ARKANSAS DEPARTMENT OF EDUCATION

SCHOOL IMPROVEMENT AND PROFESSIONAL DEVELOPMENT SECTIONtc \l1 "SCHOOL IMPROVEMENT AND INSTRUCTIONAL SUPPORT SECTION
Guidelines for Career Education Mini-Granttc \l4 "Guidelines for Career Education Mini-Grant
INTRODUCTIONtc \l1 "INTRODUCTION
To assist cooperatives, districts and schools with implementation of career education, the Arkansas Department of Education (ADE) will award mini-grants each school year.  Successful applicants will receive up to $2,500.  No more than one (1) project per district will be funded.

Three (3) general categories of applications may be submitted.  Categories are program planning, staff development and project demonstration.

The scope of applications may vary widely.  A proposal may be as narrow as one classroom or as broad as a multi-district cooperative.  In the past, most projects have involved only one building site.

The remainder of these guidelines briefly review the rationale for career education, describes categories of mini-grants available and details procedures for completing an application funded project.  In addition, applicants will find attachments related to the rationale and procedures.

RATIONALEtc \l1 "RATIONALE
This statement of rationale for career education in Arkansas consists of three sub-parts.  The first is the definition of career education approved by the State Board of Education.  The second is the state goals of education as developed by the Arkansas Advisory Council for Career Education. The final sub-part is additional discussion of philosophical and practical aspects of career education.

Definition

tc \l3 "DefinitionThe State Board of Education has defined career education as follows:

Career education is essentially an instructional strategy aimed at improving educational outcomes by relating teaching and learning activities to the concept of career development.
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Career education extends the academic world to the world of work.  In scope, career education encompasses educational experience beginning with early childhood and continuing throughout the individuals productive life.  A complete program of career education includes awareness of the world of work, broad orientation of selected clusters, career preparation, an understanding of the economic system, of which jobs are a part, and placement for all students (policy statement, September 9, 1973).

State Goals
The Arkansas Advisory Council for Career Education systematically developed goals for career education.  The goals document consists of ten broad goals and 26 sub-goals.  A condensed version of the goals is as follows:

1. CAREER PLANNING AND DECISION-MAKING SKILLS

2. INFORMATION ABOUT CAREERS AND OCCUPATIONAL INFORMATION

3. JOB ACQUISITION AND RETENTION COMPETENCIES

4. ATTITUDES AND APPRECIATION FOR CAREER SUCCESS

5. SKILLS IN HUMAN RELATIONSHIPS

6. SELF-INVESTIGATION AND EVALUATION SKILLS NECESSARY FOR CAREER SUCCESS

7. PERSONAL/WORK/SOCIETAL RESPONSIBILITIES

8. ECONOMIC FACTORS INFLUENCING CAREER OPPORTUNITY

9. RELATIONSHIP OF EDUCATION AND CAREER CHOICE LEARNER OUTCOMES IN THE BASIC SUBJECTS

Discussion
As an instructional strategy, career education does not seek to replace the existing curriculum nor

should it result in “add-on” courses.  It is a call for all educators to carefully examine curriculum and methods.  There is an infinite number of changes that are possible when evaluating what is taught and how it is taught from a career development point of view.  The value of these Arkansas Department of Education mini-grants is to locate and assist teachers, counselors and administrators who are interested in implementing programs which will illustrate changes in curriculum content and educational practices in order to achieve state and local goals of career education.

Page 2 of 7

For students to adequately plan for the world of work, the total curriculum must include the teaching and learning of career education.  Students must acquire knowledge and skills related to career awareness, exploration, decision-making, preparation entry and advancement.  Educators must be knowledgeable of trends in our society economic, social, technological and scientific,  that will affect change.  Educators must formulate changes in curriculum and educate students in ways that will assist them in making realistic career decisions.  Career education adds these dimensions to the curriculum through the combined efforts of the total staff.

If students continue to graduate from high school with neither marketable skills nor definite plans for further training or college, the problems of young people entering the world of work today are compounded.  At one time, when educational requirements in society were lower, a popular attitude of education was “give students a thorough academic grounding and careers will take care of themselves.”  The public record is replete with evidence that this is not enough for today.  Careers do not happen, they must be planned!
CATEGORIES OF MINI-GRANTS

Career Education Mini-grants will be awarded in three (3) categories:

A.        LOCAL NEEDS ASSESSMENT AND PLANNING OR CAREER EDUCATION

B. STAFF DEVELOPMENT

C. DEMONSTRATION OF EFFECTIVE MATERIALS AND PRACTICES

Descriptions of the three categories follow:

Category A:  Planning

The purpose of this category is to help schools that have either had very little experience and want to start with a sound plan, or schools that have had experience and wish to determine where they are in terms of student and staff needs before expanding efforts.  These grants should result in a fairly comprehensive local plan that includes student needs, staff needs, community needs and human and fiscal resources (both existing and potential), which could be used to meet identified needs.

Category B:  Staff Development

The purpose of this category is to help staff of a local school increase their understanding of career education and to acquire or improve skills necessary to infuse career education concepts into every subject area.  Applicants for grants in this category may use any available in-service training program, including locally developed in-service.  Grants may also be used to pay costs of tuition for teachers enrolled for college credit for training negotiated with a college or university to meet specific needs of their project.
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Projects in this category may focus on one or a combination of the following topics: a) infusion of career education into the existing elementary, secondary or K-12 curriculum; b) countering sex, race and socioeconomic stereotyping; c) career education for special populations including females, minorities, handicapped and gifted individuals; d) strengthening career guidance delivered by counselors, teachers, parents and community persons; and e) community involvement in career education.  Applicants should identify and describe the course(s) and nature of materials and experience to be used.

If used, a consultants qualifications relevant to this program should be discussed and his/her responsibilities should be clearly described.  Normal local contracting procedures will be used.

Category C:  Demonstration

The purpose of this category is to assist the local school in demonstrating and adopting valid career education practices and materials.  These are practices and materials from a variety of sources which have been demonstrated to be effective and are not commonly practiced throughout the state.  These programs may be available from the public or private (commercial) sectors.

Possible topics include, but are not limited to, those listed in Category B.  Projects which improve student outcomes in any of the ten state goals will be considered.

Previously established validity of the proposed program is critical.  The extent to which the developer can demonstrate from past experience that the intervention brought about the desired change (validity) and did so consistently (reliability), will be important criteria for funding in this category.

Local evaluation design is important to this category.  In most cases, local evaluation can be patterned after the original from the developer.  Some commercial sources include validation studies with specimens.  Some will provide such information upon request.

Information about validated programs is readily available.  Program titles, program descriptions and validation studies are usually available through the Educational Resources Information Center (ERIC) collection at colleges and universities.

Once program titles, descriptions and validation studies have been obtained and evaluated, it will be necessary to contact vendors (developers and/or distributors) for current price lists.
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PROCEDURES

tc \l1 "PROCEDURES
The process for completing a mini-grant project involves seven steps:  1) application; 

2) selection; 3) allowable expenditures; 4) funding and financial records; 5) specialist visits;

6) reports; and 7) career education conference.  The requirements for each activity and corresponding deadlines, as applicable, follow:

APPLICATION
tc \l2 "APPLICATIONEach application will consist of a cover sheet and a proposal.  The proposal will be outlined as follows:  (1) INTRODUCTION; (2) EVIDENCE OF NEED; (3) OBJECTIVES; (4) PROCEDURES; (5) EVALUATION; (6) EXPECTED OUTCOMES; (7) BUDGET; and (8) INTERNAL CONSISTENCY.  Enclosure 2 repeats the outline and provides corresponding criteria and points possible for each criterion.

Six (6) copies of the application, including at least one with original signatures, must be received before 4:00 p.m. the last Friday in June.  Applications received after the deadline will be returned.  Applications should be submitted to:

                         J. B. Robertson, Guidance, Counseling and Career Education

             Arkansas Department of Education

             #4 Capitol Mall, Room 202-B

                         Little Rock, AR  72201

             Telephone: 501-682-4354   Fax: 501-682-5010

             E-mail: jrobertson@arkedu.k12.ar.us
SELECTION
tc \l3 "SELECTIONIn July, a screening committee will process applications.  The committee will consist of persons representing local districts and schools, post-secondary/higher education, community and the Arkansas Department of Education (ADE).

The committee will evaluate applications using the outline/criteria document which appears in Enclosure 2.  Applications must be complete in addressing each of the outline topics and each of the criterion for which points are allocated.

It is important that applications be brief and typed (if at all possible).  Letters of support must be attached if the application includes references to resource persons and agencies assisting with the project.  Detailed budgeting must be provided.
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Internal consistency among the various components of the application is necessary.  The application must clearly establish relationship between/among stated needs, objectives, use of resources and outcomes.

Committee members will independently read and evaluate applications.  Subsequently, committee members will discuss the strengths and weaknesses of each application, determine final scores and make recommendations.  Final scores (total points) will be used to rank applications from high to low.  The ranking will establish priority for approval and funding.  Mini-grants will be awarded for amounts recommended until funds are exhausted.

Applicants will be notified of the final disposition of their application.  Successful applicants can receive an approved copy of the proposal and the rating scales used by the committee with names removed.  Unsuccessful applicants can receive the original proposal and rating scales with useful information concerning strengths and weaknesses of the application as submitted.  

The ADE’s career education specialist will serve as ex-officio (non-voting) chairperson of the committee.  The specialist will direct the work of the committee and provide information and interpretations as needed.  The specialist will also ensure that budget matters are consistent with applicable legislation, policies and regulations.  ADE personnel will carefully review the need for consultants and their qualifications.

ALLOWABLE EXPENDITURES

tc \l5 "ALLOWABLE EXPENDITURESFunding for career education mini-grants must be consistent with state laws, regulations and policies.  Mini-grant budgets should be prepared accordingly.

Allowable expenditures include: consumable materials; instructional materials; teacher resources; publications; printing and duplication; computer software; in-service training; tuition for teachers; and the like.  Consultant fees may be paid as allowed by state laws and regulations.  Both the mini-grant recipient (cooperative, district or school) and the consultant have responsibilities for compliance.

Career education mini-grant funds cannot be used to implement the state-mandated career orientation classes, programs that are eligible for more appropriate alternate funding, regular salaries, capital improvements or redemption of indebtedness.  More specifically, equipment items such as typewriters, micro-computers, film projectors, video-recorders, audio-recorders and furniture are not allowable.

Local matching funds are not required.  Staff time, facilities and equipment are considered local contributions.  Items purchased with career education mini-grant funds become the property of the cooperative or district.tc \l5 "

tc \l5 "
tc \l5 "
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FUNDING AND FINANCIAL RECORDS

Applicants may consult with the ADE’s career education specialist concerning the eligibility of specific budget items.

The ADE’s Student Support Services Unit will process the selection committee’s recommendations for mini-grant awards.  The assistant director for School Improvement and Professional Development will provide a list of approved applications with amount of mini-grant awards to the coordinator of Finance Management.  The latter will make disbursements.

Grantees must maintain a separate financial account of career education mini-grants.  They must maintain records to support the uses of mini-grant funds; uses must be consistent with approved applications.

Local records will be subject to both program and financial audits.  The ADE’s career education specialist will be responsible for program audits.  It is anticipated that recipients will carry out projects as approved.  Failure to appropriately administer projects in a timely manner could result in the termination of the project and partial or total return of funds to the ADE.

Applicants will be notified of approval and amount of funding or disapproval by August.

SPECIALIST VISITS
tc \l5 "SPECIALIST VISITSAt some time during the school year, the ADE career education specialist will visit each funded career education project.  The purpose of the visit will be to monitor the progress of the project and provide technical assistance as needed.  The specialist will arrange, in consultation with school personnel, a mutually acceptable date for the monitoring visit.

REPORTS 

A minimum of two reports will be required from each funded career education project.  A mid-year report will be due as early as possible following the end of the school’s first semester.  A final report will be due as early as possible following the end of the school year.

tc \l5 "A minimum of two reports will be required from each funded career education project.  A mid-year report will be due as early as possible following the end of the school=s first semester.  A final report will be due as early as possible following the end of the school year.
Should problems arise during the project year, the career education specialist may require additional reports with respect to the problems.

CAREER EDUCATION CONFERENCE

tc \l5 "CAREER EDUCATION CONFERENCEFollowing the implementation of the mini-grant recipient’s project, the recipient will present at the next annual Arkansas Career Education and Guidance Conference, which is usually held each year during the first week in March.  The session will include a sharing of the current mini-grant project with handouts and/or a display about the project.  The director of the mini-grant project will be provided overnight lodging if needed, and mileage in addition to complimentary registration.tc \l5 "

tc \l5 "
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ARKANSAS DEPARTMENT OF EDUCATION

SCHOOL IMPROVEMENT AND PROFESSIONAL DEVELOPMENT SECTION

tc \l1 "SCHOOL IMPROVEMENT AND INSTRUCTIONAL SUPPORT SECTION
State Goals for Career Education*

tc \l5 "State Goals for Career Education*
Goal I.
STUDENTS WILL IMPROVE CAREER PLANNING AND DECISION-MAKING SKILLS.  STUDENTS WILL BE ABLE TO SET GOALS, UNDERSTAND THE  IMPORTANCE OF A PLANNING PROCESS AND SEEK ASSISTANCE IN DECISION-MAKING.

10. Set personal goals and relate them to career choices.

2.
Identify factors, including career, which influence a person’s lifestyle.

11. Apply a decision-making process to solve career-related problems.

Goal II.
STUDENTS WILL BE ABLE TO IDENTIFY INFORMATION ABOUT CAREERS AND SOURCES OF OCCUPATIONAL INFORMATION.

12. Investigate occupational supply and demand.

13. Locate and use appropriate sources of career information.

14. Recognize similar job characteristics in various occupations.

15. Match job characteristics with own needs and interests.

Goal III.
STUDENTS WILL IMPROVE JOB ACQUISITION AND RETENTION COMPETENCIES.  STUDENTS WILL DEMONSTRATE SKILLS TO LOCATE AND INTERVIEW FOR A SPECIFIC JOB AND UNDERSTAND THE REQUIREMENTS TO REMAIN EMPLOYED.

16. Locate and interview for a job.

17. Know job retention factors.

Goal IV.
STUDENTS WILL IMPROVE ATTITUDES AND APPRECIATION FOR CAREER SUCCESS.  STUDENTS WILL DEMONSTRATE PRODUCTIVE ATTITUDES TOWARD WORK AND POSITIVE FEELINGS ABOUT TASK ACCOMPLISHMENT.



tc \l5 "
         10.     Relate work attitudes to accomplishment and satisfaction.

         11.     Detect and appreciate quality work.
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Goal V.
STUDENT WILL IMPROVE SKILLS IN HUMAN RELATIONSHIPS. STUDENTS  WILL DEMONSTRATE POSITIVE INTERPERSONAL RELATIONSHIPS, KNOWLEDGE OF GROUP DYNAMICS AND POSITIVE ATTITUDES TOWARD THE POSSESSION OF HUMAN RELATIONSHIP SKILLS.


   12.
Identify and recognize need for and benefits of good interpersonal relationships.


   13.    Recognize prejudice, contributing factors and behavioral effects.

         14.    Identify ways to effectively work as a team member.

Goal VI.
   STUDENTS WILL IMPROVE SELF-INVESTIGATION AND EVALUATION

   SKILLS NECESSARY FOR CAREER SUCCESS.  STUDENTS WILL BE 

   ABLE TO EXAMINE SELF IN RELATION TO CAREERS, ASSESS SELF-

   CONCEPT, APPRAISE OWN INTERESTS AND CAPABILITIES.

         15.    Recognize personal adjustment situations and seek required help.

         16.    Recognize personal limitations and how self-concept influences job success.

         17.    Identify factors influencing own career options.

          Goal VII.       STUDENTS WILL UNDERSTAND PERSONAL/WORK/SOCIETAL

        RESPONSIBILITIES.  STUDENTS WILL DEMONSTRATE GOOD                             CITIZENSHIP, KNOWLEDGE OF RELATIONSHIPS WITH AND                               RESPONSIBILITIES TO FELLOW PERSONS, JOB, ETC.

         18.    Identify responsibilities toward co-workers, supervisors and property.

         19.    Identify rights derived from the political and social environment.

20. Develop positive attitudes/behaviors for participation in political and social                 environment.

Goal VIII.
STUDENTS WILL IMPROVE UNDERSTANDING OF ECONOMIC FACTORS INFLUENCING CAREER OPPORTUNITY.  STUDENTS WILL DEMONSTRATE UNDERSTANDING OF HOW VARIOUS ECONOMIC CONDITIONS AFFECT A PERSON AND HOW A PERSON INTERACTS IN THE ECONOMY.

21. Identify the ways technology can affect work and/or lifestyle.

22. Identify the results of job specialization and worker interdependence.

23. Recognize relation of time/effort to wages.

24. Indicate relationship of supply and demand among resources, goods and services.
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Goal IX.
STUDENTS WILL IMPROVE UNDERSTANDING OF RELATIONSHIP OF EDUCATION AND CAREER CHOICES.  STUDENTS WILL DEMONSTRATE UNDERSTANDING OF THE RELATIONSHIPS OF EDUCATION (FORMAL AND INFORMAL) TO CAREER OPPORTUNITIES. DEMONSTRATE UNDERSTANDING OF THE RELATIONSHIP OF EDUCATION OR TRAINING TO SPECIFIC JOB REQUIREMENTS.  

25. Relate specific training to specific career goals.

26. Relate general learning experiences to career opportunity.

Goal X.
STUDENTS WILL IMPROVE LEARNER OUTCOMES IN THE BASIC SUBJECTS.

          27.    While career education cannot assume total responsibility for the performance of 

students in the basics, the effect on the basic skills should be monitored.  Programs and activities which can be demonstrated to improve achievement in the basics will be given priority; those which demonstrate decreased achievement in the basics will be discontinued.

*Developed by the Arkansas Advisory Council for Career Education
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COVER SHEET

ARKANSAS DEPARTMENT OF EDUCATION

 SCHOOL IMPROVEMENT AND PROFESSIONAL DEVELOPMENT SECTION

Cover Sheet for Application for Career Education Mini-grant, 2001-2002

Project Title:___________________________________________________________________

Category (Check one):_____Planning_____Staff Development_____Demonstration

Target populations (Check group and circle grades or specify as appropriate):

_____Students_____K      1      2      3      4      5      6      7      8      9      10      11      12

 _____Staff________K      1      2      3      4      5      6      7      8      9      10      11      12

_____Other________Specify________________________________________________________

_____Recipient of Previous Career Education Grant_____ Year_____ Continuance of Previous Grant

Submitted by:_____________________________________________________________________

                        Name                                                              Title

                       _____________________________________________________________________

                        School Building Name                              

          ____________________________________________________________________

          School District

                       _____________________________________________________________________

                        Street or P.O. Box

                       _____________________________________________________________________

                        City, State, Zip

                       _____________________________________________________________________

                        (Area code) Business Phone                            (Area code) Home Phone

                       _____________________________________________________________________

                        (Area code) Fax Number                                        E-mail Address

Directions: Six (6) copies of the application, including at least one (1) with original signatures, must be received via mail or hand delivered not later than 4 p.m. Friday, June 29, 2001.  Mail or deliver to J. B. Robertson, Guidance, Counseling and Career Education, #4 Capitol Mall, Room 202-B, Arkansas Department of Education, Little Rock, AR  72201.

Assurances: This application for a career education mini-grant is hereby submitted to the Arkansas Department of Education.  As administrator of my cooperative or district, I certify I am aware of the content and provisions of the application.  If funded, I assure that the project will be completed as described in the application, excepting necessary amendments which may be submitted in writing for approval by Arkansas Department of Education officials.  I am aware that failure to carry out the provisions of the approved application could result in termination of the project and a partial or total return of funds.

_________________________    ______________________________    ____________   ___________________

Project Director’s Name                                         Signature                          Date                      Telephone Number

_________________________    ______________________________    ____________   ___________________  

Principal's  Name                                                    Signature                          Date                      Telephone Number

_________________________    ______________________________   ____________   ___________________

Superintendent's Name                                           Signature                          Date                      Telephone Number
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ARKANSAS DEPARTMENT OF EDUCATION
                          

SCHOOL IMPROVEMENT AND PROFESSIONAL DEVELOPMENT SECTION

tc \l2 "SCHOOL IMPROVEMENT & INSTRUCTIONAL SUPPORT SECTION
Outline and Corresponding Criteria for Evaluating

                                             Career Education Mini-grants

   I.
INTRODUCTION B 5 points


1 Application clearly describes prior education projects or activities,

                  carried out by the applicants and/or others, which are related to the

                  application.






1
 5________

  II.
EVIDENCE OF NEED B 5 points

2 Application clearly states purposes, specific target populations and

   shows corresponding evidence of need.



2
 5________ 

 III.
OBJECTIVES B 25 points

3 Objectives are sharply defined and clearly stated as they relate to

                   career education.





3
15_________

               4 Objectives are measurable.




4
10_________

 IV.        PROCEDURES B 25 points

5 Activities to achieve the purposes and objectives of the project are

                  stated and described with use of materials outlined as related to

                  career education.





5
10_________

6 Calendar of events and the time required for each activity is clearly

   charted.






6
  5_________

7 Personnel involved in the project have necessary training and

   experience to assure successful completion of the project.

7
  5_________

8 Necessary commitment from individuals and groups to achieve

                  purposes and objectives is evident.  Letters of support could be

                  included.






8
  5_________

    V.
ASSESSMENT B 20 points

9 Assessment plan is designed to measure the achievement of

                  objectives using a variety of methods which will indicate growth

                  or success.






9
20_________

  VI.
EXPECTED OUTCOMES B 10 points

10 Project holds promise of being useful to other career education

     projects with similar educational purposes.


10
  5_________

11 Total project, if successfully completed, holds high promise for

     being a model for adoption by other schools.


11
  5_________

 VII.
BUDGET B 5 points

12 Estimated cost is reasonable in relation to the scope and

     anticipated results of the project.  A budget breakdown is

     provided.  Materials must be directly related to career education.
12
  5_________

VIII.
INTERNAL CONSISTENCY B 5 points

13 Application demonstrates relationships between/among stated

     needs, objectives, activities, calendar, time required for each

 
     activity, use of resources, budget items which are related to

     career education and evaluation as they relate to career education.
13
  5_________

           Total       100_________

