WORKING DOCUMENT

How to set up a career resource centre in the context of the Personal Orientation Project and the Guidance-Oriented Approach to Learning
Since students registered in POP will be actively gathering, selecting and evaluating documents and websites with respect to their career choices and related programs of study, the school’s career development centre should be accessible and user-friendly.  Below are some guidelines to organizing such a centre.  POP, Explo, Entrepreneurship, Work-Oriented Training Paths teachers can work together with the school guidance counsellor to set-up a career resource centre or a career development centre in accordance with the Career Development subject area.
1.   Criteria to consider for the physical set-up:

It is recommended that the career development centre be located in or near the POP classroom.  If there is no room available, it can be integrated with the guidance counsellor’s career resource centre.   In most schools, there is already a career resource centre in place with a well-defined system of classification.
1) System of classification

2) Availability to update information

3) Age/group appropriateness

4) Visual design – Materials should be organized in logical sequence

5) Budget

6) Availability of computers in the career centre 

2.  Criteria to consider for the content set-up:

Various systems of classification exist to organize print and electronic information in a career centre.  Here are some examples:

1) By referring to the POP repertoire (www.repertoireppo.qc.ca) and POP links (http://liensppo.qc.ca/poplinks.htm) with respect to the 22 fields of interest.

2) Other systems of classification may be developed depending on the needs and interests of the school team.  A teacher may decide to have two sections related to the competencies; Competency 1: Carries out a process of career exploration and

Competency 2:  Contemplates his/her learning and work possibilities.
3) Students may want to assist in the organization of a visually appealing career centre.  Volunteers can be selected to ensure that the resources are regularly updated as well.  A loan system may also be in place.
4) A multimedia section of the centre may be included for students who wish to 

            do research on a particular field of interest, to explore a virtual visit 

            or a cybermentor.  

      5)   General categories in relation to career development may be used as 
            a classification system.  Knowing yourself, Knowing the World of Work, 
            Career Information, Loans and Bursaries, etc.  as to make the career resource 
            Centre more generic for students and personnel in Secondary Cycle One and Two.

6) Within each sector or section, documents can be organized in alphabetical 

       order or by subject and color coded.

7) Teachers may decide to create a loan system so that students can take out 

       books for homework assignments or for career exploration.  Trained student 

       volunteers can manage this service.

The career development centre can become a main reference point for all the members of the school team, administration and community, especially with respect to the development of partnerships, projects and cross-curricular activities related to POP or other programs.

3.  Other Classification System for a Career Development Centre
To develop a more encompassing career development centre, below are some suggested categories to organize a physical and/or a virtual space.

1. Career and academic planning
-     Classification according to the POP repertoire or Career Cruising
· guidebooks on career planning, self-knowledge, world of work, employment opportunities
· Materials on the Secondary Cycle Two information on the choice of paths, math options, optional courses, self-awareness exploratory tools such as psychometric tests, magazines, skills, values, learning styles, multiple intelligences, vocational training resources, etc.
2.  Job Search tools and websites
· labor market information

· job trends

· examples and tips for CV writing

· networking strategies

· preparation for informational interviews

· job Shadowing opportunities

· volunteer opportunities

· directories of companies

· portfolio development

3.   Education and Training
· post-secondary programs, schools and centers
· studying abroad programs

· directories of community resources

· internships and co-operative education programs

· information on entrance exams, GED and IQ tests

· certification for High School Leaving Diploma

         4.  Pedagogical and career development resources for teachers

· Global Planning

· New Approaches

· NANS initiatives

-     Récit information for all the subject areas
-     Promotional tools for administrators, teachers and parents

5.   Skills Development
· Essential Skills toolkit and profile

· time management skills

· study skills

· problem-solving

· multiple intelligences
· values

· cognitive and learning styles

6.   Work-Study Programs
· career exploration tools

· goal setting

· health and safety in the workplace

· research skills for job placement opportunities

7. Virtual Companion (with availability of computers)
· print and virtual tools
· e-portfolio

· job search websites

· Career Cruising, Choices, and other career exploration tools

· QEP, pedagogical approaches  and evaluation tools in print and online

· reference material to develop action plans and integrative projects

8. Additional features
· include a box for feedback and suggestions for teachers and professionals

· identify volunteer students to organize and update resources

· organize mini professional development sessions 

· an area for research and reading

· DVD, TV and telephone access, if possible

Reference:
CCIA/ACADOP. Guidelines for Creating Career Information.  Revised in 2003

The career development centre can be used as a centerpiece point of reference for the development of pedagogical and complementary educational activities as well as for professional development sessions which may include members of the school administration.

Questionnaire –  Needs for a Career Resource Centre in your school
In order to better support school team’s implementation of a career resource centre in light of the Career Development Subject Area, we would like to know more about your needs in setting up such a centre.  This centre will be a pivotal reference for all professional and pedagogical activities, pathway choices, transitions, courses, career exploration issues and other related topics.
1. Do you already have a career resource centre in your school?

            Yes   □                    No   □                   In development   □
       2.       Do you have a POP, Paths or Career Development committee in your school?   

                  Yes   □                    No   □                   In development   □
      3.         What kind of support would you require to set up a career development centre?

                   a)  Needs (i.e. space, tables, computers, etc.) □  Specify.
                         _____________________________________________________________________

                   b)  Support from school personnel (i.e. administration, counsellor, etc.) □
                    c)   Do you have a career section in your school’s library?

                       Yes   □                         Some reference material □             No section □
d) Do you have a career resource centre in the school’s guidance office?
      If you do, is it used by teachers and other professionals?
                        Yes   □                         Some reference material □             No □
4.          What would be the first steps to setting up a career resource centre?
                          ________________________________________________________________    

                          ________________________________________________________________

            5.           What would be the main priorities for the use of a career resource centre?

                           ________________________________________________________________

                           ________________________________________________________________

Name: __________________________________________   School: ____________________________
Title: _______________________________________    Date: _________________________________
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