Online CDF Course Summer 2007

-Syllabus- 

Facilitating Career Development

Required Course for CDF Certification
Counseling Psychology #620      May 29 - August 24, 2007 

Instructor: Dr. Judy Ettinger (608/263-4367)

964 Educational Sciences Building   1025 W. Johnson Street  Madison, WI 53706

  jettinger@education.wisc.edu

Before you begin, be sure to read the introductory papers included in the Course Documents section.   Each “week” begins on a Tuesday morning and ends at midnight on the following Monday night.  Note that the workload before your first trip to Madison is rather heavy because there is a certain amount of work that I need you to complete before we meet.  Please plan your time accordingly.  

Codes used in the syllabus:  

· B = Assignment and/or the accompanying worksheet can be found in one of your books

· E = Electronic assignment and/or an accompanying worksheet that can be found on the course web site

· P = Assignment and/or the accompanying worksheet can be found in the packet that was mailed to you or in the one that will be given to you in Madison

Assignments Due Week 1       May 29 – June 4                                                         

Readings:  

· What is a CDF?  (E)
· An Introduction to Career Development (E)
· Career Development Theories Part 1: Holland and Krumboltz (E)
· Portfolios (E)

· Complete the Interest Profiler  assessment instrument (based on Holland’s theory) (P)

· Chapter 1 in Adult Career Development OR  the Foreword, Chapter 1, and Chapter 2 in A Guide to Planning and Implementing K-12 Career Development Programs (B)
Discussion Board Assignments:  (Be sure that you read and respond to the comments of other students in the class.)

· Introduce Self/Biography 

· Post Your Case Study description

· Select two quotes from this week’s readings and state the quote and why it has meaning for you.
· Critique the Interest Profiler by discussing your reaction to your own results.  Next, describe how you might use it with students/clients.

· What is a CDF?  Reactions and Comments

· Brainstorm uses of the Holland theory.

Submit to the Drop Box:

· No Assignments due this week.



Assignments Due Week 2       June 5-June 11                                                        

Readings:  

· Career Development Theories Part II (Super and Schlossberg) (E)
· Review the National Career Development Goals and Guidelines (E) 

· Chapter 3 in Adult Career Development OR Chapter 6 in Planning and Implementing K-12 Career Development Programs (Note:  Chapter 6 does not include the updated NCDG.)  OPTIONAL (B)

· Review the Career and Life Plan Portfolio OR Creating Your High School Portfolio– An Example of a Personal Planning Portfolio  (P)

Work on the Discussion Board:

· Application of Schlossberg’s Theory – Case of Chris (E)

· Select one of the 11 goals in the National Career Development Guidelines/Goals and discuss how you are working with that goal personally or in your current job.  If you are not currently working with one of the goals, think about how you would like to work with one of the Goals. 
· Media share

· What are your thoughts about the use of a Personal Planning Portfolio? 
Submit to the Drop Box:

· Select one of the theories and describe how it has shed light on your own career development. 
(1-2  pages single-spaced).  
Assignments Due Week 3      June 12-June 18
Complete the following before you arrive in Madison (June 21-22) and bring all assignments with you:

· Your Personal Portfolio – You will be expected to put together a personal/professional portfolio and present it to the class (10 minutes).  I don’t expect many details to be included (e.g., your transcripts, certificates, awards, etc.) but the structure needs to be there that illustrates what will go into the portfolio and why. 

· Marketing Quiz (P)

· Complete all parts of the Kuder Career Planning System (P)
· Complete the Work Importance Locator  - a Card Sort (P)
· Be prepared to describe what type of CDF you would like to interview for the informational interview that will be completed later in the course.  It takes me quite some time to complete the match with a CDF. 

Readings:

An Introduction to Assessment Instruments (E)
Informal Assessments (E) 

Work on the Discussion Board:

· Case Study Groups – See Instructions on the Discussion Board
· Your Personal Qualifications

· Informal Assessments

Assignments Due   Week 4     June 19-June 25
The assignments listed in Week 3 above are due Week 4 when we will be in Madison.
Planning:


Begin reading No One is Unemployable pp. 1-107  

Assignments Due Week 5  June 26-July 2
Readings:
· Review a Counselor’s Guide to Career Assessment Instruments (P)

· Ethics and Scope of Practice Issues (E) 

· Chapter 8 in Adult Career Development OR Chapters 9 and 10 in A Guide to Planning and Implementing K-12 Career Development Programs (B)

Work on the Discussion Board:

· Answer questions related to Ethics and Scope of Practice.

Assignments Due   Week 6  July 3-July 9
Readings:

· Case of Jasmine – Example of a Structured Interview (E).   This example is included to provoke your thoughts about the interview.

·  Readings by Brott, Chen and Savickas OPTIONAL
· Are We Really Listening?  OPTIONALL
· No One is Unemployable  Pages 1-107 (B)

Work on the Discussion Board:

· Questions related to the No One is Unemployable book (E)
· Complete and critique the IDEAS assessment instrument (P)

Submit to the Drop Box:

· Complete a structured interview similar to the example of Jasmine.  Submit a paper describing the interview and identification of career-related themes.  Also explain how this strategy puts Super’s theory into practice (approximately 1-2 pages single-spaced).




Assignments Due   Week 7  July 10-July 16
Readings:
· Introduction to Labor Market Information and How to Access it Using the Internet (P)  OPTIONAL
· Understanding LMI – Implications for Career Professionals (P)  OPTIONAL
· Assigned Articles from the Occupational Outlook Quarterly (OOQ)  (E) My expectation is that you will read and respond to the other reports submitted by your classmates. Everyone will receive copies of all the articles.  You will be responsible for reporting on only one:  
· Job Outlook by Education, 2004-2014 (Brenda, Nicki, Barb, Sonia, Deb) 
· Getting Back to Work  (Joon, Fitzroy, Dang, Joslyn, Cynthia, Carol )   
· ACSCI Guidelines  OPTIONAL
· LMI Activities:  Scavenger Hunt, Lost Job, Implications Wheel (E)

· Working in the 21st Century (P)
Work on the Discussion Board:

· Discuss how you would use one of the activities described in the readings in a training session (Scavenger Hunt, Lost Job, or Implications Wheel)

· After reading your assigned OOQ article, discuss how you could use the information in the article in your work as a CDF.  Read the comments entered by your classmates and comment on their remarks.  Specifically discuss how you could use some of the ideas with your students/clients.
· Describe one piece of demographic information (characteristics of the population, e.g., age, gender, ethnicity, race) from a media source and discuss how it has meaning for your students/clients.  

· Add questions to the Discussion Board that would be appropriate to use in your Informational Interview.  Review these as you begin to put together the protocol for your informational interview.
Submit to the Drop Box:

· Answer questions related to readings on LMI.  Answers may be obtained from any of the resources and/or readings.

Planning:

· Audio or videotape of an intake interview  
Assignments Due   Week 8     July 17-July 23
Readings:

· An Introduction to O*NET (E)

· Resources in Print (E)
Discussion Board/Work Groups:

· Questions Related to Consultation

· Go back to Week 3 and continue the discussion with your Case Study Work Group on the Discussion Board 
Submit to the Drop Box:

· O*NET Worksheet
Submit to the Instructor:

An audiotape of an intake interview that illustrates the range of your communication skills.  The tape should be 15-20 minutes long.  It should be mailed along with a one-page critique completed by you to Judy Ettinger at the address on Page 1.  In the critique mention what you see as your strengths and also discuss which skills need more attention.
Assignments Due   Week 9     July 24-July 30
Readings:

· Read your assigned Chapter in The Very Quick Job Search (3rd Edition) and browse through the entire book (B)  
Discussion Board:

· Complete and report on your informational interview with a CDF 

· Complete and report on your assigned chapter in The Very Quick Job Search
· Comment on other students’ reports from The Very Quick Job Search
· Review two web sites on resumes and post at least two new ideas you learned about resumes.  Include references for the sources used.
Assignments Due   Week 10     July 31-August 6  (in Madison August 2-3)
Readings:

· Program Development – Eleven Steps to Success  (populations, stakeholders, objectives, evaluation, content and delivery, resources, barriers, marketing, and action planning) (E)

· Chapter 17 in Adult Career Development OR Chapter 5 in A Guide to Planning and Implementing K-12 Career Development Programs (B)
Discussion Board:

· Report on your visit to a Career Center (E).  Be prepared to talk about your visit when you are in Madison.
· Describe at least two ideas you heard in your classmates’ Career Center reports that interest you.
Assignments Due   Week 11     August 7-13
Readings:

· Counselor’s Guide to Career Assessments (There is no need to read the entire book but it is important to become familiar with the contents.) (B)
· Career-Related Sites on the Internet (E)
Discussion Board:

· Complete the formal assessment instrument Career Liftoff and post your critique. (E)

· Internet Worksheet describing and critiquing five sites related to career development.
Assignments Due  Week 12  August 14-August 20
Readings:

· Offender Job Retention  by Melissa Houston from the National Institute of Corrections (E)

· Disability Module

Discussion Board:

· List several ideas that you can take from the Houston report on retention and use with your students or clients.

· Answer questions related to the Disability Module (E)
Assignments Due   Week 13     August 21-August 24
· Work on Final Projects and Papers including Program Design Paper, Case Study Summary Paper, Personal Action Plan, Organizational Action Plan, and papers required from those taking the course for credit. 
Discussion Board:

· College Major Databases (E)

All Assignments Due   August 27
Discussion Board:

· Case Study Summary Paper 

· Program Design Paper  
· Respond to Classmates’ Program Design Papers  

Submit the following assignments into the Drop Box:

· Personal Action Plan

· Organizational Action Plan
· Papers from those taking the course for credit

Required Books and Materials:  No One is Unemployable, Adult Career Development (Third Edition) or A Guide to Planning and Implementing K-12 Career Development Programs, Creating Your High School Portfolio or Your Career and Life Plan Portfolio, Very Quick Job Search (3rd edition), Working in the 21st Century, Counselor’s Guide to Career Assessment Instruments, and selected assessment instruments and handouts.
Special Needs.   If you are a student with special needs or a disability, please contact me as soon as possible to discuss what accommodations will aid you in the learning process.

Course Requirements for All Students Enrolled in the CDF Hybrid Class.  Completion of all assignments is required.  The assignments will be scored as P = Pass, P+ = Exceptional work, and P- (the assignment is not up to par and needs to redone).   All assignments need to be submitted on time.  You will note on the syllabus that assignments will be completed both online and during the time spent in Madison.  Attendance at both of the face-to-face portions of the class on June 21-22 and August 2-3 are required or ineligibility for certification will result.  If you are taking the course for undergraduate or graduate credit you will also receive a letter grade for the course.  Otherwise, you will receive a Pass+, Pass, or Fail. 

All students will be expected to complete all readings and be prepared to discuss them both online and in Madison.  Be sure that you respond to your classmates’ comments.  The discussions online are very valuable.  Assignments are included on the syllabus and in the Course Documents section of the web site.  Selected assignments that require more of an explanation are briefly described below.  Additional information on the assignments will be passed out in Madison or discussed via e-mail.

Case Study - The case study is a profile of a typical client or student.  Case studies will be used to apply concepts learned in class.  It will enable you to give a (name( to the strategies and activities on which we will be working.  Include a description of your case study on the Discussion Board by June 4.  Students seem to benefit more from case study work if they use a real person.  Preferably this person will be available to complete several assessments but that is not absolutely necessary.  I would suggest selecting someone who you find difficult to work with.  You will be discussing these challenges with other classmates.  Do not select a relative to be your case study.  The more intense the challenges of your case, the more students seem to learn.  Include information on the following in your Week 1 Discussion Board entry (if available and appropriate): 

(
Name (first only)

(
Age

(
Gender

(
Grade Level (if in school)

(
Educational History

(
Special Concerns (geographic flexibility, family obligations, financial resources available

(
Limitations Set by Government Policies (e.g. W-2 clients)

(
At-Risk for any reason?

(
Assessment Scores

(
Relevant Background Issues

(
Work Experiences

(
Personal Appearance

(
Behaviors Worth Noting

(
Presenting Concerns

(
Career Development Needs

(
Additional Information

Your case study group will have a place on the Discussion Board to converse about your cases.  It is under the Week 3 Discussion Board entries.  Throughout the course you will need to go back to Week 3 to continue your discussions as noted on the syllabus.  At the end of the course, you will need to summarize how the student/client could be helped with your new knowledge.  At the end of the course everyone is expected to write at least a 1-2-page summary of their case study (typed and single-spaced).  Those taking the course for credit need to write three pages.

Portfolio - Each student needs to get started on a professional portfolio that highlights who you are both personally and professionally.  You may choose the style and type of portfolio that best suits you.  The draft of the portfolio will be presented to the class (5-10 minute presentation) during your first trip to Madison.   I expect that the portfolio will be a “work in progress” when we see it.  For more information on portfolios, you can go to http://amby.com/kimeldorf/portfolio/  
There are two possible ways to complete the assignment.  One, you can complete the portfolio for yourself or two, you can have a friend or client complete a portfolio.  If you pursue the second option, you need to act as a facilitator to help the individual understand their portfolio.  With the second option, you will also need to include notes illustrating the key points discussed when you reviewed the portfolio contents with your client/friend. 

Informational Interview with a CDF - All students will interview a CDF by phone, e-mail, or in person.  The instructor will ask you to identify the type of person you want to interview and will connect you with a CDF if you cannot locate someone in your community that you want to interview.  Information learned during these interactions will be shared on the Discussion Board by July 30th.   

Visit to a Career Center - For this assignment, each student needs to visit a center that works on career development and/or career planning issues.  The center should be in the community where you live or work.  The goal of this project is for you to become more familiar with a center in your geographic area and to share that information with the others in the class.  When you visit the center, find out whether they have a mission statement or a vision for the program, if they work on specific competencies, who they serve, how they serve their clientele, and the source(s) of their funding (see electronic document describing the requirements).  Also, find out about their staffing and whether they know what a Career Development Facilitator is.  The report should be submitted to the Discussion Board by August 6th.  In addition to submitting your report, you will be required to describe at least three ideas you saw in other reports that interest you.   I’m expecting that we will discuss these visits when you are in Madison.
Personal Action Plans and Organizational Action Plans - At the end of the course, each person is expected to develop an Action Plan for themselves and a second one for the organization where they work.  They are due August 27th.  Each plan represents a summary of the action you expect to take as a result of participating in the course.  The extent of the plans will be determined by the amount of credit you are seeking.  Everyone seeking certification needs to write a minimum of 1-2 pages per plan (typed and single-spaced).  Those taking the course for credit need to write three pages per plan.  The papers are to be put into the Drop Box. 
To give structure to your Personal Action Plan, consider using some of the following sentence starters:

The area I would like to improve relates to...

I am concerned about this situation because...

The major facts that relate to this situation are...

The elements of my situation most amenable to change are...

The elements of my situation least amenable to change are...

I would use the following indicators to consider my concerns to be satisfactorily resolved...

The forces that I see as unfavorable that block the hoped-for change are...

The solutions I see to my concerns are...

The major facts that relate to my concern are...

To give you assistance in writing your Organizational Action Plan, consider using the following sentence starters:

Considering my work site, I hope to modify...

When working with clients or students at my site, I plan to try...

To generate support by my supervisors for career development efforts, I intend to...

Special challenges related to the career-related concerns of my clients/students are...

I plan to work with my colleagues on...

The structure of my work place means that I will need to recognize.... when developing resources and using strategies...

To generate the needed time, resources, and personnel to make these improvements, I will consider...

Design a Career-Related Program  - A 3-5 page paper (single-spaced) is your final project.  In the paper you need to describe a career-related program using the 11-Step Process as your outline.  The program you create can focus on any one of a number of career issues such as placement, awareness, exploration, decision-making, transitioning, equity, diversity, or any program that works with students/clients and their career development.  If you follow the 11 steps you will be including all the necessary elements in your paper.   Your topic needs to be approved by the instructor before you move forward with the paper.   The paper will be posted on the Discussion Board by August 25th.  You will be required to respond to two other posted papers.   This is an online version of presenting papers to the class. 

Those taking the course for undergraduate credit will need to write a 6-page paper on this topic.  Those taking the course for credit will need to write an additional paper on a related topic.  Please see the instructor for further instructions.

Assessment Instruments - During the course you will have an opportunity to complete a number of assessment instruments.  Once completed, you will need to critique them.  The instruments we will be looking at include, but are not limited to:

· Interest Profiler 

· IDEAS Assessment  
· Structured Interview  
· Appreciation Inquiry Interview
· Work Importance Locator  
· Kuder Career Planning System
· An example of an Informal Assessment  
· Career Liftoff  

Judith M. Ettinger, Ph.D.

964 Educational Sciences Building

1025 W. Johnson Street

Madison, WI 53706

608/263-4367 (phone)

608/262-3063 (FAX)

e-mail: jettinger@education
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