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INTRODUCTION

The goal of Employsbility Plan training is to equip the Specialist
with the skills necessary to write a sequential plan for using appro-

priate services to solve applicants' vocationally relevant problews.

The purpose of this guildebook is to help you achieve this goal in the

training session. It contains the following information:

I. Summary of Process for Developing Employability Plans
II; Preparation for Teaching

A. List of Materials and Equipment Needeq

B. Description of Plan-Writing Practice

C. Sample Worksheet for Plan-Writing Practice
III. Teaching ObJjectives

IvV. Detailed Teaching Outlines
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I. DEVELOPING EMPLOYABILITY PLANS
DEFINING THE PROBLEM

After the appraisel interview, the next step in serving the applicant
is to develop jointly with him an employability plan responsive to
what was learned in the interview. From the initial interview

you may learn that the applicant has a suitsble job goal and no
employment related problems. If so, he 15 ready for job referral.

However, if you thirk he has any treatsble problems relevant to his
employability, they must be solved before the applicant is ready for
job referral. Depending on the problem, you may be able to refer
him to “he appropriate service (inside or outside of  Employment
Serv;ce) iuring the f;rst inxerview, but often ycu w;Ll need ta

ln either case, ‘the applieant must be assured thet samething is being
done for him. If a second interview is required, a simple task (such
as getting glasses or finding Social Security card) could be assigned
in order to give the applicant the lmpression that eomething is being
accomplished. If there are no simple tasks to be assigned, state
that you need time to agssess his situation and suggest that he do

the same.

During the time between interviews (if a second one is scheduled),
write down these problems for your own benefit in terms which imply
their solution. Scme of these problems can be handled by you, some
will be better handled by other resource people in your agency, and
some by other agencies in your community. Define the applicant's
problems in terms of the kinds of services availsble and list some
tentative suggestions for services to discuss with the applicant

in the second interview.

PR S RN ST R R AP R R
% PROBLEMS SHOULD BE STATED IN TERMS *
% WHICH IMPLY THEIR SOLUTION. *
B E R

The second time you talk with the applicant, summarize what happened
in the first interview. Then give him your interpfetation of what
his problems are, for example, "As I see it, you're going to have
some difficulty getting employment because...” This gives him a
chance to clear up any misconceptions you may have sbout him. These
must be corrected before you can attempt to develop an effective
plan.

It is essential to get the applicant's agreement to the plan as the
two of you develop it. Otherwise, the relationship is likely to
become a tug-of-war--the applicent will not participate in the services
necessary to resolve his problems and you will not feel that you have
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done a satisfactory job. If the applicant does not agree with
the plan, try to come up with an alternative. If this is
difficuit it may be necessary to schédu;e ancther inﬁerview

EDlutiEﬂ is to refer ta caunseling-

D A S A AV VA
* APPLICANT MUST AGREE WITH HIS *
* EMPIOQYABILITY PLAN. *
R EEEETEEEEE R R RN

IDENTIFYING ALL POSSIBLE SERVICES

Besides the applicant himself, there are three possible sources

of solution to his problems: The Older Worker Specialist, other
Employment Service resources in the office, and other agencies in
the community. The Specialist should be familisr with all possible
services in these areas in order to pick the appropriate ones for
different epplicants.

1. Older Worker Specialist:

a. Uses Job Development to develop jobs, where there
previously were no specific job openings on file,
for applicants who are interested, capable, and
availasble for work.

b. Makes Job Referral of the applicant who has an appro-
prlate Job gcal ‘which would £it a job opening on file.

c. . Teaches applicants Jobseeking Skills to enable theuw to
search more successfullf for jobs on their own.

d. Tdentifies and works taward the solution of Jdb Retention
problems.

Though problems with job goal planning can be referred to the
counselor, there is often opportunity for the Older Worker Specialist
to work on minor problems in this area.

He can flexibly classify the applicant's assets, including work
exgerlence, trainlng, ducation, aptitudea and ;ﬂterests This w;ll

jdb goal which vculd quallfy him in Eeveral J@b areas. R;gid class;ii—
cation could severely limit placement opportunities.

For example, if typing monthly statenents for a doctor was the only
Jjob a woman had previously held, she might be able to function well
in several other job areas. She may qualify as a clerk typist,
bookkeeper, receptionist or mail clark for many different kinds of

employers.

How many areas she might actually be qualified for would

u -



of course depend on the individual. The important thirg to note

" 1s that her specific Jjob title may not accurately deseribe her

skills which could be appropriate on other jobs.

If job goal changes are drastic, or if the applicant does not
know what he can do, or if the Speciglist and the applicant
cannot agree on a Jjob goal, counseling will be needed.

FH KK KKK KEEREKRER KN EHER X XN
* WHENEVER HE IS CAPABLE OF DOING THE

* JOB, THE OLDER WORKER SPECIALIST SHOULD
¥ SERVE THE AFPLICANT HIMSELF.

R R R R R I T

ook ok ok ok

Other Employment Service Resources the Older Worker Specialist Can Use:

=1

b!
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Testing can help the applicant to discover his interests and
aptitudes.

Counseling is recommended for applicants having trouble making

& job choice, change, or adjustment.

Specialist for Services to the Handicnpped deals with applicants
who appear to be having trouble gett ng work because of some
physical disability and usually has special knowledge of problems
of aging.

Veterans Employment Representative works with veterans to solve

their unigue problems and to make sure they are given preferen=
tisl treatment.

Employer Relations Representative speaks to employers sbout the
benefits of hiring older workers, and also advises on prospective
contacts for job development.

Job Anelyst can often aid placement by suggesting changes that
can be made in a job which would allow the applicant to qualify.

pr@blems that applicants have because Qf thelr mincrlty gr@ug
status,

Unemployment Insurance should be referred to if an unemployed
applicant has not taken advantage of his right to compensation.

Local Office Manager may speak to groups about the advanteges
af hiring Qlﬂer warkers ana he aisa determineg hcw much time
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k. Interviewers in the office have special knowledge sbout
the job market.

1. Depending on your own local office, there may be several
other specialists of use to you, such as union repre-
sentatives, prison representatives, area representatives,
and chemical addiction counselors.

L R R R I R IR R R
*  REFER WHEN SOMEONE ELSE CAN SERVE #
* ([HE APPLICANT MORE EFFICIENTLY OR #*
¥  MORE EFFECTIVELY. ’ *
LR R R R R RN R

3. Other Community Agencies:

Each community has a variety of agencies offering different
services. To identify and appropriately use the agencies in
your community, you should frequently consult and update the
Community Resources Handbook that you have developed.

LR R R R R R R R R R
* KNOW EXACTLY WHAT SERVICE AN AGENCY *
* PROVIDES BEFORE REFERRING APPLICANTS. *
LR R R R R R R R

Once the Specialist is familiar with all of the possible
services available in his realm of operation (including those
services he can provide himself), he should be able to choose’
the appropriate service for each of his applicants.

LA R EEE X ERERENNEE XN RIS
* TO MAKE EFFECTIVE REFERRALS. THE *
* SPECIALIST MUST BE FAMILIAR WITH ¥
* ALL POSSIBLE SERVICES. *

AR R RN R EEEREREE RS R,
C. IDENTIFYING APPROPRIATE SERVICES

Before an appropriste service can be chosen to resolve vocationally
relevant problems, the following criteria must be met:

1. The applicant must agree with goal and nature of service he is
to receive. o

2. Other persons important to applicant (family, other agency
professionals, ete,) should be expected to support (at least
not interfere with) the applicent's receip

Pt of service.

3. The applicant must be able to afford to spend the time to
receive the service.

4. The applicant must be able to get to the service (transportation).

. ok
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The appropriste resource will:

Be willing to accept the spplicant (ES accepts all applicants),
Be able to recover any costs or fees incurred (ES services

are free), _

. Provide service to the applicant in a reasonable amount of
time,

Be accessible to the applicant. -

Glve some expectation that its service willi reduce the

problem for which thé applicant has beer referred.

o

USING CONSULTATION AND REFERRAL

There are two ways to use solution resources other than yourself:
Consultation and referral. In consultation the Specialist talks
to the expert--the outside resource--either to get an opinion on
his tentavive plan or to find out if this resource would be an
appropriate referral before actually referring applicant. The
applicant speaking to the expert is the result of the referral.

Most often, consultation, possibly with several experts, is
necessary to make the one most effective referral. Use of consulta-
tion can prevent shuffling of the applicant, whick is often an
experience frustrating enough to cause him to drop out of the
service plan altogether.

There are several times when referral is appropriate:

--When someone else can serve the applicant more efficiently
(quicker) or more effectively (better) than you.

--When the applicant's problems are not related to the policy
or objectives of the Employment Service;

€.8:, provision of mental health services
--When Employment Service procedure is to réfer to someone else;
e.g., counselor works with job géal, SRO refers to MDIA_
--When it is outside your téchnical competeney;
e.g., medical, legal, etec.

1. How to Consult

Consultation is often prefersble to referral because it
minimizes the possibility that the applicant will get lost

in the shuffle or will drop out. It should be used to answer
the question, "Should I refer?"

K
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Confusion about referral can occur in at least two ways:
You may not know what the appropriate service would be, or
you may be unsure what the best sequence of services would
be. To clarify these questions, consultation either with
someone more familiar with available services or with a
prospective resource should be used.

Before consulting with anyone you should know what you want
from him., Striectly speaking, consultation means getting en

‘opinion on an idea of yours from another professional- person.

You should be asking what he thinks about a plan you already
have in mind, riot explicit directions on what to do.

with a supervisor or another agency where the applicant is a
client to get advice, background information (case history),
and direction on a case.

How_to Refer

Telling the applicant where to go to get services is often not
enough. Only the very "adequate” person will follow through
with so little structure. In making a referral, you are trying
to solve a criticel employment problem of the individual. If
he does not get to the resource person, or if the resource
person does not provide the needed service, the applicant's
problem will not be resolved and he will remain unemployed. To
avoid such failure, pick your referral sources carefully and
make sure the applicant gets there at least once. Some help-
ful techniques to achieve this are: :

a., Give the applicant a card with the name and the title of
an individual to talk with, not just the name of an
agency.

b. Arrange a specific interview time for the applicant.

In order to reduce the applicant's anxiety about what
has been said, have him present when you make arrange-
ments for the referral.

o]

d. Describe resource person to the applicant in terms of his
funetion as well as his job title.

e. Do not use initials of agencies, forms, or programs, e.g.,

V.E.R., C.E.P., M.D.T.A., 511, etc.

* IT IS ESSENTIAL TO HAVE AGREEMENT ¥
# OF THE APPLICANT ON THE EMPLOY-  *
¥ ABILITY PLAN BEFORE PROCEEDING *
%
*

-

* WITH IT. *
A I EE R E R R NN RN
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The sequence in which services are received is not always
important, but there are times when it is crucial. It becomes
a factor when the applicant needs one service before he can
meet the criteris to receive another. For example, 1if an

. applicant not only is undecided about what kind of job he

wants, but also has trouble explaining his assets (experience,
skills, training) in an interview, the sequence in which he
gets necessary services is important. He must first see the
counselor to establish an appropriate Jjob goal and only then
1s he eligible for Jobseeking Skills training.

It is also a good idea to limit your asgignment of referrals
for an applicant to three tasks at any one given contact. Do
not overvhelm him with service referrals. If you are ever in
doubt about the imporiance ‘of the sequence of services, consult
with the "expert" (resource person) who would know.

Writing aniEmp;cyabi}iterlan

Since the Employability Plan may be modified as its implementa-
tion progresses, it is necessary to record the definition,
modifications, and changes of Job goals to constantly know if
satisfactory progress is being made or if it is capable of
being improved, Writing down the Prlans on the sample form
(rage 8) will inerease the efficiency of your service to the
applicant. It is suggested that this form be used in the loeal
office if there.is not a comparable form already being used.

Part of what you have to cffer as a Specialist is an extensive
knowledge of available services in your community within its
primary boundaries as well as in the larger secondary area
surrounding it. Knowing exactly what kinds of services the
different resources provide is part of your job and using this
knowledge to steer people quickly to the services they specifi-
cally need is a very helpful and useful thing for you to do.
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EMPLOYABILITY PLAN

Applicant . o ____ Date

Specilalist L —

l. Assets R _ e - e - o

2. The pProblem(s) _ . - .
3. The correct sequence of necessary services _ B
4. yho will provide service? _ )

Who is contact person? ___ e , i,
When:

does applicant start . o . o i
does applicant complete B - - - D

is progress to be reviewed = D o ] D -
is a report expected — ] — -

Plan changes and evaluation of progress

Date Comments
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II. PREPARATION FOR TEACHING
To Preparerf@r teaching this session you ghould:
--be well acquainted %ithrall the information in this guidebook.

=-=have established a classroom setting (see trainer's guide for
details). o o : -

Included in this section guiding the preparation for teaching are:
A. List of materials and eéuipment needed.
B. Description of plan-writing practice,
C. Sample worksheet for plan-writing practice.
In addition to studying these pregaraﬁian guidelines, you should;
--preview the two interviews on video tape.
--become familiar with the teaching objectives and teaching
outline . '

A. Meterials and Equipment,ﬂeé@e@

Classroom setting (see trainer's guide)
Trainee manuals

Overhead projector

Overhead transparencies

Screen

Video tape recording equipment

Video tapes of the two interviews
Employability Flan worksheets

O3 m‘w S P R

B. Deseription pf‘E;an-Hritéﬂg Practic

There are two interviews on tape* to use as the basis for plan-
writing in the training session. Before showing them, pass out
the Employability Plan worksheets (see appendix) and explain to
the trainees what to watch and listen for in the tapes, i.e.,
eritical, yet treatable employment problems. The worksheet
provides guidelines for the essential informatiun needed to formu=-
late a plan.

After the tape has been played allow 15-20 minutes for the trainees
to write up their individual idess of an appropriate sequential
plan, keeping in mind the services available in their own work
settings. _

When the plans are completed, discuss and compare them and try to
arrive at a general sgreement sbout what would be an appropriate

- ¥These interviews, one of a black &nd the other a widow, should be
reviewed before teaching the session. .
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plan. There will, of course, be specific differences because of
the variety of services the individuals will have to draw from

in their offices and commnities. However, there should be
agreement on the general types of services needed.

T# the group has trouble coming to this kind of agreement, show
the second interview and repeat the process. If the first
exercise is completed without much difficulty, doing the practice
a second time is optional.

Clues to the general types of services needed by each case example
are provided in the teaching outline.
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ITI. TEACHING OBJECTIVES .

The Specialist will be able to:

A.

State the applicants' problems relevant to employability in
terms which imply their solution; i.e., "He cannot get a job
because he cannot explain his skills."

Select services from the Employment Service and the community
resources that will solve the problems relevant to the applicants'
employability.

Write a sequential employsbility plan for a given case using the
techniques in A. and B. '



. ' EMPLOYABILITY PLAN
‘ ‘ LECTURE OUTLINE

I. Summarize briefly what's been covered in
training.

A. How to interview

transparency #1 B. How. t0 1solate vocationally relevant
and treatable problems, and to state
these in terms which imply their solu-
tion - , :

C. Where to look for solutions
II. Next step in service is Empleyability Plan

A. Information gained in interview determines
direction of plan.

l. dJob referral for applicants with sult-
able job goal and no employment
related problems

_ 2, If there are problems, they must be
{ _ ' solved before job referral.

Be. When to solve problems:
Whenever talking -
- gbout services, ; 1. Sometimes applicant can be referred
emphagize that to appropriate service during the
many of these can be first interview.
delivered by OWS or :
gomeone else in the 2., Often a second interview is required.
ES office
' a. If s0, give gpplicant feeling some=
thing is being done. :

(1) Assign simple tasks to complete
 before second interview (get
’ glasses, find social security
card).

" (2) state that you need time to
assess his situation and suggest
he do the same, -

b. Between interviews take time to:

(1) interpret information from
interview.




(2) eome up with tentative sug-
gestions for_services to
discuss in second interview.

Cs Agreement of applicanyg

1. TImportant to tell him how you under-
stand what he's been telling you, so
he can clear up any of your ’
misconceptions,

2. It 1is epsentisl to get his sgreement
on the plan as it 1s developed so
that he willl cooperate and see it
through.

3. If applicant doesn't agree on any
alterngtive plan, your only solution
is to refer to counseling,

D. You will learn in the session to devise
plans by:

le Reviewing all possible services to
gsolve problems.

2. Listing criteria for identifying appro-
priate service,

3. Discussing how to use consultation and
referral. ’

L, writing a sequential plan of service
for the applicant presented on video
tape. '

transparency #2 IIT. What are the three sources for solutions besides
revegl first item, the applicant himself?
discuss examples i
and then reveal What are examples of their services?
the next, etc.
' A. Older Worker Speclalist

1. Job development--to develop jobs, where
there previously were no openings on
file, for applicants who are interested,
capable and available for work

2. Job referral=-for applicant who has an
appropriate job goal fitting a job
opening on file




pull these facts 3, Teaches jobseeking skills to help
out of trainees to gpplicant search more independently
reinforce former and successfully for Jobs
learning=-ask
them for examples " ), Tdentifies and works toward solution
~ of services from . of job retention probleums

. each of the 3 :

golution sources 5. Can deal with minor job goal problems

. ; a., Flexibly classify applicant by
: "~ getusl skills, not Just by exact
Job title. S

b. Rigid classificatlon could limit
placement possibilities .

c. Major job problems mist be handled
by counselor:

d. This may legitimately qualify him
in several job areas instead of
. geverely limiting his placement
opportunities.

_ B.. Other Employment Service Resources can be
{ used as referral sources for the applicant
and/or consultation source for OWS.

1. Testing can help applicant discover
gptitudes and interests.

o, Counseling is recommended for appli-~
cants having trouble msking changes,
choices or adjustments.

3, Speclalist for Services to the
Handicapped deals with people who have
trouble getting work because of some
physical disability; and he also has
special knowledge of the problems of
. agzing.

}, Veterans Employment Representative works
with veterans to help solve their
unique problems and to make sure they
are given preferential trestment.

5, Employer Relations Represetitative
speaks to employers about benefits of

. _ hiring older workers, and may also
Y ' : edvige on prospective contacts for job

léﬁkl(; ‘ | " development.




Continue to prod
for exsmples from
trainees rather than
listing then

When you think

enough of these

have been given,

steer the discussion

-in & new direction
with this statement

Iv.
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6. Job Analyst can often aid placement
by suggesting changes that can be
made in a job which would allow appli-
cant to qualify.

Te Selection and Referral Officer refers
‘people to government training programs.

8. Minority Croup Representative can be
helpful in dealing with problems that
applicants have because of their
minority group status.

9. Unemployment Insurance should be
referred to if unemployed spplicant
has not taken advantage of his right
to compensation.

10. ILocal Office Manager may spesk to
groups sbout the advantages of hiring
older workers and he also determines
how much time people in office spend
on vhich duties.

li;’ Interviewers in the office have special
knawledge sbout the job market.

12.. Several cther specialists, depending
on individual locsl offices.

Cs Other Community Agencies

These were discussed when we worked on the
Community Resources Handbook. What are a
few examples? :

It's not at all difficult to list pages of
possible services, but it takes skill to pick
appropriate services to help applicants solve
their problems.

A. Before an appropriate service to solve
vocationally relevant problems can be
chosen, the following must be true:

1., The epplicant must agree with goal
and ngture of service he is to
receive,

2, Persons importent to applicant (family,
other agency professionals, etc,) should

Q be expected to support, or at least not
interfere with, the applicant's receigt
of service.




transparency #3

reveal statements
- one by one as you

1ist them sloud

transparency V.
transparency #5 VI.
' VII.
O

B.
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The appropriate resource will:
1. Be willing to accept applicant.

2. Be gble to recover any costs or
fees incurred.

3. Provide service to the applicant
in a reasonasble amount of time.

‘4, Be accessible to the applicant.

5. Give some reasonable expectation
that his service will.reduce the
problem for which the applicant has
been referred.

There are two ways to use solution resources
besides yourself:

As

B,
Use

A.

Consultation--Specialist (you) talks to
the expert (outside resource):

1. To see if expert would be aypropriaté
referral.

2. To get advice on how to serve the
applicant.

Referral--applicant speaking to expert.
of Consultation:

avgid shuffling ag@lieant through several
referrals before he gets to a helpful one.
By avolding the frustraticn of many

referrals, you can prevent service drop-
outs.

When should you refer?

A.

B.

.When someone else can serve the applicant

more efficiently {quicker) than you, or
more effectively (better) than you.

When applicant's problem is not related
to the policy or objectives of the
Employment Service.

~--provision of mental health services
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C. When &Iplayment Service procedure is
to refer

1. ccu:qsélar works with job goal,
2+ 5SRO refers to MDTA.

D. VWhen it is outside your technical

competency:
--medical, legal, etc. '
VIII. How to Consult
; A. Often prefersble to referral because it

minimizes dropouts.

B. Use to enswer question, "Shau,li: refer?"”

C.- Use to clarify questions about referral.
1. Vhat is appropriate service?
2. What is best sequence of se:—vieeé? *

D. Befc;n:é consulting, you should know what N

you want from the expert,
1. Opinion on your ideas
2+ Not specific directions

E. Discussion with supervisor for specific
advice is different from consultation.

I¥. How to refer

Purpose of referral is to solve s critical

employment problem of the applicant, If he

does not get to resource person or if resource

does not provide necessary service, this '
purpose will not be fulfilled, To avoid this

kind of failure, pick services carefully, and

megke sure the applicant gets to them at least

! once., How?
i -
transparency #0 : A. COive applicant the name of sn individual
: to talk with, not just the name of an
agency.

. B. Arrange a specific interview time for the
S~ \ applicant ,

e
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transparency #7 C. To reduce his anxiety about what has
been gaid, have the applicant present
when you make referral arrangements.

transparency #8 - Ds  Describe resource person to applicant
—_ in terms of his funection as well as his
Job title,

1. Titles can sound threatening or
frightening,

2. Don't refer to the "Chief of
Psychological Evaluation" but
describe the tester as someone who
can help him disecover whet kind of
things he can do best.

transparency #9 E.. Do uot use initials or numbers of sgencies'
programs or forms like V,E.R., C.E.P.,
MiDiTEAi? Ejj_-; ete, .

1. They will confuse applicant.
2. Not everyone knows ES Jargon,
X. Sequence of services is sometimes crucial,

A. If‘applicant needs one service before he
can meet the critsrlia for receiving
another service..

Bs For example, if an applicant doesn't know
what kind of Job he wants and also has
~trouble explaining his assets in an intem
view, he needs two services: Counseling
for job goal and jobseeking skills
training,

C. Having an approprigte job goal is one
. criterion which must be met before
. : Jjobseeking skills training can be given,
80 in this case counseling must precede
Jobseeking skills. -




XL,

blank transparency--
£i11 in essential
information for plen
in format given in
manual as the items
are given by
trainees., Prod for
information, but if
they have trouble,
you £ill in the gaps.
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A1l this information--knowledge of all
possible services, what makes a service
appropriate, how to consult and how to refer--
ig necessary for formulating the Employability

Plan.

Since the plan may change depending on -

the applicant's progress, it must be written
down 50 you can keep track of where he stands.
what are the essentials in a plan?

A.
B.
C.

D.

G
H.

I,

Jo

"Applicant's name

Specialist's name
Tate

Problems stated in terms of their solution,
j.e., problem--he cannot find work because

he cennot explain his skills; golution-= '
OWS teaches Jobseeking Skills

Services necessary

Sequence of services

“Where service is provided

Who the. contact person 1s

When:

1, Does the applicant start?

2. Does applicant complete?

3. Is progress to be reviewed?

b, TIs report expected?

Plaﬁ changes and evaluation of progress
1, ' Date

2, Comments

1f your office doesn't allow space on any

of the forms you use with applicants, you
should XKeep these records on your owl.

XII. Any questions?
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pass out manuals XIII. Familiarize trainees with their reference

pass out Employa- XIV. Now we're going to look at a tape of an
bility Plan work- interview:

sheets and
Appraisal Interview A,
Data Sheet

B.

C.

D.

Play tape
(deseriptions of
tapes are in
the appendix)

Discussion

(see following pége
for guldelines)

If trainees have trouble
coming to agreement,
show the second tape and
repeat process

Evaluate the interview using the Appraisal
Interview Data Sheet.

When the tape is over, use the Employability
Plan form to state his problem(s) in terms -
which imply the solution and formulate an

Employsbility Plan to remedy these problems.

Keep in mind the actual services availsble
in your own office and community when you

When you've teken sbout 15-20 minutes to
do this, we'll discuss your plans ani try
to come to an agreement about e genersl,
effective sequential Employability Plan.



For Referrals only

Applicent _ Williem Jones o Date

Speclalist

1.

7 _;;gggses ;_gets along well with co-workers and sulzer‘visers; gm.,

EMPIOYABIIITY PLAN

Assets _23 yrs. experience; good health; driver's & chauffeur's

2.

The pI'Dblém(E) housing; c'irinl;ing(?), fina;lcial( ); 1&53.1(?), ,

_sbsenteelsn(?); unemployed 6 months; eyesight; family(?)

_egeney for assistance with housing; (2) bz:ing in data from eye exam;

( 3) check references from past employers; (4) set sppointment 7f@r i

second interview

Who will provide service _(Appropriate commmnity sgency-~hcusing)

Applicant vill provide exem data; OWS will provide services #3 and 4

S-

Te

Who is contact person

‘When:

Does applicant start? ) — .

Does applicant complete? W ] i _
Is progress to be reviewed? j .

Is a report expected? . _ ] 7 7,

Plan changes and evaluation of progress




For Referrals only

Applicant _ Ruth Cramt — . Date

Specialist . . — i
1. Assets ,Intej%igﬁen;t ; Verbal, good health, enthusiasm for work, i

seerches frequently for work, cared for siok husbaud, menaged household,

uses public transportation, good eppearance, friendly, gardening and

Bewing are hobbies, ——

2. The problem(s)__Age, lack of experience, vgguejt;b goal, finances,

nggical 1Lmitaticns ,_not sure of _specific eapabilities, tra.nspafbaticn, _

dcesrf't lmr.:w wha"‘ _Jobs are E:Va.ilable, inahility to e:tplain assets and

P;a’bliémsf B

3. The correct sequence of necessary services (1) Fye exam; (2) Job

Job development

Goal Planning; (3) Poseibly testing; (4) Jobseeking Skills; (5) Consider

k. Who will provide service __Ilocal Office (except eye exam)

5. Who is contact persaﬁ?i

6. when:
Does. applicant start? - B o
Does applicant complete? S j o
- Is a report expected? - ] o B B '
| Is progress to be reviewed? ) _ ] o _
7. Plan changes and evaluation of progress
Date - Comments




APPENDIX

(Employsbility Plan Form and

Appraisel Interview Data Form

to be Duplicated for Handout
"~ to Trainees)



als Only

For BReferr

IMPLOYABILITY PLAN

Applicant _

ate

Specialist __ . - _
1. Assets o -
2. The Problen(s) _ _ —
3. The correct segquence of necessary services _
4. wWho will provide service? - _
[~ o , ,
5. Who is contact person? __ .
6. When: .
does applicant start _ _
does applicant complete _
is progress to be reviewed ] B
is a report expected _ _ -
~7. Plan changes and evaluation of progress
Date Comments




APPRAISAL INTERVIEW DATA SHEET

1. Job Goal
A. VWhat is Jjob goal? , 7 e Alternative_

Experience IV. Related
Related Experience D f’,
Training - A. Health

Edueation 1. Prognosis

« Skills 00000 2. Medical Release
Licenses__ : o 3. Medication

-1 mm il B

Interest - h. Limitation

B. Physical Capacities B. Transportation

1. sit, o  me i
Stand — C. Family/Medical
Lift I D. Finaacial

Bend - o
Respiratory T 1. Garnishments_

Verbal T 2. Budgeting
Sight i
Hearing

— 3. Destitute

o~ v 100 1o

— E. Legal

Learning Capacity , 1. i-f@rkmeﬁ 's

f not fully qualified) - Compensation
2. Record

e
&

el

Reading level c+ e

Math Ability 3. Pending
Memory - -

g T =

_ — ‘ . ='Hausin@3

D. Availability of Jobs G. Leisure Time

(alechol)

1. Labor Market 7 0 e
2, Qpenj_ngs - o 17717'7 ) (thbleSJ Et(—:-)%

II. Jobseeking +  olatem

A. Work History o - —————— e
B. How long since last job? _

C. Reason left last job —— S —
D. Frequency of search .

E. Knowledge of sources. — — —
F. Explainskills -

T G. Problem questions_

H. Appearance/Grooming . , o
I. Enthusiasm o . o B 5 )
J. Money for search
K. Job readiness

III. Job Retention

1} Absenteeism

B. Terdiness ,

C. Co-Workers

{ D. Supervisors_______
‘ E. Quality -

F. Quantity




UP IN DISCUSSION







Applicant

Older Worker Specialist
E. S. Resources

Community Agencies



N

Appropriate Service Will:

ACCEPT Applicant

Recover any fees incurred

Provide services in REASONABLE

amount of time
Be accessible to applicant

Reduce problem for which

applicant is referred






ERIC -

EXIT
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EMPLOYABILITY PLANNING-~Tape 71

iRuih Grant, a 67 year-old widow, is looking for a part-time job to
supplement her socilal seeuriﬁy*iﬂeame; She dropped out of high school
in her last year to marry, and has since been a housewife until her
husband recently died. During his extended illness, Mrs. Grant took
ca:e of her husband by bathing and feeding him as well as giving him

the medications prescribed by the doctor.

She lives 1n her own home, but her mobility is limited because she
depends on the bus which is six blocks away. Sho is in good health

except for some eye trouble.

Never having worked, Mrs. Grant has no experience to draw on as selling
points in a job interview, 'She doesn't know how to describe her assets
in an interview. Her vague Jjob goal is to be either a nurse alde or a

companion.



EMPIOYABILITY PLANNING--Tape #2

William Jones, a 53 year-old black man with & ninth grade education,
hési been unemployed for six months. Fcfmérly he worked for Gourmet

' 'Réstaurant Prcducts fe'rleleven’ jréars as a route salesman. H’he:; the !
ea@axz,y was sold out, the new managenent brought in a lot of their
ovn pea;pie and laid off ms.ny of the wcfkers who had been there. Before
that ’ijab', Mr. Jones worked 12 jrea.rs as a meat route salesman and has

had one year experience in assenbly.

Mr. Jones was divorced by his wife a couple years ago and has had
trouble adjusting to this. The difficulty has shown up in a drinking
problem--he missed a couple days from his last job because of it. He

claims he 1s not an alcoholic, but admits to drinking every night.
Since losing his job he has missed alimony payments only the last two
months.

Mr. Jones is living in a hotel which he doesn't like, The noise disturbs

his rest at night, so he would like to get better housing as soon as it




CHECK YOURSELF: EMPLOYABILITY PLAN

Translate these applicant statements into deseriptions of the problems

as you would for an Employability Plan.

source of solution.

1.

2.

"T'm too old."

(a)__

Name the most appropriate

(b)_____ - _

"I've been having trouble
any lifting."

with my baek and I'

not sure I ean da

_(a)jﬁ,f -

o _____ - ,

"I don't understand 1t--yeu said I.-had skills and gualificatlans

for
openings.

: type of work and now you say there aren't any
“What's the deal?" N o

(&) ____

(b)_ — i — N

d of jobs you have.

I'11 take anything."
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"I got fired from my last job because I vas drinking pretty heavy
and I got into a few fights."

)

"I really want to get back to work. Winter is coming and the kids
need coats and things. - Watching them walk around in outgrown .
clothing is really getting me down." :

(a) ___ - AA" -

®_ -

"I've always worked with that sort of machine and now that they
aren't used any more, I Jjust don't know what I can do."

L

"I'm Sh now, I've always been & housewife. I have never had a job.
Since my hus’ba.nd clied. the- Social Segurity has been cut back and I
need to we-z'k- :

. E
I
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{ 10. "let's face it, society is prejudiced toward us and only the
whites get the good jobs." _

| 11. "I've been having some trouble wifhmy’eyes," - o
12. Define the difference between Eansultat;@;_and referral.

T
|
|
|
[
|
| \
\

Iist in order of Priorlty of usage the three main sources af salutlcn
in addition to the applicant.

13- e o i . — i o e e

Before making a referral, what five thlngs should you check about
"the resource? -

6 L

e

8, -




S T

List (iﬂ the order in which they should be worked on) three of the
problems (a) of this applicant along with (b) the solution and the
source of the solution.
A 56 year-old male applicant was fired from his last job for
excessive tardiness. He says he can't get up in the morning.

He does good work as a machinist and would like to get another
Job like this, but there are no specific openings on file.

21, (a)__ .

®0_____ R S
2. (a) _ o e
(b)__ ) ) o )
23. (a) e _ ) .
(b)___ S .




KEY [0 CHECK YOURSELF
EMPIOYABILITY PLAN

.

1-11. (page 1) In an Employsbility Plan, problems should be stated
in terms which imply their solution. Each correct
statement is given two points (22 points). Each
correct source is given one point (11 points)

1. (a) Applicant does not know what his assets are.
(b) Older Worker Specialist (Jobseeking Skills).

2, (a) Apgllcant does not fully understand effect his back problem
w1ll have on his ability t¢ work.

(b) Doctor=--to finﬂ out the extent of the prgblém;
OWS (J8S)--to teach applicant how to explein problems, or
HSS-a;f OWS deems back problem to be the over-riding one.

3. (a) Applicant's Job g@al daes not match any. spec;fic job openings
on file.

(b) ows (Job developmant)ulf OWS thinks there may be openings
like this which are not on file, or

{ "~ Counselor (jab gaal)s-if OWS thinks job goal may have to be
) ' ' ‘ ”changed.

4, (a) Applicant does not have a Jjob goal.
(b) Counselor (job goal).

5. (a) Applicant has @ifficulty obtaining and retaining jobs because
he has a chemical a&dlct;an.

. (b) Appropriate community agency (such as Alcoholi¢s Anonymous).

6. (a) Applicant is not aware of low buﬂget and/or free clothing
outlet stores.

p (b) Appropriate community agency (such as Gccdwill, Free Stare, K
'etc )
. 7. (a) Applicant mist make & Job goal change.

(b) Caunselur (Job- gaal)
8. (a) Applicant needs maps of clty and bus serviee.

‘ S (b) DWS, or apprcpriate cammunity resource (Taurist Infcrmaticn,
o .. - 7 - chamber of CGmmerce, ete. ) : :
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9. (a) Applicant does not know what her assets are.

(b) OWs--job goal planning, asset search.
~ Test technician.

10. (a) Applicant feels he can't get a job because he is being
discriminated against. : ,

(b) Minority Group Representative.
11. (a) Applicant is not fully aware of the extent of his eye problem.
(b) Doctor.

12. (pp. 5-6) In consultation thé Specialist talks to the expert.
' The applicant's speaking with the expert is the result
of a referral (two points).

l3al5._ (gégés Esh) One point is given for each correct source listed
and one point is given if they are listed in the
correct rank order (four points).

13. Older Worker Specialist
14, Other Employment Service Resources
15. Other communlty rassources

16-20. (pége 5) One pDiﬂt for each correct chécklng point listed
| (five points).
Appropriate resoutrce should: -

(a) be willing to accept the applicant:

(b) be sble to recover any costs or fees incurred.

(c) provide service to the aﬁplicant in a reason-
able amount of time.

(d) be-accessible to the applicant."

(e) give some reasonable exgéctatien that their
service will reduce the problem for which
the applicant has been Ieferred. ‘ -

- 21-23. Scaré Dne pgint if the three prdblens are 1isted.

are 1isted. Seore ane pelnt if thé prgblems are
listed in the crdér on which they snauld be worked

(3 points). S , ‘ )

2l. a. Can't get up on time.
- b. Applicant should get an alarm elock

" 22. a. Fired from last gdb.
. b. . OWS teaches Jcbseeking Skills to exglain

Qo o S being flre&.-,, ' o 7 v v,_{}
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23. &a. No appropriate openings on filégix
" b. OWS may do job development.

SCORING

. If you scored 20-25, excellent! You are well acquainted with Employability
Plan and can go on to review AﬂdltiaraL ResPans;bllitles.

If you scored 15-20, you should review those areas in which you missed
the most points before going on. :

If you scored less than 15, you Ehculi review the entlré module before
attempting to.teach 1t.

ERIC Clearir~honse

APR9 1373

cn Aduiz poscation




