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CAREER DEVELOPMENT AND TRANSTION PLANNING CHECKLIST
Student_______________________________





DOB___________________________

Site
_______________________________





Dates of Service:__________________
	MD Career Dev STANDARD
	INDICATOR

The Student will:
	STUDENT PREFORMANCE

OUTCOMES
The student will:
	OBSERVED/

COMPLETED
	DATE

	Standard 1:  Self Awareness- Students will acquire and apply self-knowledge to build and maintain a positive self-concept.
	Indicator A: Acquire and apply self-knowledge to understand one’s abilities, strengths, skills and talents as seen by self and others.
Indicator D: Apply self-knowledge to decision –making and goal setting 
	· Assess their interests, aptitudes and employability skills with formal and informal assessment instruments.
· Link outcomes of assessments to their career exploration activities, educational and transition planning 

· Utilize print, non-print, software and human resources in educational sites to expand knowledge of career options, educational requirements to set goals and make planning decisions.

** See Student Career Portfolio for summary results
	YES
NO

YES

NO

YES

NO
	

	Standard 2: Career Awareness-
Students will understand MD Career Clusters and pathways and their relationship to educational achievement and life-long learning.
	
	
	YES

NO
	

	Standard 3:Career Exploration-
Students will assess Career cluster choices and related pathways to develop and educational and career plan.
	
	
	YES

NO
	

	Standard 4: Career Preparation-
Students will prepare for postsecondary and career success through an academic and technical sequenced program of study.
	
	
	YES

NO
	

	Standard 5: Job-Seeking and Advancement-
Individuals will demonstrate skills to secure maintain and advance in their chosen or related career cluster.
	
	
	YES

NO
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Based on the National Career Development Standards (National Career Development Association (NCDA); Guidelines/MD Career Development Framework; MD Skills for Success; National Standards and Quality Indicators (National alliance for Secondary Education and Transition); Equipped for the Future, National Institute for Literacy.
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Student_____________________________ DOB _____________________

Faculty _____________________________

	Md. Career Development Standard
	Indicator
	Student Performance Outcome
	Observed

Completed
	Date

	Standard 1: Self Awareness:

Students will acquire and apply

Self-knowledge to build and 

maintain a positive self-concept.
	Indicator A:

Acquire and apply self-

knowledge to understand one’s abilities, strengths, 

skills and talents as seen by self 

and others.

Indicator D: Apply self-

knowledge to decision –

making and goal setting.
	· Assess their interests, aptitudes and 

· employability skills with formal and

      informal assessment instruments.

· Link outcomes of assessments to

    their career exploration activities,

    educational and transition planning.

· Utilize print, non-print, software 

     and human resources in educational

     sites to expand knowledge of career

     options, educational  requirements to 

     set goals and make  planning 

     decisions.


	· Yes

· No

· Yes

· No

· Yes 

· No


	**** See Student 

Career

Portfolio for summary

results

	Md. Career Development Standard
	Indicator
	Student Performance Outcome
	Observed

Completed
	Date

	Standard 2: Career

Awareness:

Students will 

understand 

Maryland

Career Clusters and

pathways and their relation-ship to educational achievement and lifelong

learning.
	Indicator A:

Analyze /compare the industries

represented in Maryland 10

Career Clusters and how they

relate to the needs and function

of the economy and society.

Indicator B: 

Understand the connections 

among educational achievement,

lifelong learning and the career 

options across career pathways.

Indicator C:

Understand how accurate, current 

and unbiased career information

is necessary for successful 

career planning and management 

using career clusters

Indicator D:

Recognize that decision-making 

is important part of an 

individual’s career development.


	· Identify, explain, and experience

   career clusters of interest to the 

   degree possible in institution

   based experiences/work-based          

     experience.

· Use knowledge of one’s learning 

    style, positive attitudes and behaviors

    to improve educational attainment

    and adjust behavior, when needed, to 

    maximize achievement.

· Explore career information and

    licensure requirements as it 

    relates to student  felony charges

    to identify career options limited

    by charges during incarceration.

· Bases of career and/or licensure

    equipments, students will apply the 

    decision making process in preparation​

    for training for this career pathway or

    if alternative planning would be

    necessary.


	· Yes

· No

· Yes

· No

· Yes 

· No

· Yes

· No
	


**** Student outcomes may vary depending upon duration / extent of services available at specific site of incarceration.

*** Listed indicators reflect priority areas within the Maryland Career Development standards for critical student outcomes necessary for successful transition.

	Standard 3: Career Exploration-

Students will assess Career cluster choices and related pathways to develop an educational and career

plan.
	Indicator A: Prepare an

educational and career plan based on high school graduation

requirements, a sequence of career

pathway courses, related academic 

and postsecondary options
	· Demonstrate the knowledge and skills necessary to transfer effectively from one learning level to the next.

· Design a program sequence for selected career cluster, including occupational and postsecondary options.
	· Yes

· No

· Yes

· No
	     

	Standard 4: Career Preparation-

Students will prepare for postsecondary

 and career success through an academic 

and technically sequenced

 program of study.
	Indicator A: Acquire cluster and academic control knowledge and skills to succeed in high school and beyond
	· Successfully complete academic and/or occupational training requirements.

· Develop a career folder to demonstrate academic and occupational technical knowledge and skills of a career cluster for employment and postsecondary preparation.
	· Yes

· No

· Yes

· No


	

	Standard 5: Job-Seeking and Advancement-

Individuals will demonstrate skills to secure, maintain and advance in their chosen or related career cluster.
	Indicator A: Understand how academic, technical, cross cluster and employability skills are needed to obtain create, maintain and advance in one’s career.
	· Demonstrate skills to seek employment (write a resume and cover letter, complete a job application, interview for a job, find and pursue employment leads and market oneself in the workforce).

· Identify different career options, including those that may be considered nontraditional, based on gender or small % in the work force.

· Review the advantages and challenges of employment in a non-traditional career.
	· Yes

· No

· Yes

· No

· Yes

· No
	

	Standard 6: Career: Satisfaction and Transition- Individuals will demonstrate how the ongoing attainment of knowledge and skills enhances one’s ability to function and transition effectively in a diverse and changing economy.
	Indicator A:  Apply career management and decision-making skills to update ones’ career and transition plan as needed.
	· Demonstrate career development skills and behaviors and integrate to career development (i.e. resiliency, self-efficacy, ability to scan the environment for trends and changers)

· Update career Transition plan prior to release as needed to accommodate new needs/updates/career options etc.
	· Yes

· No

· Yes

· No
	

	
	Provide information to the next educational program –K-12, adult or correctional education
	· Transfer records to the next   educational program upon release
	· Yes

· No
	


Based on the National Career Development Standards (National Career Development Association (NCDA), Guidelines/MD Career Development Framework, MD Skills for Success; National Standards and Quality Indicators (National Alliance for Secondary Education and Transition), Equipped for the Future National Institute for Literacy.

For more information: maryland publicschools.org/msde/division/careertech/correctional_education MD Workforce Exchange https://mwe.dllr.state.md.us  ONET Online- http://online.onetcenter.org  DOC Career voyages- www.careervoyages.com
True Colors- www.truecolorscareers.com Baltimore sun- www.baltimoresun.com-jobs  Career Info www.careerinfonet.org
Washington Post- www.washingtonpost.com/ jobs

6 Success Strategies for a Bad Economy

By Robert Half International

In the current economy, every worker is looking for a leg up on the competition. But knowing how to advance your career or simply prove your value to your employer can be difficult. Consider the following six tips to position yourself for success in any economy, particularly an uncertain one like today's:

1. Be open to change
A common reaction when many aspects of your life are in flux is to cling to your usual ways of doing things. But uncertain times call for individuals who can adapt to new ways of working. Adopt an open-minded approach and remain enthusiastic even when there are shifts in organizational structure, procedures or workload. 

2. Look for new opportunities 
Keep in mind that changes to your organization or role aren't simply something to cope with; they could bring new opportunities. If the size of department has decreased in recent months, for example, you may be asked to shoulder new responsibilities, which, down the road, could position you well for advancement.  

3. Don't overdo it 
Even in tough times, it's important to establish boundaries. It's never a bad idea to volunteer for projects that allow you to build new skills and experience, especially if your team is short-staffed. But taking on too much can lead to burnout and lackluster work. If you feel overwhelmed with the number of projects on your plate, ask your manager to help you prioritize. He or she may be able to work with you to find a solution, whether it's bringing in a temporary worker or delegating some projects to another colleague.

4. Keep a cool head 
In the midst of budget cuts or layoffs, it's easy to be so worried about your own situation that you lose focus. While it's natural to be concerned about your job, your colleagues and your company when business is slow, avoid obsessing over "what might happen." It's better to be the steady hand during turbulent times. Pay attention to your company's situation and take action where necessary -- after all, you don't want to bury your head in the sand. Just avoid becoming so consumed with speculation that you fail to do good work

5. Know your skill set's expiration date. 
Prove yourself indispensable by staying current with all software and systems used by your company, and make sure your customer service skills shine. Do so not only to maintain your value to your current employer but also to remain marketable if you do find yourself back in the job market. Whether it's refining your communication skills or becoming an expert in a software program relevant to your field, always strive to continue your professional development.

6. Take your blinders off 
No matter the state of the economy, keep your eyes open for new opportunities that allow you to advance professionally. You don't want to jump recklessly from one employer to another, but you should be prepared to make a move if the right opening presents itself. Be sure your résumé is up-to-date, and keep in contact with people in your network to get a feel for what opportunities exist in your field.

It's unclear how long the current downturn will last, but the above advice can help you weather the storm. Being proactive and keeping a steady hand when times are turbulent will benefit you now and pave the way for success once conditions improve.

Robert Half International is the world's first and largest specialized staffing firm with a global network of more than 360 offices worldwide. For more information about our professional services, please visit www.rhi.com. 

Copyright 2009 Robert Half International. All rights reserved. The information contained in this article may not be published, broadcast or otherwise distributed without prior written authority. 

Story Filed Friday, January 23, 2009 - 11:37 AM 

· Directions to Students:  

This Career and Transition Planning Portfolio is your guide to your next steps.  It will help you keep a record of information as sample documents that will help you in your employment search, transition of needs and potential community resources to support your success.

· Do:

1. Plan, review and update your education and career information.

2. Record your experience, interests, skills and long-term/short-term goals.

3. Locate or complete documents for employment:  sample application, resumes, eligibility for employment, etc.
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· My Employment Portfolio:
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I.
Employability Eligibility Verification

· Photo ID

· Copy of Driver’s License (if applicable)

· Copy of Birth Certificate

· Social Security Number and Card Copy

[image: image6.wmf]II.
Documents of Personal Information

· Personal Data Sheet

· Diploma/certification copies

· Letters of Recommendation

III.
Documents for Employment 

· Resume

· Sample Cover Letter

· Sample Application

· Names of References with Addresses

IV.
Miscellaneous Information

· Federal Bonding Program

· Employer Tax Credits

Personal Assessment Summary

Based on my experience and career exploration activities, I know my:

	
	General
	Career Related

	Interests
	
	

	
	
	

	
	
	

	Activities
	
	

	
	
	

	
	
	

	
	
	

	Values
	
	

	
	
	

	
	
	

	Personality Preferences
	
	

	
	
	

	
	
	

	Learning

Styles
	
	

	
	
	

	
	
	

	Skills
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	Goals for Employment

	Short term:
	

	
	

	Long term:

5 years from now
	

	
	

	
	

	How will I achieve this goal:
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    Transition Plan:

	Needs
	Contacts

	Housing Agencies
	

	
	

	Social Services/

Temporary Cash
	

	
	

	Employment Resources
	

	
	

	Clothes
	

	
	

	Transportation
	

	
	

	Recovery Programs
	

	
	

	Health Programs
	

	
	

	Education/Training
	

	
	

	Emergency Numbers
	

	
	


Career and Transition Portfolio

“Transition to the Future”
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Division of Career Technology and Adult Learning
SURVEY OF OFFENDER BARRIERS TO REENTRY AND EMPLOYMENT 

NAME____________________________________  INMATE #_________________  FACILITY______________  DATE____________

This survey is constructed to help you find and recognize potential roadblocks that may keep you from getting the job you want when you are released.  It is made up of 49 statements divided into categories of related concerns.  You will decide if the statements are relevant to your current situation or have little or no importance to you.  You will be able to discover the major barriers to getting the job or career you want and work to overcome those obstacles before you enter the job market.  

Carefully read and think about each of the following statements.  For each one, circle the number to the right that best describes how true that statement is for you at the present time.  Circling “0” means that statement is untrue for you, “1” means that you are not sure how true it is for you right now, and ”2” means that the statement truly applies to your current thinking or situation.  Realize that there are no right or wrong answers; these are simple statements that may or may not reflect your position.

	STATEMENT
	Category
	 
	Definitely       Not True
	Maybe         It's True
	Definitely             True

	I have little or no work experience.
	CP
	 
	0
	1
	2

	I never completed high school or got a GED.
	ET
	 
	0
	1
	2

	My driver's license is suspended or expired.
	PH
	 
	0
	1
	2

	I have prior conviction(s).
	O
	 
	0
	1
	2

	If someone criticizes me, I must take a stand and defend myself.
	A
	 
	0
	1
	2

	I don't know where I am going to live when I am released.
	S
	 
	0
	1
	2

	I don't know how to explain the gaps in my work history.
	JS
	 
	0
	1
	2

	I don't know what the job market is like in my hometown.
	CP
	 
	0
	1
	2

	I don't feel qualified to do the job I want.
	ET
	
	0
	1
	2

	My health is not very good.
	PH
	 
	0
	1
	2

	Employers won't hire me because of my conviction.
	O
	 
	0
	1
	2

	It's all right to miss work anytime as long as I call in.
	A
	 
	0
	1
	2

	I have tattoos on my face, neck, or hands.
	S
	 
	0
	1
	2

	All I need to look for a job is a newspaper.
	JS
	 
	0
	1
	2

	I don't know what kind of job I want when I am released.
	CP
	 
	0
	1
	2

	I need some additional training for the job I want.
	ET
	 
	0
	1
	2

	Child care will be a problem for me when I get a job.
	PH
	 
	0
	1
	2

	My first conviction happened when I was younger than 21.
	O
	 
	0
	1
	2

	Most employers take unfair advantage of their employees. 
	A
	 
	0
	1
	2

	Drug or alcohol problems got me into trouble in the past.
	S
	 
	0
	1
	2

	I don't like to interview for jobs.
	JS
	 
	0
	1
	2

	I don't like the jobs I had in the past.
	CP
	
	0
	1
	2

	My English is not very good.
	ET
	 
	0
	1
	2

	I take medications for a physical or mental condition.
	PH
	 
	0
	1
	2

	I will be under parole supervision after I am released.
	O
	 
	0
	1
	2

	I get depressed and frustrated when I think about looking for a job.
	A
	 
	0
	1
	2

	I have little or no contact with my family.
	S
	 
	0
	1
	2

	My former employers probably won't give me a good reference.
	JS
	
	0
	1
	2

	I need to know how my skills and ablilities can be applied to a new career.
	CP
	
	0
	1
	2

	I have little or no experience with a computer.
	ET
	
	0
	1
	2

	All my records and personal documents have been lost.
	PH
	
	0
	1
	2

	My probation or parole was revoked; that's why I'm in prison.
	O
	
	0
	1
	2

	When a co-worker gets on my case, it's OK to get them back.
	A
	
	0
	1
	2

	I move around a lot to find jobs.
	S
	 
	0
	1
	2

	I need help starting an effective job search plan.
	JS
	
	0
	1
	2

	I don't know what the future looks like for my job or career.
	CP
	
	0
	1
	2

	I need a certificate or occupational license for my job.
	ET
	
	0
	1
	2

	I won't have any transportation to get to work.
	PH
	
	0
	1
	2

	My conviction involved a weapon.
	O
	
	0
	1
	2

	If I have to be late to work, my boss needs to give me a break.
	A
	
	0
	1
	2

	I don't know what special programs are available to help me.
	S
	 
	0
	1
	2

	I don't have a resume.
	JS
	
	0
	1
	2

	I don't know what kind of salary to expect in my career.
	CP
	
	0
	1
	2

	My reading and math skills need improving.
	ET
	
	0
	1
	2

	I have a disability and may need further assistance to get a job.
	PH
	
	0
	1
	2

	I have convictions on record in other states.
	O
	
	0
	1
	2

	My friends are the only ones who will help me when I get out.
	A
	
	0
	1
	2

	I will have no source of financial assistance when I am released.
	S
	
	0
	1
	2

	Employers are required by law to give me vacation and benefits.
	JS
	
	0
	1
	2


© Copyright 2002 New Mexico Corrections Department       

    Modified by and Adapted for Maryland Correctional Education Program 2003                                                                                                                                                                             

The statements you just completed are arranged by color into specific barrier categories designated in the color box to the right of the statement.  For each color or category, add up the numbers you circled and put that sum in the appropriate colored category box below.

	CATEGORY
	Total      Points

	Career Planning Issues         CP
	 

	Education/Training Issues   ET
	 

	Personal/Health Issues         PH
	 

	Offender Issues                        O
	 

	Attitude Issues                          A
	 

	Support Issues                           S
	 

	Job Search Issues                     JS
	 


High scores are not necessarily better or worse than low scores; they simply measure the number of barriers that you have in each category.  Categories with the highest scores are those that can cause you the greatest problems in searching for a job or being successful at work.  Look over the descriptions below and pay close attention to your categories with the highest scores.  

Career Planning Issues:  Barriers of this type indicate lack of vocational planning or career decision-making skills.  You may not have sufficient or realistic information about the labor market in your local area or the state.  You may not know about various occupations and what kind of job your skills match.  You may be interested in finding a whole new career, but don’t know what that might be.

Education/Training Issues:  Barriers is this category indicate you might need additional training or education for the kinds of jobs that you want.  You may have to finish your high school education to obtain a GED.  You may have to get employment training through vocational courses or on-the-job training or some other education or training program.

Personal/Health Issues:  These barriers result from personal and/or health related issues that you feel would prohibit you from obtaining or keeping a job.  Lack of child care, lack of employment records and documents, disabilities, and lack of transportation are some problems that must be addressed and solved before your job search starts.

Offender Issues:  These are barriers that are unique to people convicted of felonies, have been incarcerated, and are trying to re-enter the job market after a period of time.  These issues include type of offense, number of prior offenses, and any aspect of felony conviction that may affect an employer’s decision to hire you and your ability to hold onto and be successful in a job.  These issues will continue to have an effect on your job and career search for the rest of your life and how you deal with your record will determine your career or job success.

Attitude Issues:  Some effects of being frustrated with your current situation may include items from this category.  You may have low self-esteem, act out against others, feel like you are a failure, blame others for your situation, be sad or depressed, and won’t be able to find a job no matter what you do or change.

Support Issues:  Barriers in this category indicate that you might lack personal and financial resources to help you be able to have some support while you look for employment.  You may have addiction issues that you are worried you cannot overcome. You may not know who or what resources are available to help resolve these issues that you feel are going to prevent you from presenting your best side to employers.

Job Search Issues:  These barriers reflect a lack of information or methods on how to conduct the most effective job search.  You may be concerned with the way you interview or fill out applications.  You may not know how to describe your skills to an employer, how to present a good first impression, or how a resume can help you get a job.  You may not know how to find the best job leads and may be unfamiliar with the current employment regulations and laws.

You have identified the barriers to your successful career development.  Now you must develop a plan to overcome these issues.  Use the spaces below to identify and prioritize the specific barriers you think are most important for you to overcome before you are released and you start your job hunt.  Also, write down ways you have thought of that might overcome those barriers:




BARRIERS





  
POSSIBLE SOLUTIONS


1. _________________________________________


_________________________________________

2. _________________________________________

_________________________________________

3. _________________________________________


      _________________________________________


4.   _________________________________________

      _________________________________________
 

5.   _________________________________________

      _________________________________________


6.   _________________________________________

      _________________________________________


NOTES:  _____________________________________

              _____________________________________


Career and Transition Portfolio

“Transition to the Future”





Division of Career Technology and Adult Learning
· Directions to Students:  

This Career and Transition Planning Portfolio is your guide to your next steps.  It will help you keep a record of information as sample documents that will help you in your employment search, transition of needs and potential community resources to support your success.

· Do:

4. Plan, review and update your education and career information.

5. Record your experience, interests, skills and long-term/short-term goals.

6. Locate or complete documents for employment:  sample application, resumes, eligibility for employment, etc.


· My Employment Portfolio:


I.
Employability Eligibility Verification

· Photo ID

· Copy of Driver’s License (if applicable)

· Copy of Birth Certificate

· Social Security Number and Card Copy

II.
Documents of Personal Information

· Personal Data Sheet

· Diploma/certification copies

· Letters of Recommendation

III.
Documents for Employment 

· Resume

· Sample Cover Letter

· Sample Application

· Names of References with Addresses

IV.
Miscellaneous Information

· Federal Bonding Program

· Employer Tax Credits

Personal Assessment Summary

Based on my experience and career exploration activities, I know my:

	
	General
	Career Related

	Interests
	
	

	
	
	

	
	
	

	Abilities
	
	

	
	
	

	
	
	

	
	
	

	Values
	
	

	
	
	

	
	
	

	Personality Preferences
	
	

	
	
	

	
	
	

	Learning

Styles
	
	

	
	
	

	
	
	

	Skills
	
	

	
	
	

	
	
	

	
	
	




	Goals for Employment

	Short term:
	

	
	

	Long term:

5 years from now
	

	
	

	
	

	How will I achieve this goal:

	

	

	

	



    Transition Plan:

	Needs
	Contacts

	Housing Agencies
	

	
	

	Social Services/

Temporary Cash
	

	
	

	Employment Resources
	

	
	

	Clothes
	

	
	

	Transportation
	

	
	

	Recovery Programs
	

	
	

	Health Programs
	

	
	

	Education/Training
	

	
	

	Emergency Numbers
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