. shoNs AGENGY ' Bational Inst. of Education (DHEW), Washington, D.Gor

3L

A

A

- R DOCUMENT RESUME - . .- -
P Bp 150 2997 . 08 ' CE 013 251 e
2*;;;1;2L&,\ : Community ResSource coordinatoris Guide: Washiigton )
e, D .. State Community 'Resource System” for Career® A
S e : Education. - ' ‘ ’ . . a
;..o "INSTITUTION ' | Northwest Regional,Educatiogal tab., Portland,: . "
ARV Oreg. i ; ) . . : .

Washington Office of the State Superintendént -of

L Publi¢ InStruction, Olympia.-, ‘
" 'pUB BATE (751 - o PN
. NOTE_ .-~ - 44p.; For related documents see CE 014 251, CE 014 N

. .- ABSTRACT :

N

P R I
.

<

“.managing asystem for involving the local community in career

.’ evaluation. A coorainated,ggystelatic-appgoach~is offered. for ]
:;{a-iagntifying'and'recrniting community :esogrces,.prganizing this .
" information into local directories, providing orientation and '

253, and CE 014 259 ; The Washington State Community .
Resource System for Career Education was developed by . s
Toner & Associates, Inc. : - ‘

i LY
~

EDES PRICE ~ . MF-$0.83 gc-$2.06-Plus Postage.

DESCRI PTORS Administrative Personnel; Administrator Guides;
C xCareer Education; Community Cooperationj Community .

Coordinators; *Community Involvement; *Community
Resources; Community Role; curriculum Development; :
Elementary Secondary Pducation; Inservice Programs; . .
xprogram Development; *Progran Planning; Resource | ‘
Ct _ Materials; *school Community -Relationship o
IDENTIFIERS,.  Washington " ) ‘

.
. . . . A
.
N ad . % >,
. .
<

. o, This handbook inclﬁdes Sdggesfiops,’guidelines,,and
techniques for helping a school or school district in planning and
edication activities for students in grades K-12. Guidelines:cover -
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ffidnd;roleéxapd responsibilities of educators. The handbook provides & o
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%" 1pcal community resource systes; which_ involves identifying potential °.. o

?,cbgnnnity’resources, recruiting volunteer resources from the local ~
\,fcéynnqigy,,bnilding and maintdining an information system, providing o
‘orientation for community resource people, providing training for - A
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‘phe. framework for effective sphool/conmunityjre;atioﬁs.is also
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The WASHINGTON STATE COMMUNITY “RE'S,OURCE; SYSTEM FOR/CAREE'R EDUCATION was
developed in & special project for the Office 'of the Sugerintendent of!
public Instruction, by Toner & Associates, Inc.,‘Seattle,'Washington
with thi’agvice of the Cbmmunitg Support Task Force for Career Education.

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

Northwest Regiohal-Educatjonal Laboratory, 716 S.W. Second, Porglahd,

Oregon 972Q4 in cooperation with Toner & Associates, Inc. "
) 7 A

This work is submitted in confidencé and has not yet -been pubfisbed.‘-The'

recipient recelves the work in confidence and will use the same Q

nly for
the purpese for which it is tendered.

~o

1
v

The work contain®d herein has been déveloped pursuant to a contract with

v

the ‘National Institute of Education, U.S. Department of Health, Educatdion .
and Welfare. Thé opinions expressed in this publication do not necessaridy
reflect the position of policy of the National Institute of Education,

and no official endorSﬁment by the Institute ‘should be inferred.
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" The Communlty Resource System - -
-~ - for Career. Educatlon T AR

. THE -WASHINGTON STATE COMMUNITY RESOURCE, SYSTEM FOR CAREER EDUCATION is -
a compendlum of materials 1nclud1ng ideas, guidelines and methods that L
“Can a§51st any school or school district in planﬁing and managing a
. system “for 1nvolv;ng adults from thHe' local community in career educa- ¢
. - tion act1v1t1es for students in grades kindergarten through twelve.
. It ig. de51gned to be adaptable to existing programs.
[ - . -
~The COMMUNITY RESOURCE COORDINATOR is the name given to the person (or
persons) responsible for planning and coord1nat1ng thTs system. The ‘ '
coordinator should become familiar .with the complete set'of materials
de51gned to‘a551st 1n developing this system. The materials-include: -

. ! . X
' 13\ . . .
-— - - I -

. .‘THE COMMUNITY,RESOURCE COORDINATOR'S GUIDE} ' .

LA
-

A handbpok- including suggestlons, ghidelines and techniques ~ -
L for use' by the individual resp%n51ble for coordinating a :
- " local community resource system from 1n1t1al planning and
organization thnough 1mplementa¥10n and-ivaluatlon. .

3
¥

"’l
)’
<

v,
" st ,

;
- ~ ) ‘
THE TEACHER'S GUIDE H é? *

« A handbook including 1nformatlon, 1deas:and methods o . ‘ o
. . help the teacher effectively utilize coMmunlty‘xesodrces.
) The focus is on relationships between. currlculum subject )
. .areas and career development. Suggestions concernlng . ‘\\

. » -
act1v1ty preparatlon and responsibllltles are 1ncludéd. .

. ]

N .. ) . . oS . \'v‘* da - ~
RS 3 . . . - ‘ - Ty
oo / THE EVERGREEN PAGES : . ‘v
A statew1de d1rectory<9f eommunity resources. Inoiuded are'. “

_;, ' syggested formats for organizing a local directory and cen- °

. .tral flle of community resources. , '\\
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"* Do . adults 1n the communlty know what is expected of them when

N wdrklng ‘with teachers and ‘students on a career activity? T
How can 1oca1 regghrce people be prOV1ded with or1entat10n -
and guidelines on how to talk with students about’ thelr carsers v
~@ither in stheols or at their workplaces°

" How can teachers incorporate the use of communlty resouyrces 1hto
their subject areas? e .

>

What kind of legal constraints exist in taklng students~1nto work
places in the communlty'>

[}

- v _ 4 , : <
what kinds of special act1v1t1es can"teachers conduct with .C . \
'communlty resourges? : .C

-

-
.

The COMMUNITY RESOURCE SYSTEM FOR CAREER EDUCATION addresses thése
questions.' It offers a coordlnated systematic approach to 1dent1fy1ng
and recru1t1ng community resources, organlzlng this information into : .
local directories, providing orlentatlon and information to local resource
people and providing teachers with casy mechanlsms for us1ng ‘these
resources in their subject. argas. s ! . v .

N, .

LA

[ .

This handbook offers~§tep—by step gurdellnes for developing a coordinated
resource system. The methods wnd. guirdelines may be applied in both £ 3] \
large and small communities, in urban or riral sett1ngs; Théy should s
be modified and adapted to fit each schooltﬁwor school dlstrlct s needs,
opportunltrsﬁﬂand constralnts in 1mp1ement1ng career education. Using
these basic suggestions and guidelines, there is much room for local L.

creat1v1ty and 1n1t1at1ve in maklng such. a' ?ystem workable. .
~

I

one of the.most significant results of thlskklnd of career education -
_effort can, be g closer relationship between‘a communi ty. and. i1ts

“échools. The role of Community Resource Coordlnator is perhaps one , . »
of the most important cammunity relatlons pos1tlons in the school,_since s
it is this individuwal who will be helping citizens i the local communi ty, -

become an 1mportant\paxt of students' educational experiences, while
. assisting teachers in effectlvely using these resdéurces in the regular
currlculum ) . « e . ’

.
B - * +
* . ' I & . -

- Coordinating the system requlres the ablllty to organlze and to‘tommunlcate
wéll with ‘teachers and people in the community. The follow1ng are examples”
- of requns1b111t1es that may be delegated to the resource’ coordinator.
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| COMMUNITY ?ESOURCE.COORbINATORr—TYPICAL RESPONSIBILITIES

.

1 " - -
. ‘

-

. 1 . Qo 4 .
1. . help develop board policy statements on career education and
the use of communjty resqurces ©T :

N

2. help develop and work toward.achieving district caxeer .
~education goals and objectives R . . .

. ’ . 4

3. know district, regulations and policies' on “insurance,, ‘
transportation, budget allocations, etc. A

. .
. -

4. recruit local citizens as community resources and compile the
results in 4 local directory' of available resources for-use
by teachers ' : ‘

- ¢

@« e

. 7
* 5., Wdevelop and maintain a.central file of volunteer resources

>

6. provide public relations liaison with* the communi ty
; N )
7. maintain and evaluate the commuynity resource system

. _ , o, .
8. help teachers and resource people with specific prablems ,
‘ T - :

N

M
<9. nmonitor-use of community resources to avoid overuse’and abuse
. [ = - ~

M .

. .e .
10. document resource uses for administrative and.funding
- gccountapility purposes. '

B
-

v .

T ] . w
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SOME TERMS USED IN THIS GUIDE
T C4
» CAREER EbUChTION A curriculum focusing on career choices that

begins in .the elementary.grades by helping i
. * students become aware of what they can do with
__— their lives someday. .In the middle and early
' secondary School years, students begin to explore
4 - : career possibIlities y investigating occupational
© e areas of interest. By the time students are.in.
high- school, they will have chosen to emphasize
onte or more possible careers theys could enter .

immediately or'after more. advanced pregaratib




-
-

.
. . . :
. . . .

COMMUNITY RESOURCE A person or-persons d9si9nated'by a school or
COORDINATOR | . district whose respons1b111ty is to dewvelop.
; ' and maintain a community resource system th t
. ¢ will help.teachers meet their career education
. 1 instructional objectives, primarily identifying
. T | resources teaghers.can-easily access, putias
.~ ) s may include recru1tment and orientation of '
’ . ) resource persons, ogeration of.ehs resource
. A ¢ system, in-service training for teachers and
\ a variety of Telated tasks.' ! -

. COMMUNITY RESOURCE Any adult who is willing to volunteer time to
*  PERSON . Share experiences about a given career area
‘ oL : ' w1th studerits. ' _ ’
. \
Lt > FIELD TRIP . ‘W$ually a student group tour of a workplace for
. , : the purposg of seeing people pepfbrm work roles;
o s . emphas121n ;chool learning ;as’ applled in worklng
world‘s1t lons.
, ' N % ,i'v
HANDS-ON-EXPERIENCE  Carefully defined activities agreed on by com-
munity resource persons and schocl staff that
- . encourage students to practice a basic skill
' \ : (1lika geomepry) in a real world—of—work taik*

.
]
o

\ (1ike sheet metal layout or space vehicle
trajectory) |in a supervised workplace. .

b
.

‘o IN—SCHOOL ACTIVITIES - Formal and informal pr@sentatuons by commuulty
) resource persons in the school for the purpose
. of relatlng expgrtise to cuyrriculum. . Materials,
‘o . films®and equipment\from the workplace aré often
. valuable aids that can be brought to the. school
> ' . + by the resource person.

. . S
JOB SHADOWING " A career exploration activity which enables .
. o ) e ' a student to spend one or more entire work-
' X .- . days with an adult on the ,job for the purpose
. . ° of observing many aspects that occupation
) o . . during a typical dailyﬂcyclef .

. . . — e .
VOCATIONAL EDUCATION Dlsbanct from career educaulon in that it
stresses skill preparatlon for specific
jobs Qst requiring a college degree,
- whereas\ career. education encourages stu-
\ - dents td consider a broader range of~ ocoupa—

3 . tJ.onal az\gas.

A4 Y

- WORKPLACE ACTIVIT;ES Includes fxeld trips, Job shadow1ng, hands-
¢ on/ experlénce——any off~campus learning activity
' ) ‘ where the major purpose is to help students see
, ‘ careers in action and talk to those with eXperi—
: o ) ence and expertise in a given occupation. In
- C e ' . -every case, students are prepared w1th thljgs
5

: - . to look for and_ questions to ask.

g




_ELEMENTS OF THE WASHINGTON STATE COMMUNITY ‘RESOURCE SYSTEM
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‘ The il%ustration shown below depicts th?ga key
participants and activities within the system

and indicates b;/ whom the individual materials
. are intended-to be used. . ° L. S ‘
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o COMMUNITY RESOURCE '
Information/Orientation/ COQRDINATOR Recruitment/Orientation/
Evaluation o CRC Cuide: Evaluation :

s uide
* L_—J - ® Special Materials

'gEAﬁHERS K-12 - ] " @ Evergreen Pages , "}GO’MMUNITY RESOURCES

L P M . ; .
® Teacher's Guide e Community Resource

e Selected Special Person's Guide
@ Selected Special

i
2

Materials : . , o
’ ®Lvergreen Pages . . . Materials
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: PLANNING & PREPARATION . a - ‘
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CONDUCT ACTIVITY WITH . ' |
COMMUNITY RESOURCE . \ N
In School o o B
‘ At Work Place ) o o -
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:The, Role of ‘Community Résources
\\ " in Career Education. . . | |

. . .
b . -~ - ~ . )
. i i , ) N . ?
” . ~
“ . v -

. \ e
T ~.
. Q\ "As a result of the process of educatLon, all students.
! \ should ‘be prepared for ‘their next career steps. .. L.
v s L . -~ N4
. N N .*', N . .é, e .
° \' ,1" "; s Goals ‘for Washington Common’Schools,. e .
o S e ” Washzngton State Board of Educadlon, 1972. " '~
. 4 } . 3 o . F‘ . R . ‘.' o B
. \ - . \ oY * - i T . L 4 )
GOALS OF CAREER EDUCATION IN WASHINGTON STATE
v \o + R . .\ N )
. . , ot
Py Career education is a direct: response to students, parents, educators and :
s the communlty at-large who are concerned about the needs of people in -
N - , today' 's” complex worheailented society. Through ‘direct experiences with
: adults and careers, eer education helps each ‘student understand the = .

' + values and expectatlons they will face in-‘the adult world. Recognlzlng
' that a person's.satisfaction in a career relates dlrectly to performance
as a m mber of the tommunity and as an individual, career education in
' Washlngton schools seeks to prov1de each student with the attitudes,
sklils,gknowledge and sei awareness necessary to make successful career

dec1s1ons. . . ° : . - . * !
Career[educatlon relies heavily on the human and physical resources Of the
. __cammunity to provide the real world experiences many Students want and
need. Rather than addlng something more to the curriculum, career education
offers a context of reallty and usefulness within ‘which course content can

be" presented. 1, ’ . . : N

M .
-

~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
‘ explorations. in the middle years and extends through the decision-making
- and skill-developing stage in the high school years when one or more career
spec1a1t1es may be. empha512ed Key elements and outcomes often depicted

in career education plans a&e illustrated on the next page )

e

.

«==—" Career education is, distinct from vocatidnal education iMrthat it encourages
students to consider a wide range of occupational areas. Vocational )
Ao . ' education, on the b;rer hand, focuses the student on a specialty usually

o * not requiring a four-ygar college dedree.

L v

. v aoo
. > . ' N EN

- ’
e em . . ) . .
L« 4 . L4 N *
) . . ] . .
Lo . . . R -
P s v ‘ ‘ ‘

. . . . . . .
. R R Y . e ..




. N . -
. - - -
‘ VWHAT' CAREER EDUCATION ORFERS STUDENTS v .
. * ‘ . - . ’ ¥a -
* & These Career Education’ = ‘These Careér Education T,
- ° Elements : Lead Ta \ Outcomes o vh
~ N . . X . . . .
- - L8 . ‘ A \‘ -
1. CAREER AWARENESS--knowledge of w—- 1. CAREBER IDENTITY--personal identi-
the total spectrum of careers fic ?ion wi'th the world of work:
- . , * opcidns®remain open for the
. L. individual to move amopg 7
Vo dccupations
’ 2. SELF-AWARENESS--knowledge of S . 2. SELF-I LNTITY——self-understandxng.
) “*personal aptitudes, interests consis \ent value system; ability
* and ethical system ' ot to make decigions basgd on
: . 1ndividual values
¥
3. APPRECLATIONS, A’I‘PITUDEJS——lL‘fp L 3, SELF/SOCIAL FULFILLMENT--active
s roles; feelings toward self and ’ . work, role; satisfying work role;
ot_hers' 1n respect to .socxety ' ! responsxbxlxty as cxtxzen .
N 3 . £y
. 4. DECIS'ION -MAKING SKILLS-=- —> 4. CAREER DECISIONS--career decdisions:
applying tnformation to rationa’l - 1ndividual has a pran fex career
. procesaes to reach decisions - direction; bases decisions on
) ’ ’ information as dx'stmct from
* r T - fantasy P
4 £
5. ,ECONOMIC AwnmNLss--percepcxon o 5.. LCONOMIC uNDERs'rANDING--solve
of processes 1n productxon, . personal and social_problems of
* distribution and cansumpption an economic envxronment,_ elate
) * . : values to compensation, security,
d . " : - growth and related economc . .
- measures
' 6, SKILL AWARENESS AND BEGINNING e 6. EMPLOYMENT SKILLS--varies from
: COMPETENCE--famil1arity with * ynsophisticated to very
employer expectatrons * sophisticated skxlls depending -,
. , N A s upoen learner W e
. . ) . - - L
7. EMPDOYABILITY SKILLS--sk1lls - 7. CAREER\PLACEMENT--eventual
. in ]ob ~-seeking, job-holding,- job= employment in Jine with career «
. ) T ’ advance;nént . developmemt plan; affectxve
i ) \ ) - pehavior such as attitudes, coping,
. . ° . self;-discipline, integrity are .
) M N S . parallel attpbutes to thes ~
- ¢ -, . specific skild or-skills Lo
' .)y . ’ Y
. . | 8. EDUCATIONAL® AWARENESS-- — 8, BDUCATIONAL IDENTITY—-abxlxty "
' perception of relationships ¢ to select educatxonal, avenues -
' between education and life to develop career plans:
‘roles decxsxon-makmg as to post-
¢ . ’ . s . secondary options, including. - °
’ R - . immediate worK, or4further
‘ ) N education, or both. Awareness . =
~ I - - . ,pf options for cont.qung 1
‘ , education through ;:dulthooﬁ -
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?he Washlngton State Community Resource System is de51gned to
Washlngton State's goals. and objectives for career educ!klon.
in partlcular relates to community resources (Item 4. 2 of the

Washlngton Implementation Plan for Career Education):

‘.»‘\
» .,

X

.

’

help meet
Onée goal

State of: _

"Resources of the community, both human and materlal,
will be used to expand the -district' s*capac;ty for
dellverlng career education to students

.

<

This goal‘was clarified by. the Office of State Superlntendent of Public
Instruction;.in the 1975 Washlngton Implementation Plan .for Career Education.

Dr® Frank B Brouillet, Supeyintendent of Public Instruction, and the )
State Career Education Advisory Commlttee issued the follow1ng statements"
supportlng the use of community resources and communlty involvement 1n

~

.

.. implementing career education in Washington schools: . --

[y -~ ',

The_Superlntendent of-Public Instructzon (SPI) encourages the
development and upgrading of career education programs at the

!

-

lo&al school district level by providing serviceg and a&sistance
that will: - ° )

.

I, ‘Prdmote program planning and support, includin;)

*
1. the establighment of local district board commltment
to career € acatlon .
R s
2, the development of sound caree} education management
sgstems - e o
. - - ,B - e iF
3. staff development of teacheys, admlnlstrators, guldance
~ workers and othen spec1aA;support personnel P 3
4. communltg support for career educatich programs v
o PR o
5. the support of business, industry and labor for

v ~career education prdgrams.— - -
& - -

\Promote the development and utlllzatlbn of alternate career

- .
3 .

educatlon'dellverg systems wzthln the fbdl”‘”ng class1f1catlons.‘

1. c&assroom iﬁ?%ructional sérvice - o ~
- R L. v
LI o i ‘ : . N L oy . * . ’ )
2.4, classroom instructional resources e S o
0 ~ . . ‘.
. * ‘ . J RS e .
3. occupatzonal 1nformatlon guidance services
L x Ty . o g
F3 . 1 . -
4. self-assessment guidance services - A
5. community resourges. _ ¥, . :
. N ., - Somm B %o. w . )
i T . 4 - e . - .
- A. - . ~ ‘-:‘ , ). i}
C - - : . T >
—~ - O‘:V‘). -
o e . Y e
. . .- 13 . I D ¥ .9
£ . -
s, . ) .
. g n
v > . I g

e

[YY
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alr
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- e ;_‘2 « III. promote . the development and utilization of; systems. for a [
ame w. ..« ¢ -@valuating career education programs, including: >
i :

-~

-t e
h

. P

R 1Y Nmeasgré'menthqfi program impact on student growth

- 4 |
e CoA

. 2. review of procedural methods. - . ,
. . g - B
\4 N . .

I} “

) BRINGING STUDENTS AND THE COMMUNITY TOGETHER T
What is a Community Resource? . ' - : .
- v o R L L .
M ) Alcommunity .resource, for career education can be ‘a working person in youxr “‘
L ¥ community willing to volunteer a small amount of time, the actual workplace- Ky

1s and equipment that person usés to do -

-, 7. -'of that person and the materia
>l ¥ hisor her-5oB: Community’ pedple, workplaces, materials and equipment ’ -

aware of many different career choices availdble to

: ", help students become
0§ .. o fhem and see first-Hand how’things learned im school ‘are applied in the ' | o
S g orking worid. These are special resourcgs” tRat cannot be‘offered by - .
-b*i-'af&%s:.ngle teacher or provided cost-effectively .inside the séhool_. . \.3%;

S t%",”}:{x ‘/ - . . . - Koo
;?Z'Tisj\[lg,._ggjm nity Resources in Careér Education Activities T Ca
R "',,' - B * . A ) : . ) 5 .

. ThHere. are two basic ways that community resources may be uséd to-help® T
i .. 'students learn: working people from the coimunity may be \invited jf:’o come | :
E A “?af"“'*w‘intfbj*the classroom«or schookwand talk to "s.tgée,ﬁts,, about their work,”or" « P /-K o e
«~" " students may visit workplaces in their community to~learn directly from ) :

> " ..~ people engaged in various occupations. N S
- . B .- S - —_ . .
. ‘?‘_.. ‘3‘

L N e e o : A 11ing
Th-<School Activities. Mary people in your community will be willing to D U
ifnto your school and-participate in; a discussion .

A volunteer “éome_time to come
- - with stq@epts? about their careers. ,They may give a Exesentafion to one’” . ’ -
< . . group of students or be involved in panel discussions, seminars and career a
-, o day activities. Many community- resource people are able to bring along . c.
1s, or light equipment they use in their jobs. i e

5o L .
. T “some sample products, materia
from’ Eeachers,-theyecan relate®’™ ¢ .,

Wwith a liftle assistance and coordinati T

MR _the"particular skills they-use in theirfjobs to the indivi,dua‘]. academic - i
e s‘ubjeci;s (English, math, etc.). They dan talk about..their own education o @
4 0 -7 -7 and training and how. they got into ‘thef job they presently have. The e
y esigned to help these resource L5,

“ %" 7 Community Resource Person’s Guide is
. pedple prepare an interesting presen

&% 3 be familiar with the contents of thif guide, particularly’ the section, .

" “Your Student Audiente and What to fell Them." f . . S

thtion fer students. Teachers should

.  Workplace Activities. Thexe are tho general types .of activities &or . o >
~ + ', students visiting a community resojrce: field. trips or7student tours of , fo e
S N a. workplaee (in groups-or Aindividually) , and career exploration activities, ’ }
?" S ~which intlude dtudent-conducted in rviews with and observations of . e W “
f¢ 1 working people . "job shadowing" by fndividual student and "hands-on". - L
..+ workplace experience, s v w et . ' -t
’ 7

&7 v
B oy




-t - . v - 1 a v
! . @

A . Fleld tr1ps or student tours are,planned v1s1ts to any»s1te . N
- in the community where people are gainfully employed or ’ :
¥ engaged in mean1ngful work. The spec1f1c educatlonal purpose / o
1s to let students see first- Eand what peopde, -do for a 1lVlng &
P d*how they do it. - The ‘e cret B " successfu'l fleld “trips . S
.o f‘ and tours is in careful advance plannlng between teaghers . .
- i and communlty resource people so both know gach” other" s, )
' »"Tf; : expectatlons and de51red outcomes for the students. ¢ i ,

w ) -
v f, ° -

: :
Ve X ’ o Career exploratlons are for 1nd1v1dual students or small i

’ N N o

’ -, ', groups,- generally at the middle_ br. high st:hoo"l level.s. oL T e ﬁ*

fy ‘,'_wﬁW% . ™ 'The purpose is to help students prepare for their next o
3 career steps--career decisions .and skill development. Students LT
\ mlght spend ¢ne or more days touring the workplace, taking ~ v 5o
L - hotographs,»1nterv1ew1ng employees-—ln genexal, documentlng : ‘
rx ' -gpecific occupatlons and the people, equlpment, resources” .

.1vand(products that are part of th&se occupatlggs. N - y eE w

A

BN .2 "]ob shadow1ng" situation is one in which. an 1nd1v1dual A . e

student might be with a communlty resource person‘fcr one .

e ) or more full working days. Job* shadow1ng activities.should,

: be carefully planned‘ln advance with employers and, when |
f . ) approprlate, unlon representatives at,a site to eliminate

- ~ " any p0551ble questlons 9r -concerns before a student beglns

the activity. - . -

) ) “Hands-on" experience gives students specific tasks to- -
o perform at the workplace as part of. a career exploratlon.A
i - Theremphagis is gducational, hBﬁever, stud*ﬁts 35 ot assume

2 an. employee role. The purposegof the experrénce is to give 32
- \ students a practical basis for ‘making’ actual’ caréer decisions. %
_« 7" "Hands-on" activities at the workplace are also used to . . St

: demonstrate how academic skllls are applled in da11y work K - >
T o T tasks. oe . 'f‘" e, . - il o
I B : LTy }

+ ’ M N - &
S

Various other schoolreponsored programs, 1ncﬂud1ng work—study ‘and cooperatlve
education, provide "hands -on" workplace«experlencese. For these educational %% i -
experlences, students may receive school credlt, pay or a combination of pag o ey
and credit. Specific learning activities must be agreed on and all legal and T
. educational requirements. met before a.student arrlves at a srte.for these, - ~

kinds ‘of experiences. | . ' -r

Lega1 Cons1derat1ons for WOrkplace Acti vities e e
t'~ . ~ . %
Iegal, 1mp11catlons for “hands-on activi ies require speclal‘conslderatlon.
Act1v1t;es that give studerts "hands-On», xperlence--parthularly in - , A .
potentlally hazardous 51tuatlons-—must meet spec1f1c child labor prov151ons ...

- 'of the Fait Labor Standards Act._ You should be famillar with those
prov1slons (see next page)
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t WQrkplaces need to be cléared wrth”your ;‘

% All "hands—on“ act1V1t1es
s district voq_tlonal education director or ot

hexr de51gnated person. If

. you have any® qnestlons about p

artlcular work

place act1v1t1es,‘COntact Ehe

W:U. s. ‘Deparkig

'**Industrlesgo ’
clarlflcatlon.

nt of Labar, the WashlngtOn State Department. of "Labor.. and

#hen approprlateq labor>unioh loé¢als in your aréa for =

Community ‘resource people will be countlng on you,
what student workplace activities, ‘are pos51ble.

SChool céntact, to know

’.

. .
A e . ~ . “

-

as their

.

= _¥

i .

> . <

- Who 4ssumes liability for'studeﬁts at the workplace?
. Lo

~ printihg Office, Washington, D.C. 20402 (20%) ..
’ [ - -

‘ -

" .

T " school dlStrlCtS already 1nvolv1ng students

“ .

in career educathn

,experlences in the. co
: l;@blllty pollc1es pro

rmuni ty , may’ find that thelr existing dlstrlct

rotect both part1c1pat1ng emp

loyers ‘and the

Districts

+  gtudents engage

d in learnlng activities in the community.

|+ are Gsually liable for student
sites, but you should verify yo

%

ctiohs and.behavaor at, communlty

g parents

employer and student protectlon. ) .

Pezsonal injury protectlon f
the student's own medical an

- 1n school-related WOrk 51tuat10ns. , . .

/

3

or . students may ‘be prov1ded either by
d accident’ coverage as: verified by

or by the distrigt's coverage for students participating Lt

district's own ggoﬁi51ons for .
L

o — ‘ =
What arée the legal limits for the kirnds of "hands-on" workplace tasks . ,
g ,student can do? - o - ’ e, m o
*1\55; tudents may ‘be involved-in- occupatlons def1ned~as hazardous if the L
fqllow1ng condltlons are properly met:* . . N
- . ’ y
-« .::' A e N ' - Al
Lo l. the terms of the'involvement are spelled out in a written | . .
AR a ag%eement, s1gned$§§ the emgaoyer and..5chool coordlnatbr @Y
. or pr1nc1pal . ] I
- . 2., the involvement is 1nc1dental to the student-learner's - : .
. ; tra1n1ng s > . ‘o ”
3.7 the involvement is intermittent% for short periods of, time
A P and under the d1rect and close supervision of a quallfled,,
* . % expez;;.enced person.,_ < . ) » ' ‘1
N . . A ° . . B Y < ’
4, safety 1nstruct10ns are glven by the. school and—correlated ’
. ’ - by the employer w1th on~-the-job tra1n1ng
gy | e o SR T
e o 5z schedule has beefi’ prepared of orgaﬂrzed and progressive 2
Fa. BETEN ‘.. work proeesses to:be perfbgmed»en the; job & . “4
7 B : L oL LT =T
: B . - A ~ Tt
*See ‘"Hazardous Occupatzons," Exemption II, page A of A Guide to child’
. _ Labor Provisions of the Fair Labor Stendards Act, "Cchild Labor Bulﬁet1n~ .
c - No: 10 (revised), 1971. Superintendent of Documents, U.S. Goyernment

s
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o " expexiences for students. o . .
. s .. - S
o TEachers canrhéip avold probléms in thHese areas by consrderlng the 1deask
in th¥s.set of’materlals. A . ]
- ch . . ‘ ~ il

L publicity techniques suggested in this handbook. The formation of a task-

-
L

B
’ R N ’ . ~
i [N ‘ : - i
~ * L « y {‘
T -, . v ’ s -
t L Y - fad ° g, .
L T < B
Do - C o E . P ‘ L
» , ; Y . . , ) R ~ . . . .
kY i . C ' .o : -
' ~ e 0 *% . SPECIAL CQﬂ§lDERATION$ . See .
. - S , )
A’ - 5 . - oo . L . .
i : > . , ®

Eiperzence ‘ing careerfeducat}oh has. shown that there are»three major areas

— e =
-~ —of, commun1ty7school interaction néeding constant attention:
T ',,.,' + \ hl : LI
< Rl N
: @ promQtlng awareness and- understandlng of the need for career pal
:' w educatlon :among ' citizens in the community

\
. -

e prov1dnng volunteer communlty resource people with an easy process )

e 'or system ‘to help them- structure their lnvolvement N e
. SE . ‘
. - R . B3 _ N _— Q .

- ) understandlng legal constralnts ;hat some COmmunlty resource people
s Y " face (e.g., labor practices .and work laws) 1n prov1d1ng career

» o

s N »

Prbmofing Community Awareness and Understanding of Career Education

.
° . 0

N
-Raising, communlty.awareness is a natural result of the communlty survey and

force comprlsed of both school and communlty members to help develop and’

maintain the/brogram will ensure that your planning’ refle¢ts the needs and,
1nteres£s of”all participants in the system. The" task force, for instance,
wﬁﬁ,»wﬂam@y*sharetreSQOnglbllltyawlthwthewsystem cooedlnator&for~plann1ng oriefration -
“séssions forﬁprospectlve community resource people. These Se551ons can’
sprovide detarled 1nférmatzon "as well-as spark enthusiasm’ for career educatlon
in your communlty. ) //’ i ° .

- - : S e e :
. ) N ' . , T /,"/ L

o .

-

\

- - < N R
Providing Community Resource People With an Easy Process - ) ’
. Communlty resource people need to understand what their role shou1d
- _be--what kinds of 1nteractlon with students are de51redqand expected. o .
. They‘need to be protected from unreasonable demands made through over- ' et
.. sight or 1ack of co rdlnat1q€" -2 . Tt +-&

They need suppdrt and encouragement ‘in what-df many of them, is a

x . ‘new experlence. The Communlty Resource Person's Guide ynov1des both .

a general introduction to career education and 1\ guide to -working with
. students both in'‘classrodm v151ts and at workplaces. Thére are de-
> 'talled squeStlons'for how to talk about careers- with students of all 5
L. ages. .This gulde 4% also ‘must reading for teachers.. YT t :

o . . \ . c . . .

-
-
-

t
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7.

oL Prom“.o"*tlng Teacher Sens1t1v1 ty to Commumty Constrannts AT (

W A

LA Resource people occas10nally pperate under constralnts wh1ch teachers may
that labor unlon

.Ji_}‘ﬁl *‘cnot,nnderstand. Teachers should be aware, foxr instance, .
representatlves and sho stewards should be directly 1nvolved in plannlng -

A student,” experiences at’ unrgn shops. + All resource people operate under time .
K constralnts which the, teacher and students need to respect. . / '

" 3 V .

Guide and ‘the Teacher S Gulde w1ll prov1de =
y suggestlons on haqw to deal sen51t1vely |
)

PRSI Lo v
. The Community Resource'Person S
. the system coordlnatgr w1th man

S ' . °
-

o T w1tﬁ the community. ; ; . ‘

gav

12N

»
.

I R

© % . ROLES AND RESPONSIBILITIES OF EDUCATORS - . =
' - .4 N ‘\ . )

\ NERY
P

-

) o, -
ol ';;_’ AR r N T .
R Inltlating a system\for commun;ty resource ése requlres a partnershlp apprpach
o from the veryfbeglnnlng. "Thé system will need active support frem the +
ru\“‘ g communlty, _the school board, the- school admlnlstratlon, the teachers and the
c " .students. “The outlines of these roles which follow suggest ex mples of s
~funections these Lnd}vmduals and groups, may perform. .

) The Ro]efof the Schoo] Board and Schoot’]—?dmmstratwn Y

.- . " If:is very 1mportant, 1n°bu11d;ng a coordin ted effort to use community
i AR “%Q“' ré?%urces, to have the fﬁrmﬁsupportmof the school‘board and both school!
A ¥ and district admlnistratlon. school boards represent the community's
; . I 1nvolvement in every dimetision of educatlon. They establlsh.pollc1es
S . and.grve assistance: that is responsive to -hoth school and community
-7 1nterests Equally important is the’ commltment of school administrator
o td~a coordlnated effort.. Key dec151ons must be made at'thls level to
. o ~*fagilitate school¢board policies and provide the framework for using §
T communlty.resourc the school currlculumﬁ\‘ v T . ‘
. ) \

~ - »

% v . .
L e .~ e ; \ - N -
P R 7. - - . X « .
“ - d
Y
, N -

. . TYPICAL SCHOOL BOARD_ RESPONS};I}‘ILITIES

n 1o}

' L ; ¢ SN .
T O N . N ) . . LY
" }. 1. Establish poliey guidelines for both career education and-use

of community resources ' : . 3 - . . o

-
.y ) 2. Prioritize funds to assist teacher é’of community resqurces,

> .

P and career educatlon programs o ) .
R . ¢ > v ¢ 1 - ' 3.
sy ‘3. - Encourage communlty art1c1 stion--apd support through public ‘ ;

) meetings, formation of a school/comm 1ty chreer education
¢ ., task force, statements in the local me ia and personal* contacts “.o ‘
. .. . ? -
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1.

-

.

2.

3.

4.

-7

‘

* t t,

.TYPICAL SCHOOL ADMINISTRATION RESPONSIBILITIEé
. PO - . -“' "’.
e ) > \ . [ . ,

Deflne and clarlfy policies relating to community resource -
utilization ’ Lt

Rl
, -
’

Help with -community relations'and recruitment of resourc%s

L - . . 5 S
- N .

A
Provide for. g Community Resource Coordinator: or similar
position - .. T - :

rJ
~

s

Encourage use of communlty resources by teachers to fulfill
district career educatlon goals

. v ¥ ‘

- © T sl - .
Maintain liaison with localk’and ‘state agencies that migh :
assmst the school with fundlngvshpport, 1nformatlon shari
or resourceg of their own ' ‘
W .o .
Insure, as necessary, that local practlces are in compﬁgfnga

"with state education guidelines on career education and’
4 -

} communlty involvement'’

- -t
I
5.

he woxk of a school/COmmunlty task force.
i .teachers, counselors and career education coordlnators -as Well‘as .

;- The Ro]e"c‘)_'fthe Scﬁoo’]/Communit,y Resource Task Force

IR ‘
H

4
t ~

Perhaps”Oneiof the most productive ways to establish and maintain a gdod
relatloﬁshrg yetween school personnel. and the, communlty ig.throuygh the

This task force should 1ncluﬁe.

. . community resource people representlng as many of the various career

3

areas as 551ble and with representatlon from“busihess and labor.:
. ; o
. POSSIBLE ROLES FOR THE TASK FORCE
1. Assist in developlng and 1mplement1ng a conyunrty resource
<. "ysfem - N M > T : -
2. Help ldentrfy and gain the part1c1patlon of éommunlty resources
1n each occupatlonal cluster . . v
3. Participate in.curriculum development for career education
. programs ™~ - . oo
. > ? L2 ? * adid ,.y ~k @
" 4. Hq§t (and/or help plan) orlentatlon_and tralnlng workshops for
. comm, tx‘resources who wish to become 1nvolved in career
e eﬁuqation prod?&ms C ’ r
A - ¢ * ’ - - - —
S5e A551s£ in galnlng school board and parental commitment to™ —
career “@ducation programs . . ’
‘i - - 'l., * - - -

4]
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T The Role o~f the Teacher e T . ‘ .-
0 ’ .o o
- The teacher s role is fundamental to successful use of communlty resources. .
N Ieachers can initiate and“follow through gn various plans for community
T resource use as can paraprofessxonals and ‘older studentp working as cl&ssroom
T assistants. - A L
= DR © T et - T '
M “‘ . ’ £ N M d . »
» 4 < -~ v - » . *
. " , s
- , . S7 . R , N
T, . % . ,‘ . - . P ) & . .
. v - - ‘el - . A
s R TYPICAL TEACHER RESPONSIBILITIES: a R
o 1.. Understand and 1mplement dlstrlct pollc1es and career education
o . goals concern1ng tne use of communlty re~ Jﬁpes .. K i

- T 2. ‘Inspect course out ineés .and curriculum objectlves for, Ways to -
< 1ncorporate communiity resources and add the dimension of ~
career development to spec1f1c ‘learning plans .

+ “1, .
M 3. Know procedures in jyour SChOOl and district for 1dent1fy1ng ‘

and us;ng communrt resources . .

e . .

= . !

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

through g4 act1v1t1eSv' . . R :

:”% W - L L s ?- § ) :
S o &, 'Bé awaré%bf al ernaflve resources yon might “use 1f~the*ones L o

T : . you.had plannedqon,us1ng are unavallable .
.g)‘,;' > ) . )

L - Al 4

S ~6: Be alert to 1mpé§tant general concerns such as respecting =

. union constraints in communlty resource use and eliminating“race .
. and sex role stereotyping in career guidance . . -
L - .- ~ . !
- 7. Brainstorm ideas with other’ teachers about poSs1ble ways to

e -7 L streamllne the uses of resources and comﬁine efforts to
TR . achieve 1nterd1sc1p11nary learnlng activities i - .
o : . ¢ - ©ot . .
CaN s 1 8. -~ Participate ;in-commun rsty resource training. sess1onsnoffered U - - "

by your dlstr;ct . S . 5 -

s . . -
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Role_of Students _

o s ° . . 4

. "The
Whlle older .students can have s1gn1ficant;y more 1nput dur1ng the development
'of community resource act1v1t1es than younger studentﬂ'(all sk adents ‘can .
“ .-play an important part in ongolng evaluation+and resource recruitment.
"Teachers should encourage students to ask. for resources they are especlally
. 1nterested in using, make certain they,know ‘that the program is based*on .
. their part1c1patlon and Yelies on their evaluathn and 1nput to be useful, '
) . and provide opportun1t1es for students with 1nLt1at1ve and‘respons1b111ty to
. . 'help with othexr aspects of the. program, such as beind a student helpger
': oL durlng the. initial survey process or helping to planra spec1al career-
LT related functlon. All students should be encouraged to be as “involved -as pos-=
sible, sinte their support of ithe program will be strongest if they feel it is
1ndeed partly their program . o ] L

N

N

. . o . -

i . . i o oy - i e N >
Lo

8- ' . . . N

..

CERTREE TN RS LTYPICAL STUDENT RESPONSIBILITIES . g

¢ ¢! . .
- ~ v hnd " -

£

o

v

- 3

like aerospace--or spec;flc-*such.as a fllght.controller ,“
. P » 5 . AN
<
2. Part¢c1pate in 1nd1v1dualsd%d/ r g up preparatlon for each activity
@«
3. Flll out evaluatlon forms after ¥ach resource use to help 1nstructdrs
- make the ‘most effective. use, of“resources .
ad . LA .;, " "‘\ .
4. Partlclpate 1n plannlng and 1mp1ement1ng follow—through act1v1t1es

x‘§‘#¢mh1nk cr1t1calLy about their own 1nterests,,needs .and goals as

Suggest resources they are 1ntenested in us1ng, either general——

<

3& relate to developmental dec151ons T

[y PR -
i . “eet

- SPECIAL STUDENT RESPONSIBILITIES

@

v
-3 - N 4 t .
E ;

.

- Y
¢ - -
L, vHeip bulld master list of potential resources during the ’ -
preliminary planning phase .- o i
. 2 : N
2., Help w1th survey 1mp1ementatlon sy makxng follow—up phone calls .
. to resources, tabulating data or part1c1pat1ng in other superv1sed
LRSS Aschool-based functions ThL s e
5 e R ) .
eyt . . - ws . B . R ) =
. . Help plan- special ,a¢tivities J it e s e n
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BUITDING A LOCAL COMMUNI‘TY RESOURCE SYSTEM"
. . N - ’\;\§‘ . b . '

o . -3
»
L4

Thls illustration outlmes t\ﬁe£ma1n Steps to be taken in bu11ding a
? local .community resource sy,stem. These steps are discussed in,
detalla i:n the following pages. .

~ .
. = -
L,

IDENTIFY POTENTIAL = .
COMMUNITY RESOURCES

- eEvergreen Pages
| eLocal Task Force :
e Parents -

e Other $ourees ,

RECRUIT VOLUNTEER

. RESOURCES FROM THE

' LOCAL COMMUNITY
®Recruitment Surveys :
eDirect Contact

1-"" -t T
—_—4

BUILD & MAINTAIN AN’
INFORMATION SYSTEM N ) .oy L E
elocal Directory ! LT e T " ACTIVITIES FOR.
.. * (Evergreen Pages) R ~ STUDENTS K-12
¢ Central File & Record A e ) ’ T

~

}. { PrROVIDE ORIENTATION |
.| FORTOMMUNITY- ..} >
' "RESOURCE PEOPLE S SRR A \
- € Cofamunity Resource | ..+ o 0T L R \‘:'gte:dcglr?tr_
4  Persons Guide = .- S o Agerel PO
" eworkshops - s - * 1. eCommunity Resource} .-
_ orkshops . N ‘

.
—— A

. : E,ROVIDE FORT ct ERS VB peveor
. PROVIDE TRAINING - JREQUEST FOR.U . '} BOLLOW-THROUGH

-,

FOR T g ‘
R TEACHERS' . RESOURCES A ““QOMMUNICATIONS

- #gubject worksheets. | . oSohedule Communityn Ly '\ eTeachers .
' L oIn Serv‘icev Workshops~ 't “Radources " -l '-O"Cofnmu’hity; .

=

o
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. 7'~ and Maintain a Localg'Cemmunity e
~ . " Resource System- -~ - =~ ... -

ordinators’ Guidelines: How to ’Develop

,

~
« .

. As ‘CBQrdinatBr‘for the community resource system you will be overseeing .
R the ‘following essential ,tasks. It may be necessayy to modify these sug- ,
& ( gested steps t:;o~fit your own situation. Each i_t'em_ Cfr'responds" to a step”’
) S v in the diag.r:axi;@{yhsi.qh appears on the preceding page: ‘
. .

‘ +

hd A 2 1y . - .

7z oo

e j & . s R L . s
O R IDENTLFY .POTENTIAL COMMUNITY RESOURCES °. e
. - ' ) . . 4 '& ) i o0 }? l ’ M - . ; )

X o _— - b hEN .
i ) : . , Y o ' .

Your first task should e to find and recruit enoughi community resources in.
each Career area to-.meet the needs of all teachers who would '1iké to use "

these resources. You,,'need'an organized effort in -beginning your search

%

- ] for potential resources. Before :r'ecruiting volunteers }t‘is easier to :
> . ' first identify and place on file a list of those people who you will be
» .contacting during the reqruitmen't Jphase of yoﬁ'r program. . Develop @ master
T 1ist of names.and addresses of work places, org'anizatioh”s’,h agencieg and -
. individuals to contact about participating in your progrém. e 'gi, « ¥
. You may wish to use some_fqrmal system for "organizing" the world of work >
+ ~g» . such as-the U.S. Offite oI Edﬁ"i’:‘ationf,céfeeficluster':is'y"ste_m used in the . .
. & Washington Evergreén Pages. There aje many sources you can yse to put’ a7 C
oo J.°  this' list together. ,Below are some representative suggestions. ~
R a. - Before you begin, find out dbout other-resources identification efforts : N
RS . v that may\ be underway in your area. Vocational edycatiop, and work- o <
. experience programs may already hawe done some research’ for you., - ’

Some "action. learning" programs at the secondary school level arge"

L ' ,:gnbéurag‘i‘ng ‘students, to “volunteer: their time and energy for E:redi:’l:. > A
. , and _ggganizations such as Junior Achi‘eve\me\nt, Seouts, Exploring and ‘
STt 4-H‘erpghasize mmity—rel_ateq__gctiyvit_igs. Being aware of the . == 7 "_..~
coe " ., humber and’kinds ‘oft contasts to which businessgs and organizations '
s . "have already been subjected will yield much information with minimdl -

S e : efﬂfoi:-t and \will help you avoid nedative re@s from already strdined % .

A *. . resources..,, " ° - - AN : ‘ =
P . ’ B R . ) Lt LI ' ’ "4 ” ¢
b. ' Begin. with the Evergreen Pages. ' See if. there is a local office or ] ,

. i business for those places listed in the.Evergreen Pages. 1f not, o

. - contact ther.office.or business listed in the Evergreen Paged by = N
S phone - or letter and ask if there is a'representative (erwmember; in R
' the case of an association) in your area. =~ - o e
. = SROX . - . WO o A N o

» . Y, . . . . . . e L, e iy
; ¥
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one d1rec tp f1nd names and . .
addresses in various work areas 'Don’t forget local government '
icialg 1i ayox, county commissioners, heads of departments,

local dl&ctors f federal prograps., police and fixe departments
and district. attgrney. Look to 'labor unions, busjpnesses, organlzatlons.

?ﬁf'“ . < -civic-and servi¥te. groups and assoﬁxatlons‘as sources for peopl
self—employed persons and volunteer»

AR . 7 all levels of emploYment as well

e - .workers. For er§i21e ! ; oL . . ’
AN o N . . [N

:: . - . . ~r R . » I ~ -

S N Chamber of Commer . ﬁ?shlngton o upatlon Ihformatlon

s Emplogment Security Department L Olympia
L ‘National Alliance of Buginessmen 1nlstrat1bn

Ve, League of Womgn Voters . - ublic libraries

;;' e - - :_‘ . \
ST d. Don't forget parents and retired persons~ They represent a wealth :

Use- dlscretlon—~remember some parents. .will be .- k

of experlence.

-

‘ 5’” emploYed. s, .
w( o 7 .' - P . ° N ) - )
R ‘Work w1th your 1oca1—school/commun1ty task’ force—--seek their assistancé
. ~_in implementing your strategy. Their day- to-day pusiness activities ..:
. . - will provide excellent«opportunltaes for distributing surveys and '
- making oral presentations to various groups of potential community
resources: . ) '

o

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

-school resources.

<:‘ and school personnel, .poth for resources they thémselves have to .
o offer and for poss1b1e resources they may know abdut or want the ° o
e e, program to explore. - : “ . '
: * T . .

3
Fi
b N e € .
. - ' b
* v
. .

RECRUIT VOLUNTEER RESOURCES FROM THE LOCAL COMMUNITY- — .

‘r —~ -
. ot -
- .

v .~ A mailed recrultment ‘survey or personal contact are two major ways to seek .

~ 7. community participation is your program. “Either one~of these ways or a )
dependlng on the nature and scope of

P ’ comblnata.on may be better for dou,
" your progrmn., o , - C ; ™
— . . e ) . ) ; ‘
Smom el g, Conduct a recruitment.survey of the people and places on your master L ) ,

\i:. resource list: Keep accurate records of the resources contacted
. - (regardless of thedr. response) to avoid’ unnecessary duplication in = 7 g
R « the future~ A mail-out, mail-back survey is an.efficient way to 7, . . .

contact a large nunber of prospectlve resources. The survey piece * .
an be designed in the form of) a
and suggested letters

Thls survey-,instrument _

! C. itself can-be accompanied by {or c
) recruitment brochure. A sample survey piece

. > ! ."can BPe .found in the Special Materials section.
= A [ Tmay alsd'be ordered directly from the Offlce of -the Superlntendent of
Y e Public Instruction.. ‘An order blank péen provided for that purpose.
" 5 F; These forms and samples require your spec1al attentlon regardlng an -
f-~% - ,Lapproprlate return ﬁgdress on the survey 1nstrument return - postage g ‘
. . . ’ . L &
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L Yo . - N ¢ '
. - (etther “place/stamp here" or bus1ness reply account nUmber), usrng
e y r school distrlct s letterhead for cover letters and generally

ot 1lor1ng these items to ypur program's needs and requlrements. ‘The

. ,\4 materials should be evaluated for- their, applicability .to your program,
' the number of resdurces you are coﬁtacﬁlng “and Sspecifi€ inforpation ' &g*

you want iA response. The sample survey prov1ded has .not been designed

N " to quantitative statisticg. The information i€ seeks-is
. intended for use ih_your local resource file. As completed surveys
see i Are returned, enter»lnformatlon in the*local rESOurce system. L

if you have: the financial, or personnel means avallable, try to make
personal contact either by phone or in person w1th your resources
in connection with your survey effort, either as an initial step, O
. , —oto introduce your\wrltten survey or as your means of actually gathering
resource information. -Personal contact gives you the ppportunity
., to tailor your requests to the individual. Respo s1ble -
students can help extend" llmltid resources through a telephone* .
. campaign, but they~w1ll need training!in how to- conduet the phones
- T calls .and answer’questlons gout the program.
. . - T q’ .
sb. An informal community survey technique (i.e., a questionnaire in the -
weekly news/shopping guide or a letter home to parénts) will also .
provide access to_self-employed people.~ A -

- ¢ K .

-

c. Diréct contact: talks and. presentatlons In addltlon to your survey
efforts, talks and presentatidhs to communlty resource peoplg will-
~help to recruit willing participants. Direct contacts through your-
_.task force members atténding luncheons, conventloné and/or .regular

L esiememe . da¥cto-day.business meetihigs 4to’ present your program~3hd distribite d%g"

s your survey instriment' caii be. especially productlve means of obtalnlng :
e community partlcmpants. f‘ : " et SR . ‘

" Plan the follow- through for your survey as you prepare to conduct 1;

Once the survey has been dlsﬁrlbuted you will. want taz- -

-

-, o

+ o follow up on nonresppndents

. : 1 ' -
. - e T ., . f Y .. - - L F -
- - b, .
e analyze and code resﬁonses

»

e .© .o -send notes Qﬁlapprec;atlon to_ all respondents - wt e e
” N ° R [
M;' .. People ‘Often forget-to r rh mailed surve9s Allow roughly two weeks

. after your original  contact or mailing to follow up on nonrespondents and ,
"urge them to complete their surveys Be prepared to send out replacement Lt
survey brochufes for those who have.misplaced the orlglnals

.oy

+

s As responses come 12, analyge and cdde each one. Those indicating a °: M
- wrlllngness to be involved- should be placed 1n the Central Resource File; .
, .those not able to partlcrpate should be filed in a special listing to be R
oy DT cgntacted atqa later date. . . . - oo,

R . . " . . ‘. .y
A lg & . . s . 3

- . I \:4 bey . - ) -
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. Be sure "to send a note” of apprec1atlon 5Q.4all respondents, d1scus51ng future
> contact*w;th those wishing to participate. o , ) ) ,

PR - ‘
~% Eiad - . - . . . ‘e

N Follow-fhrough .may take many forms, but ‘whether you chooSe to use alrect

1 e

3 = contactr&ietters or ﬁbstcards, you will need to consider; tlming, the AN
RN number “of {re-t P Ay -

) . n elpers you fave (don't forget™ “to 'incélude -students) aif ; .
v . how td regpond specifigally té-different.types of résources. Various .
sample ; tters and postcards appearlng in the Speécial Mater;als . ..

> gection, this handbdok demonstrate ‘some of ‘the- different ipproaches '

which can taken with positive and negatxve responses..and’ ) °
— . nonresponde

. > . - o . » «
o ".‘e"s - W"‘“"" e M i, i . .
. o ~
R . 4"-‘(‘ A - -~

- XY s N
= Once you have collectsg 1n1t1al info !
heed to establlsh an organlzed infor tlﬂn syStent g0 that teachers can '
begin to use the available communzty resource persons. There are two_.
basic components to the local information system presented here: the -
Central Community Resource File and the Local Evergreen Pages (your local

community resource directory). ) . o

i -
N ~

"’E ’

: The Community Resource Central File- and Record _ . . .

-

2
o wapder

Developing a central resource file which agts as & clearlnghouse for' . had

available “to allgteachers and av01dvproblems like overuse oY underqse~
ofva communlty resoyrce. . N . i 4A

. ' N -
-

{ s The locatlon and,respon51b111ty for ma1nta1n1ng and coordinating the .

: . resource file may vary dépending upon the size of the.&chool district
; LT or the service area using the. system and the number of schools and L
. - teachers who w11l be using the sysgtem. The  file may be in the library o

L one building serwing a group of bulldlngs._ In determining 'location.

S . and respons1b111ty, you.- .will need to determlne the parameters of the

- ' . service or -use area., . \ - o ‘
«

L
-— s e . L

The format for,this part of the system h&s beeg{des1gned to accompllsh
two ObJéCtIVeS'— o . oo .

A e first, to serve as the central file and record*of 1nformat10n fﬂvv '
on communlty Yesources wblch may be used by.many schools in &~ e

N
-

T d1str1ct, and ) - . .
e “ . ¢ -

et ’ second, to’ derve as a "log" or record for monitoking-uge and % .
v evaluating effectiveness of communlty fesources -in, a oordlnated ) ‘ ,
T . . manner for all teachers. . , ) .

‘ QA b b

’ . H - . . K" , N

. . . ‘
A » . .
. . o~

use of communlty resources will helg to ﬁackéltatewandefflgé%g System 4oL ‘f”??i
£

of each bulldlng, a career education center, the district office or . .

+

3

R e

~

b
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. * Information for thé central file should come from the survey. ) S
It is suggested that the information in the community resource file .
‘ . be‘maiq}:a;’.ned in -three-ring notebooks (or file folders in a large
Teve T , System) td allow for easy ?eproduction, accessibility and updating.
. ) ; . —— .

T- - - - . Bn alternative would be ar.index card-file system. Fach community
o - .tesburce identified should have an individual page or file capd. -
o ., Sample forms and camera-ready masters are included in the Special —

LA " Materials section of this handbook., - . e

T — , ’

D n b. The Igpcal Evergreen_!-"ags (Local Resource Directory)

-

T W . The local cormnity, resource dizectorir is different from the -st;.te-—’ - .

- . wide EZvergreen Pages in that it should list only local community
e " y=sources which have indicated they will participate in career,
- . eduocaticn activitief' in your schools. Your teachers need more
specific information for their planning <than the statewide directory .
— . provides. The local directory ¥iII contain munch of the information
- to be found in the Central §om—unity Resource ‘file yet it _is intended
to be = part of the system Which can be published and cizsulated to
. teachers rather than just saintained in a central locatican. In s=2il = 5
districts, this may be a simple listang. It 1s suggested that the R
- directory be arranged in mwuch the same way\ as che starewide Ivergreen, _‘\.&:
R

12 Y

Sages—i e/ by occopaticnal cluster with 2n alrhebetical indeX.

This smaller, separate Girectory will mot be as easy wdéate =s

+he central vescurce file tut shonid be mpdated &nd T rodrced -

o perindically. Cemerae-ready masters Zor the basic format of the.local. o~

- rescurce file zre a=cloded in the Special ¥aterials secticm. — + ¢ ) .

= —

4
> If jouz $chool or &iderict ‘has oot yet produced 2 loesal directory be

. snracogzmiﬁescme}u:ﬁofacéessic:teacbezszoaoentralcr ’
bm" a‘j Fg :: i !e_.o: m:‘a; % - .
%‘ % > < i
A Y - -

- - _ - «
— -
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- . )
be participating in your career .education

S (Itu €e1>l's .people who will
fectively .
¥

& ) \act.i.\gg_ies about. the program, what their role is and how to ef
e - participate in both in-school ahd workplace activities when' s
) to do so. Both preyxram coordinators ahd teacherg should’be ome, -familiay

> s

:‘ . with the handbook. : .. _ R

Z \ ‘ -\ LI ‘Y - . . oL
SRR ; . - . o —
=% -™ . p, Orientation Workshops* - . ,

= h : T =

. : % 1deallytask force megbers will help sponsor an orientation get T

‘7. ... 27 . * Their ‘assistance and attendance at an orientation session can provide .
- . tangible support for the program and encouragement to the other resource

- - . “

-+ . . people in their questions and reactions. - .
A2 v, 3 ..

Y

—- v s . ‘ . R v’
e " an evening ﬁ:rumty workshop for resource people who have -recently

S ©o volunteered participate can be ‘a good way to introduce these people.
ation progran and offer them a chance to heve their

S .to your career educ
questions answered about ‘conducting activities for students:
v . . - . . e

- . °
. . M .
z

S '_‘ During ‘this woFfxshdp sewgral teachers n¥ght present nini-lessons on
how resource pelple can talk to, students (K-12) about their work, how
o conduct a field trip {emphasizing pecple and wijt they do): or any
. topics related to your progran. . )

.
>

— .

Shis session could be a2 profitizble time to amplify suggesticns presented
+ in the Cor=enity, fgscurce Serson's Guice and stress hints for preparagion
shat will pelp resource pecple (especially txese few to Gealing with e
= stodents) gain confidepce in their gbilidies. Role playing and small
T | greep disgussioms can soretines Be effectiwe technigues Gepending cn .
. — Tche size znd compositicaef your grovp. wherever possibl vy wo keep
the nrober of pariicipants in each workshop saplli so Fhat each person
) will receiwe aceguté attenticn. Aallow cime for informal discussi
. so pecple can get accuainted over ooffee or relreshments. -

- e

-
. -

- AN - o

T . . [5] rrovite TRAINDNG FOR TEAGHERS

.

) mpave zre several points in e é;a}.:u:‘g orocess where voa will meed o .
- jmtaract closely with the t=adiT= ™ show them how toe system works and
- qo;zwiﬁegz;po::z.&é}:erdm:o&emzz&eizpm&:cgre& y
. ecocatico: acTivities. ) _— )
. - ~

b . : L . N
Stars by SsTTikTting e 5P ec22l Teacher's Saide. #NiS 3S e basaic
mefere-ce sthorl stall shenid keep oo Thelr 335%s. Yoo Iob is o

. - - . 13

-—r
»
b

1

- - A
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putposes‘of'these ‘activities are not clear, school requests will soon
. zb%cmﬁmnw.

St s,

LN
3

. - b. " Make sure teachers know how to use the system. If there is a central-
. file, do teachers have access to it? 1If there is a 1ocal Evergreens,
* Pages- directory, do teachers know it's available? "

i <
.

;51‘ ' *c. Encourage teachers to share 1deas-—part1cular1y within bulldlngs.. /a\
ot There are real advantages to coordinating the use of some resources.f”

. S . _ C . \\N/f
oL & 7 Two outllnes which follow imclude some of the klnds of - topics you ‘might want
0 to consider covering’ at teacheﬁ/znrse*V1ce training sessions. .
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Traj’ning Teachers.in How to Use Community Resources in.
) o ., Their, Curriculum .

-
- ~

4 e :

= - ~ -

To enlist teacher support from the very beg:.nnlng, show them how
.community “resources can help make their instruction more effective.
Help them clarify their expecta.t:.ons and objectives 1n using ~-
Commty resodrc R N €.

3 - - -t ' L. [

"I, IDENTIFY GOALS | .’

-

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

cé.reer edncation, transoortatlon, insurance, field trips,

spea.kers, learance fo: controversial -zesources,

(_ jndividual lstudent trlos»nto the community)

B. Brainstoreing session .

1. Break :; to small grouos {consider grouping by
department or subject matter) '

-

. 3. Grows r{econvene. coopare lists, guestions

. ‘ 2. S:all c*ouns brainitorn responses o the list of
* questi ds presented wader "How to Identify Resources®
. in the acher's Guide.- If otheér pertinent guestions:
. *  arise, discEss then when the groups ccoie together to
o exchange! ideas (step 3 below) _ .

-
- 1 ~

The ,resource use sus:a: wou develop wi
. un’z"g of approach, e"en chough vou wil

Ba’

i1l pr ¢ for an overall
1

£ind ceachers using .

A.. Review gen ral district/school requlations ) ‘.

.

resources to mest mang different curr iculum peeds. Your purpcse ‘ :
with ﬁ:«ese bra...;.stomi,., ‘sessicns is to stimulate ard clarify %
chirking. ZHave scoegne type and discripute copies of resulting ’
.  ideas for zeachers’ -a‘,er referencs. ' ~ _ . -
W \ — - - ' ;;q .
. 1 . . .
2. “a_,'-z casE=Rs - - . .
S ‘ . ‘ .
"A. Ooscribe :...’qa@as.mleoa::axs ibn of the four |, i
- mechods of dareer analysis cutiined in $he Teacker's * . .
- Snide:, Savd +he ‘seachers Cevelcd ea::n of ke :ne:ho“s -
. oo t::e .n1zcdibozrd {ort ch newsprint on e wail) Witk
* , .:1:;-’:\?.. syom <he gyoup, oo paxticulars or wariations. A&s . -
) T progren coozdanaterd help sfiem see toe less stapcazd . -, =
- ’ apozoaches ...e': zicght consider. . . .
' - @, work zhToug: 2 SesIect S--Xirees in tfe Special Yazer:all -
- SeCTISn.  DRTCRSITACE wow it can help tthem rethink thesr 1 -
: ow= Suboect aYisas: enToTITay? cmex TO See DOW iT Sam rElF T,
T - them Io 'ev‘x.s-.re. ather szihject aTeas i3 giflerent WIS '
., - " exa% may interrelaus with-ghafy oo, . - .
- = N N - . - -

- - >

- . .
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SO B Training Teachers to Use the Comnugnty Resource

R : Informatwn System \
.:: h-:“" ) o e * ’ .’ "“ ' ’ ‘* ,Jg{} 3 - ‘ A

N After you have plarmed your approach and system you Wlll_\flnd it
- - helpfui to have a tz:alm.ng session with the teachers. Whether

; L. 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
AT |~ of them in using the system. Sample items you might want to,

e ] cover include-- : S ’

.
P N . Qe M ]

-t e e -

. 1. Techniques for 'resource ‘gathering. the syste;n will use

= 2. How to initiate a resource request ¢ )

¢ : ' 3. Teacher, responsibilities within the system ('e g.,

.. ) s eValuation reports) .

: = . '© 4. ’Central information process . - :

St ) . 5. Accountability aspects of maintaining tne system

6. <Specific suggestions F6r relating to resource people

I {using the Community Resource Person's Guide as a
source book) ’ ,

7. when and how to use community resources

’ - 2

I; e

PR . @ PROVIDE FOR TEACHERS' REQUESTS FOR USE OF RESOURCES
. . . ™

~ . .

__: «‘ ) . * ,..34" N . :. .
. Cne m the key factors in your prograa desigp will be resolving t’ne? isste
L. _-of how to provide teachers with the resource inforoation they need to use
‘ . the systen. Bow will teachers find out whit resources”are available .,o,
them? How will tney actually reguest’ the vse of a spegific rescurce? i
How will use of a resource be evalvated ana recorgded ro" future re:erence’
A " .. . s - . < ‘ v
Lo : . . S C e . 1. )
: =

Se Accessing the Information -’ e

- Teacaersnes—aaocess'ocm.mo...a n.nd:ecea al*esomcele ":'qu |
T e — wiil have to determipe how to crovide That access most effectively. This - co
-~ 7, ‘might be resolved by () src*z% teachers with me:.. cwn cepies of your.
SR . local resource directory-——the Local tvergreen Pages, (b3 havirg 2 copy of
the d:.receo*v for each bmilding, (c) Cevising scoe orocecmzes whereby -
9eachers acrmally dock through eae central file to cazn their inforcats son’ d
r (d) lecting teaschers twrn, their reguesis cver o d:e cc:_n:ua.‘*y resgurce
- . wz-:;., who searches the central file or directory for & rescurce
S . .._ag::eees the teather's feexris 3 -

s

-
- - -

A
Req*es‘wg Lse of & xesc.n*ce
C:ce;ea.hezs%a'rebee- given acoess toalis:i:-go_ftterese-x!:esa:d
bavg Cetermared those im-wiich ther ase interesied, they will need
— - a
- ) - ' LY . : .
L. T - . - . - )
Q . . 31
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K piocedgres for éctgg}ly écheduling tﬁe resource. Your system-may call for

. 3 ' -
.

.
. " n

v . /‘\:

A : 4 «

. -

Y

% -
< <

‘ O C ility of contacting the res argé person
and=qakin§’élf’a;raﬁ§ements directly. If this is the case you will need

feedback procedures to ensure that the use of resources is ‘carefully
recorded in the- central, file so that resources are not overused.

. . . .

‘the teacher-to carry \the responsi

¢

Another option is to hav§ each teacher submif a rgsource requeét to the
Comm$nity Resource Coordinator‘at a district officé’or central location.
The coordinator makes the initial contact with the resource person. and J
then ‘turns responsibility for final arrangements over to %he‘teacher,_who
contqcts.thé ;ésource penggnally. ! - y -

. - s
= 4
" .
— b
“«

1 . . ] : .

~

-~ “ ~ < . . -
. Recording and Evaluating. Resource Use L,

- " A - 3

* finally you will need to determine procedures for eva;uaﬁing the use of
resources and recording appropriate jnformation in your central file.
"Pecide if teachers are to keep track of their own evaluation forms or if
fitey 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 up your procedures, the important
thing is~that evaluation is handled in a consistent manner and that your

c?ntral file is kep® current. ' . - . .
Voo -- ) 1 T~ e
w -
DEVELOP FOLLOW-THROUGH COMMUNICATIONS ,
\] v
. L
Asong the suggesticns which Zollow, soce are basic cooponents of any
co—munity fdsource-using progran and.others. are simply good ideas. 1teos
. with asterisks seed essential to the life and health of your progras.
- . . b < ¢
‘2' *1. Co—cmications detween teac?eré% . .
a. -central resource file = . )
‘ . b. evaluation file - . .
c ..+ local resource directory or iisting
: . inforsal. talk sessioas : :
. e. in-service training sessicas - -
- s
32., Between teachersrand‘coordina:ozs: =" ‘ -
£ .. aenitoring of centzral file pace by cocunity resosree | )
cooxdinator T s '
. . . b. .evaiuaticn Iile ol
. c. cre-page sheef (newsletter a® irreguiar intexvals) of

- - &

jGeus synihesized Srem various teache inputs to spark

. . jarerest and imaginations 2=G share especially good
iceas & - B '
d. in-service training sessicns

-
.

n

.
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. }-*3.‘;58etwe school distrigts and fundipg sources (when .
. ez =g 63 s . . -
"4 i TapRro Hate) e
"3 = . Vemy! b’ . . . .
v E &, 13 sheet of-site use-’ (see form in Special Materials) '

- & b. représent§tive copies (no more than 3) of central file

pages on well-used sites .

’ c. news clips, letters of thanks or endorsement from
sat'isfied or enthused reé‘s%ce persons’

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

1ével of youxr program): . ’ .-

. By . . R . PR

BN < - a. bimonthly or quarterly report from program coordinator , ...
oLt . = L. . . N S e

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

: ) that ‘over-straining of resources is lessened -

b N » L ~ e

ot ) . ©  5..- Between schools and othgr large oomz_mit’:y:'resource users )
T oL ] , (e.g., Scout group or 4-H Club gsing the same resource -
T : pool) : , ‘
- - a. meetings between coordinators to avoid straining
T resources ) :
) . - \
6. Between school and community-at-large: e
a. school-community task force on career education .
- BN _' -b. newspaper, radio, TV public relations spots and articles ,
o > ’ (maybe start your own column in the newspaper?)
N - - ¢. school open house/career hight--displaying follow- N
AN ) * through projects, video-tapes of speakers/field trips/
o , jnterviews in booths, a few guest resource people who -
- - are excited about the program, maybe an associative
= - . game pointing out unusual career ideas.and/or @
. . assoclations <« ‘ y
- ' B " a‘.r joint session with teachers and cormunity resources
. . : . - .
) i .
R EVALUATE THE SYSTEH -
\'f K B - ) .' - ) R
For any systex= fo be contimiallly effective it shoild be evaluated by .

- everyone involved: 'teachers, students, co—unity resource people and
. . perscms responsible for adninistering or maintaiping the systea.

o . Critéria &*ou maght cons;uder in oeasuring how well the systel works should

. .  inclvde sore thian the nu=dber Of pecple invoived in various ways each month, v
- though -that information is good £o report in district newslettexs, CThatber °°
n - of Co=erxce bulietias’ labor newspap2rs and so.cn. .

.- - . - - . -
) Eere are scce subjective things to look for: , h _

- LA - - ’ - *

- - - A9

- . .e Are curriculim ocutcooes Deing met? » . ) —
P e - :‘_.% -
e Are pecple satislied? R . ‘

FRIC: . - : SR .

A ]
Prarerosseivenc g




: : N ( . ‘ , = - ” T o N =N
. ~ ’\

. : . . RI 4
<. ‘o Is the system responding quickly enou 2

ORI __ e—Have we, encountered any unanticipated problems?— - S s
k2 . ' @ Are costs within prescribed limits? ’

3
vy .

T . ' ¢ ' RN .
If your district has persons qualified to ‘help on evaluation, ask for their
i\ . . assistange through proper channels. Keep your own eyes and ears open.- N
_— Remembex that the purpose of evaluation is to make the systgm betier—-not- ¢

— pinpoint blame. wo
- - ~ N . ° 1 - - : 5 “- \(a

T Sample forms and camera-ready masters for some-types of evaluation are

" included in the Special Materials section.>. Decide how you will distribute
“and file this information so that it gets used properly. :

v * <t €3 . \“ . ) ' ' . » .

Lt . \ * o\ 2" ¥ -,

- COMMUNITY RESOURCE COORDINATOR SUMMARY CHECKLIST : "

-y P’

. ., Below is a summary of materiél présented in preceding pages ‘for'building
‘ your local community resource system. Use this_ checklist format to be =
’ sure that you have covered all the necessary steps. .

.
-

i . . o \
, Cagrdinate Your Planning . . . . .
oo D Familiarize yourself with existing district policiest* regarding career
c education, field trip clearance, ?udget allocations, insurance,
7 transportatien, parent permission, clearance for controversial resources,
i etc. - T
~ - - i *
N . Review all maten!als provide& in this package soO that you will be
2 ‘:'1' ~  gamiliar with their use and contents, giving special attention to
AR the Teacher's Guide and the "Community Resource Person's Guide.

\J
‘ o D Plan your reSource.information system. sctive participation by your
: < advisory Sroup duriang the planning stages will ensure that the systen,
will Deet the needs of all jnvolved: teachers, students. cozaunity N
. people, parents, .adninistrators and support staff. -

- .
D Seekx input from teachers.. students, <parents .and coxmunity pecople.
. fnvolve a cozounity/school task force from thé beginning if possible.
At > :

- T

- - . . . ,..I >
L3 .. L , -
4 o D Planca training session or sg=e equivalent to nake suye tne teachers
= _ are familiar with the systen and what's expected of them. Provide &
c - ¢ written su=mary or list. * . .
- ! L - . - ’ 0 . - .“
identify Your Resources z. -
. § . . . . N . . L4 . . ) .
N D Iicplezent your SysIied. - Lock at your school forsniidcden resgurces. .- 8
.. Build a tean O survey the coc—unity. ask teachers, students and ) {
- . : - . -A g -
. a - S
. y ' . ~ - - 34 - \ ’
< - .
B 30 . : a
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pare"f\rts for help.:‘r Use the survey techm.ques you hdve developed to
~contact~orgam.zat1ons alnd 1ﬁd1v1duals. Take .a walk in your

neighborhood. Use special directories. (See detalled suggestions:
in the item on identlfylng resourc;s, page 19.) —

’
»

¢ . o .
.

. . : .- LY i’ ¢ . - ) .
4 D Keep accurate records of contacts. Be as:systemagic as you'¢an to

y L av01d dupllcat:l.on! of. effort . ) Lo .
‘ S E] Publ:.cme the beginning of your. program in the medxa. .Encourage .,
i ) " interested potent1al resources to contact you for  more 1nformata.on.
e . “ SRR
LT T oo . - b
- Usmg What You l—!ave Found - : o - - '

» . * -

- . D Arrange for someorne {yourself, another staff persqn or students) to |
_transcribe the information you're re eiving back from your 1nqu1r1es

\ . . onto format sheets for the central 1le {or mto whatever other central
-C - information system you plan to use). . .

PR - ﬁ M ' ' ; EN ) ’ <

« D Set up your personal file system (index cards or r_iotebook) to keep
— . track of problems, mterestlng sidelights, etc.
o D Consider m1t1at1ng a one—page periodic "Idea Sheét" to dlstrlbute -to
- . teachers; share information ‘onh new sites, on exciting follow—through
y . ‘ —.— ideas and miscellaneous tips and reminders that yeou have’ gleaned from*® -
‘ ) the central log and other sources. ¥ B .
I VO B -’ : e N .

o F_o’How-Thro‘ugh ' S LT e - : .

< - Y A

o D Maintain contact with other comunlty resource—usmg groups. o

. D ¥onitor use levels of resources. When'a resofurce—‘or site shows szgns

la e i _ of over-use, target similar Xinds of.gesourc 'jfor development to ease

B . " the strain. !- . ‘

L -:\: On a reguIar pasis (Jomcly determned by "tbe Comﬁhity Resource
' . Coordinator, \admma.s-.ratlon and funding accountabz.llty needs) prepare

Lo a tally sheet of resource use. Prepare aooronrlate‘ accompanying

PR matérials s needed (e-g.., newd clippings, letters of .endorsement

s g from enthusiastic resource people}.. .. - N

RS . o ’ . .
~ D _P}an public. relat:.ogs act:.v.ut:.es wlth care to foster the post positive

.o~ corzunity/school relations oosslble. hell-olanned public rélatz.ons

et soots in the media andra few mmwlth activities (which

e - thenselves should receive cove.age), coupled wltnxegular good relations
, . . with desource.people, can go a long way ‘toward garnering strong publid

Tt support for education in general and your pragran in particular.

S » -
"""’% oD Evaluate the whole orocess and make ad;ustz;sents as needed. Plan anead
- . for more effective and extensiva approaches.
. . . . - S
l{l‘ . . . .- Y 35 e b . 31-1‘
. ) X . .

PAFulToxt Provided by ERIC




K3

< N ~

Kl Tz . ; . - J'"“ . s, ﬁ,%

Framework for- Effec’uve School/ PR
sCommumty Relatlons ST

' . T

.
. X N
M N o " . - M
'

_,brmglng schools aand -communities closer.r;a?gether in ‘a more mutually .,

. Sypportive way. - Commumty resource. persons, studepts, teachers and ' .
administrators ;n.ll 1nev1tably get to know each otﬁer in''néw ways. This

. 1ncreased cbmmup:.catlon can contnbute mmensely to posrtrve school/ )

'c}oxmnunlty Yelatjons. ) .. > _ y

e

~* -
N . Ty . . . 7 .

v, . dn recruiting and using communlty resovrges, there must be formal and

) informal channels .through whicK commm:.caj:ron and 1nteragtlon “with the

oo ; public is kept epen and productive. Rlanning ana ;melementmg this flow

- of communication is good community relat:.ons strategy “for any school or
schoo]: system. o :

. ts - . i - N . -

Plannmg requ:.res analysis.of several gukstians:’ Who are the various

o communicate w:.tfz them? Hoy can ‘school personnel inform izens and
. i recerve feedback from them~ about scheol policy and. programs"
L ae . . . .

Following are some suggestlons and gu:.delmes. for olann:.ng and fac:.l:.tatmg

> an effective con-nunlty relatiofts strategy related to the use of community
) , resources in career education. Many of thése ideas-may already be part
- of yourﬂschool ctivities in comum.ty relations. The Community Resource.
T Coordinator shou be aware of effort;s 4n this area and complement and
. _ * strengthen themwhere possible. ' ) ¢ .
> N b v . .
- ; . e, c e i ; °.' A - .
IR - WHO IS=THE COMMUNITY = — .
l.s . . . h - - . R . e . ’ " z .
f’ W . ot . - ’ . i
P The cbnznunlty caxf"ﬁe deflned as.-all pepple in an area "who support, use .
. * or affect in some way " Ta scnool sys{em. ‘Whatever thé size~-100 or 100 000
e . > people-—a comunlty is made up of dlf ferent geographical and interest °
s e groups The ways a school commlcates w1th each . these grQups may
) . d:.ffer according to the group's sife, nurp05e and nbed. 1In 'g,eneral,
s mosE” *¥school communities should cons:.der the follcwmg g.rouns in their
R “ w_cqmmcauon»pgocess- o -
R . /'.. all resicdents " : ’ : ' ’ S, )
- . - - N Y EN N v
Tt . . e communigy leaders, and public officia ls" . o
2 . . L. - . I
- < T - : : N ° : ‘ .
o ® L. - - . -y
. e * — ' - - -‘4 . “')
- s .36 ‘ ; > 33
. St % e T ' L i

. The, use of community resources in career educatlon can be a ‘catalyst for -

groups and :Lndlvrduals comprising the community and how caﬁ schools-best -’
ci

»




. a

cTubs, groupsiand organizations T 3
% and orgail. :

_ '+ ¢ parents and studentd - < 7\
R '\ . A . ‘e Y7
L . > 1 Sl P—
. e your career education community resource persons .
e ' ;.l ’ N . . - . '
L \ your"schobl/conmlunity career education’task force S
i% . _ You may have different reasons and purposes for, %comnnnicaiting with each i
. --_. of these groups, particularly in relkation, to, careexr educdtion. In other e,
0.0l - a-words,. a _commupiication. strategy Ys a plan tofcommuiiicate formally with Lo X %\’
- . . ‘ s ' R . . e gl ety
e B S each of these groups a/fzg“ ont or moré times thioughout - the year. L = . >
;u-,:f . ;:. - _;."_ fir g . ,;} S e {_ - ‘ ‘»_ ‘ ﬁ%‘: .
'\ ,jt . J L i . &) "e S ;7”.. o R . . A% ‘x .
R ) . L. T R It - ' ‘.-:-,‘ - . . .- . «
S, L -~ ViHY SHOULD THE COMMUNITY BE INVOLVED? - B T !
. ’1‘ . . ‘_L‘&- . “" .= i
. LN RO L ’ A
o - ¥You may.wish to. achieve several. goals in your communications with the . [
public regarding career education. ese. may include :f ’ .
. ' . ~7.:". e -.q “.
- # . e .keeping the community informed gbout the purpose of career .
ST, " edugation and how it is being imDlemented in the local schools i
S *. or school district ~ ‘ _ . e
‘e involving the community in evaluating the career education "_- .
T - . prograin and/or assisting in curriculum development in thﬂls
- ..~ oarea’ . ) e L
L . . ’ ’ . . N - e
.. ' - e <nvolving the community in par,ti&ipatin? in career education : i
) " by serving as community resources . . - wt
n.‘ . . - R o
S e ipvolving the community in solving special schoo}/community B R
- problems or determining policy -regarding career education !
\ e seeing the pubiic's support in providing financial resources ¢ ’ i
. -necesgam to implement career education ;e " B
- . o i . \ R . . (X :-
a .- - <« ¥ N e
R . £ ;
- : HOW, SHOULD THE COMMUNITY BE INVOLVED? , : C, 1
. ¢ " - ) ) .
People can get involved and share informaktioh either cne-to-one or i
' ‘groups.s In a large s£hool sys there is limited time to interact with VT
. _citizens on an individual basgik. If carefully planned and facilitated,
‘ * however, group cormunicatio involve large numbers of people in a
x0T \S\shfrt amount of time ard ye Soiidve a quality’ exchange of information.
' ' —~— . - ° . N T« -
R . T ’ . < s
’ . o . - 3 |
PO T - . ) . o . e e .-
¢ = : -
r~4 -\, - ‘ 3-SR
Q - - . = { o .
IC B : 3 Toe
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, &lléwin& are some methods for.persénél and group communication that
-, “Saggest how to involve differgnt sectors of. tHe public in your school's

- career education-programs . . p

~ . - * B . . (S . . o
i : ' - ™

° Community Workshops i o . .

. e - -

An evéning c'onunimii:} wof}ghop helci :éeveral times a ye'air-cain be an excellent
way for® schools to-invite interested residents and leaders from_the I!.océl
. community to work with the school staff in planning and evaluaT_ing the -

-

ol caréer education ;irogra:? " !
- . A ‘i— .. - Y . '*—‘i.

. . . ) .
a should include interactive working sessions in small
] , not just speeches and presexgtat:ions'. Questigns should o
) ‘be carefully pregared for group discussion and fee@back to give the school .
5 staff 'useful info op concernind.what the community thinks ard feels

s about the schoQl prggram.

L.
R < & e .
LI - &

f”' il - R ) -
- - A .typical workshop format on career education may look something like -

v " this: .

~N -

-

| 7:30em. - WELOOME / .

- : \ - R ’ " —

' ~ Introduction.to purpose of the meeting. ’
. -

.8:40 <« PRESENTATION ) - .

s

A preSentation might include a brief
- e e overview of the career education program.-
L . Slides, transparencies, graphs, maps or o @
Lo ) . . other audiovisual aids could be used to make.
: 5«3(' L o o the presentation interesting and . ) ‘ '
g ’ : informative: Information sheets or &
" g . . newsletters could be handed out.

“

R

Lt

— 9:60 ) GrOUP DISCUSSION . :
. ) Groups of sewven-eight people could be forted :
T e . .. around tables. Each group should include ; N
Lo R o Both educators: and tomaunity people to allow - .
PP U R . for  maximuil intefaction. (Tabi®s can be set
/\' . - up ahpad of time .2nd used as the seatirg )
¥ ’ arrangement for #5¢, workshop Ifistead. of the -, .
- e . ' formal theatre-style arrangement, which
' . __5fteminhibits informal cemmunication.) TN .
- - Each participant rebeives -a group discussion :
- = guide with' a series of prepared guestions A

 t
ot T

»~
b

K < [ : - - L s e (¢ontinued)

W
wy
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.i’%ﬁerally no more than four questions) .
) Each group chooses a recorder to list the
s« - results of their discussion. Each group i
could be asked to prioritize responses o <
jdeas to determine which responses. the . o,
group agrees are "the most ifﬁ\portant. ” :
i 4 “u

a
™

7 /_:"

FEEDBACK FROM GROUPS .. T . L

¢

2
v

BRI o (‘ _ At the dlose of the group djscussions, group
: 2 recorders give® brief summaty reports to the
% ;3 ’ whole v}orks}}ép of théflr groups' ideas or <
R responses td questions. ;A written recoxd L
- N . of these -responses should he given to ‘the A7
“ - - 7. nmeeting sponsor to be documented and used —,-4/
: % ‘. ’ by the s'chool_ir‘f blanning or evaluating the
ST * career educationsprogram. o

1

‘ 9:30 B> INDIVEDUAL QUESTIONNAIRE -

. p v L R
A . AMshort-c;tpggtijwaire could be prepared ‘and
- = completed by each participant to gain the
. g ' ) thoughts &nd opinions of each individual at
e < ~7 5 the workshop. & w'r Qﬁ\
CeS s 4 L9:40° N SUMMARY ANDEADJOURNMENT . '
L . . R ) %"' . " . . L. .
1 v ° . . . The workshop modérator summarizes the |
L ) L . information produced during the workshop B
- T o c : and reports to the group how this ’
L . informagtion wil% be usedand reported after
SR | ‘ _the workshop . fhe formal'g:losiné of the
T ; e o - _session could be followed by informal *
e { discussion and re fr_:esp{nents":

4
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o

o ! o { . N ,z"?‘ i
., ' This_ general workshop format can’ be modified-to fit a school’s particular ¢,

' program needs. It is an oxcBllent framework for an Thteractive meeting

o that_encourages people to -wofk togéther in.groups to i&’entify needs.,”
evaluate ideas.andjdetefmine goals, or cbjectives or torsoive problems
for .many aifferent situatitns. §This formaf suggests a prpcesé; the’ ToEY
- 3 content of the meeting would dé“pend‘on each situatiors. ‘ s R S
z; L . R ;oa Ch . -
. = & o ,
- Orientation Workshop for Fommunity Resourdes . ’ :
7". _,} '_ :'q n\ . . ‘ & ’ T' . .l. gf__ "l
W . The same @orkshop format %uggeswé above can also be us"edk for working . -
.- — _-meetings with specific groups or commi. EEees since At comhineg:,preéentaf;iqn&,—
< ™= 7 group discussions and group and individual feedback. . s
. } e E PR . _




e ' an or}entation workshop ould be partloularly productive for newly .

- ‘recruited community‘resg§§;es.; This. would give these voluntéer -adults
an- opportunlty to meet hers' and other school personnel and receive
guldance concernlng how they can be effective resources for students
either in the classroom or at their workplaces. ' - ’

S . o e -
e The Communltv Resource Rerson's Gulde‘could ‘be introduced and rev1ewed
5‘P' dur;ng thlS session. ‘A presentatlon could .be ‘made about the dlffereﬁt«
&i o ways resource .persons: may be asked to share their career, experlences with
. students. Spec1al procedures and‘regulatlpns for students v151trng
4 workplaces ih the, communlty cquld beurev1ewed,and dlscussed with 1nput

iy from communlty resourge people. ‘i& ﬂ; . "é . . e .

N e vy ‘x A * . ”« » 2

feachers and resource persons could form dlscu551on groups (poss1bly by o
careeraclusters) and share .information about learning activity ideas in

4 '

PI each career area,, beﬁuSLng the' subjéct worksheets included- inxthls

- ackage of: material “‘ A PR ..

5.0 ? i [N ﬁﬁ%‘»“ Sk A - . T

AR . N 4 'a Tt R ,: * . . - B
Schoo]/Commumty Task Eo,r‘ce on Career Educdt1on e D .

4 R N g ’
T ThlS handbook hal; already suggested,the formatron of a.school/communlty
At task force on gare§r éducatlon,,partlcularly for the _purpdse of helplng

L - to build -and malnta'n the communi ty* resource in rmatlon system. ThlS
. task force can prévigle a continuous and con91stent communication link - )
, between schools and She community. , ™ R s
- . . i . X ., .
. Task forces or adviso 4 committees are popular ways to 1nvolve the
S community, but they. c become burdensome or frustrating experlences b
either to their members or to thei agency they serve. . Thi's can usﬁally
.be_avoided by careful pl%ﬁnlng and management regardlng four aspects of
task force organlzatlon' ““definition .of’ ‘the task” force role and
"1@590281b111t1es,,Membersﬁip selection, staffing and" meeting atrangemerits
and usSe of task foxce resuls. Task férce meetlngs could be conductede
u51ng -a- 51m11ar format to that descrlbed-on page 35 i . “ o

¢

’

ke y \ . )
Role and ReSponSlbllltleS . ' R o & .
N - : A & -
A llst of flvé possible roles for a career educatlon task force are
suggested o page 15 of this handbook. Many task,forggs have failed for
lack of-a clear definition of purpose or role. A.school shou1d.carefully
¢onsider and put in writing why they arexformlng'such a group and what

they expect to achleve through its efforts. e b - AT - .

4
0 - 9 CEEE

s

- % - # .
AN ' For 1nstance 4if -you assign, a task .force the role of- "a551st1ng the school ° . =«
‘ in developlnggand implementing a community resource system," the next step )
would, be. todetermine specific regspongibilities for members of the task-
.. force. You might ask each member tO/ﬁagp build @ list of names and -
' addresses of local employers to be used in the recruitment oE commuriity

resources, and/or you may also ask this-task force to sponsor soecla

b ]
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