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MDTA HANDBOOK ~ CHAPTER IX
MANPOWER DEVELOPMENT AND TRAINING ACT OF 1962

HANDBOOK ON
TRATNING NEEDS SURVEY

INTRODUCTION

Estimates of area occupational training needs are required to establish
training programs to meet local employment problems, as well as for the
training or retraining of workers in connection with such legislation

as the Ares Redevelopment Act (ARA), the Manpower Development and Training
Act (MDTA), the Vocational Education Act, and the Economic Opportunities
Act. Studies to determine training needs will generally be conducted to
select shortage occupations for which training can be given or to deter=-
mine existing shortage occupations that offer suitable employment for
workers displaced by plant closings or other types of mass layoffs.

This Handbook sets forth procedures for quickly identifying occupations
in short supply for which training courses can be initiated. There are
four sections: Introduction, Selection of Occupations for Review, Survey
of Selected Occupations and Esteblishments, and Tabulation and Analysis
of Data. Section II, which describes & method for selecting shortage
occupations from & review of available local office records, is useful
for a quick preliminary assessment of training needs. Sections III and
IV describe a survey method for estimating net training requirements

and for analyzing the results of such & survey.

In all surveys, the area for which information is gathered refers to
specific labor market areas to which training needs studies are to be
related. Geographical boundaries of such areas should be clearly de=~
fined so as to eliminate the possibility of preparing duplicate training

plans to cover & single occupational shortage, or other errors that might

result from overlapping jurisdictions. Wherever & labor area definition exists,
it should be utilized to insure that training needs survey data are comparable
with other area information, such as labor area bulletins and ES-219. In some
situations, however, demand for another ares may be included or supply of labor
mey be available for work outside the area surveyed. In such cases, coordina-
tion emong areas is necessary to avoid duplication of the same demand and supply
dsta. Whenever surveys must be made in multistate labor areas, States will be
responsible for the preparation of all needed information concerning their
segments of the area. Where this situation exists, the esteblishment of an
effective areawide training progrem will require considerable cooperation between

the affected States.

Training needs surveys should be made when information available to
the local office indicates a need or possible need arising out of in=
ternsl operating activities or from commnity sources such as local
industry groups, school authorities, or local advisory committees.

Training needs surveys are designed for the formmlation of training
needs projects. As scientific sampling procedures are not followed in

the conduct of these studies, the data developed are not inflatable to
the universe and are therefore not representative of the entire training
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needs of the occupation in the community, Because of these limitations,
these data--and particularly numerical estimates of shortages in spec-

ific occupations--are not suitable for publication. The use of such data
by the State agency for public information should therefore be limited to
statements indicating that the surveys showed that there are shortages or

unmet needs in the occupations studied.

SELECTION OF OCCUPATIONS FOR REVIEW

In any area, before studies of occupational training needs are under-
taken, occupations which are generally hard to fill should be identified.
The choice should be guided by two considerations--the purpose for which
the study is being made, and the relative numerical demand for workers in

the selected occupations.

where training need studies are related to legislation, selection of occu- -

pations will be influenced by the amount of training time provided under
the applicable legislation. Under the ARA, for example, retraining sub-
sistence payments are provided for a period not to exceed 16 weeks. The
MDTA makes provision for weekly training allowances for a period not to
exceed 52 weeks with 20 additional weeks available for basic education.
In addition, some State laws permit the payment of unemployment compen-
sation to trainees in approved training courses., It is evident that the
scope, content, and level of occupational training that can be given will
vary widely depending upon the law that applies.

where a survey is made as a basis for readjustment of workers involved
in mass layoffs, consideration should be given to collecting information
about the opportunities available in the occupations related to those
that predominate among the workers who have been or are about to be dis-
placed.

e .
Tne process of selecting occupations relies largely on the use of available
job market knowledge and information concerned with shortages occupations
in a community, much of which is compiled as a part of continuing job
market research by area labor economists. Employment Service nersonnel
responsible for developing information on occupational training require-
ments should, as a first step, make preliminary listings of occupations
that require a significant defnre2 of skill suitable for systematic train-
ing with a duration of at least 2 weeks. Occupations that meet the follow-
ing criteria should be considered:

1. Jobs on the local office shortage list, i.e., occupations
in which there is a persistent and continuing demand for
workers for which there is little or no adeguate supply.

2. Numerically significant occupations in an area where such
factors as high rates of withdrawals and retirements create

a continuing demand for workers.,

3. Occupations which are relatively small numerically, but for
which there may be an increasing future demand because of
expansion plans and impending technological changes in exist-
ing industries or to meet needs of new plants definitely
known to be entering the area,
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Listed below are sources of data recommended for use in preparing
a list of shortage occupations:

1. Local employment office operating data:

a. Job openings op file during the last 6 months.

b. Job orders cancelled during the last 6 months because of
lack of suitable applicants.

c. Job orders placed in clearance in the past 3 to 6 months.

d. Local office employer records providing information on

staffing patterns and other data relating to occupational

changes resulting from scheduled contractions or expansions.

Occupational requirements data included in recently com-

pleted (2 years or less) skill survey reports.

f, Job vacancy data over & period of time, where such infor-

mation is available.

€.

o, Information from other sources:

a. Interviews with members of local business, labor, and
educational groups to identify training needs.

b. 1960 Census of Population Tabulations of Employment, by
Industry end Occupation. These data are best used as &
means of indicating the industries in which various local
occupations are concentrated. When used, such data should
be qualified by additional information available regarding
significant changes in the occupational composition of
loeal industries resulting from automation and other de-

velopments. ¢
c. Where available, ES-219 information relating to industry

and occupational labor needs.
d. Information on occupational supply and demand developed
in the compilation of industry briefs and occupational

guides.
e. Newspaper classified want ads should be checked.

Data obtained from the sources listed above should be tabulated for each
occupation. Worksheet 1 illustrated a method for making such a tabula-
tion. When completed, the tabulations will provide an initial indica-
tion of the occupations that offer the best potential for area training
programs. This information is to be used in determining which occupa-

tions are to be surveyed.

The procedure for identifying shortage occupations depends on the review
of various local office records that would be expected to show-evidence
of shortage situations. Such a review should be made by experienced
placement officials with good knowledge of the local area economy. If
the occupation shown is numerically small (on Worksheet 1) and is not

an occupation in which the Employment Service normslly does business,
then unions or employers should be contacted to verify the training need.
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The different sources of information should be reviewed and evaluated

- separately, preferably by different reviewers. A judgmental factor is
~ necessdrily involved but some guidelines might be noted. If the evi-

1 dence of demand for the occupation is persistent, it is more likely to
3 be significant than if it occurs infrequently. The size of the demand
may be important, but it is necessary to determine whether it relates
to an atypical or seasonal situation. If the demand for the occuvation
tends to show a consistent growth pattern, it may point to a coming
need. The frequency of a shortage may be quite as important as its

g size. The absence of applications on file may be significant if the

3 occupational demand is one that ordinarily comes to the local office.

3 In occupations that are seldom referred through the employment service,
4 greater reliance should be placed on employer records, skill surveys,

i and job vacancy information, where available.
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Worksheet 1 Instructions

Column 1l--Enter the DOT code, by 5 or 6 digits for ~ach occupation
selected for review.

Column 2--Enter the occupational title (DOT) for each occupation.
The title by which the occupation may be shown in the
area should be also noted, if spplicable.

Column 3--For each occupation listed, enter the number of unfilled
job openings as shown on employer orders currently on file,

Column 4--Enter in this column the number of local office openings
reported under Column 3 which have been open 30 days or more,

Column 5--In Column 5, enter the number of job openings that have been
cancelled during the past 6 months because of lack of qualified

applicants.

Column 6~--Informatioa for this column may be obtained from the employer
record card (ES-330), and other local office information
aveilable sbout such matters as employer expansion plans and
worker needs. In Column 5, enter the number of current or

enticipated employer needs, if reported.

Column 7--In this column, enter the number of workers expected to be
required during the next 1l- or 2-year period as reported in
prior area skill surveys. Use only data from surveys that

have been conducted during the past 2 years,

Column 8--Using data from interoffice clearance orders, enter the
number of job openings. Only the job order holding office

should list these job openings.

Column 9--Based upon the data posted in columns 3, L, 5, 6, 7, and 8,
enter the minimum number of trained workers who will be re-
quired in each occupation by area employers during the next
year, Care should be taken that duplication of date does
not occur; i.e., job openings listed on local office job
orders may also be reported on employer record cards and
should, therefore, be counted only once for purposes of
this column. Data in columns 3 through 8 are not neces-
sarily additive; e.g., labor shortages indicated in an area
skill survey are not identifiable by employer and may in-
clude items listed in other columns of the worksheet.

’

Note: Space is provided on the form for additional comments relating to
specific occupations on such matters as special sources of short-
age information, availability of Jjob opportunities outside of the
area, and information tending to qualify indicated shortages.
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SURVEY OF SELECTED OCCUPATIONS AND ESTABLISHMENTS

This section describes the method of collecting the information from
employers and the survey schedule. Special efforts should be made to
publicize the survey and its timing in advance through newspapers,
radio, and television and by contacts with cooperating employer asso=-
ciations, businessmen's clubs, and other civic groups. If time per=-
mits, letters might be sent to employers in advance explaining the
significance of the survey, seeking their cooperation, and notifying
them of the approximate time thet the information will be sought.

The method is designed to pinpoint particular lsbor shortages and to
evaluate the degree of the shortages in the most expeditious manner.
It is based on a survey of selected occupations snd establishments,
and provides for the use of occupational data collected from employers
without expansion or inflation to estimated totals for the area. For
most purposes, this method will be appropriate for determining occupa-
tional manpower shortages and training needs. It is designed for use
when information on occupational. training requirements is needed:

(1) for a relatively small area, e.g., an area which is not in the
ES~219 reporting program; (2) for a limited number of occupations re~
gardless of size or area; or (3) for occupations which are concentrated
in a few large establishments.

Methods for Collecting Data

The number of job openings, recent cencellations of unfilled openings,
and openings in clearsnce may be used as indicators of the existence
of demand. By contacting (through personel visit or telephone) & few
firms known to employ workers in the occupation, it should be possible
to determine the existence of & demand within a few days. The labor
requirements in the surveyed establishments should then be related to
the number of qualified persons registered in the local office (see
page 19). If the demand in these few firms, as indicated by the tele=~
phone contacts or visits, clearly reveals an existing shortage, this
would be sufficient to provide the basis upon which to establish a
training need. For most MDTA and ARA purposes, this method is espec-
ially adaptable to the collection of information on & limited number
of occupations or a single cccupation from & selected list of employers,
and can be applied in an informel way with a minimum expenditure of
manhours. '

Firms contacted in this type of telephone or personal visit survey will
usually be "major market' reporting estsblishments selected on the basis
cf local office knowledge as to whether they offer employment in the
selected occupations. Smaller establishments should also be contacted
if they have significent employment in occupatione in which it is be-
lieved that shortages exist, for example, small auto repasir shops msy
be included in a survey of mechanics even though they .iay not qualify

as maJjor employers.
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A more extensive survey (for surveying several occupations or occupa-
tions which employ large numbers of workers in several industries) may
be conducted by means of a mail schedule. Vhen mail solicitation is
used, the schedule should be accompanied by a letter indicating:

1) the purpose of the survey; 2) the nature of the information needed;
3) the importance of the data for providing trained workers in appro-
priate numbers when needed; 4) that individual plant data will be
protected against disclosure; 5) a submittal date; and 6) that co-
operation is essential to the success of the study. A sample letter
is shown on page 11l. A prepaid return envelope should be included to
facilitate return of the completed schedule.

In addition to the mail schedules, personal visits should be magdge to
those establishments which comprise the top 50 percent (in terms of
employment) of the establishments included in the survey for each in-

dustry or industry group.

A 2-week deadline would usually be appropriate for completion and
return of mail schedules. Telephone calls, follow-up letters, and
personal visits should be used for follow-up of employers who do not
return the mail schedule within the requested period.

Preselection of Occupations

Occupations will be selected using the methods described in Section

II. They should be prelisted on the Employer Report by occupational
titles most meaningful to area employers. Brief descriptions of
listed occupations should be provided either with the occupational
title on the employer schedule, or on an attached instruction. Pre-
listed occupations should consist of a group of related occupations
which are relatively common in the industry or industry groups being
surveyed. Provision should also be made for respondents to list

plant titles and data for additional related occupations which they
regard as shortage occupations at the bottom of the form. Information
on write~-in occupations that are not related to listed occupations, pro-
vides valuable intelligence on shortage occupations that should be con-
sidered in the preselection of occupations for subsequent studies.

Employer Schedule

The employer schedule (part 1) provides for the collection of the
following basic information from employers.
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: 1. Total current employment in the establishment, and total employ-

& ment expected in the forecast period. The forecast period used

3 by the agency is dependent upon the type of training for which the
survey is being conducted. For ARA training purposes, the agency
may use a forecast period of 6 months or of 6 and 12 months, while
for MDTA training purposes, the period may be 1 year or 1 and 2
years, The forecast period, as determined by the purpose of the
survey, should be specified on the schedule before it is submitted
to employers. Training needs surveys for MDTA purposes should not
be combined with surveys done for ARA, i.e.,, the schedule should

3 not attempt to ask for employment needs over both ARA and MDTA

4 forecast periods. The employer schedule illustrated on page 12

is designed for MDTA training purposes and uses forecast periods
! of 1 and 2 years. '

NS AN i s £ Wl T N AR M4 Y Mt i b tans b e 1 2 e
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2. Current total employment in selected occupations,

L
r— — it

3. Total worker requirements by occupation to meet production or
operating schedules planned in the forecast period,

5 iy hosgas v b5

LERE s
s -

: 4, An estimate of the number of additional workers needed during the
9 - forecast period for replacement of workers promoted to other occu-
pations or separated because of death, retirement, or other with-
drawals from the labor force (excluding turnover),

T A RO

x >. Current job vacancies. Job vacancies are defined as current un-

& filled job openings which are immediately available for occupancy

| by workers from outside the firm for which the firm is actively
seeking such workers. Included are full-time, part-time, permenent,
temporary, and short-term job openings.

BRI A R o o

6. The number of current Job vacancies which have been open 30 days
or more, :

ﬁ 7. The number of workers expected to complete plant training pro-
4 grams during the forecast period.

% Instructions for completion of the schedule by the employers accompany A

the schedule, Brief statements of broad economic assumptions should : E
, be included with the instructions to employers in order to assure uni- 3
: formity of approach in their projections of future requirements,

The employer schedules should be accompanied by a questionnaire (des- e
. ignated as Employer Report, Part 2) to gather supplementary information

2 which may aid in the analysis of the collected data. This questionnaire
: should be submitted to all surveyed employers and should request infor-

mation on such subjeects as:

oA A e

AL AT R ST

3 1. The number of additional workers of all kinds that would be hired
if specific highly skilled shortage jobs were filled.
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2. Employment effects of plant expansion or modernization projects
planned during the forecast period.

3. Employment effects of expected shifts in industrial activity over
the forecast period.

Lk, Suggestions or recommendations concerning specific kinds of occu~
pational training needed most in the area (on~the-job training
and vocational).

A sample employer schedule and questionnaire are presented on the fole

lowing pages.
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SAMPLE LETTER
for introducing Training heeds Survey

Neme of Agency
and
Address

Dear : Date

Some jobs, even in periods of high unemployment remain unfilled because
of a lack of qualified persons. Accordingly, legislation such as the
Manpower Development and Training Act of 1962 and the Vocational
Education Act of 1963 have been passed for the purpose of facilitating
training or retraining unemployed workers to meet employers' requirements.

In order to determine what manpower training needs exist in (name of area),
the (name of State) Employment Service is undertaking a survey of area
employers. To help us identify present and future manpower shortages,

you are being asked to provide information on manpower requirements for
certain occupations which are believed to be in short supply in your
industry. If you have other manpower shortages, please add to the pre-
listed occupations by using the spaces provided on the questionnaire.

The information which you and other employers supply will enable us
to estimate the number of workers thet could be employed in shortage
occupations if they were to receive and successfully complete appropriate

training.
Be assured that all information supplied by you will be kept confidential.

Please return the report by in the enclosed pre-
addressed, postage free envelope. If you have any questions, please
call Mr. on (telephone number).

Your cooperation and assistance will be greatly appreciated.

Sincerely yours,

Office Manager

(local office address)

(city and State)

Enclosures
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[P .

EMPIOYER REPORT, PART 2

In addition to the information you have provided on the preceding survey
schedule, you are requested to supply the following additional information
that will be helpful in planning needed training programs.

1. If you indicated changes on the schedule in total employment or in
any of the occupations listed which might be considered significant
in view of the amount of change or the occupation involved (item 3
and Cols. 4 and 5 on the schedule), please discuss in the space pro- ‘
vided below the reasons for such a change. The reasons for such ~
changes could be related to the effects of automation, plant expan-
sion, new orders, new products, loss in business, etc.

(Please use reverse side if more space is needed)

2. Please list in the space provided below the occupations in your es-
tablishment for which training is most needed to provide better
qualified workers.

Plant Training
a. (Including Apprenticeship) b. Vocational School Training

3
L2
X
P
Fi

3. In some instances, it is not possible to hire workers in certain
occupations until a higher level occupation has been filled. If
this situation exists in your establishment, please indicate:
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a) the higher level occupation, and b) the number and types of
additional workers which could be hired if this higher level occupation

were filled.

b.

a.

4., If you anticipate shifts in industrial activity over the forecast
period, please discuss their effects on employment in the space

provided below.
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INSTRUCTIONS, EMPLOYER REPORT

For the purpose of this survey, please consider the following assump- 3
tions when furnishing the requested information.

1. Qualified workers will be available to meet any anticipated

employment needs. :
2, The present long-term trend of econémic growth of the United %
States will continue with no major setbacks for the next few 3

years. ;
3

3. Scieptific and technological advances will continue, affecting
industrial production methods, manpower requirements, and con=

sumption patterns.

PO 7 CCo R YT

i, The present~day normal workweek at your firm will continue
through the forecast period.

S

A AL 6T
oy evend

S

5e. Employer}s current plans for plant expansion or modernization
will meterialize according to schedule.

SECTION A. Total Number of Employees. Enter the total number of
workers on all payrolls of your establishment who worked

full- or part-time or received pay for any part of the
pey period including the 12th of the month indicated
on the schedule. Include persons on vacation and sick
leave who received pay directly from your firm for the
selected pay period, but exclude persons on leave withe-
out pay, pensioners, and members of the Armed Forces
carried on the rolls but not working during the pay

period reported. 1

RS AT AT 5
bl 15, W o2, £ b gy o o . i
ok otk AN A e tAL s o

SECTION B, Total Required loyment in 1 Year and 2 Years. Enter
in the space provided the total number of employees you

expect to have 1 year and 2 years frcm now.

SECTION C. Manpower Needs by Occupation

Column 1. DOT Code. To be filled out by the State agency.

Column 2. Occupational Title. Occupations grouped by
sEE%% Tevel are Iisted. If you neither employ
nor expect to require a worker in any one of
these occupations, draw & line through that
occupational title. Please add in the space
provided at the end of the appropriate skill
level grouping any additional occupation(s)
in which you have current vacancies or expect
to require either more or fewer workers in
the next l= or 2=-year periods.
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INSTRUCTIONS, EMPLOYER REPORT

E Column 3. Current E@plgyment--Total. Enter the total

3 munber of workers presently employed in each
7 occupation. Include both full-time and part-
time workers. Do not include trainees in

plant training programs.

. Columms 4 and 5. Required Employment in 1 Year and o Years.
- Enter the total number of workers you will re-

' quire in each occupetion 1 and 2 years from

now (that is, the number of workers in the
occupation at the end of the forecast period).
Please refer to the assumptions noted at the
beginning of these instructions.

PR3 LRI I

Colums 6 and 7. Number of Workers Needed as Replacements--
, 1 and 2 Years. For each occupation, enter the

; Total number of workers you estimate will

g have to be replaced in the next 1 and 2 years

4 because of promotions or those leaving the lebor
E force for reasons such as death, retirement,
disability, or entry into the Armed Forces.

2 Workers who leave to seek or accept other jobs
in the same occupation, or withdraw temporarily
from the lsbor force, should be excluded. These
replacement estimates should be based upon your
experience for the previous year.

- Column 8. Number of Current Job Vacancies--Total. Enter
¢ the number of current vacancies in your estabe
lishment for each occupation. If none, enter
(0). Job vacancies are defined as current, un=-
filled job openings which are immediately
availaeble for occupancy by workers from out-
side the firm and for which the firm is

3 actively seeking such workers. Included are

4 full~time, part-time, permanent, temporary,

g seasonal, and short-term job openings.

fhtessnnd

; Column 9. Number of Current Job Vacancies=~Number Open 30
f Days or More. For each occupation, enter the
number of Jjob vecancies which have been open

for 30 days or more.

Columns 10 and 11. Workers Completing Plant Training
Programs-~L and 2 Years. For each occupation
enter the number of trainees in plant job
training programs who are expected to complete

training in 1 year and 2 years.
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Pleise return completed Employer
Report in taz attacned envelobe,
[f vo! h4ave any questions, dlease

call tae
Lnployment Security Agency

(namz of person to contact)

(address)

(telephone number) ,

Tabulation and Analysis of Data

A narrative analysis and tabular summary (Jorksheet 3) of the
principal survey findings will prove a useful tool for helping to
determine area training needs. The sound judsment of resnonsible
employment service staff including the local area labor economist
is also necessary in making selactions of trainable occuoations.
Consideration should be given to the following fdctors as they
affect future employment opportunities for each occupation
considered for training:

1. whether the occupation is in an expanding or declining industry;

2. If worker demand for the occupation is susceptible to decline
due to expected mechanization or automation develooments; and

3. Whether projected worker requirements appear to be a result of
temporary or seasonal influences or conform to long-term trends.

Local office knowledge of changes anticipated in the industrial
structure of the area economy should prove useful in reaching con-
clusions about occupational training needs. Technical advice from
specialists on area manpower committees sSet up in connection with
the ARA or MDTA should also be utilized whenever possible.

A. Tabulation of Data from Employers

The employer schedule and method of collecting data are described
in Section III. Data from completed employer schedules should

be used to compile a summary of occupational data for each occu-
pation. Worksheet 2 is provided for use in making these summary
tabulations. The sample worksheet 2 illustrated on page 18 is
designed for tabulating the data for each occupation, using a
forecast period of 12 months., A similar table could have been
prepared using 6 months or 24 months as the forecast period,

depending on the purpose of the survey.
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B. Estimating Available Qualified Worker Supply

2

1. - Unemployed Supply. Usually the best source of informa-
_ tion on the occupational characteristies cf local unem=

ployed workers will be the local office active file.
Tebulations of claims datas by occupational code are also
useful. The basic method for determining availsble
qualified worker supply fiom the unemployed is to make
an active file count of qualified applicants who meet
normal employer hiring specifications for each of the
surveyed occupsations.

In making determinations of qualified worker supply, ine
dividual ES-511 applicant cards on file in the local
office should be screened carefully to ascertain whether
qualifications o¢f registrants are consistent with the
performance requirements for the occupation.

There are itwe classes of information on the ES-511 about
an applicant which represent the major sources of evidence
about his qualifications for employment in & specific
occupation. The first, work experience (it.ms 15-39, etec.
seq., ES-511) allows evaluation of an applicant's quali-
fications in terms of content, duration and recency of
the specific, or closely related Jobs. Education and
training data (item 14, ES-511) should also be evaluated
for duration, content and recency. It is important that,
when such information is availeble, an objective evalua=-
tion of the applicant'’s personal characteristics be made.
Knowledge of personal characteristics such as emotional
instebility, physical status, and other personal traits
that would-adversely effect the individual applicant's
skill and ability for job performence is extremely
useful. This information should always be related to

the other, more specific evidences of an individual
applicant's occupational qualifications to help determine
whether the applicant should be counted as & part of

the availeble qualified worker supply.

Trainee Supply. The number of in-plant trainees for

each occupation should be entered in column (10) on

the appropriate line in Worksheet 3 (pege 21). The
number of additional entrants into the occupations

that can be expected from other training sources should
be entered on the appropriate line in column (11) of
Worksheet 3 (page 21). Numbers of these entrants can
best be determined by gathering from local school autho=
rities, apprenticeship councils, and trade unions, their
estimates of persons expected to complete full-time train-

ing programs or courses that will qualify them for the
listed cccupations within the next year.
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Care should be exercised to avoid double counting of trainees

in this procedure., For example, an individual may be included
by an apprenticeship group as a trainee for a specific occupa-
tion and, at the same time, may be included in an evening school
count because the trainee was also teking related courses in an
evening school. Overstatement might also result from failure to
take into account the expected drop-outs from schools and othner
training agencies. It may be assumed that there will be a ccrt-
ain amount of attrition within the ranks of any group of begin-
ners in training programs. Therefore, in computing available
trainee data from class enrollments or expected enrollments,
sllowance, based on past experience, should be made for these
losses.

Overstatement of future labor supply may also result from count-
ing graduates of vocational or technical schools as available
skilled workers when, in reality, such workers must undergo ad-
ditional training to qualify as skilled workers. The extent of
this additional training varies with occupation and area. Al-
lowances, based on knowledge of local practices, should be made
in estimating future lebor supply from this source.

Other sources of labor must be considered in the final evalua~
tion of future labor supply, such as in-migration and workers
within a plant that will be upgraded during the forecast period.
Skill development on the job would not be reported as in-plant
training, yet many jobs are filled by progression from lower to
higher skill assignments.

Analysis of Supply and Demand

A summary of future demand and supply for workers in surveyed
occupations will be prepared in the following menner using Work-
sheet 3 (page 21):

1. TFrom Worksheet 2, list occupational demasnd data from sur-

veyed firms.

o, Add unfilled job openings on file from firms not included
in the survey for each occupation to arrive at a more com-
plete count of area occupational demand.

3. Determine available qualified supply as shown above.

4, Compare occupational demand with supply estimate to ap-
proximate occupational training needs, A net shortage
or surplus for each cccupation cannot be estimated defi-
nitely since the occupational demend date obtained are
not inflated to estimated area totals. Supply estimates
will more nearly approach the total for the area than will
demand estimates based on the needs of & selected group

of employers. When sampled demand exceeds total supply,
it can be assumed that an occupational shortage exists and
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that there is a need for training although the actual total
need may be understated. If the response ratio is low and
the sampled demand is below the supply, this would indicate
s need for further surveying until valid determinations can
be made. Caution should be used in making a determination
of an occupational training need, especially when small num-
bers are involved.

Although Worksheet 3 31lustrated on page 21 provides for
estimates of shortages within a 12-month period from the
time of the survey, this method can also be used for arriv-
ing at approximations of training needs for other forecast

periods.

Under the recommended procedures for processing occupational
information, data indicating the extent of worker shortages
may become available more quickly for some occupations than
for others. To expedite needed training programs, action
should be taken to verify training needs and otherwise com=-
mence training program initiation as data become available
for individual occupations.

Potential Trainee Supply

Occupational net labor needs are shown in column 13 of
worksheet 3. Entries in this column reflect the net dif-
ference between the demand (col. 8) and the supply (col.
12). For each occupation for which substantial net worker
needs are indicated, it will be necessary to ascertain
whether there is a sufficient number of acceptable poten-
tial trainees to warrant the establishment of a training
course. This determination will require inspection of
local office application cards, review of ES-203 data,
consultations with placement and claims officers, labor
economists, informed persons outside the agency, and

older worker, youth program, veteran and minorities group
specialists., It will be important to establish for each
of the occupations under consideration whether a trainable
labor supply likely to possess the necessary aptitudes,
motivation, and ability to perform on the job exists or
does not exist. In either case, this fact should be noted
accordingly for each occupation.
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