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Planning

Before you begin, follow these steps:

1. Discuss the following issues with your Coordinator___________________________________:

 Name
Phone #

a. Will your district be collecting information from all 12th grade students exiting high school or a sample of students?

b. HOW MANY students are to be reached? If your district will be using state-developed scannable answer sheets, ensure that enough have been ordered for your district.

c. How will you reach all of the eligible12th grade students in your population or sample? You may want to discuss some of the following questions with your Career Preparation Coordinator:

i. How will I reach students who only attend school part of the day (such as those who attend a vocational program outside your building)?

ii. How will I assist students who have difficulty reading, or who don’t read or speak English?

iii. How will I know that I have collected information from each of the students I need to?

d. WHEN is your deadline to have all of the 12th Grade Career and Education Plans Report forms completed and submitted to your coordinator? Forms must be returned to (name):________________ by _________________(date).

Day of administration

Assemble everything you will need. If using scannable answer sheets, you will need the following:

( #2 Pencils for students 

( Scannable Answer sheets

( Administration instructions, including definitions of terms

Administration Instructions

1. Read instructions for correctly completing the answer sheets (see page #3). Remind students to completely darken each bubble and to only darken one bubble per question.

2. Read definitions of terms (see page # 4) to students.

3. Provide assistance to students in completing the forms, if necessary. This may include reading the items and response choices to students who are unable to read.

4. Answer questions regarding the items, using suggested responses on page # 3 of this guide.

5. Collect scannable answer sheets from students 

6. Review answer sheets for bubbles that have not been darkened completely and darken bubbles completely. This may be time-consuming, but ensures the best results for your district.

7. Forward completed answer sheets to your regional coordinator, identified by your district and building number.

Instructions to Students (may be read verbatim)

“Our school district is interested in your opinion about the types of information and activities that were provided while you were in this school district (in any grades kindergarten through 12th grade). It is important to answer the questions carefully, so that our district’s results are as complete and accurate as possible. The questions will take only a few minutes to complete.”

“For each question, decide whether you agree, tend to agree, tend to disagree or disagree. If you think the item is asking you about something that did not happen in your school district, mark ‘not applicable’ and skip to the next item.”

(Read only if using scannable answer sheets):

“Darken the bubble that matches your answer for each question. Be sure to completely darken each bubble, or your answer may not be counted. Be sure to darken only one bubble for each question. If you change your answer, erase completely.”

Answers to Common Questions from Students

Question: Why should I answer these questions?

Answer:
Your answers will help our school district improve its career preparation activities. These are activities that help students prepare for a career or continuing education after high school.

Question:
Should I put my name on my answer sheet?

Answer:
No. Your answers are anonymous. Do not put your name on your answer sheet.

Definitions of Terms (may be read verbatim)

Explored Careers (Career Exploration)

Career Exploration is learning about different career options through direct and hands-on experience. Examples include speakers from different kinds of occupations, career fairs, field trips to businesses and on-line exploration. In our district some examples are ________________.

Career Pathways

Broad groupings of careers that share similar characteristics and whose employment requirements call for many common interests, strengths and skills. The six Pathways are: Arts & Communication, Business, Management, Marketing and Technology, Engineering/Manufacturing and Industrial Technology, Health Sciences, Human Services, Natural Resources and Agriscience. In our district we call these ____________________.

Education Development Plan (EDP)

A document identifying your career goals and plan of action to achieve them. It usually includes 1) personal information, 2) career pathway goals, 3) Educational and training goals, 4) assessment results, 5) a plan of action and 6) parent consultation and endorsement. It should be updated every year. In our district we call this _______________.

Career Interest or Aptitude Tests

Formal and informal measures and inventories that help learners in understand their career interests, aptitudes, and abilities. Examples include the PLAN, ACT Explore, COPS, CAPS, MOIS/My Dream Explorer. Some examples used in our district include: __________.

Activities at a workplace or business

Activities at a workplace or business site, which were organized through your school. Examples may include job shadows, internships, service learning, visits, mentorships, or apprenticeships. Examples used in our district include: ______.

Guidance/Counseling programs

Specialized activities that assist students in identifying, planning and attaining goals consistent with their aptitudes, needs, abilities and interests. A teacher, school guidance counselor, Career Development Facilitator or other school personnel may conduct the activities. In our district, these kinds of activities include _______.
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