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Career Innovator
Facilitator’s Materials

Overview
The purpose of the Career and Skills Training Facilitator’s package is to provide support materials for experienced Career Innovators to work with School District personnel to assist in the creation of and/or improvement of career and skills training education programming.  The facilitator’s materials supplement to the Career and Skills Training Educator’s toolkit. 
The materials were assembled to help Career Innovators create customized workshops and guided planning sessions focused on the needs of the School District depending on what they hope to achieve in relation to strengthening their Career Skills Training programming.  Suggested approaches have been developed using the materials and considered as a starting point.  
The facilitator materials include the following modules and suggested approaches:
	Module One:  	Why Career Development Education?
	Module Two:  	Operating Career and Skills Training Programs: Key Elements to Success
				Successful Career and Skills Training Programming
				Develop Learning Partnerships
	Module Three:	Strategic Planning – Building the Foundation for Successful Programming
				Develop a Strategic Framework 
				Develop Action Plans
Support Materials:	
Each module has the following:
· Power Point presentations
· Background materials  (Participant handouts and worksheets)
· 
Career and Skills Training website can be accessed for additional support materials/examples 
http://www2.gov.bc.ca/gov/topic.page?id=B313EF18DD9B4ABA87D81792C4196B34
 


Module One: Why Career Development Education?
Suggested Approach
Audience:  Career development Staff, Teachers, District staff
Description: The “Why Career Development Education” module provides the foundational knowledge and awareness of why this area of education is important and how developing the skills, knowledge and competencies essential for career development leads to positive outcomes for students as they progress along their life /work journey. 
The Power Points slides guide the facilitator through the content of the presentation and provide notes for the facilitator to add in additional context and meaning. Facilitators are encouraged to bring additional richness to the session by sharing their own stories about career development education from their own perspective based on their educational practice.
Estimated Time: 1 – 2 hours (depending on discussion and Q and A)
Resources: Background materials and links provided at the end of module one, the facilitation guide and the District self-evaluation checklist.
Other requirements: Presentation PPT deck, Laptop, projector, handouts, checklist, 3x5 post-its, flip chart
Facilitator TIP:  Add thoughts to the notes section of the Power Point including examples of your own experiences with career development education and any additional examples you may want to include as a handout.
Objectives
Participants will:
· Update their understanding of why career development education is essential in helping students make positive transitions to learning, work and life
· Develop an action plan for next steps towards the development of career and skills training programming

Activity
Part A – “Why Career Development Education?” Presentation (30 – 40 minutes)
1. In Part A of the session you will be presenting the Power Point, “Why Career Development Education?” to broaden participant’s understanding of career development, explain the need for youth to develop career development competencies and, to ensure that all participants are at a similar level of understanding of the discipline.
2. NOTE:  This is a long presentation and it could be split into several sections with activities grouped around 1) Why Career Education 2)  What’s happening in the labour market that impacts youths prospects 3)  What school district can do to support youth
3. Notes on each slide are provided in the slides view of the Power Point presentation.  Review the notes and add in additional information prior to your giving the presentation.
4. Show Slide 1 and ask participants to write down on the sticky “why do students need to learn about career development?”
a. It is to be expected that you will get a variety of answers.
b. Put the Post-It notes onto the flip chart and try to group them in themes, read them out as you post them.
c. Try to group answers together in themes. 
d. Further probe if anyone feels they developed the ability to manage their life/work transitions in high school.
e. What would they have changed about their own high school education?
f. What would they have done differently in their work and learning if they could it over again?
5. Slides 2-12 lay the foundation for why developing career competencies is important and sheds light on the challenges those graduating from high school will face in the labour market.
a. It is key here is to establish that the world has changed, we cannot rely on the old paradigm and that youth need to be thoughtful in their planning and strategic as they navigate “the perfect storm” they are entering into. 
6. Slides 13 -  18 allow you to present notions around what is happening to youth as they enter the workforce from the perspective that they likely were not very proactive around choosing the pathway, nor were they provided with good information to do so from their parent, teachers or friends.
a. Pause to show a clip from the Jobless Generation.
b. Or inject an opportunity for discussion.  Some of the younger people in the group will likely have already experienced a sense of hopelessness and had to change pathways a number of times.  Or ask if they know anyone who has had to significantly change their focus to get on a track towards a preferred future. (likely some people will be parents with the same situation with young adults at home)
7. Slides 19- 21 lays the ground work for helping educators understand that there are many opportunities out there and that youth need to be made fully aware of where the opportunities are.  A key career development competency is being able to decipher labour market information so they can make proactive choices around learning and work. Specifically - where the jobs might be in the future and what’s needed to be successful.
8. Slides 22 - 27 presents the notion of career development and how it is applied when moving through one’s life from job to job or situation to situation.
9.  Slides 28 – 32 presents information on “what is career development education” and the types of learning experiences that will help student development their career development competencies
a. The facilitator should provide specific examples from their experience of the 3 types of career development approaches – career awareness, exploration and engagement.
b. Introduce the “Career Compass” website to students, using the PowerPoint to explain how the assessment can be used to “double check” their thinking on their proposed choice.
Part B: Next Steps (15 minutes)
1. Slides 33- 34 conclude the module with the question – “what’s next”.
· The concluding activity of this module is to lead the group through a discussion of what they might do next in relation to developing career and skills training programming
· If there is time, suggest they complete the checklist to identify where they could focus their attention on 
· If there is time:
i. Demonstrate the website sections that could be used to support future planning
ii. The facilitator could help the participants develop a one-time career learning experience using the project planning sheet
iii. The facilitator could help the participants identify a future opportunity to undertake additional sessions to learn more about career and skills training programming or to initiate a strategic planning session. Options available include
1. Operating  successful programs – best practices, personnel, communication plans
2. Developing learning partnerships - Developing an industry training program (SSA/ACE IT)
3. Developing a strategic plan for career development education for the school or district. (this activity would be referred to the ministry to organize a facilitator) 

Additional Resources 
Background documents 
Web links
Career and Skills Training Website:   http://www2.gov.bc.ca/gov/topic.page?id=B313EF18DD9B4ABA87D81792C4196B34 
Labour Market Information Sites
Career Trek http://www.careertrekbc.ca/
WorkBC http://www.workbc.ca/
WorkBC Career Profiles http://www.workbc.ca/Job-Seekers/Career-Profiles.aspx
Labour Market Navigator http://www.workbc.ca/navigator
Career and Skills Training Website 






	
Module Two: Operating Successful Career and Skills Training Programs
Suggested Approach
Audience:  Career development Staff, Teachers, District Staff
Description: The “Operating Successful Career and Skills Training Programs” module provides information on the elements that district have in place to support their successful career education programming.  It is approached in two parts.  Part one presents the key elements that must be in place to support successful programming and part two allows the participants and facilitator to dig a little deeper by looking at how learning partnerships are a key element to supporting career development learning experiences.  Participants will be introduced to several existing examples of long standing partnerships that support industry training programs both in the North East and Southern Vancouver Island. 
The two Power Points slide decks guide the facilitator through the content of the presentation and provide notes for the facilitator to use to add in additional context and meaning. Facilitators are encouraged to bring additional richness to the session through sharing their own stories about career development education from the perspective of their own educational practice.
Estimated Time: 2 - 3 hours (depending on discussion and Q and A)
Resources: Background materials and links provided at the end of module two facilitation guide, District self-evaluation checklist. Examples of career awareness, exploration and engagement programming, communication plans and learning partnerships can be printed off and shared with participants.  Or the facilitator can direct participants to review the appropriate section of the Educator’s toolkit.
Other requirements: Presentation PPT decks, Laptop, Post its 3x5, projector, handouts, self-assessment checklist, flip chart
Facilitator TIP:  Add thoughts to the notes section of the Power Point(s) including your examples of your own experiences with career development education and any additional examples you may want to include as a handout.
Objectives
Participants will:
· Update their understanding of elements of operations that lead to successful career development programming and positive learning experiences for students
· Update their understanding of the role of learning partnerships in developing strong career development programming from k-12 including career awareness, exploration and engagement programming
· Develop an action plan for next steps towards the development of career and skills training programming

Activity
Part A – “Key Elements of Operating Successful Programs” Presentation (30 – 40 minutes)
1. In Part A of the session you will be presenting the content in the Power Point, “Operating Career and Skills Training Programs: Key Elements to Success” to broaden participant’s understanding of the way that districts who have mature and successful career development programming operate.
2. Notes on each slide are provided in the slides view of the Power Point.  Review the notes and add in additional information prior to your giving the presentation.
3. Show Slide 1 and ask participants to write down on the sticky “what needs to be in place at the district level, at the school level and at the classroom level to facilitate meaningful and successful career development learning experiences?”
a. It is to be expected that you will get a variety of answers
b. Put the Post Its notes onto the flip chart and try to group them in themes, read them out as you post them
c. Try to group answers together in themes to see if there are some variations between school based practices and district expectations
d. Quickly assessment along the spectrum of just beginning and mature districts in terms of operations – knowing this will allow you to adjust your presentation examples from “just getting started to improving what you have”
e. If you think it is valuable suggest that participants complete the self-assessment checklist to provide additional information to discuss during the presentation
4. Slide 2 and 3 provide contextual information around “why career development education” and examples of existing successful programming. 
5. Slides 4- 7 provide examples of career education programming and the operational elements to support the programs.  
6. Slides 8 – 17 provide details of operational best practices.  The slides outline 7 key elements that districts must have in place to support successful programming.  Notes are provided on the slides and can be supplemented by the facilitator to bring in additional examples for their own experiences and those of other successful districts.
7. Slide 18 provides a summary of the best practices elements and gives the facilitator the opportunity to review the operational best practice of several school districts.  It may be useful to bring in examples of districts who utilize their middle year programs to provide learning experiences that allow students to explore a number of occupations while attending career fairs, or post-secondary visitation days. The programs are also an example of how district create programs that ladder into the graduation years and help students make learning choices and plans for post high transitions. These are specific programs that require a detailed project plan and are good examples to profile.
8. Slide 19 provide some options for next steps that the facilitator, depending on time can work with the participants to identify what they will do next to further develop their career programming. 
Part B – “Learning Experiences: Learning Partnerships” Presentation (30 – 40 minutes)
1. Part B of Operating Successful Programs Module can be delivered right after Part A as a follow up and opportunity for deeper discussion, or as a standalone for those districts who want to learn more about community partnerships to strengthen their existing programming.
2. The session you will be presenting the content in the Power Point, “Learning Experience; Learning Partnerships” to broaden participant’s understanding of the way that districts who have mature and successful career development programming collaborate and leverage community connections to develop meaningful partnerships to support career awareness, exploration and engagement learning opportunities.
3. Notes on each slide are provided in the slides view of the Power Point.  Review the notes and add in additional information prior to your giving the presentation.
4. Show Slide 1 and ask participants to write down on the sticky when they first thought about careers or occupations and what age they were.  
a. Was it when they realized that Dad was a carpenter and built things, was it when their realized they could work in a pizza restaurant and eat pizza all day, or was it when they saw people at a construction site.  
b. Most people can remember the first time they said “I want to be “x” when I grow up.
c. Collect the post-its and group the timeframe (k-6, 6-9 etc.) and the types of occupations together.
d. Lead a discussion on the idea of how important the community connection is to help young people formulate their idea of work and how we live our lives.  Who the interact with and what they experience has a profound impact on their life/work choices
e. I bet there is someone in the room whose first thought was “I want to be a teacher when I grow up”.
5. Slide 2 allows the facilitator to introduce examples of programming that involve the district or school entering into a partnership agreement.  Without an agreement, it would be very difficult to mobilize resources to stage the learning experiences. 
a. Where would Heavy Metal Rocks without partnerships with owners of heavy equipment?  
b. Where would Yes 2 It be without tradespeople to provide the hands on experiences for youth?
c.  And where would ACE IT programming be without colleges who are experienced delivering trades training to support student transition to post-secondary training. 
6. Slides 3 – 16 provide examples of the various learning partnerships that are in place and/or that could be developed to enrich learning experiences for students.  This is an opportunity for facilitators to bring in some of their own examples or those of others who developed successful partnerships to support career awareness, exploration or engagement activities. 
7.  Slide 17 – 18 provide the opportunity for the facilitator to share some tips for developing a learning partnership and share some examples form the Educator’s Toolkit. What facilitator’s share at this point will depend on what the district is interested in learning more about.
a. The information on the South Island Partnership and/or Northern Opportunities would be a good fit for districts wanting to form a consortium of districts to approach and work with industry to provide career engagement opportunities
b. The information on the SD 71 career fair is very useful for planning opportunities for youth to explore various occupations
c. The information on the Make Day is useful to determine how to work with local employers and colleges to put on a day where students can explore their talents and strengths and relate them to potential careers in the future
8. Slide 19 provides an opportunity for facilitators to help districts makes some plans for next steps and/or to make a plan to engage local industry to support a program.
9. TIME PERMITTING ADDITIONAL PTT on how to set up an ACE IT Program 

Additional Resources 
Handouts: District Self-assessment, examples learning partnerships, 
Web links
Career and Skills Training Website:   http://www2.gov.bc.ca/gov/topic.page?id=B313EF18DD9B4ABA87D81792C4196B34 
Northern Opportunities, school district website that have examples of career learning experiences, the ITA youth magazine 
Labour Market Information Sites
Career Trek http://www.careertrekbc.ca/
WorkBC http://www.workbc.ca/
WorkBC Career Profiles http://www.workbc.ca/Job-Seekers/Career-Profiles.aspx
Labour Market Navigator http://www.workbc.ca/navigator


Module Three:	Strategic Planning – Building the Foundation for Successful Programming
Suggested Approach

Audience:  Career development Staff, Teachers, District Staff
Description: The “Strategic Planning – Building the Foundation for Successful Programming” module provides the process by which facilitator’s can work with districts to develop their strategic framework, action plan and operational approach. The planning session will be customized and focus on developing plans to fill the gaps or improving existing programming as identified through the self-assessment. 
About the Strategic Planning Workshop
The facilitator will work with the district lead to ensure that there the district is ready to participate in the planning workshop and to dedicate the resources to follow through with action planning and implementation. The Strategic Planning Workshop is best led by an experienced facilitator who has participated in the development of career and skills programming and/or in the development of strategic frame works. 

There are three possible strategic planning workshops.  
1. Just Getting Started - Little or no Career and Skills Training Programming (will have responded “no” to most statements)
· Recommended Action: 
· Develop a strategic  framework 	
· Develop action plans that will move district towards desired outcomes
· Develop an operating plan to implement
2. In Progress - Have some programming but want to improve (will have a mix of ‘Yes” and No” responses to statements): 
· Recommended Action: 
· Conduct a progress review of existing programming to identify gaps and opportunities
· Revisit strategic framework and update as required to include new programming goals and objectives
· Develop action plans as required and update operations as required to improve or add to programming. 
3. Lots Going On - Have generally good or mature programming but want to improve their existing programming (will have responded “Yes” and “still to do” to statements):
· Recommended Action: 
· Conduct a progress review of existing programs
· Identify areas to improve programming outcomes/results
· Identify opportunities for expansion of programming following established successful practices 
· Make action plans and operational changes as required 
· Consider review of strategic plan

Estimated Time:  Depends on the type of planning activity the district wants to undertake.  NOTE a full strategic plan will require up to 2 days of school district staff time and pre planning engagement. 
Resources: Background materials and links provided at the end of module thee facilitation guide, District self-evaluation checklist. Examples of Strategic Planning Facilitation materials have been supplied.  A Power Point to help guide the workshop has been develop and can be customized based on the needs of the school district.  Facilitator can direct participants to review the appropriate section of the Educator’s toolkit.
Other requirements: Presentation PPT decks, Laptop, Post its 3x5, projector, handouts, self-assessment checklist, flip chart
Facilitator TIP:  Add thoughts to the notes section of the Power Point(s) including your examples of your own experiences with career development education and any additional examples you may want to include as a handout.

Objectives
Participants will develop a plan to improve and/or strengthen the skills and training programming offered in the district

Participants will have a clear road map of their future direction, the outcomes they hope to achieve and the actions that it will take to meet their strategic vision.
Activities

Part One Pre-Planning 
The pre-planning activities are focused on the facilitator learning about the school district, its culture, its current careers and skills training programs, what the district hopes to achieve by undertaking the strategic planning session and how the facilitator will work with the school district to develop the strategic framework and the actions plans to be implemented. 

1. Facilitator planning – There will need to be considerable pre-planning discussion with the district Lead to ensure that the district staff are prepared and understand the task at hand.  The scope of developing a strategic framework is multi-layered and requires a time commitment to take the strategic framework into the implementation phase.  The following items should be discussed with the district staff who have been assigned the responsibility of leading the project so the facilitator has a good sense of the background of the district, its limitations and the parameters in which it is working.
a. What are the expectations of the district – what is their objective for the workshop and what is the expected outcome?
i. Strategic planning session
ii. Help with developing a specific program
iii. Improving what they already have
b. What was the result of the self-assessment (checklist), what are the hopes of the district in terms of outcomes of the process
c. What is the current status of career programming in the district?  What happened in the past? What is the hope for the future?
d. What is the timeline for implementation 1, 2, 3 years?  More?
e. What are some constraints or barriers that exist either internally or externally to more fully developing career programming?
f. What is the anticipated timeline for developing a strategic framework – do they want a 2 day session or the activity to be spread over time? When is the session? Where will it be? Who will organize the logistics – location, communications, and invitation to attend, release time for teachers, catering, equipment, supplies and note taker?
g. Discuss with the District Lead, how the strategic planning session will be structured, and how the facilitator will work with the district.
h. In collaboration with the District Lead, establish roles and responsibilities in terms of what the district responsibilities for completion and facilitator completion responsibilities at the conclusion of the project.
i. Explain to the district that they will need to do some prep work prior to the strategic planning session and a reasonable lead time to complete that prep is required (conduct an environmental scan, progress scan).
j. Discuss with the District Lead, the district knowledge of career development programming so you can select appropriate introductory presentations as a kick off for the session or to deliver to staff who may need support more information prior to the start of the planning session.
k. Once the facilitator has a good sense of what is expected and how the session will go, together with the district, they will plan the agenda. Below is an example of how to plan for a district with little or no experience in this type of programming where the desired outcome is the development of a strategic framework, action plan and operational approach. Facilitators can follow a similar collaborative planning approach for the less complex workshops where the outcome is smaller in scope. 
i. Confirm who will lead the strategic planning process from a district perspective
ii. Confirm if there needs to be a pre workshop sessions to increase the foundational knowledge of those participating in the strategic planning workshop.  Options include: “What is Career Development?”, “Operating Successful Career and Skills Training Programs”, “Learning Experiences: Learning Partnerships”, “Tour of the Educator’s Toolkit.”
iii. Discuss the basic outline of the workshop and how the facilitator intends to work with the group: 
1. Discussion of how the strategic framework will be developed
a. Provide an overview of the steps that will be taken during the workshop and role the District Lead can play to help facilitate thinking and discussion.
b. The District Lead will likely present the findings of the environmental/progress scan
c. The role of the participants and strategies to engage then in discussion and reflection during the process
2. Discussion of how the action plan will be developed
a. Overview of the steps that will be taken during the second part of the workshop in identifying action plans
3. Discuss the work that will need to be done so the action plan can be used to develop an operational plan ready for implementation
a. Overview of what successful school districts have in place in terms of operational elements
iv. Develop the agenda with the District Lead using the “suggested agenda” for the strategic planning session.  (draft agenda in handouts)

Part Two: Conducting the Strategic Planning Workshop
Facilitating the Strategic Planning workshop contains three distinct sections.  The first is to provide a contextual overview of the strategic planning process that participants will be engaged in and how it will relate to creating an operational plan for implementation into the future.  The second section of the workshop will be to work with district staff to develop the strategic framework.  The third section of the workshop will be to work with the school district to develop the action items that will turn into the operational road map or plan for the district. 
Section A: Overview of the Strategic Planning Process and what District are expected to produce by the end of the workshop
Facilitator’s will use the PPT and accompanying notes to introduce the steps that will be taken to develop the strategic plan to ensure that participants know what to expect and their role in the workshop.
The following describes a suggested approach to the planning workshop:
1. Future visioning exercise 
a. Where do you want to be in 5 years (for your students, your district) (sticky and post around room grouping in similar topics)
2. Review background documents, environmental scan (could be sent out ahead of time, or presented by school district staff)
3. Develop Strategic Framework (overview of the strategic planning process)
4. Develop a working mission/vision statement to guide the planning and action planning
5. Develop guiding principles
6. Where are you now? (districts should have completed the checklist)
a. Consider  
i. PPT of the areas in the tool kit related to gaps
7. Identify gaps compared to vision 
8. SWOT analysis evaluate each gap (environmental scan) 
a. Worksheet as a template
9. Develop objectives
a. Short 
b. Medium
c. Long term
d. Record objectives Worksheet
10. Strategies to reach your vision(USE THE FORMAT FROM ITA as example)
a. Determine 3-4 strategies that will help focus the development of goals
11. Short-term goals/priorities/initiatives
12. Document Strategic Framework 
13. Identify gaps compared to vision 
14. Action planning aligned with vision/mission to address gaps
a. Short 
b. Medium
c. Long term
d. Worksheet to record action plan
15. Measures of success/indicators 
Section B:  Create the Strategic Framework
This section of the workshop will involve the facilitator working through each section of the strategic planning process.  (see handouts in Background Materials ).
Section C:  Create Action Plans 
This section of the workshop will involve the facilitator working with district to create action items that arise from the strategic framework. (see handouts in Background Materials)
The framework document will be helpful in this case.  See the ITA aboriginal example in Background Materials.
· Agenda.
· Quick guide to strategic planning.

Additional Resources 
Background Materials and PPT 
Web links
Career and Skills Training Website:   http://www2.gov.bc.ca/gov/topic.page?id=B313EF18DD9B4ABA87D81792C4196B34
Career and Skills Training Website
http://www2.gov.bc.ca/gov/topic.page?id=B313EF18DD9B4ABA87D81792C4196B34
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