the monthly
abstract journal of the ERIC system, Resources in Education (RIE). Documents are usually made available to
users in microfiche, reproduced paper copy, and electronic media, and sold through the ERIC Document
Reproduction Service (EDRS) or other ERIC vendors. Credit is given to the source of each document. If
reproduction release is granted, one of the following notices is affixed to the document.

Level 1
"PERMISSION TO REPRODUCE AND DISSEMINATE THIS MATERIAL HAS BEEN GRANTED BY: Pennsylvania
Department of Education, Bureau of Adult Basic and Literacy Education

TO THE EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)."

Level 2A



L TR

PERMISSION TO REPRODUCE AND DISSEMINATE THIS MATERIAL IN MICROFICHE AND IN ELECTRONIC
MEDIA FOR ERIC COLLECTION SUBSCRIBERS ONLY HAS BEEN GRANTED BY:
TO THE EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)."

Level 2B

"PERMISSION TO REPRODUCE AND DISSEMINATE THIS MATERIAL IN MICROFICHE ONLY HAS BEEN
GRANTED BY:

TO THE EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)."

Note: The above lines do NOT have to be signed by the person submitting the document. A signature is
required below to place the document in the database if it is accepted.

B. If permission is granted to reproduce and disseminate the identified document, please CHECK ONE of the
following three options and sign the release.

v Permitting reproduction and dissemination in microfiche or other ERIC archival media (e.g., electronic)
and paper copy (Level 1).

Q Permitting reproduction and dissemination in microfiche and in electronic media for ERIC archival
collection subscribers only (Level 2A).

Q Permitting reproduction and dissemination in microfiche only(Level 2B).

Documents will be processed as indicated provided quality permits. If permission to reproduce is granted,
but no box is checked, documents will be processed at Level 1.

C. "I hereby grant to the Educational Resources Information Center (ERIC) nonexclusive permission to
reproduce and disseminate this document as indicated. Reproduction from the ERIC microfiche or electronic
media by persons other that ERIC employees and its system contractors requires permission from the
copyright holder. Exception is made for nonprofit reproduction by libraries and other service agencies to
satisfy information needs of educators in response to discrete inquiries."

Name: Cheryl L. Keenan

Signature: é /‘/‘MM 07 j:umm

Organization:  Pennsylvanla Department of Education, Bureau of Adult Basic and Literacy Education

Position: Director

Address: 333 Market Street, 12 Floor, Harrisburg, PA

Zip Code: 17126-0333

Telephone No: 717-783-9192 Fax: 717-783-5420 .

E-mail: pderc@epix.net Date: February 25, 1999




