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Qur students face an uncertain future. Workforce trends suggest the average
American will change jobs seven to ten times during their working years, and many
make complete career changes four or more times.

Our students must have the knowledge, skills, abilities, and information they
to make successful transitions to the working world. They must be prepared to respx
and adapt to the ever changing business environment that will see rapid technologica
advances and growing foreign competition.

To help our students prepare for the future, Warsaw Community Schools has
developed a pilot career program entitled Goals Approach Planning-Success Sequenc
Within this program each grade level would have specific career exploration lessons
activities designed to enhance the entire school curriculum.

Elementary Grades 1-5 would have an assigned Career Path containing three
related careers each year and all students would be involved in eight activities per sci
year reiating the specific designated Career Paths. During Grade 6 all the career path
would be revisited in the form of a fair or exhibit.

Middle School Grades 7-8 are when our students would begin to make the
transition to high school. Through Goals Approach Planning-Success Sequencing th
would gain more in-depth knowledge of the career paths they explored in elementary
school. They would also learn about their future choices of extra-curricular activities
electives at Warsaw community High School. Students would learn of the significan
making good choices for class planning as they pertain to graduation requirements ar
college entrance. They would also learn about the role transeripts and the Gold Card
would play in their futore.

High Schoo! Grades 9-12 would be years of intensive career research, explora
and planning. During these years our students would seek the answers to three critic:
questions in career planning. “Who am I?”, “Where am I going?” and “How do I ge
there?”

Grade 9 teachers and counselors would direct our students through a self-
awareness testing process o help them begin to answer the question “Who am [7” TI
would also be directed to develop community involvement and build teamwork
participation skills with service learning projects.

Grades 10 and 11 are when our students would begin to answer the question
“Where am [ going?” Grade 10 would provide our students with 2 mentoring prograr
and allow for more in-depth career research. Grade 11 students would participate in j
shadowing and develop future goals to prepare them for higher education and/or
immediate employment upon graduation.



Grade 12 students would be involved with creating an action plan that answe
question “How do I get there?” They would become involved with internships,
apprenticeships and co-op job opportunities. The students would complete their
portfolios and resumes, some would continue to finalize financial aid and college
entrance procedures, and others would conduct interviews for post-graduation
employment.

A Career Information Center solely dedicated to career development would s
as a hub around which the Goals Approach Planning — Success Sequencing program
other career curriculum activities would occur. It would serve as a vital link to ensur
that career development would be seamlessly infused into the entire school curriculu
The Career Information Center’s role wouild be to offer information and a variety of
services to students and their parents, to support and increase the instructional capaci
the school by serving as a resource to faculty and staff to connect students progress a
they create and implement their career plans.

To develop a Career Information Center facility, a management plan of start-
costs needs to be created. The items of this type of management plan include: progre
goals and objectives; personnel; activities; materials; a timeline for implementation,;
an evaluation plan, The following results of this management plan could be used as :
guideline for future grant funding applications.

The goal of the Career Information Center is to empower individual students
become the architects of their career development.

To meet this goal, the Career Information Center’s objéctive 15 to provide stu
with the relevant information, learning activities, as well as warkplace and higher
educational opportunities to help them develop the necessary skills to find and hold 2
good jab. '

Career Information Center Persounel

Staff positions for a Career Information Center are directly connected to the
mission or goal of the center, the space available, fiinding sources, and services offer
It is vitally important that competent, professionally trained and licensed counselors ¢
available to provide the service of career counseling and curriculum development.

Beyond their specific career counseling and career development skills these
counselors will need other desirable workplace skills. These useful skills inciude:
managing a resource collection; job placement; curriculum development; community
resource development and coordination; marketing and communication skills; and
program evaluation skills, Warsaw Community Schools employ these professionals,
However, with the increase in work load, additional counselors may need to be hired



Additional money must be allotted for the employment of paraprofessionals t
support the counselors. These workers can provide the daily clerical tasks necessary
operation. Their tasks might include: reception and answering telephones; schedulin;
appointments and classes; coordinating and scheduling activities; correspondence; an
answering technology questions.

A Career Information Center within an educational setting must educate stude
and faculty about their services and promote the expansion of career-related activities
into the curriculum. The Career Information Center must seek to contribute to the
individual student’s career development in several ways.

The Career Information Center must provide information and activities to heij
build skills necessary to answer the three critical questions of career development (*V
am I?7”, “Where am I going?” and “How do I get there?”). 1t must help the faculty
connect course materials to the world of work. Finally, it must help the students appl
their knowledge and skills to & variety of real world experiences.

The following is a list of the possible activities, strategies, and techniques that
could be used to connect students, faculty and business representatives to the Career
Information Center.

Career assessment testing

Career counseling

Career days

Career-related instruction

College planning

Coilege visits

Community referrals

Co-op and internship experiences

Employment advising

Financial aid advising

Freshman orientation activities

Guest speakers

Inservice activities on career development for staff
Internships

Job fairs

Job market interviews

Job readiness skills, such as preparing for interviews
Job shadowing placement

Mentorship placement

Occupational and educational information interviews
On-campus recruiting

Outplacement counseling



Panel discussions with experts

Portfolio design

Research and evaluation

Resource materials and databases

Resume writing

Self-development activities to raise awareness of skills and interests
Service learning experiences
Scholarship assistance

Student employment bureau

Study skills

Teamwork skill enhancement

Time management skills
Volunteer employment opportunities

Material resources provide the way students in the Career Information Center
answer the three important questions involved in career development “Who am 177,
“Where am I going?” and “How do I get there?” These many resources can be
categorized into three basic areas of assessment tools, career and labor market
information, and strategy-based references. These types of materials must be made
available to students in a variety of printed, electronic and video sources.

Assessment tools as resources help students learn more about themselves. Th
resources help answer the question “Who am I?” Topics include: identifying indivic
strengths and concerns; conducting an interest and aptitude inventory; fine tuning go:
determining academic skill levels, and measuring personality characteristics.

Career and labor market information resources provide students with complet
accurate, and timely information to make career decisions and form career plans. Th
materials help the user answer the question “Where am I going?” Topics include: du
and nature of work; work setting and condittons, preparation required; spectal
requirements or considerations; methods of entry; earnings and other benefits; usual
advancement possibilities, employment outlook; opportunities for experience and
exploration; related occupations; and sources for additional information.

Strategy-based reference resources address the question “How do I get there?
Topics include: identifying and developing workplace skills; positive work habits; te:
preparation materials; scholarship and financial aid information; coliege materials; jo
seeking materials; cover letters; resume writing; interviewing; getting a job and keepi
it; recruitment literature; and military materials.

In advance of requesting funding, a budget of start-up costs must be created.
following is a detailed account of the start-up costs for books, electronic sources,
equipment, newspapers, periodicals, posters and videos. The total start-up cost for th
Career Information Center is $66,926.75.



BOOKS
Title

Cost

Peterson’s
Infernshi
Summer

orfunitie
Hidden Job Market
Top 2,500 Emplovers
Medi 1
Job Segker’s Almanac

ISBN 0-7689-0310-¢

2000 Career éhoice Set :

$136.88
10 Vol. Set

SAT Success .

SAT Math Flash

SAT Word Flash

ACT Success

ACT Enpglish Flash
ACT Math Flash . .
Panic Plan for the SAT

Success with Words

2000 Deluxe Test-Prep SEt _ r )

Pani¢ Plan for the ACT

$83.63
10 Vol. Set

2001 Deluxe Guidance Set
Peterson’s

College Visits
Four-Year Colleges
Insider’ i 11

$183 38
10 Vol Set

JIST Works, Inc.
ISBN 1-56370-310-6

$19.95

ISBN 0—89434-274—6
Greaf Careers in Two Years
ISBN 0-89434-285-1
ISBN 0-89434-305-X . o _

~ continued

Career Exploration Packagé
Ferguson Pubhshmg Company
f Careers al

$340.60




Exploring Tech Careers = . . S } .
1ISBN (0-89434-244-4 : :
Exploring Health Care Careers

ISBN 0-89434-217-7

50 ing E . e

ISBN 0-89434-312-6 N L

Career Information Center
MacMillan Reference USA

ISBN 0-02-897472-7 L

$275.00
13 Vol. Set

Career Skills Library
Ferguson Publishing Company
Communicati ' _

ISBN 0-89434-209-6

Information Management o -

iISBN 0-89434-215-0

Leadership Skill _ - -
ISBN 0-98434-213-4

Learnin es

ISBN 0-89434-216-9

ISBN 0-89434-211-8
I -Solvi
ISBN 0-89434-210-X
Seif-Development = = . _ . -
ISBN 0-89434-214-2

Teamwork Skills

Organization Skills N - : - e

$99.05
8 Vol. Set

® . : .
Building-Cars-Computers-Emergencies-Entertainment-Fashion-
Fitness-Health Care-Kids-Money-Music-Office-Sports
Peterson’s

ISBN 1-56079-575-1 w— o

ISBN 0-89434-212-6 L

$119.30
14 Vol. Set

i ol % Unhversia

Peterson’s

$14.95

ISBN 0-7689-0050-6 R I
Chronijcle Occupational Briefs :

Chronicle Guidance Publications, Inc.

T $341.25

#506 ] . e e e

College Bluye Book B
MacMillan Reference USA

$250.00
5 Vol. Set

ISBN 0-02-865300-9 D e
";7. A....!.' ¢ [CC i &8 2
Peterson’s

ISBN 0-7689-0455-2 L

$29.95

Caring for Animals . . . . e =
Expanding Education and Literacy
Caring for the Ill, Poor, and Elderly

| - continped

$114.95
8 Vol Set




Participating in Government,
- | Pr in i
Pr ing th

Ferguson’s
ISBN (-89434-235-5

testlig vicom | L

reating Y igh
Chronicle Guidance Publications, Inc.
#5087

T $6.95

Creal igh School

415176 e

Chronicle Guidance Publications, Inc.

" $8.95

Dynamite Cover Letters
Impact Publications
ISBN 1-57023-100-1

T $14.95

Dvnamite Resumes

Impact Publications

"$14.95

ISBN 1- 57023 100—1 e

Book-MartPress ‘
ISBN 1-57023-101-X

$18.99

m ing into C e

Peterson’s
ISBN 0-7689- 0390- s

$14.95

ISBN 0-517-12365-7

Random House Value Publishing, Inc.

$15.95

Ferguson Publishing Company

ISBN 0-89434-175-8

T $10.95

Peterson’s
ISBN 0-7689-0325-4

O R e e

$16.95

Petersen’s
ISBN 0-7689-0231-2

$14.95

U.S. Department of Defense
DOD 1304.12-L-ASTP-MC

—

T $40.00

Occupational Qutiook Handbook
U.8. Depariment of Labor

ISBN 0-89434-351-3

T$16.95

Personal Job Power

Peterson’s
ISBN 1-56079-599-9

$12.95

Portfolio Power

Peterson’s

$14.95

ISBN 1 56709- 761-4

- contmued

" $26.95




. | Peterson’s
ISBN 0-7689-0255-X

Resource Directory Package

Ferguson Publishing Company
Ferguson’s Guide to Apprenticeship Programs
ISBN 0-89434-243-6

ISBN 0-89434-169-3 ,
Resources for People with Disabilities
ISBN 0-89434-242-8

Pathways to Career Success for Women .
ISBN 0-80434-281-9

Pathways to Career Success for Minorities
ISBN 0-89434-303-3 _

$246.25

Smart Parents Guide to College
Peterson’s
ISBN 1-56079-591-3

$16.95

Sumimer ( ies
Peterson’s
ISBN (-7689-0271-1

" $29.95

Tw 2
Peaterson’s

$24.95

ISBN 0-7689-0378-5 L e .
Itimat iv. i

Peterson’s

ISBN 0-7689-0390-4

T$14.95

Peterson’s
ISBN 0-7689-0010-7

T 314.95

{tir N loyee
Peterson’s
ISBN 1-56079-979-X

$14.95

Totel -

ELECTRONIC SOURCES
Title - .

s : a . ool -

ASVAB

Career Connextions-Pathfinder -

CHOICES .

Internet 7 . et e

Total -




EQUIPMENT
Title ) ) - Cost
6 | Bookcase - 18 Inch Deep Four Shelf o $189.00
1 | Camcorder - $629.00
60 | Chairs Setof 5 . $132.00
31 | Computer _ o - $1,215.00
15 | Computer Table 30 x 60 _ $266.00
1 | Desk - - 3489.00
1 | Desk Chair g $111.00
2 | Filing Cabinet — 4 Drawer _ $159.00
2 | Laser Printer 31,350.00
4 | Literature Rack 5 - $138.75
1 | Media Cart o . s $152.00
1 | Newspaper and Magazine Easel - $67.00
1 | Overhead Projector L $321.00
1 | Overhead Projector Cart e ] $153.00 |
80 | Paper- 10 Reams per Case $20.30
1 | Presentation Stand $69.95
I | Projection Screen _ $306.00
6 | Table - Round - $235.00
4 | Toner Cartridge — = $120.00
1 | Tripod e — $122.00
1TV . - $649.00
1] VCR B _ $209.00
50 | Video Cassettes — VHS — Set of 10 - - $11.80
Total
NEWSPAPERS
Title

Chicago Tribune T 1

i

Fort Wayne Journal_Gazétte | L

Indianapolis Star L

South Bend Tribune

Wall Street Journal

Total R




PERIODICALS

Title o o L
Career Chojces Newsletter . . .

Ebsco Subscription Services
#181-396-045 : , I

C t 1
Ebsco Subscription Services

#181-411-414 ] - el LI

Ebsco Subscription Services
#181-651-712 - L e e

Careers & Colleges ,
Ebsco Subscription Services
#181-683-376 . e S

i

| Total B o L

ks
¢

POSTERS
Title _, e

Cost

Career Center Promotional Lithographs & Posters
Cambridge Career Products
CCPOST038-G19

$49.95
10 Prints

Career Planning thhographs & Posi:ers
Cambridge Career Products

CCPOSTO41-G19 . G

$49.95
10 Prints

Motivational Job Search thhographs & Posters
Cambridge Career Products

$49.95
10 Prints

#CCPOST24-G19 L o L

Tptal

e
|

VIDEOS
Title - e s

Cost |-

Careers for 21% Century Video Library

Chronicle Guidance Publications, Inc,

#DELPHI100 o - f gt

$1,699.00
21 Vol. Set

How to Find and Keep a Job
Chronicle Guidance Publishing, Inc.
#715100 , e s

"~ $895.00
12 Vol. Set

School to Work: Career Decl_.swnsvl
Chronicle Guidance Pubhshmg, Inc.
#SWCDVOO R - . 7 C- = - C e T et

$329.00
5 Vol. Set

Total




Locating appropriate funding outside the school corporation will be necessar
supply monies to create the Career Information Center facility. A few possible Indi
funding sources include: School-to-Work Education Services through the Indiana
Department of Woikforce Development; Indiana High Tech School 2000 Grants thr
the Indiana Career and Postsecondary Advancement Center (ICPAC), and Kosciusk
County Foundation.

Once funding has been secured the timeline for implementation would go ve
quickly. A possible timeframe would include: four to six weeks for materials to be
ordered and shipped, and two weeks to completely set up the facility to be user-read

Career Information Center Evaluation Plan

Evaluation is critical to ensure that the Career Information Center meets the 1
of the students served. Evaluation also provides the necessary direction for changes
improvements. There should be at least four areas that a Career Information Center
attempt to evaluate. They include: quality of service; center usage; center effectiven
and budget.

Quality of service can be evaluated by surveying students, teachers,
administrators, parents and business leaders. A few of the possible ideas to explore
be in the form of the following questions. Is the Career Information Center goal or §
being met? Are the objectives realistic and effective? Do clients they believe their
individual and corporate needs are being met? Is there sufficient support for career
related instruction? Are there sufficient avenues for parental participation in student
career goals? What are the strengths and concerns of the Career Information Center’
What could possibly be done to improve the Career Information Center?

Facility usage can be measured numerically by counting the numbers of
individuals and classes who use the Career Information Center. Usage can also be
evaluated upon whether it has convenient hours, accessible and current resources anc
technology, and if there is sufficient access to a database of local resources.

Center effectiveness can be measured in a variety of ways. Some of these
measurements can include: whether the materials cover a wide range of reading leve
qualified and professional staffing; user-friendly and interactive technology; a physic
appealing environment with comfortable furniture, a2 minimum of noise, good lightin
windows, and attractive and colorful wall decorations.

The proper planning and execution of a budget is also crucial to the effective
management of every Career Information Center. The managers must be capable of
planning for start-up costs and maintaining a yearly operating budget. Measurement
include: maximizing use of appropriated monies, demonstrating competency in selec



acquisition and maintenance of equipment, prograifis and materials; maintaining ace
records; and investigating a variety of funding sources through grant applications.

Evaluation and improvement must be constant. There are always better way
serve our students. Students, parents, teachers and staff must be responsive and wo:
together to make the Career Information Center a place of optimum development fo
User.

Conclusion

In conclusion, creating a quality, user-friendly Career Information Center th
both comprehensive and multidimensional to accommodate the student’s needs is a
viable and necessary challenge we must meet. We must empower individual studen
become the architects of their career development.

A Career Information Center is a place of hopes and dreams. It is 2 place wi
we can help our students explore and connect to the future by identifying their indiv
needs and then providing developmentally appropriate support, services, and activit:
In order to adequately prepare our students and provide them with the skills they ne
compete in our local and global economies, we must make the necessary commitme
time and money,

This paper has been an exploration of the basic requirements necessary for ti
start-up of a Career Information Center. It is a “blueprint” to help interested parties
for the future, Every school in Kosciusko County could eventually have a Career
Information Center. They could eventually be linked together via the Internet to pic
a high standard of comprehensive and consistent career and higher educational plan
for every student.
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