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Project Purpose: To gain knowledge about enrolling in College or a Vocational Training program, 

enroll into a short-term certificate program, have a defined plan for completion, and learn the process 

of education planning. 

 

Goals 
 Complete the assessments that are required in order to enroll into the courses.   

 Meet with counseling office, department professor, or teacher to help you select and enroll into the 
classes you will be attending. 

 Develop and submit your career and education plan 

 Submit proof of enrollment.  
 

Check off list 
 Complete the Pre and Post assessment before and after the completion of the project.    
 Complete the College and Vocational Training Research worksheet 
 Identify different short-term certificates that will be appropriate to meet your career goal 
 Attach a copy of your Education Plan from the school/program 
 Attach a copy of your Career and Education Plan (included in this packet) 
 Attach a copy of your current class/program schedule  
 Complete the Action Plan 
 Type the Business Letter 
 Complete the Stipend Request form 
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How to Research Certificate Programs  

You are about to begin a very exciting and challenging phase of your life.  Having a 

career plan is the start to your success.  The information you gather to complete this packet will 

provide you with the stepping stones to a great life.  The first step is believing that you are 

capable of anything you put your mind to.  The next step is researching potential career options.  

This guide has been designed to assist you in planning for your career.  Follow the steps outlined 

in this packet and embark on your journey. 

 

Step 1: Take the pre-test and see how much knowledge you have about 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pre – Assessment Project Goals [ ]Yes [ ] No 

Do you know what a certification training program is? [ ]Yes [ ] No 

Can you list the necessary steps that are needed to enroll into an ROP, college, 

or vocational training program? 

[ ] Yes [ ] No 

Have you met with an Academic Advisor? [ ] Yes [ ] No 

Do you know what some financial aid options are? [ ] Yes [ ] No 

Do you know the purpose for enrollment assessments? [ ] Yes [ ] No 

Do you know what ROP Programs are? [ ] Yes [ ] No 

Do you see the benefits of college or advanced training? [ ] Yes [ ] No 

Post – Assessment Project Goals [ ] Yes [ ] No 

Do you know what a certification training program is? [ ] Yes [ ] No 

Can you list the necessary steps that are needed to enroll into an ROP, college, 

or vocational training program? 

[ ] Yes [ ] No 

Have you met with an Academic Advisor? [ ] Yes [ ] No 

Do you know what some financial aid options are? [ ] Yes [ ] No 

Do you know the purpose for enrollment assessments? [ ] Yes [ ] No 

Do you know what ROP Programs are? [ ] Yes [ ] No 

Do you see the benefits of college or advanced trainings? [ ] Yes [ ] No 



3 
 

Step 2: Read the article below regarding career prospects and then familiarize yourself with top 90 

paying jobs in the Inland Empire requiring a 2-year degree or less. 
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How to Research Certificate Programs  

Now that you have a better idea about what types of careers are available to you, spend 

some time learning about the training programs associated with these careers.   

 

 

Step 3: Pick the pathway to your career! 
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How to Research Certificate Programs  

 

Local community colleges, regional occupational programs, and 4 year universities are 

all great places for you to earn a certificate for any type of future career.  Familiarize yourself 

with them and try to determine which one institution most interests you. 

 

 

 

Community Colleges 

Besides offering individuals the opportunity to earn an Associate’s Degree community 

colleges can also offer quality short-term certificates that can help individuals identify what type 

of career they want to pursue and begin the process. More importantly, colleges provide 

advance programs for careers that might require a specific certification. 

 

 

Vocational Training or Regional Occupational Programs (R.O.P) 

 

  Vocational and Regional Occupational programs focus on training individuals in 

occupations that are currently in high demand in the job market. They provide individuals 

opportunities to experience a realistic working environment in cooperation with local businesses 

and industries. ROP programs also offer individuals the opportunity to gain experience for 

immediate employment, participate in courses that offers internships, experience careers that 

may assist in choosing college majors, upgrade skills, change careers, earn community college 

credit and enhance college admission applications.  
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How to Research Certificate Programs  

 

Step 4: Familiarize yourself with the schools closest to you and the types of 

programs they offer.  

 

Directions: Complete the following steps on the worksheet provided on the next 

page to organize and keep track of your research.  

 

1. Talk to your mentor, teachers, family members and friend about 

careers you are interested in. 

 

2. By talking to people try to figure out what colleges or ROP programs 

are closest to you. 

 

3. Use the internet to research schools in your areas. 

 

A. Make a list of all the schools or programs that spark your 

interest.   

 

4. Navigate to these school’s websites and click on the tab to look at all 

the majors/programs available.   

 

A. Write down the names of the programs that interest you 

and see if there is any more information about he program. 
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Research Worksheet 

 

 

The schools or programs closest to me 
 

1. ______________________________________________     2.     __________________________________________ 
 

3. ______________________________________________     4.     __________________________________________ 
 

5. ______________________________________________     6.     __________________________________________ 
 

 

 

 

The Certificate programs that interest me the most: 
 

1. ______________________________________________     2.     __________________________________________ 
 

3. ______________________________________________     4.     __________________________________________ 
 

5. ______________________________________________     6.     __________________________________________ 

 

 

List your top 3 Schools and/or Certificate programs and other important information about them: 

 

1. 2. 3. 

 

A._______________________________ 

B._______________________________ 

C._______________________________ 

D._______________________________ 

E._______________________________ 

 

 

A._______________________________ 

B._______________________________ 

C._______________________________ 

D._______________________________ 

E._______________________________ 

 

 

A._______________________________ 

B._______________________________ 

C._______________________________ 

D._______________________________ 

E._______________________________ 
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How to Research Certificate Programs  

 You have hopefully by now narrowed down your top career choices; now 

spend some time exploring your top career choices in detail.   

 

Step 5: Familiarize yourself further with your career choices and the schools 

where they are offered.   

 

Directions: Complete the following steps on the worksheet provided on the next 

page to organize and keep track of your research.  

 

1) Read about the admissions requirements for the schools that you are 

interested in.   

2) Determine how long it will take to complete that major/program at the 

college or school and its cost. 

3) Once you have identified a short-term certificate program, determine the 

following: 

a. How long the program will take to complete.  

b. Where that program is available. 

c. When to register/when it will begin. * 

d. The registration fees (fees only apply to adults and are due at the 

time of registration as well as any course fees).  

4) Find out if ROP has financial aid options to help pay for their programs.    

 

 

* Most ROP programs will require individuals to register in person since they are on a first-come, first-

serve basis, with priority given to high school students and residents of the community the ROP 

program is located in. 
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Certificate Planning Research Worksheet 

Directions: Using all the information you gathered about certificate programs complete this 
worksheet. 
 

 Example 1 2 3 4 
Name of short-term 
certificate 

Customer 
Service 

Certificate 

    

Who offers the 
certificate/program? 

Career 
Institute 

    

Start Date/End Date 10/20/09-
11/10/2009 

    

What are the 
minimum 
requirements to be 
accepted into the 
school/program 

 
Enrolled in the 

Year-Round 
Program 

    

How do you 
register? 
(online, in person, 
etc.) 

In person 
through 

Career Mentor 

    

Contact information 
of school/program’s 
enrollment 
specialist, counselor, 
or teacher helping 
you register for the 
right courses 
(Name, Job title, 
Phone Number, 
Name of 
school/program) 

 
 

Your Career 
Mentor 

(909)481-0270 
Career 

Institute 

    

What jobs can you 
apply for when you 
are finished 

Public Service 
Entry-Level 
Positions 

    

Cost of Attendance $100     

Do they offer 
Financial 
Assistance? 

Yes     
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Career and Education Plan 
Name: ____________________________________________________________ Date: __________________________ 
 

Congratulations on beginning to plan for your future!  Use this worksheet to identify which certificates you will need to 

complete for your career. You will use the information gathered in this project to complete this Career and Education 

Plan. It will help you think about additional information about the certificate you will need to complete and how much it 

will cost. 

 

(You will need to complete the Financing Your Future project to plan how to pay for each certificate) 

Self Exploration: 
 

I have the most experience doing this type of work:  

(put a check mark beside the area in which you have the most experience.) 
 

___Working with People  ___Working with Things  ___Working with Data 
 

My top three skills are: 
 

1. ________________________________________________________ 
 

2. ________________________________________________________ 
 

3. ________________________________________________________ 
 

My top three job and work values are: (e.g. work environment, geographical location, size of company) 
 

1. ________________________________________________________ 
 

2. ________________________________________________________ 
 

3. ________________________________________________________ 
 

My top three interest areas are:  
 

1. ________________________________________________________ 
 

2. ________________________________________________________ 
 

3. ________________________________________________________ 
 

Three occupations that I would like to explore further are:  
 

1. ______________________________________________________ 
 

2. ______________________________________________________ 
 

3. ______________________________________________________ 
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Occupational Exploration:   For each of the three occupations you identified, complete the following section using the 

information you find in your college/vocational training research. 
 

Occupation #1: ______________________________ Average Annual Salary: _________________ 
 

Three things that a person in this type of occupation does: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Three things that I know about the working conditions in this occupation: (For example, does it require working outside 

or indoors?  Does it require sitting or standing all day?) 

 

__________________________________________________________________________________________________ 
 

This occupation matches my job values, interests, and skills in the following three ways:  
 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

 

Occupation #2: ______________________________ Average Annual Salary: _________________ 
 

Three things that a person in this type of occupation does: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Three things that I know about the working conditions in this occupation: (For example, does it require working outside 

or indoors?  Does it require sitting or standing all day?) 
 

__________________________________________________________________________________________________ 
 

This occupation matches my job values, interests, and skills in the following three ways:  
 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 
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Occupation #3: ______________________________ Average Annual Salary: _________________ 
 

Three things that a person in this type of occupation does: 

_________________________________________________________________________________________________ 
 

__________________________________________________________________________________________________ 
 

Three things that I know about the working conditions in this occupation: (For example, does it require working outside 

or indoors?  Does it require sitting or standing all day?) 
 

__________________________________________________________________________________________________ 
 

This occupation matches my job values, interests, and skills in the following three ways: 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Educational Planning:   For the three occupations you identified, find out what types of trainings and certifications you 

will need to complete in order to apply for those positions. 
 

Occupation #1: ______________________________ 
 

What training or degrees do you need for this career? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

What license, if any, do you need to work in this career? 

__________________________________________________________________________________________________ 
 

What educational steps do you need to take to prepare for this career? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Where will you get your education?_____________________________________________________________________ 
 

How long it will it take? _____________________What will it cost? ____________________________ 
 

How will you pay for it? 

__________________________________________________________________________________________________ 
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Occupation #2: ______________________________ 
 

What training or degrees do you need for this career? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

What license, if any, do you need to work in this career? 

_______________________________________________________ 
 

What educational steps do you need to take to prepare for this career? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Where will you get your 

education?________________________________________________________________________________________ 
 

How long it will it take? _____________________What will it cost? ___________________________ 
 

How will you pay for it? 

__________________________________________________________________________________________________ 

 

Occupation #3: ______________________________ 
 

What training or degrees do you need for this career? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

What license, if any, do you need to work in this career? 

_______________________________________________________ 
 

What educational steps do you need to take to prepare for this career? 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 
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Where will you get your 

education?_________________________________________________________________________________________ 
 

How long it will it take? _____________________What will it cost? ___________________________ 
 

How will you pay for it? 

__________________________________________________________________________________________________ 

 

My Career and Educational Goals 

 

Short Term Goal (6 months- 1 year): 

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 

Long Term Goal (2 - 5 years): 

__________________________________________________________________________________________________ 

 

__________________________________________________________________________________________________ 

 

Every long-term goal is made up of many short term goals and steps. As you get closer to your long-term goal, you will 

set new short term goals. 

 

The steps I need to take now to reach my long-term goals are: 

 

Step  Date to complete step 

1. 

 

 

2. 

 

 

3. 

 

 

4. 
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Sample Education Plan from a Training Program 
After you have identified the program you will complete and have charted out what you will 

need to do to enroll in the program, it will be important to meet with a department specialist 

to develop an education plan to stay on track on finishing the program on time. Here are 

some examples as to what an education plan looks like.  

  

Nursing Program 

 

Examples Continued… 

 

 

 

 

 

 

Sample Education Plan from a Training Program 

Sample Education Plan from a Training Program 

sd Sample Education Plan from a Training Program 

 Examples Continued… 
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                        Colleges and ROP Programs 
Barstow Community College 

(760) 252-2411 

www.barstow.edu 

2700 Barstow Road  

Barstow, CA  92311 

 

California State University, San Bernardino 

(909) 537-5000  

www.csusb  

5500 University Parkway 

San Bernardino, CA 92407  

 

Chaffey College 

(909) 987-1737 

5885 Haven Ave. 

Rancho Cucamonga, CA 91737 

 

Crafton Hills College 

(909) 794-2161  

www.craftonhills.edu 

11711 Sand Canyon Road  

Yucaipa, CA 92399  

 

Riverside Community College  

(951) 222-8000 

www.rcc.edu  

4800 Magnolia Ave. 

Riverside, CA 92506 

 

San Bernardino Valley College  

(909) 384-4400    

www.valleycollege.edu   

701 South Mt. Vernon Ave.  

San Bernardino, CA 92410   

 

 

 

 

 

 

University of California Riverside  

(951) 827-1012    

www.ucr.edu     

138 Hinderaker Hall    

Riverside, CA 92521      

University of Redlands 

(909) 335-4074 

www.redlands.edu 

1200 E. Colton Ave. 

Redlands, CA 92373 

Victor Valley College 

(760) 245-4271 

www.vvc.edu 

18422 Bear Valley Road 

Victorville, CA 92392 

 

Regional Occupational Centers 

    

Baldy View ROP 

(909) 890-6490 

www.baldyviewrop.com 

8265 Aspen Ave. Suite 100 

Rancho Cucamonga, CA 91730  

 

Colton, Redlands, Yucaipa ROP 

(909) 793-3115 

www.cryrop.k12.ca.us 

1214 Indiana Court  

Redlands, CA 92374 

    

San Bernardino ROP 

(909) 386-2449 

www.rop.cc    

 

 

 

 

 

http://www.csusb/
http://www.craftonhills.edu/
http://www.rcc.edu/
http://www.valleycollege.edu/
http://www.ucr.edu/
http://www.redlands.edu/
http://www.vvc.edu/
http://www.baldyviewrop.com/
http://www.cryrop.k12.ca.us/
http://www.rop.cc/
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Business Letter 
Begin your letter by typing today’s date on the top left-hand side of the page. Type your return address, 

then the address to where the letter is being sent. Go down 2 spaces and type the person’s name or 

department. Go down 2 spaces, indent 5 spaces, and begin typing your letter. 

 

[Insert Today’s Date]      Go down 2 spaces 

 

First & Last Name 

Your Address 

City, State, Zip Code      Go down 2 spaces 

 

Career Institute 

Career Mentor Name, Job Title 

10722 Arrow Route Suite 808 

Rancho Cucamonga, CA 91730 

(909) 481-0270       Go down 2 spaces 

 

 

Dear Career Mentor:      Go down 2 spaces 

 

 

 Write a paragraph introducing the different things you were able to complete at the end of this 

project.                                                                                                       Go down 2 spaces 

 

In this part of the letter you can give examples of what you learned, while enrolling into your 

certification training program. You can also talk about your career plan and if you have any alternatives. 

        Go down 2 spaces 

In this part of your letter you would finish by talking about what you have learned while 

completing this project. Here are some topics you can use as examples; I now know why college or 

vocational training is important. You may want to talk about what you experienced when apply for 

financial aid, how you plan on paying for you education or training, and how this will improve your life. 

Go down 2 spaces 

 

Sincerely,        Go down 4 spaces 

 

[Sign your name here] 

 

First & Last Name 
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Action Plan 

 

Project: _____________________________________________ 

 

State three things that you have learned while completing this 

project, and explain how you will apply them into your daily life. 

Knowledge/ Skills Learned How Will You Apply It  
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