
Name:_______________________  Start Date:________________ Due Date:________________

Career Exploration #______
Field of Interest:_______________________________________

Evaluation Criteria My Goals

Hey! Watch for my input throughout this planner. 
What I have to say may put you on the right track 
for your exploration process, so stay awake and 
read what I have to say.

This planner focuses on keeping you ON-TASK 
as you work through your career exploration 	
process.

FOCUS: 
ON-TASK
during your 

career 
exploration 

process

Competencies
1. Carries out a process of career exploration 		
2. Contemplates his/her learning and work possibilities
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This planner will guide you in the process of being On-Task during a career exploration process. While being 
On-Task, or actually getting into your exploration, you will follow a simple process called KPOP. Each page of 
this booklet will inform you what part of the learning process you are working on by highlighting one or more 
of the letters in KPOP.

Learning Process

Career exploration 
process

Keep this is mind...

Knowing   
yourself

• The point of Knowing yourself activities is to make a connection      
between your traits, interests, strengths, weaknesses, passions etc. 
and the career you are going to explore. 

• No exploration should be a random choice—you must be able to     
explain how your career exploration choice results from activities that 
help you get to know yourself a little better in the context of careers. 

• Each exploration you complete will also help inform you, a little more, 
with information about who you are.

Planning

• Planning is the key to a useful, fun and interesting career exploration. 

• If you learn to plan how to find out more about a career area, you can 
transfer this knowledge into each exploration you do, even years from 
now when you will be making decisions about what career to pursue. 

• Do not rush these activities, the more complete your plan is, the more 
likely you will enjoy and succeed in your career exploration process.

On-task

• On-Task activities help you carry out your plan and document the      
information you are collecting about your career of choice. 

• The questions and graphic organizers will guide you to consider    
various aspects and to find information from various sources. 

• At times you may be asked to work with classmates to collaborate on 
your work—much as people are required to do in many career fields.

Pondering

• Pondering is another word for reflection. You will be asked to pause 
and ponder at various points in your career exploration process. 

• The point of these activities is to help you consider how your explo-
ration process is developing, to redirect if needed, and to make sure 
you are aware of all the strategies that you are, or could be using to      
complete a thorough career exploration. 

• Pondering can also take the form of a self-evaluation.

ON-TASK



I am exploring ____________________________ in the field of _______________________________.
                                           (career)                                                                 (broader field)
List 3 things about yourself that led you to this career exploration.

1.

2.

3.

Sum up why you decided to go ON-TASK with this career exploration.

Getting Started!

• Well, you might be wondering: On-Task about what? That’s a good question because there are a few things 
you do need to know before you can get down to business.
• On-Task simply means you are ready to learn about and experience a career field. 
• You can be On-Task in more than one way. For example:

- You may be getting down to research and gathering information. 
- You may want to try out a tool kit or virtual simulation to experience the career that interests you.
- Or, you may be working with classmates, sharing and comparing to help with choices you need to make.

But first — Think about yourself
Filling in this table will help you be sure that you are starting in the right direction.

And next — A little planning is needed

So, take a few minutes and think about how you are going to carry out your exploration. 
What do you want to do and what do you need to do it? The Project Planner graphic 	
organizer on the next page will help you organize your ideas. Fill in a few steps that you plan 
to follow and what you will need. Bingo!  You will be ready to dig in and explore.

K p O p
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ON-TASK

Before you can dive in, you need to stop and do a little planning about:

	 • trying out activities in your field of choice
	 • collaborating with classmates
	 • trying out activities in your field of choice

! Important 
Be sure you are satisfied with your answers and are ready to continue. If not, you may want to talk to your 
teacher to consider creating a path to a different exploration. If you feel ready, move on!





1. Review your plan

	 Will you be...
	 • experimenting with a job task?
	 • carrying out an interview?
	 • gathering information from a specific resource?
	 • making comparisons?
	 • trying out a tool kit?
	 • visiting the POP Index?
	 • researching using Career Cruising?
	 • looking at what classmates have uncovered about similar careers?
	 • developing your own career-related activity? (e.g.: interested in becoming a chef: try a recipe; 		
	 interested in graphic design: design a pamphlet, etc.)

You’ve thought about what is personally important and you have a plan. Perhaps   
you have already looked more deeply into your abilities and goals and done some  
extensive planning. Either way, you are ready to be On-Task as you focus on a    
specific career exploration. Don’t worry! You are well on your way.

Steps to being on-task
 1. Review your plan
2. Start the task(s)
3. Keep track of what you uncover
4. talk it out
5. Ponder-think about it

	Oh boy!  
You might be asking - How do I make this work with my schedule? 

• Talk with your teacher.
• Work with your schedule. You may have to rearrange the order of your activities.
• Some activities may take place in school, others outside of school hours.
• Most important - get started!

2. Start the task(s)

It’s time to get down 
to business

K P O P
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ON-TASK

TIP: Time management
You can return to your project planner and beside each task write down how much time you will need.



3. Keeping track of what you uncover
To help you, as you are On-Task with your exploration, there are several graphic organizers you might find 
useful. Here is information about those you might use. There are six graphic organizers at the end of this 
booklet and two note taking pages. Use one or use them all—whatever works best with your exploration. 
The following information explains each of the ways you can keep track of the information you uncover. 
Circle the ones you plan to use--discuss with teacher.

a) Graphic organizers
The Compare and Contrast graphic  
organizer will be helpful if you are      
collaborating with classmates and    
considering their opinions. You will be 
able to record points of view and find 
where you and others share ideas.

The Conducting a Survey 2 graphic 
organizer gives you a place to formulate 
your questions and be ready to record 
your answers.  

The 3 Questions and Answers graphic 
organizer helps you to zero in on what 
you want to know about. You can think 
about what you already know, what you 
want to know and then go ahead and 
gather and record your information.

The Comparing This and That 
graphic organizer gives you a place 
to record information about the 
specifics of two different careers that 
you might be considering. You will 
be able to clearly see how they are 
different or similar. This can help you 
understand which features are most 
important for you.

The Pros and Cons graphic 	orga-
nizer gives you the opportunity to 
focus in on specific issues involving 
the career you are exploring. Setting 
out the Pros and Cons of issues that 
are important to you will help you 
know if that career might be for you.

The Selecting Relevant Informa-
tion graphic organizer helps you to 
select and define the resources that 
have proven to be the most mean-
ingful for you. Gathered information 
is only useful if it is relevant and 
valid. This organizer will guide you 
as you focus on these issues.

b) Notes, notes, notes!
Towards the end of the booklet you will find the section called Note Taking. You will find a number of 
prompts to focus your thinking about your On-Task activities. So, use a graphic organizer and/or take 
notes. Or even better, do both. Put it all together when you are finished and you will have an excellent 
record to help you make a decision.

Note Taking: Comparing my Sources
This section is a place for you to record and compare information that you have gath-
ered from different sources. You may find that not all sources provide the same infor-
mation. You will be able to clearly see what is consistent and what issues you may 
want to revisit. The prompts are there to remind you of things you may need to con-
sider.

Note Taking: My Experiences
This section is a place for you to jot down what you learned while trying out an actual 
task related to the career you are exploring. You will also need to keep track of the 
sharing you do with a classmate. 

Be sure to use at least one of the 
organizers. BUT, you have an 
alternative. You can also use… 

ON-TASK



4. Talk it Out
• Share some of your thoughts with a classmate or the teacher. 
• Sometimes talking through your ideas gives you other ideas or points you missed. 
• Another point of view is always thought provoking. 
• Keep track of discussions at the bottom of this page.

5. Ponder-think about it
• Remember, as you learn about the career you have selected to explore, make regular 		
stops to Ponder. 
• Ask yourself if what you are learning connects with your goals and what you need to know. 
• At any point, take a few minutes and use the Goal and Action Plan 1 graphic organizer. 
• It will help you to know if you are still on target with your exploration. 

ON-TASK

Talk to your teacher whenever you have questions.

Time to get on-task!

Taking time to talk it out

As you gathered information have you stopped to share your new findings with a classmate? 
Well, now is the time! Ask someone to give you a few minutes of his/her time so you can 
share some of your new found information. Ask their point of view and compare it to your 
own ideas.

Talked with:

Talked with:

Talked with:

Date 1:

Date 2:

Date 3:

New learning leads to opinions and viewpoints...
But not everyone has the same viewpoint. You may agree – you may disagree. But one way or the other, 
finding out what others think is always interesting and can be enlightening! If talking to someone is helpful, 
you may consider speaking with an expert in the field.

The Discussing with Others graphic organizer will give you a chance to select a topic for 
discussion and keep track of what others have to say. 

Keep track of who you met with while using the Discussing with Others graphic organizer.





PONDER-

Think about it 



Ask yourself a few questions
	 • What have I done that has worked well?
	 • What hasn’t worked well?
	 • What would I change?
	 • What have I learned about how I work best?
	 • Have I tried anything new?
	

If you are satisfied that what you are doing is working well, then keep on or revisit your plan and 			
expand it. 
If you are not getting the information you want, or not enjoying this career now that you 			 
know a bit more, STOP and talk to your teacher about reorganizing your exploration.

Self-evaluation of being on-task
Date: _______________________________

How far along are you in your exploration? 
0 just starting	 0 looked at a few things		  0 looked at many things		  0 almost finished

Colour in the scale below to highlight how well you 
are...

Are you... My self-evaluation
some                                                                    a lot

E.g.: Using the resources in the classroom to 
research (This self-evaluation shows someone who may have used 

several resources to learn about the field, but still had a few 
more to try out at another time.)

1. Trying various approaches/ways to learn about 
your choice of career field?
2. Asking yourself questions as you go along; using 
your questions to adjust what you do next?
3. Meeting with classmates to gather information or 
get a different point of view?
4. Revisiting your personal goals and profile to see if 
this career choice still interests you?
5. Keeping track of information and referencing 
sources?
Your own criteria:

Teacher feedback to date:

Revisiting your plan — What about 
my strategies

x
√
ON-TASK



ON-TASK

Note taking: 
Comparing my sources

Source 1

How did you explore?
I...
□ met and talked with people outside of school.
□ carried out an interview.
□ gathered information from a specific resource.
□ made comparisons.
□ tried a tool kit.
□ visited the POP Index.
□ researched with Career Cruising.
□ looked at what classmates have researched.
□ _________________________________
□ _________________________________

Initial reaction/thoughts	
I think…							     

Details						    
I found...							     

I liked...							     

	
I didn’t like...						   

Further thoughts				  
Now I think that…	 					   

New questions					   
I still need to know about…				  

	
Future Action				  
I will…

Source 2

How did you explore?
I...
□ met and talked with people outside of school.
□ carried out an interview.
□ gathered information from a specific resource.
□ made comparisons.
□ tried a tool kit.
□ visited the POP Index.
□ researched with Career Cruising.
□ looked at what classmates have researched.
□ _________________________________
□ _________________________________

Initial reaction/thoughts	
I think…							     

Details						    
I found...							     

I liked...							     

	
I didn’t like...						   

Further thoughts				  
Now I think that…	 					   

New questions					   
I still need to know about…				  

	
Future Action				  
I will…

learning process
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Note taking: My experiences

Note: 
Add a blank 

sheet if you need 
more room

What else would you like to have tried?

Did anything surprise you?

In doing the task(s) did you notice connections 
to other similar fileds? Which fields?

What did you do to experience this career?

List  all the steps you had to take in order to 
complete a true-to-life experience of this career:

What parts did you:

Enjoy:				   Not enjoy:

Take Note: Based on what you experienced, 
what would be the top 5 things someone would 
absolutely need to know about this career—tell 
a classmate or two: 

1.

2.

3.

4.

5.

learning process
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Ponder - Think About It...

Is the career you have been exploring right for you? Do the features of the career and your personal goals, 
values and skills work well together?

Compare: 
1. List your characteristics in the box on the bottom left—who are you, what are your interests, 
talents, goals…

2. What are the characteristics of the career you explored? Write the characteristics that most 
closely match yours nearest to the box and the ones that don’t match as closely, farther away.

So... Might this career be for you?

My characteristics

Career characteristics

Closely match

Less closely match



3. Keeping Track of what you uncover

Graphic Organizers
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