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,ABSTRACT .

ThiS handbook includes stiggestiops, guidelines, ,and

technigueS for helping a school or school district in planning and

managing a'system for involving the local community in career ,

education.4ctiviiies for students in grades K-12. Guidelines:covet .

initial planning and organization through implementation' and ,,

,evaluation. A coordinated,systematit approach-is offered- for

identifying `and -recruiting community resourcese.prganizing this

information into local directories, providAng'orientation and

-intormition to'ocA .resource .people, and 'providing teachers with

easy mechanisms ,for using: these resources in their subject' areas.

Topics included `in the*diScus§ioA of'the rol4 of community.- resources

,in" career education are goals of'careet.education in Washington

,State,.. bringini.students and their community together, special

considerations such.as promoting career` education in the community,

rolet.mnd responsibilities of educators. The handbook provides

coordinators with specific guidelines on developing and maintaining a

local Community resource system; which.involves identifying potential '

community resources, recruiting volunteer resources frOm the local

community, ,building and maintaining an information systek, pro'vi'ding

orientation for community resoutce,people, providing training for

teichers,,providind for teacherst,regUests for use of resources,

'developing follow7tbrough communications, and evaluating the system. '

Th-e,framework for effective school/community,reXatioks is also

- discussed.' Reiproducible forms and sample materiils'aehtloned in the
.

guide .are included in"i related °document (CE 014.259). (TA) ,
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Superintendent of Public instruction
OR FRANK 8 BROUll.t.Ei OLD CAPITOL BLDG , OLVAPIA WASH'. 98504 .

The WASHINGTON STATE
COMMUNITY RESOURCE SYSTEM F R CAREER EDUCATION was

-
developed in a specialiproject for the ()Mop of the Superintendent of

Public Instruction, byoner & Associates, Inc.,Seattle,'Washington

with the advice of the Community Support Task Force for Career Education.

The GUIDE AND MATERIALS devdloped for this'system were produced by the

"Northwest Regional-Educational Laboratory;, 710 S.W. Second, Portland,

.Oregon 9724 in cooperation with_Toner & Asipciates, Inc.

.

This work is submitted in confidence and has not yetbeen published.`, The'

recipient rcce4ves the work in'confidence and will use the same only for

the purpose for which it is tendered.

The work contained herein has been developed pursuant to a contractiwith

the National Institute of Education, U.S. Department of Health, EducaAon .

and Welfare. The opinions expressed in'this publication do not necessarily

re Elect the positi6n aipolicy of the National Institute of Education,

and no official endorse ent by the Institute should be inferred.
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The Community Resource System
for Career Education

THE-WASHINGTON STATE COMMUNITY RESOURCES SYSTEM FOR CAREER EDUCATION is
a compendium of materials including ideas, guidelines and methods that
can assist any school or school district in planning and managing a
systerefor involi/Ing adults from the'local community in career educe-
tion activities for.sfudents in grades kindergarten through twelve.
It is-designedtobe adaptable to existing programs.

The COMMUNITY RESOURCE COORDINATOR is the name given to the person (or
persons) responsible for planning and coordinating this system. The

coordinator should become familiar-with the complete set'of materials
designed to .assist in developing this.system. The materiaisA.nclude:

*

'THE COMMUNITY, RESOURCE COORDINATOR'S GUIDE) .
,

t

AThandbook'ihcluding suggestions, guidelines and techniques

for use'by the individual resPcpsible for coordinating a
local community resource system frominitial planning and
organization through implementaion andlvilluation.

I

1, t.' ' ,..--''''" i

. i"
t

THE
$

4TEACHER'S GUIDE ; - =

.
:"..1

.4.. .

A handbook including information, ideasland methods 1p -

help the teacher effectively utilize cotpunity'lresollrces.
The focus is on relationships between.curriculum'subject
-areas and career developMent. Suggestions ccinceiming it:-

activity preparation and responsibilitiesareincluded. ,

TBE EVERGREEN PAGES

A statewide directorycOf community resources. Included are.

suggested formats for organizing a local directory and gen-

,tral file of community resources.

41,
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Do.adults in the community know what is expected of them when

workinq'wLthteachers and `studend on a career activity?

4eQ
How can local resource people be provided with orientation

and guidelines on how"to talk wjeth students abOut'their careers
.

-either in schools or at their wOrkplaces?'
,- _

4 .

How can teachers incorporate the use of community resources i n t o '

their subject areas? s,

That kind of legal constraints exist in taking.studentsihto work.

places in the community?
.-o

.

. .

What kinds of special activities can°teachers conduct with

community resources?

The COMMUNITY RESOURCE SYSTEM FOR CAREER EDUCATION addresses these

questions. It offers. a coordinated, systeMatic approach to identifying

and recruiting community resources, organizing this information into

local directorieS, providing orientation;,and information to local resource,

people and providing teachers with'4asy mechanisms for using these

resources in their subject.aras. 4k,

This handbook offersStep-by-step guildelines for developing a coordinated'

resource system. The methodslend,guidelih s may be applied in both liN.

large and small communities, in urban or r raI,settings4 They should ,

be modified and adapted .to fit each Schoogis-pr echooldistriCt's needs,

opportunitia.and constraints in implementing career educatibn. Using

these basic suggegtions and guidelines, there is much -room for local -:.

creativity and initiative iri making such.alystem Workable;
%

.
.

One of themost significant results of this kind of career education -

effort can be A, closer relationship between is community,andits .

gchools. The role of Community Resource CoOrdinator is perhaps one

of the most ,important community relations, positions in the school, since
li

.1
it is this individual who will be helping citizens the local community,

become an important\part of students' educational experiences, while

.

assisting teachers in-effectively using theseresources in'the regular

curriculum. . - .

.,. ,

Coordinating the system requires the ability to organize and to tomomnicate

well with 'teachers and people in the community., The folloWing are examples-

_ of responsibilities that may be delegated to the resourcecoordinator. .

O

*R.
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COMMUNITY RESOURCE COORDINATOR -- TYPICAL RESPONSIBILITIES

a

, 1. help develop board policy statements on career education and

the use of community resources

2. help'develop and work toward.achievfng district career

ducation goaXS and objectives

3. know disrict regulations and 13olioievon'insurance,,

transportation, budget allocations, etc.

4. recruit local citizens as community resources and compile the

results in A local directory'of available resources foruse

by teachers

5. 'develop and maintain a. central file of volunteer resources

6. provide public relations liaison with- the community

7. maintain and evaluate the community resource system

8. help teachers and resource peopl; with specific problems

.9. monitoruse of community resources to, avoid oVerdseand abuse

Au

10. document resource uses for administrative and funding

accountability purposes.

SOME TERMS USED IN THIS GUIDE

A

CAREER EDUCATION A curriculum focusing on career choices that

begins inthe elementary, grades by helping

students become aware of what they can do with.

their lives soineday. ,ln the ,middle and early

secondary school'years
students begin to explore

career possibilities y investigating occupational

areas of interest. By the time students are.in.

high school, they will, have chosen to emphasize

one or more possible careers they,? could enter .,

immediately or!after moreadvanced preparatio

06
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COMMUNITY RESOURCE_ A person or.-epersOns designated 'by a school or

COORDINATOR district whose responsibility is to develop.,
and maintain a community resource system thpt

will help-teachers meet their career education

( 1 instiuctional objectives, primarily identifying

resources teacherscan.eagily access., Dutibs
may include recruitment and orientation of

resource persons, operation of-the resource
ht. rsystem, in-service training for teachers and

a variety of related tasks.'

CbMMUNITY RESOURCE

PERSON

°FIELD TRIP 'Usually a student group tour of a workplace for

the purpose, ii seeing peop1e perform work roles;

emphasizin -school learningtas'applied in working

world..git ions.

HANDS-ON-EXPERIENCE Carefully defined activities agreed on by com-

munity resource persons and school staff that

,encourage students to practice a basic skill

(like. geometry) in a real world-of-work to kX

(like sheet metal layout or space vehicle ,

trajector79lin a supervised workplace.

-IN-SCHOOL ACTIVITIES -Formal and informal presentatiOns by community

resource persons in .the school for the pbrpose

of relating to curriculum. Materials,

films'and equipment from the workplace are often

valuable aids that can be'brought to the school

by the resource person.

JOB SHADOWING A career exploration activity which enables

student tQ spend one or more entire work-

. '

days with an adult on the job for the purpose

of observing many aspects that occupation

during a typical daily.cycle.

Any adult who is willing to volunteer time to

share experiences about a given career area

with students.

. - . .

. .
.

VOCATIONAL EDUCATION Dasbdinct from career education in that it
stresses skill preparation for specific

jobs2..not requiring a college degree,
.--

whereas", career. educatibn encourages sou -

dents id consider a broader iangeof'ocoupa-.
.
4 .

tional areas.

. - .

WORKPLACE ACTIVITIES Includes, aeld trips, job shadowing, hands-
a

e
on:expefience--any.off-campus learning activity

where the major purpose is to help students see

careers in action and talk to those with'eNperi-

ence and expertise in a given occupation. Ira

every case, students are prepared with thi g

1s414,
to look forandsquestions ta ask.

4
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ELtMENTS OF THE WASHINGTON STATE COlv4ONITY.RESOURCE SYSTEM

The illustration shown below depicts the key

participants and activities within the system

and indicates by whomhe individual materials

are intended. to be used. ,' .

I.

Local School/Community.
SCHOOL OR,

TASK FORCE

Information/Orientation/
Evaluation

HERS K-12

eacher;s Guide
Selected Special

Materials
Evergreen Pages

SCHOOL DISTRICT

COMMUNITY RESOURCE
COORDINATOR

CRC Guide'
Special Materials
Evergreen Pages

ospr :Support ,Materials

0

Recruitment/Orientation/
Evaluation

L___1
CO.MMUNITY RESOURCES

.C.ommunity Resource
Person's Guide

Selected Spe.cial
Materials

,--

.1..
PLANNI G & PREPARATION

r

CONDUCT ACTIVITY WITH
COMMUNITY RESOUI=

In School
At Work Place
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The, Role of, Comrnunity Resources
in Career Education

, "As. a result4f.the process of education, all studentS,

. . should be Jii:eparod for their next career steps."
,.' .

, ,.
: , 4.,./.

.-.

. . . 7-,Goals'for Washington Common -`Schools..

".Washington
.

9- , .
-.Washington State' Board of Educa ion, 2972. '

,- - r ..-,.
. .

\
.

,, i

GOALS OF CAREER EDUCATION IN WASHINGTON STATE

o

Career education is a direct. response to students, parents, educators and

the community-at-large who are concerned about the needs ,of people in

today''s-complex work-oriented society. Through'direct experiences with

adults and careers, Tftleer education helps each student understand the'

values and expectatiqps they will face inhe adult world. Recognizing

that a person's.satisfaction in a career relates directly, to performance

as a Imber of the community and as an individual-, career education in

.Washin4ton schools seeks to provide each student with the attitudes,
skifls,'knowledge And seirawareness necessary to mare successful career

decisi9ns. .

Careerleducation relies heavily on the human and physical resources of the

community to provide the real world experiences many Students want and

need. 'Rather than adding something more to the curricaum, career education

offers a context of reality and usefulness within 'which course content can

be' presented.

Career education is an instructional strategy that blends traditional

schoolwork with- activities from the world of work. It begins with awareness

of self and careers in the elementary years, continues with career

explorationg.in the middle years and extends through the decision-making

and skill- developing stage in the high school years when one or more careers

specialties may be.emphaqzed, (Key elements and outcomes often depicted

in career education plans ae illustrated on the next page.)

Career, education is,distinct from vocational education it-that it encourages

students to consider a wide range of occupational areas. Vocational

edUcation, on the tither hand, focuses the student on a specialty usually

nOt,reguiring a fouri-yar college degFee.

1

li 7.
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'WHAT'CAREER'EDUCATION 0

These,Career Education'
Elements

1. CAREER AWARENESS--knowledge of

the total spectrum of careers

2. SELF-AWARENESS--knowledge of
'personal aptitudes, interests

' end ethical system

3. APPRECLATIONS, ATTITUDES--life

roles; feelings toward self and

others' in respect to society

4. DECISION- MAKING SKILLS --

applying information to rational

proccs:aes to roach decisions

5. ,ECONOMIC AWARENESS; -perception

of processes in production,
distribution and consumption

6. SKILL AWARENESS AND REGINNINd

CO4ETENCE--familiarity with

employer expectations

7. EMPLOYABILITY SKILLSskills
in job-seeking, lob-holding,-job-

advancep6nt

.
fd

8. EDUCATIONAL' AWARENESS -- .

perception of relationships

between education and life

roles

r

Lead Ta

4100111104

1.

ERS STUDENTS

\These Career Education
Outcomes

4

.. "'!4

1. CAREER IDENTITYpersonal ilenti-
fi'C Lion with the world of work;

opci s'remain open fot-the

indiv dual to move ambcig

occup tions

4",

el I

2. SELF-I ENTITY--self-understanding ;

cOnsis value systeni; ability

to make deciqions based on

individual values

3. SELF/SOCIAL eUliFILLMENT--active

work, role; satisfying work role;

responsibility as citizen
4

4. CAREER DECISIONS--career decisions;

Individual has a plan felt career

direction; bases decisions on
information as distipct from

fantasy

5.. ECONOMIC IINDE4STANISING--solve

personal and social,problems of

an economic environment; relate

values to compens4tion, security,

,- growth and related economic ,

measures

6. EMPLOYMENT SKILLS -- varies from

qnsophisticated to very

sophisticated skills depending, *

upon learner

.

7. CAREER PLACEMENT --eventual
employment inline with career
development plan; affective

behavior such as attitudes, coping,

se14-discipline, integrity are ,,

parallel attributes to the* 4

specific skill or-skilLS
. 4

8. EDUCATIONAL IDENTITY -- ability

to select educatioral,avenues

to develop career plans:

decision-making as to post-

,
secondary options, including.
immediate work, or further
education, or bbgh: Awareness

pr options for continYing f

education through jaclulthoofl

14

8
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401e.Washington State Community Resource System is designed to help meet

_Washington State.'s goals .and objectives for career educ4Ition. One goal

in particular relates to Community resources (Item 4.2 of ,thd State of

Washington Implementation Plan for Career Education):

"Resources of-the community, both humLnand material,
will be used to expand the-district'scaPacity for
delivering career education to students."

This goal was clarified by, the Office of State guperin'tendentof Public.

Instruction; -in the 1975 Washington ImpleMentation Plansfor Career Education.

Dr! -Frank B. Brouillet, Superintendent of Public Instruction, and the

State Career Education Advisory Committee issued the following statements
supporting the use of community resources and community involvement in

,...impaementing career education in Washington schools: -,...-

r

The Superintendent of-Public Instruction (SPI) encourages the

development and upgrading of career education programs at the
lo'6a1 school district level by-Providing serviceg and assistance

that will:

I. °Pramote program planning rand support,
7

ncl
P7a

1. the esltabli ment o local district board",:commltment-
,

to career e acation

2. the development of pound career education management

systems

3.-staff developient of teaahe , adminiStrathrs, guidance

yip:ricers and othe.4 specia.1 support p ersonnel r ;

4. community support for career educatiOn programs

_ .

5. the,support of business, industry and labor fcir

-career education programs.

.

0 II. ,Promote the development-and utilizatibn of alternate career

education-delivery systems within the fb4.160irig claSsifidationsi'

4
1. classroom inl-'eructiOnal service

2 clasSioom instructional resources

Q\ .

..

3. occupational information guidance services
P ... 4

-- ance services'4. self-assessment guid
...,

. 5- community resources.
4

v.

9
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TTomote,the development and utilization. of systems_ for .

,'-evaluating career education programs, including:

measureinentok program impact on student growth

-2. review of procedural methods.

BRINGING STUDENTS AND THE COMMUNITY TOGETHER

What is a Community Resource? .

A conlmunity;resourcesfor
career education can be 'a working person in your

.;community willing'to volunteer a small amount of time, the actual workplace.

--Of that person and the materials and equipment that person uses to do

lids* her.5Oh: aimmunitY'peeple, workplaces, materials and equipment

help students' become aware of many different careerchoiceS availAble to

them and see first -Wand
how.thingS learned in school 'are applied in the'

,:working world. These are special resourcas"tHat cannot be/offered by

.....;..azAtc,,,single teacher br provided cost-effectively dnside the school.

ISirL.6:0Mr;nity ReSources in Career Education.ActUlties

There, are-two basic ways- that community resources
may be used to. help'

students learn: working people from the community may be\invited.to come

!2"';".!.'*-inteb-the classroom-or
schooland talk to'Studerits_ahout their wbrk,-or'

students may visit workplace's in their community tO:learn directly from

people engaged in arious occupations.
c

,..

'Ih=Schoa Activities. Marty people in your community will be willing.to.

.

voidnteer4ome.stime to come.idta your school and-participate inza discussion

with students' about
their careers. ,,They may give a presentation to one' .

.group of students or be involved in panel"discussions, Seminars and career

day activities. Many community- resource
people are able to bring along

-some sample products,
materials, or light equipment they use in their jobs.

With a little assistance an&coordin.?ti
fromFeachers,they.ecan relate'

---"----th-particular skills they--use in t'he'ir -jobs to the individual academic

subjects (English, math, etc.). They an talk about_their own education

and training end hoW_they got into the job they presently hatie. The

dommunityResource Personas Guide is esigned to help these resource

people prepare an interesting presentation f9r students. Teachers Should

be faMiliar with the contents Of th particularly'the section,.

Student Audience and Whet to ell Them."

.

.

Workplace Activities.
There are t o general type.of activities Z'C',x.,

.,-

students visiting a community resource: fieldtrips.oe:student tours of,

a.workplate (in groups-or ,ihdividu lly), and career exploration activities,
.

whi'dh intlude dtudent-conducted in rviews.with and observations of .

.t.

working peoplej'rjob shadowing "` by individual studenf and "hands-on", ---individual .
wQrkplace.experience,

-, i.'
.

. ,

...-%.--
; .

r.
... /

. '1 14
,,
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, --
. , ,

Field trips or Student tours are;planned,visits to any .site

in the community where people are gainfully employed or

engaged in meaningful work. The specific edUCational purpose

is to let students see first-and what''peop,fecdo for a living
..,

..s.i.z._

.

-anehow ,they` do it. .-1fle::Secret,Of successfUT:field--:tripa.-:,

and tours.is in careful advance-planning between teachers.

-gt,..
.,

. and community resource people scrboth knoW dacti,other's,

expectations and desired outcomes for. the students.
, ..

a AF.
A 4

:.

4

Career explorations are for individual students or s- mall

':,groups,-gerierally at-the,middleSprhigh school. levels.

' The purpote is. to help students prepare for their next

career step6--career decisions .and skilldevelopment. Students

mighespend one or more days touring the workplace, taking-
hotographs,interviewing employees--in general, 'documenting

pecific'occupations and the people,,equipment, resources'

,...irlendyroductslthai are part of t4ise occupatips.

.A "job shadowing" situation is one in which.an individual

student might be with a community resource perSon)for one

or more full working days. Job' shadowing ActiVities,should,

be carefully planned 'inadvande with employers and, when

appropriate,funicn representatives at,asite to eliminate

any possible questions or-concerns before a'student begins

the activity;

"Hands-on" experience gives students specific tasks to' .:

perform at the workplace as part of,a career explorAion

Theemph4Oft is-educationa1,440ev'er; Studes CiCig6t assume'

an,employee role. The purposebf the experience is to give

students a practical basis forluaking-actual!careei: deciSions.

""Hand-on activities at the workplace are also used to

demonstrate how acadetic Skilks are applied-in daily-work
,..k,.

tasks. '..

.

- . ,. .\
,

. - 1

Various other schoo.l,sponsored programs, including work-study and cooperative,-: '-

education,' provide "hands-on" workplace- experiences... For these educational --e

, ,
experiences, students may receive school credit, pay or a combination' of pair

and credit. Specific learning activities must be agreed on and all legal and

educational. requirements_met,before astudent arrives at a ,si,,te- for'theae, -- -

. .

kinds'of experiences.
1

A.

14-

1'

Leg'al Cohsideritions for Workplace ACtivities
, .

.
.

Legal, implications for "hands-on" actii., es require special.consideration.

Activities,thatpive students."hands-pOxperience--particuiarly in

potentially hazardous situations - -must meet specific child labor
. -

n

- of the t'ark Labor Standards familiarct:. YOtishould be with those

provitions (see next page),f - t
7 0

ft,r

z

. ,

.42
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4'

ii, All "hands -tin ", activities at Workplaces need to be cleared with-your '

..::_district io.Otional educa'tion i.rector_or other :designated person. If

--oi , you have arty4estions about particular workplace activities, -contact the

U. S. .a,pailt `fit of Labor, the Washington State Department ,of 'Labor. and 1

IndusErlea46%.' When appropriat'el, labor:::union locals in your area fOr ,z-,r

'clarification: Community .resoUrbe people will ,be counting on you,' ,as their

school .cOniaet, toknow what student workplace activitiesare possible.

4

;^

Ohat are the legal limits for the kinds of "hands-on" workplace tasks

'aistudent Can do? ,

',:4tudents may be involved,in,.occupations defined -as hazardous if the

'following' conditions are properly met:*

1. the terms of theariyolvement are spelled out in a written

agreement, signediWthe eQaoyer andchool coordinatbr:

OF' principal

2, the involvement is ,incidental to the student-learner's

training

.4 3.e the involvement is intermittent for short periods of,time

and under the direct and'close supervision of a gualified

. experienced perspri_ .
e

. . .1- ..

4. safety instructions are given by theschool and-correlated

by the employer with on-the-job training'

,

A schedule has beeAprepared of orgazqzed and progressive

Work processes 'tei-Ba perfbitned =On the job -=-=

9

*See,-"Hazardous Occupations,"
Exemption II, page 8 of A Guide'to Child.

Labor Provisions of the Fair Labor Seiandards Act, Child Labor Bulletin:

No; ly (revised), 1971. Superintendent of Documents, U.S. Goyernment

Printing Office, Washington, D.C. 20402'(204).

4

Who assumes liability for students at the workplace?

School districts already involving students in career education

,experiences in the.communitymay'find that their existing disti'ict

policies protect both participating employersand the

students engaged in learning
activities in the community. Districts

are, Usually liable for student Ctions .11d-b,pavdor at, community

sites; but you should verify you district's own provisions for ,

employer,and student protection.

Personal injury protection for.students maybe provided either by

the studene, own medical and
accidentscdverage as verified by

parents or by the district's coverage for students participating

in-school- related work situations.
-

.=
12,2

7

Y
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SPECIAL COWDERATIONS

.xperience intareer-educh has. shown that there are` -three major. areas
,

'O':f.cOmmUnityAOhool interaction needing constantattention:
--

promoting awareness and-Understanding of the need for career

educationamong'cktizens in the community

. .
.

providing volunteer community resource people with an easy process

or syStem to help themstructure their involvement
L o

understanding legal constraints that some Community resource people
faCe-le.g.,, labor practiCessand work laws) in providing career

'experiencee for students.;

o
Teachers_canhelp,ay.oidiproblems in these area by considering the ideas;

in thie.set of materials.

Promoting Community Awareness and Understanding of Career Education

. ,

-Raising.community.awarenels is a natural result of the community survey and

publicity techniques suggested in this handbook. The formation of atask-

force comprised of both school and community members to help develop and'

maintain the-Program will ensure that your planning reflects the needs and,

interesE's.of'all participants in the system. The-task force, for instance,

.....W..share:responsibiliwithwther.system-coorAinator-forplannirig
orref*atibn

sessions for:ProepeCtive comniUnity resource peOpie. These Sessions can

.provide detailed infOrmatIon,as well. as spark' enthusiasm:for career- education
----

in your community. '
t

4

Providing Community Resource-People With an Easy Process

r
Community resource people need to understand what their

be--what kinds of interaction with students are desired

They need to be protected from unreasonable demands made

.

sight or lack of cObrdinatir .

. , .

They need suppIrt and encouragement' n what,-Jf

new experience.' The Community Resource Person'
-:a-general introduction to career education and to

students both in'classroom visits and at workplaces. Thgre are de- .

-' tailed sugettione for how'i.o talk about careers wrth students Of all
'

1

ages, '.This guide:ie also'must reading for teachers,

role shOuld
and expected.
through over-

many of them, is a
Guide piovides both
guide to working with

. 7

0
a

t
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/.



www.manaraa.com

t.
Prorating Teacher Sensitivity to Community Consfrgints

_, -A

Reso4rCe people occasionally,pperate
under constraints which teachers may

''... s 4:.'..not-lUndvstand.-
Teachers should be aware; for instance, that tabor union .

-

u.

representafives and shop stewards should be directly involved in planning

stUdent:experiences at' unicsn shops. All resource people operate under time

constraints which the, teacher and students need to respect.

% .

,

, The Community Resource:Person's
Guide and the Teacher's Guide will provide.

. ,

the7System coordinatoe r with many suggestions on how to deal sensitively

with'the community.

,
,.

1

r

ROLES ANO'RESPONSIBILIT1ES OF EDUCATORS

,.

initiating A'S}fSternor cdmmun,ity resource
se requires a peitnership approaCh

1

I

from the very-beginning.
Ate system will need active support froM the

comMunity,Ithe schoOl board, the-school administration, the teachers and the

students. The outlines Of these roles which follow^suggest examples of

-functions these individuals and groups, may perform.

, .

The Role:i5f the School -Board and School
dministration

a

It-14s very important, in 'building. a coordin ted effort to use community

rei',6u*es, to have thel*m-4sdpport-of.the school,board and bOth school,

ancr,_district administration. School boards represent the community's

inOIverrient in every dimension of education. They estabrish'Policies

and give assistancethat is responsive to-both school and community

interests. Equally important is the`commitmeni of school' administrator

ta^ coordinated effort., Key decisions must be made at-this level to

--=facilitate school board policies and provide the framerrk for using t

the school curriculum, ,

community.resourc

7

TYPICAL SCHOOL BOARD RESPONAgdLITIES

.
_. ,

%

K

1. Establish policy guidelines for both career education sanduse

of community resources
.. i .

.
.

.

.

.

6..:.1:-

.

.,

N .4*-'
2. Prioritize funds to assist teacher use of community resources:

and career educatiim programs
, ' .,.,

.

c 1

'3. Encourage Communitypartici
d support through public

meetings, formation of a school/comm ity-crner education

task force,- statements in the local me is and personal"FontactS

. .

18
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TYPICAL SCHOOL ADMINISTRATION RESPONSIBILITIES

. 7

1. Define and clarify policies relating to community resource .

utilization

. 2. Help with,community relations and recruitment of resources

3. Provide for 4 Community Resource Coordinator*Or similar

position

4 Entourage use of community resources by teachers to fulrll
district career education goals

5.. Maintain liaison, with local.Ihd%state agencies that nigh

assist the school with fundingwt;upport, information shari

or resources of their Own

6. Insure, as necessary, that local practices are in compl

with state education guidelines on career education and'

community involvement'

or

;The Role-Of the School/Community Resource Task Force

Perhaps,Onetpt the most productive ways to establish and maintain a gOod

relatibijshgAetween school personneland the,cOmmunity is,through the

,1-work of a Schdol/coMmunity.tatk force: This task flirce should include.

- teachers, counselors and career education coordinators as well4as

.community resource people representihg as many of the various career

areas at possible and with representation from'busihess and labor., '

1 ,

POSSIBLE ROLES FOR THE TASK FORCE

1. Assist in developing and implementing a'Colnunity resource
_- -----sy's'tem .3-- .:.%

--.A.

2. Hell:, identity and gain the participation. of aommunity resources

in each occupational cluster .

, 0

3. Participate in.curriculum development for career education

programs

,,-

4. Holt (and/or help plan) orientation and training work-Shops for
.

Commpn4tyresources who wish to become involved-in career

''1... :04.*tion-proOfms 1

..

...

_
.

5: Assist in gaining school board and-parental commitment to

career' education programs
,

1.9 15
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,

-The'Role of ,the Teacher , , n

. ' f n
f

The 'teacher's role is fundamental to successful use of community resources. _

,

cTeadiers ,can initiate and `follow
throUgh on various plans for community

resource use as can paraprofessionals and older students working as cl4sroom

assistants.
a '- . L

..§

.

-

xl

TYPICAL TEACHER RESPONSIBILITIES'

1.. Understand and implement district policies and career education

goals concerning,t4e use of community rep. Jives . ,

.

2. 'Inspect course out ines and curriculum objectives for,, Ways to

incorporate commun ty resources and add the dimension of -

career development to specific learning plans

4
1.,

3. Know procedures in your school and district for identifying

and using communit resources

4. Prepare students ahead of time and arrange for related follow-

through ,,activities' : .

.

.
.,,f.' ,,,,,,, ..: ,.

--t'. Be aulai6 Of
aagrnaive resources you might Aise if-the-Onet.

you.had plannedonjusing are unavailable

-8; Be alert to imp4tant general concerns such as respecting

Union constraints in community resource use and'eliminating'race

and sex role stereotyping in career guidance
.

7. Brainstorm ideas, with other'teacherS about possible wayS to

streamline the:uses of
resourcesand'comkne efforts to

. achieve interdisciplinary learning activities
.

8. -Participate:in,communAty
resource training sessions offered

. -

by your 'district o

t

' -4
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The ofStudents
.

..

Aile olderstuderits can have significantly more input during the development

of community resource - activities than younger students all skidentscan

-play an important part in ongoing e valuationAand resource redrUltMent.

--Teachers,should encourage students to ask, fox resources they are especially
interested in using, make certain they,know That the program is based, on
their participation and relies on their evaluation and input to be useful,

and provide opportunities for students with initiativeand responsibility to
'helgwith other aspects of the,program, such as being a student helper
during the, initial survey process or helping to:plaaa special career-

related function. All students should 'be encouraged to be as 'involved as pos7

sible, sin6e their support ofithe prograill will,be strongest if they feel it :is

indeed partly their program. .

.,

-9
"`

.

i,,,,TYPICAL STUDENT RESPONSIBILITIES'
f

1.. Suggest resources they are interested in using, either general- -

like aerospace--or specific such as 'a flight controller

-.

2. Participate in individual 4d/ up preparation for etch activity
q 4

3. Fill out evaluation forms after ach resource use to help instructors

make the most effective, useof-resources
. ,

. , ,

i. Participate yin -planning and implementing follow7through activities'
,

4Think critically about their own interests,,npeds,and goals as

'relate to developmental decisions

. ,

SPECIAL STUDENT RESPONSIBILITIES '

0
..S

a.
.

-I, Help build-master list of potential resources during the

preliminalry planning phase .- ,

,

Z., Help. with_survey_implementation io,,,making follow-up phone calls

to resources, tabulating data or participating,, in other supervised.

. school -based functions - -

. r

-Help planpecial ,activities 4

f
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BUilDlprq,A LOCAL COMMUNITY RESOURCE SYSTEM'

-This illustration outlines Ite-main steps to be taken in buildifig a

f. local .community resource syptem. These 'steps are discussed in,
.

,detaiL,±n the fc31).owing pages.,

IDENTIFY POTENTIAL
COMMUNITY RESOURCES

Evergreen Pages
*Lotal Task Force
ParentS
Other Sources

2. RECRUIT VOLUNTEER
RESOURCES FROM, THE
LOCAL COMUNITY

Recruitment Surveys
Direct, Contact

. .
s,

0 -

BUILD & MAIVTAINAN
INFORMATION SYSTEM

Local Directory
(Evergreen Pages)

Central File & Record

PROVIDE ORIENTATION
.E.ORC_QMMUNITY-

-RESOURCE PEOPLE

Corrimunfty Resource
Persons Guide

Workshopi

0

0

0

(

CAREER EDUCATION
ACTIVITIES FOR. ..
STUDENTS K-12

EVALUA*.THESYSTEM=

-Teacher
Student

OqiiimUnity Resource

PROVIDE TRAINING
FOR TEACHERS'

Sufaject.Wqrksheeis
-orn.7-SerVice Workshops:

EROVJDE FOgiT C ERS
EQUE5T FOR,U ri F

SOURCES

Sciiedule.CommunitY,`,
Reibtirces

DEVELOP
'iOLLOW- THROUGH
COMMUNICATIONS

a

*Teachers`
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Coordinators' Guidelines: How to Develop
and Maintain a Locaitpmmunitjf
Resource System

,f,
.

ye will be overseeingAs cordnator, for th community resource system you wio i
.

the' ollowing essential, tasks. It may be necessary to Modify these sug-

gested steps tofit your own situation. Each iteni,cpirespondS'to a step

. in the diagraMWhich appears on the preceding page; F

-,5p-f

IDENTIFY .POTENTIAL COMMUNITY RESOURCES

Your first task should be to find and recruit enough community resources'in
each career area to-meet the needs' of all teachers who would'1114 to use

these resources. You,need'ancrganized effort inApeginning y\pur search

for potential resources. Before.recruiting volunteers t'is easier to

first iAentify and place on file a list of those people who yoU,,will be
.contacting during the recruitment Phase of youl program._ Develop ie master

list of names ..and addresses of work places, organizations, agencies and

individuals eo.contact about participating in your program.

You may wish to use some_formal system for "organizing" the world of work

such as-the B.S. Offite Of Edirdation:OAreer'cluster iYatem used i.14. the
'

Washington Evergreen Pages. There agi'many'sourcesiyou can use to put'
4

this'list together. ,Below are some representative suggestions.
..

.- .- /" -::
,
v-

,

0
i

, e .

a.- Before you begin, find out about other-resources identification efforts

that maA be underway in your area. Vocational educatop.sand work

experience lbrograms may already have done some research"pr,you..

Some "action%learning";programs at the Secondary school level are
.,.encouraging,students,,to-volunteertheir time and energy for credit,

'..,
and organizations such as Junior Achievement, Scouts, Exploring and

4-H emphasize community-related activities. Being-aware of'the
_--

number and'kindS.:Cfcontaets to which biiinessbs and organilation
, X
",haveelready been subjected will Meld much information with minimal

effort and will help you avoid negative re
,

'''resources.,\,

.

b. 'Begin, with the Evergreen Pages. See if-there is a local office or

b}Asines,s,for thoe places,listed'in the,Evergreen Pages. If not,

contact theoffice.or business listed, in the .Evergreen Paged' by

phone.or letter and Ask if there:is a'representative (cr4member; in.

the case, of an association) in your area.

ctions from already strained

23
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he Yellow Pa es of the telept one directory to find names and

in various work `areas. lOon.'t forget local government'

cial ayor, county commipioners, heads of departments,

local diftctors f federal prograiils, police- and ifile departments

dandistrict att ney. 'Look to 'labor unions, busi,nesses, organizations,

civic/and sery e_groups and asibiations WS sources for peopli at

all levels of employment as well as self-employed persons and volunteer-

.1,19rkers. For exile :

Ohamber,of comer
:Empioyment`Secur.ity' 'Department

NatiOnai Alliance of Bupinessmen

:League of Won, n Voters

Washington 0 upation .rpformation

*System Ovosvp, Olympia

LSTall Busin s Administratron

School and ublic libraries

d, Don!t forget parents and retired persons- They represent a wealth

of experiende. Use- discretion--remember some parents --will be

unemployed."-

e. '- Work with your local- school/community
taskforce"seek'their assistance

in implementing your strategy. Their day-to-day business activities

will provide excellent;vbpportunities for
distributing surveys and

making oral presentatiOns to various groups of potential community

resources:

Don't ignore your in-school resources. Be sure to-survey students

and school personnel,-both for resources they themselves have to

offer and for possible resources they may know aboUt.or want the

program to explore.

f.

'

E RECRUIT VOLUNTEER RESOURCES FROM THE LOCAL COMMUNITY-:

A, mailed recruitment:survey or personal contact are two major ways to seek

community participation in your program..-Either one-of these wayS or a

combination may be better_ for ou, depending on the natule. and Scope of

your program.
.

Conduct-a' recruitanent,survey
of the people aid places on ,your master

resource list: Keep accurate records of the resources contacted

(regar,ess of theirresponse) to avoid unnecessary duplication in

*the future A mail-ciut, mail-back survey is an.efficient way to ;-,

contact a large number of prospective' resources. The survey piece

itself can=oe accompanied by (or can be designed'in the form of) a

recruitment. brochure. A sample survey piece and suggested letters

.
can be_found in the Special Materials section. This-suthey.,inStrument_

.:tay alsOl'be ordered .direct=ly from the Office of- -the $Uperiniendent of

Public Instruction. - An order blankll*.46en provided for -that purpose.

These forms and samples require your kpecial attention regarding an

,,appropriate return press on the survey instrument, return-postage

r r,

,
,

24.
r..
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7 .

i
. , 7.. .

.. 9

4.

(ether "placeistamp here", or business reply account number), using

....,-....
, ,y9 r sshool.,districe s let6rhead for Cover letters' and generally

tailoring these items to y.Our. .prOgram's needs and lequiremehtS. 'The

materials should be evaluated for, their. applicability to your program, ,..

the number of resources y6t. are contacfintj -and Specifil6 information ' 2-i--ti"

you want iAt response. The sample survey proVided has .not been designed

to quantitative statistics. The information ie seeks-is

intended for use ih.your 16c41 resource file. As completed survey

. ,
are returned, enter information in the' local' rbpOUrce system.

.,

If you have the Sillancial4r personnel means aVailable:r. try to make

personal contact- either by phone or in person with
an

resources

.
in connection with your survey effort,_ either as an initial step,

Ito introduce your written survey or as your means of actually gathering

resource information., - Personal contact gives you the opportunity

to tailor your requests to the individual. Responsible - ,

students can help extend' limittd resources thrOugh a telephone

campaign, but theyzw ill need0fL aining how to..:-condu4 the phon

palls and answer' questions' pout the program.

. . An informal community survey technique (i.e., a questionnaire in the

weekly news/shopping guide or a _letter home to parents) will also

provide access to .self-employed people t

c. Direct contact: talks and. presentations. In addition to your survey

efforts, talks and presentatidhs to community resource people will

help to recruit willing, participants. Direct contacts through your-

...task force members attending luncheons, conventionkand/or .regular

dayz.to-day4bus iness mee tihgs7!to present yohi ptx.'ogrannind digt*j.hate

. . your survey instrtment' ca# be,especially productive means of obtaining

community participants. t;''

4
Plan the follow-through for your survey as you prepare to' conduct

Once the survey has 'been distributed you will, want

follow up on nonrespplidents

-I

analyze and code res onses

AO serid-notes Appreaation to all respondents

PedPle, often forget-,to relrn mailed surveys. Allow roughly two weeks>

after your original/contact pr mailing to follow up on nonrespondents and

urge them to complete their,sUryeYg. Be prepared to send out replacement
,

survey brochures for thoge who have .misplaced the originals-.

As respop4ses, come in, analyze and aide each one. Those indicating ,a

wiliingneis to be involved- should be placed in the Central Resource File;

those. not Able to participate should be filed in a' special listing to be

c9.ntatted at:4a later' date.

' 4
.

7 ".
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Pe sure to send a note-of appreciation'tq.all respondents,'discussir4 future

contactwj.th.those wishing to participate.
*, .

.

e.._.
...

.

., .

7.7.7770.7.7 Followtprough.may
fake'mari§ forms, but 'whether you choeSe'to use di'rect
,,A

contact; or Pbstcards, you will need to consider: timing, the , ..,

..., .

number .of elpers you .have (don't
forgetfo'inCRae-stuAghts) aritl'A':;'-'' '

how td re pond specifiially todifferen.types of resources. Various

, .
- .

'sample4 tters and postcards appearing in the Special MatIr4als

Sectioh this handbdOc demohstrate 'some of:the,differene'-Approaches

which can taken with pbsitive and negative responses...1nd'

conresponde . - ,

-.. '

U BUILD AND MAINTAIN AN:INFORMATION SYSTEM.'

. , >

, % , . .
- .t.,,, !, * ' -st.o..!^,vey -.4. .-m,.:,.? ,:,,-

:i._ Once yolzhave sollectedinitial info fion and recruited volunteers you
.

,

heed 6-establish:ariaganized infor 00 sygtedao that teachers can

begin to use the a/ailable comm y resource persons. Thee are two,
ted here: the

basic components to the local information system-presen
, .

Central Community Resource File and the Local Evergreen Pages (your local

.

,

community resource directory).

. The Community Resource' Central File. and Record
.

,

Developing a central resource file which acts as a.clearinghouse for .

use of community resources will help,,to fac4itatelan.effiastem
'available:to alf4.teachers and avoidOproblemS like overuse or undrtIse---

of,!-a community.reSource.
.

,,,_,_

(

i

,,,

.
The location and responsibility for maintaining and coordinating the

. =
,

.
resource file may 'vary depending upon the size of the.school district

or thservice area using the. system and the nmmber of schools and

teachers who will be using the system. \ The. file may, be in the library

of each building, a career education- center, the district office or

o,one building serving a group of buildings. , In determining:location,

and respOnSibility, you.will need to determine the parameters of the

.6?

4 V,

4.,

service or use area,
o

4

The format for.this part of the system'hs e5;designe0 to accomplish

two objectives,
, .

.;
.,

.

first, to Serve as the central-file and record,of information

on commtini ty,resourcesmtich may be used y.Many schools in--a----

district; and .

, . --

>4
ip. second, to'

is-4erve as a "log" or record for monfftoting. e and

evaluating effectiveness of communiWiesoxces.in a ootdEffated

nrner for all teachers. .

-

.

*4
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0

,,
`Information for the central file should come from the survey.

It is suggested that the information in the community resource file

be-maintained in three-ring notebooks (or file folders in a large

system) to allow for easy reproduction, accessibility and updating.

C

.
An alternative would be am index card-file system: EaCh-cokiounity

,resource identified shOulA have an, individual page or file cafd,

Sample forpts and camera-ready masters are included in the SpeciaiT

Materials section of this handbook.,,,;

b, she' local Evergreen .Pages (Local Resource Directory)

4

r.

The local conity, resource directory is different from the- state --

wide Evergreen Pages in that it should list only local-tx=mnity

resourceg which have indicated they will participate in career

education activities in your sChools. Your *teachers need mre

specific information for their Rlanning -than the statewide directory

provides. 'Ike local directory lift contain muchrof the informatiod

to be found in the Central co--7-ru-,ity Resom-ce Zile yet it is intended

to be-et "tart of the system 'which can be ot8iished and circulated to

teat-.ers rather than just r-Aintained in a' central iccaticn. In o---,31

districts, this may be a simple listing. It is suggested that the
At,

directory be arranged in ralCh the same way\as the statewide Evergreen.

Pages---i.e.elby occupational cater with n alPhabetical
stii.-rller, separate director: w l not be as easy to tpdate as

the central resource file but shouLldlbe codat'a and reproduced

dir ally Camera-readyjmastersfor the loPsic format of tbe.local.,:\--

resource azr-..e-az.r...itlaed in the Special Mater4,Al'section. --

If yccr.tChool or district not ylt prodtced a local directory be

suretto trovide some kind of access ±.7pr., teachers to a central -or

b'4 g Eile-of rescPsces.

0

PRCTIDE ORIENTATIOi FOR comnITT ESOUrn:Cii FECT/E

- - .

.08e, ef the-most important estacts of this resoorce ..-b::ea is ml-ing '06

temor4tml'ommfort-able for volecteer cm-,It.-s to share his resoorces with ----

=dents- Fer.tbis reescr6 the Comm-mit'? Sesoortp ?em's 13zr,Lee has been,

creeneget.. Teo cam efler snleance to resocree ceocle throoth this :Ircmk

ern3 1:-'4-z-..-zoitl a soefth'ai.
criion 1.a-shoo whisdalbor_2.-a sponsored by the

. -se= edocr.tion task Vie- It is exiteniely-'-iPly.fni to haxel...cJ.a.j im-

-zoireare: f.rmo the tembers.--z-yotr,f-troe in both Leveloying ana to-

i

taezieg vi trir.--t*LZ- Eilans - :

,
.

- e
... ; !11141

s...
-

.

a... "The :a=r-ity zets= Persnes -.1c.i5C
.

_
Mocazdegeir: the Vas."-- State rtmlr-,41.-7 ses,===e z-. .b, ,-71:7-ie-lais .

is a setarate ImeN1'.:2.timo t.:47 Lea the C.J...11.rty 7estarte 7er:son's .11=iie-

.

9

6
2"-' 11 cr
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cIhielIs.people who will be participating in your career. education

activWes about; the program, what their role is andlow to eff ctively .

participate in both in-school and workplace activities when'r ested-'

to do. so. Both preTgram coordinators and teacher should'be one-familia

wAth the-handbook.
4,t

, ....\ t .

b. Orientation Workshops*

Ideal 'task force members will help sponsor an orientation s-

`.Shein.assistance and attendance at an orientation session.can.prdvide

tangible slipport for the' program and encouraged6mt to the other resource

:,zpeopre in their questions and reactions. .. ,

...

._
.

An evening .ty workshop for resource people who have-recently.

volunteered Participate can be'a good way to introduce these people,

.tp your career,education orogram and offer them a chance to have their

questions answered about conducting activities for students:
. A

vie ,... \min wofkshdo several teachers might present mini-lessons on

how resource petple can talk to. students CK-12) about their work, how

to conduct a field trip (emphasizing peoole and vrn4t they do), or any

topics related to your program:.

Cam'-'`
session could be a profitable tyre to.annlify suggestions P-iesented

in the Community Resource Persco's Guide and stress hints for preparation

that. win help resource'oeoOle (especially those 'Lew to dealing with ---*

sr...1,..-s) gain confiAP,nce in their abilities.. Role playing and =mpll

gap dis-cussicos can soretite gble effective teenniaues depending on

- the size and coarositicp..af your croup. Uhemeyer ocesibli try-to keep

the nimber ofgpaYticioamts in each workshop c-11V1.1 so plat each person

. will receive addeclueaztenti6n.
Allow time for in*,=33 fa'&5calssicm

so.vecole can get ad-1741-ted over cdffee or refres.h.. ...

- -
'-

.,,
. k

.

.
..

E511 PROVIDE TRAINING EaR TEACIE RS

.

-t

Mete are several points im.,:theo.yamaimg process
where you will need to

intact oaoSeiy with the rem to show them how the eystem works ani

Itp =vide sndloort and direction to tbem it r niatning for weer

.

0

Start .y distrihzting
n spenai roa.1 .47-er's accide. 4F=s is -rehas.1.=

refereoce s.thcQ1 staff should keen. on their daSks. Your :to.h is to--.
. . .

)

sale.' s=me oeaChe....---AA--.4 the .,-,=ld tie the =se of nall.m7r 1

mesm......-e:,. with specnIto career eon goals. Er: the educatlonala-

* see siElzinc r6 relaii=ms ideas on hual.f.mg a tae..k force
--ty locrhocs Sal
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purposesof these activities are not clear, school requests will soon

?lose credibility.

b. Make sure teachers know how to use the system. If there is a central-

file, do teachers have access to it? If there is a local Evergreen-,

rages-directory,. do teachers know it's available'?

c. Encourage teachers to Share ideas particularly within buildings.. '

There ai real advantages to coordinating the use of some resourtes.r---)

!

*)

Two odtlineswIlich follow inciud some of the kinds of topics you'might want

to consider covering"at teacher in-service training sessions..

6

To;

a a,

4

t.

,
to

.

.
A

.1'

ti

0

. Z5
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Traibing TeachersAn Now to Use Community Resources in.

, Their. Curriculum

To enlist teacher support froM the very beginning, show them how

ommunity`tesource can nelp make their instruction more effective.

Help them clarify
their expectations and objectives in using ..

community resourc

I. IDENTIFY GOALS

A. Review gen ral district/school regulations

(e.g., policy on career education, budget allocations for

career education, transportation,
insurance, field trips,

.4" speakers, cklearance for controversiesources,

individual student trips-nto the community)

B." Brainstorming session

1. Break into small groupg (consider

a
departmlnt or subject matter)

2. Small croups brainAtorm Fesponses

quest:. -is presented under "How to

in the ether's Guide.- If other

grouping by

to the list of

Identify Resources"
pertinent questions;

arise, discFass then when the ,grotTs cc together to

exChangei ideas (step 3 below)

3. Groups reconvene: co-are lists, questions

Therlsource use system you develop will Provide for an overall

unIty of encroach, er+n though you willfind teachers using

resources,to meet men4 different curricul= needs. Your purpose

with these hrainstomm4ng sessions is to stimu/ate and clarify

thin:tint. Have socetdzie type and distribute conies of resulting

ideas for tdathi:rs' later referenoe:

II. iliALYZE C21.1EZZIS ;

A. .-...strilaes'imfl-dp a simple
de=ostratitc of the four

methods of career analysis outlined in :he Teacher's

Guide. Ea the'teadhers develop each o t:ree methods

ov thehlaCkbpard
neusorint on the uall) with

ut c,-nn
var4ations As

cc or - .

program'ctordinattri help them see the less standard

aporcaches they might consider. .70

B. liczrk t1-rcug* a Sct:ett tc=k11-..eet in tie Stecial,Materiall

sect:1cm_
-emanstrate how it cam helm-the:mare-think their

tun s-.7.h2ect,arCtes: encourage
see btu it can he

them tt redisccvier other schject areas in different ways

that may in with-3eeir tun.
1

-
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I
Training Teachers to Use the Commupity ResoUrce

.

Information-System

,0' ,

After you have planned your'approach and system you wi/lAfind,it '

helpful to have a training session with the teachers. Whether

you use a training session-or,have other plans, yoU will want to

provide the teachers with, a written list of what will be expected

of them in using the system. Sample items you might want to,

cover include-- . .-'

4

1. Techniques for resource gathering. the syste6 will use

2. How toinitiate a resource request

3 Teacher, responsibilities within the system (e.g.,

evaluation reports)

4. Central information process _ .

S. ACCOuntability aspects of'maintainingthe,system
6. -Specific ,suggestions for relating to resource people

(using the Community Resource Person's Guide as a

source book)
7. When and hew to use ,cocmunity resources

6 PROVIDE FOR TEACHERS' REQUESTS FOR USE OF RESOURCES

,
, -,----

-7, .
. . 2t..

Cue of the key factors in your Program design will be. resolving issie

-of ha.: to provide teachers with the resource-information they need to use

the system. How will teachers find out whAt resources-"Are avallable'to,

them? How will they actually request' tine Use of a specific resource?' 1.

How will Lse of a resource be evaluated and recorded for future reference?
4

Accessing the InfOrcation.'
2,

e

b

Teachers need access to the information in the central resource file. You

will have to determine ho to zrovr.crec-fiat access mat effectively. This

'nIght be resolved by (a) providing teachers 1,4th theircuo cooies of your

local resource directorythe Local Srvv.r.een Pages. (b) having a cepy of

the directory' for each building:(0 de six' scce procedures whereby

teacilers actually lock through the central file to calm their ipfcmmation'

or (d) letting teachers ,..1-.t.t.their requests over to th4 comcnnity resource

_occrair.-..r, who searrt,os the central file or directory for a rescrarce

14.....4.1t. meets the' tegchers

1

Reirsesting Use of a-RZSC:40'L'S

.,Jceteachers have been given access to a listing of the rescrAes and

har:s deterd t- se im7which they are imterested, they will need

wa
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.

?

procedures for actally Scheduling the resourde. Your syst may call for

the teacherto carrythe reipoillibility of contaating'the res r @ person

andmaking-alt'arradgements directly.
If this is the case you will need

feedback procedures to ensure that the use of resources isOarefully

recorded in the-central.file so that resources are not overused.

a

r
. 4

Another option is to have each teacher submit a resource request to the

Commnity Resource 'coordinator 'at a district offiCe."Or central location.

The coordinathr makes the initial contact with the resource person and

then'turns responsibility for final arrangements over to "theteacher,,who

contacts-the resource per rally. -:' V 7
,a .

Recordin§ and Evaluating - Resource Use

Finally you will need to determine procedures for evaluating the'use of

resources and recording appropriate information in your central file.

'Decide if teachers are to keep track of their own evaluation ItTus or if

tney will be handled in a central location.
Should the teacher be

responsible for transferring 'evaluation
information over to the directory

or central file? Will there be a staff member whose regular duties include,

recordkeeping? Regardless of how you set um your procedures, the important

thing isAthat evaluation is handled in a consistent manner and that your

central file is kebt current.
-

t

U DEVELOP FOLLOW-THROUGH COMMUNICATIONS

- .

Among the suggestions which follow, some are basic -ccononentsof any

community *source-using program and,others are simply good ideas. Itarl

with, asterisks seem essential to the life and health of your program.

41. CommmnicationS het: wen teachers`:

a- :central resource file **''

b. eva4atLIT file
c ..' local re7sotmce Airectort-or- fisting

_
inrormal-taik sessions
in-service training sessions ,..

et;

Between teachersmod,coordinators:
Agtnitoring of central file page

coordinator
evallmtion file

.

coe-pa4 sheet (newsletter irregu_.

idetts synthesized from various tea'

interest and imaginations and Share

ideas 1, '441t.

in-service training sessions

d.
e.

28

*b2,

a.

b
C

d..

by community resovrve

lax intervals) of
cmer inputs to spark

especially good

4
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'2,43. sl.Betwe school districts ,and funding sources (when

-,,-.

,

Rate)
i -1 -

r aparo
"....

.

.,a, t i4 sheet of-site us'(see form in Special Materials)

. ..*. ...' b.
representative copies (no more than ,3) of central file

.

pages on well-used sites

c. news clips,, letters of thanks or endorsement from

satisfied or enthused re urce personS'

4. Between schools (or between districts, depending on the

14ve1 of your program) :

a. bimonthly or quarterly report from program, coordinatOr

--on results from program; to increase communication- so

thattover-straining of resources is lessened

5.. Between schools and other large communliy,resource users

(e.g., Scout group or 4-H Club using the same resource

pool):
a. meetings between coordinators to avoieStraining

resources

6. Between school and community-at-large:

a. school-community task force on career education . --A

-b. newspaper, radio, TV public relations spots and articles

(maybe start your own column in the newspaper?)

c. school open house/career night --displaying follow-

through projects, video-tapes of speakers/field trips/

Interviews in booths, a few guest resource people who

are excited about the program, maybe an associative

game Pointing out unusual career ideas. and /or

associations
d. _joint session with teachers and community resources

Or

8 EVALUATE THE SYSTEM

For any system to be continually effective it shodld be evaluated by

everyone involved: 'teachers, students, Co==unity resource People and

persons responsible for administering or maintaiping the system.

criteria you night consider in meastiring how well the system works should

indlude =ore than the number df people'ilavoived in various ways each month,

tbough-that infor=ation is good to report in district_newslette3rs, (n*Mber-'0

of Cor...rce bu/letiW, labor newsParerS aid so.on.

Eere are some subjective things to loOk'fort

,e Are curriculum outcomes being =et?

Are People satisfied?

33
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i.
4, Is the system responding quickly enoUgh

, .

...2_, .__..

--Have we, encountered any unanticipated problems?
i

:..

' i i Ard costs within prescribed limits?

4

If your district has prsops qualified to-help on evaluation, ask for their'

,assistance through proper channels. Keep your oWn eyes and ears open..

_Remembe..that the purpose of evaluation is to make the Systfm better - -not-

pinpoint blame.

Sample forms and camera-readyMasters for some-types of evaluation are

:included in the Special Materials
section.,,z.Decide,how you will distribute

and file this information so that it gets used properly.

.

. .

COMMUNITY RESOURCE COORDINATOR SUMMARY CHECKLIST

'Below ip a summary of material .presented in preceding p'a.ges'forlbuilding

your local community resource system. Use this checklist format to be -

sure that you have covered' all the necessary steps.

Curdinate Your Planning.

Familiarize yourself wi.th,existing district policiesregarding career

education, field trip clearance, budget allocations, insurance,

transportation, parent petmission, clearance for controversial resources,

etc'.

0 Review all meter/ his provided in this package so that you will 1:;'e

familiar with their use and contents, giving special-attention to

the Teacher's Guide and the 'Community source Person's Gtirde-

...:1

0 Seek input from teachers,.students,<parents.and community people.

Involve a co=unity/school task force from the beginning if possible.

. .

-

Pfan yopr ruource.information system. Active participation by'your

advisorymo during the planning stages will cniure thatAe-syste.11.

will meet the needs of all involved: teachers, students, ccrunity

people, parents, -administrators and support staff.

.
.

.

0 Plana training session or some equivalent; to make sure the'teachers

are familiar with the system and what's expected of them. Provide

t written str-rle.ry, or list.

Identify Your Resources

0 Irmient poifr system.' Lock at your-school forobidden resources.

Build a team to s-zrvey the commmity. Ask teachers, students and

-- -34
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_parents for help.,USethe survey techniques you have developed to

contact- organizations and iedividuilS. Take-a'walk in your,

neighborhOqd.. Use special directories. (See. detailed'suggestIons

in the item on identifying rekmrcps, page 19.) ----

e'
.

Keep accurate records of contacts. Be as'systematic aS-you' an to

avoid dUplicationlof:effort. . ,

'...

.

. r,
::

- Publicize the beginning of..ypur program in the media. ,Encourage

interested potential resources to contact you for'more "information.

Using What You gave Fouhd" NN -

, . .

0 Arrangefor someone (yourself, another staff persqn or students) to

.transcribe the information you're repeiyjrng back from your inquiries

onto fOrmat sheets for the central fi6 (or Into whatever other central

information system you plan to use).
A ; t

0 Set up your per-gonal file system (index cards or liotebook) to keep

track of problems, interesting side'ights, etc.
.

.
-

,.

0 Consider initiating a one -page periodic "idea She4t" to distributeto
teachers; share inforMationon new sates, on exciting follow-through , ',,,,

-_-- ideas and 'miss cellaneoug tip's and reminder's 'that you 'have' gleaned from",
,-

the central log iI other sources. f ii.
. -4

-..._:..
.,..,

...., ,
---

% ,_,..
. ^

Follow - Through
a

. .1.N

Maintain contact with other community resource -using groups.
L .

.
. .

2,
-- i

.

0 Monitor use levelg of resources. When'a resdukce-or site shows signs
,

of over -use, target similar-kinds pf,,,resourc for development to ease
- . i

the strain.
4

. ..7.- . . ...).

.

,

. ....... '0 On a regular basis (jointly'dete&i.ned by he Cbmpahity Resource

Coordinator,%administrationand funding -accountability needs) prepare

a tally sheet of resource Use.' Prepare appropriate: accompanying

materials As needed (e.g,, newt clippings, letters -of .endorsement

%. . from enthusiastic resource Reople). ., .,.__, N

4
:-'

sN , 9 S.
N t

ElPlan Public.relatiois
activities with care to foster the Most positive

r.comunity/school relations Possible, Well- planned public rkationa

smotS in the media and-a gew_ComMunit1=involvement activities (which

tilemselves should receive coverage), coupled with regular good relations

with 2esource.peoole, can go a long 1...ay 'toward garnering strong publid

support for education in general and yourrerogramjn Particular.
.

00 Evaluate the whole procegs and make adjusMpeilts as needed. Plan ahead

for more effective extensive ampriaches..
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Framework for .Effedtive" School/ \

Cottimunity :RelOtions.

!: -
.11

S
.

-

. The, use of community resources in,career'edUcation.cad be ,ecataZyst for

bringin,g,sChoolsand,communities closer4fgether in a more mutually _

: supportive way.- domMunity resource.personse students, teachers and"'

administrators )rill inevitably get to know each other, in"new ways. This
K.

,
increased cl3mmunication can contribute immensely to positive

:

schoOl/
,

. , s.

community relations. .
. .-

,

,
:

4.,-In recruiting and using communit4xesodrdes, there must be formal and °"

informal channels, through which communication and interapion't4ith the

public is kept wen and productive: Warming and implementing thisflow

of communication is good community relations strategy for oily schoOl or

school system.
-."

.

46

-

Planning requires ,nalysis.of several gUastions Who are the various

groups'and individuals comprising the community andhow cap schools'-best

0.
communicate with them? How can'school personnel inform ciizens and

receive feedback from them, about school pOlicy and. programs?

:
. ..

. -.1. .

.

,

Following are some suggestions and guldelin'esfor planning and facilitating

an effective
community.relatiohs'strategy related to the use of community,

resources in career education. Many of these ideas-may already be part

of your-School activities in.dommUnity relations. The Community Resource,

Coordinator shoa,, 3d be aware of efforts 'fin this area and complement and
...

strengthen them-where nosSible. .

c

A

WHO IS2THE COMMUNITY
2

The cioMMunity cane definec3 as,.aZZ people in an area who support, use

or affect in some waira. school system. 'Whatever theSize,-.101) or 100,000

peonle--a commuAity is made up of diffe rent geogra cal and interest

.-..'gioups. The was a school comaiunicaieswith eadh. these groups may

differ according to the group's siEe, purpose and n ed. In general,

most school should considerthe following grolipS in their

communication-process

all residents

, _cocimunity leaders, and public official As'

4
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groups\and organizations

parents and student§

your career edUcation community resource persons
.1

.

your!schoOl/community career education'task force

-. .

YOu may have different
reasoni-and purposes fox communicating with each

.. of these groups, Particularly in relationto,career education. In other ,..

:1-words,,, a commUnication strategy
is a plan totcommuilicate formally

with , _if 0

.each of these groups at one or more "times thrOUghoUtthe
N -...,

.Year. ' .

. ,

) ..
.. _....- \

WHY SHOULEITHE COMMUNITY BE INVOLVED?
.1,

_
.

.

You may.Taish to_acbieve
several. goals in your communications with the

public regarding career education. ese.may include:'

0 .keeping the community informed ut the purpose of career

°education and how it is being imp emented in the local schools

or school district

* involving the community in evaluating the career education

prograin and/or assisting in curriculum development in this
i

area'
--.:,-

7 '

.

iinvolving the community in participating in career education0

by serving as community resources .

involving the community in solving special schooWcommunity

problems or determining
policy-regarding career education

seeing the public's support in providing financial resources

-necessary to implement career education

-

HOW. SHOULD THE COMMUNITY BE INVOLVED?

People Can get involved and share informataoh either one-to-one or-irr

groubs: In a large...4nool sys there is li*ted time to interact with

.citizens on an individual bas If carefully planned and facilitated,

'however, group oammunifcatio
involve large numbers of people in a

short amount of tiMe and ye ac ve a quality' exchange of information.

O

34,
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llowin6 are some methods for personal and grotp communication that '.

ggest how to involve different sectors of. the- public in your school's

:Career education-program:

Community Workshops

. t .,
...---,

.

, .

An evening Community workthop held several times,a yearcan bean excellent

way forqschools to-invite interested residents and leaders from the local

community to work with the school staff in planning and evaluating the

.t...R....*Do.1 Career education' ixogra
.,

.. ,4
. . . . g

smallThe workshop age a s ould in sude interactive working sessions in mall

and large group , not just speeChes and presentations. Questidps Should

be carefully pr eared for group discussion and feedback to give' the school

staff'useful info 4. iron concerning -what the community thinks ;arid feels

About the ,sch 1 p .gram.

A-typidal workshop
this:

.

format on career education may look something like

7:30 Dm

8:40

0

9:00

LCORE

Introductionto purpose of the meeting.

PRESENTATION

A prelentation might include a.-brief
overview of the career education program.-
Slides, transparencies, graphs, maps or
other audiovisual aids could be- used to make.

the presentation interesting and.

informatiVe: In-formation sheets or

neufsletters could be handed out.

GROUP OISCUSSION

Groups of seven-eight people could be forted

around tables. Each group should include
both educators'and community people ta allow.-

for- maximua intqaction. (Tableis can be set

up ahpad of time and used as the seating

arrangement for4ele,workshop instead. of the

formal thetre-style arrangement, which c

aten-inhibits informal mtmuniaation.)
Each participant r4eives a group discussion
guide with'a series'of prepared. questions

.
: (continued)

33

cy



www.manaraa.com

-3.

,

'9115

.9:40'
-a

ti

f' t. ,

.1 -
. <

_This,general workshop format can'be modifiedto fit a school's partiCular,

Program needs. It. is an excgllent frame,..4Ork for an-iliteractive meetilg

that.endourages people to-work together in.groups to identify needs"

evaluate
ideas.andydeteimine goals, r objectives Or tdsolve problems

for-many different situations. This forma.sUggests a process; he
.. .8

content of the-Meeting would depend'on each ituation,.
:,...4

a #, :'

IgTfterally no more than ft:air questions).

Each group chooses a recorder to list the

results of their dicussion. Each group

could be asked to prioritize responses or

ideas to determine vihich responses, the ,

group agrees are the most important.`.

FEEDBACK FROM GROUPS '-

At the close of the groUp discussions, group

recorders give'brief,summary reports to the

whole workshop of th0ir groups' ideas or

responseS tdquestionS. written recovd

of these - responses should be giwn to 'the

meeting `sponsor to be documented and used -/

by the sphool.iri planning or ,evaluating the

career educationoprogram:
,

INI3TV.piUAL QUESTIONNAIRE

4

A short -c
could be prepared and

completed by each participant to gain the

thoughts and opinions of each individual at

the workshop.

SUMMARY ANDVADJOURNMENT

The workshop.moderator summarizes the

inforqation produced during'the workshop

and reports to the group how this

information wilt 4e used'and reported
after

the worksjlop. fhe formal l-plosing of the

'..session could be followeds,by informal.,

discussion and reireshments.

ti

Orientation WOrkshop for Community Reouras
51,., i

AC

r

The same 4orkshop format
uggested above can also be

i-meetings with specific groups or committees since .it

group discussions and group and individual feedback.
4

r-

/36
39

usedjOr working
combinei.preentationsy

5.



www.manaraa.com

Ah orientation workShop
'recruited community:reso
an- opportunity to meet

7, '

.

ould be particularly productive for newly
ces. 'This wduld give these volunteer adults

hers; and other school per;onnel.and receive

guidance concerning ow`they can be effective resource's for students

either in the claSsroom or at their workplaces. '

The Community ResOurce Person's Guideoould'be introduced And reyiewed
e

dur.ng this session. presentation could,be'made About,the differeAt

,wayS-resource,personshay be asked to share their:career,experiences with

students. Special proceduresand regulations for students visiting

r workplacesih the, community could bereviewed and discussed with input

. -
from communityreSoa4e people .';- ','$t_ ' : ,-

leachers and resource .persons could form disCussion'.groups,(possibly by .

career.clusters)"and.share.information about learning activity ideas in ''

each career areamabe,eusing thesubject.worksheets included-in-this

4package'oOnaterial rIlir:', ,
. -

,s--

,to n4wv--:
4.:.,:....s.,.. 3,, :; .

.
...-, .

School /Community Task,Folece on. Career Education

This handboolcha.already suggesteAthe,formation Of,--AschOol/comiuhity'

task force on care -r educationiparticulariY for:the.purpdSe of helping

to built and mainta'n the cpmmunity'resource inftmation system. This

task ,force can`prOvi e
between schools and

Task forces or advkso committees are popular, ways to-involve the

community, bUt they. c ,'becoms burdensome or frustrating,experienceSI

.
either to their meMbersor'to the: agency trey serve:. This canustally,

.be avoided by careful pl*ing and management regarding7fdur.aspedts of

taSkjorce organization:%definition.oCthe'task'force role and

--fesponsibilities,..Members4p selection, staffing and-meeting atrangemehts

and use of task force results. Task force meetings could be conducteAW

ping -a -similar format to that desCribedeOn page-*

a Continuous and consistent communication link-

e community. s

r

4 "-

-.

Role and Responsibilities -

';* '

A. list of five possible roles for a career edudation task forde-..are

suggested Okapage 15 of this handbook. Many taSkvforces have failed for
...

,

Jack ofa dear definition of purpose or role. A,school should.carefully

consider and put in writing why they aret.forming such a group andwhat

they expect
.

to achieve through its effortS. ,
.

,. .
n

..
, . ..,

For instance,lif-you assign, a.task.force the role of the school

in developingtand implementing a community resource sygtem,'"thenext'etep

would,be_todetermine specific responsibilities for members of` the task.

force. You might ask each member to-11104 build a list of names and,

addresses of local employers to be usea in the recruitment of community

'±esources,,and/or-you may also ask this-task force to sponsor specie,
.

t*.
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