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ABSTRACT .

Resulting from a project in which a curriculum for an
occupational therapy program was developed through task analysis,
this mamual ccntains guidelines for developing curriculum guides
using job analysis data. The development process consists cf 13
procedures which are organized into these four categories: Q)]
Organization of a project staff, (2) Development of job analysis
procedures and the collection and synthesis of job analysis data, (3)
Organization of work activities into new job .escriptions, and (4)
Development of curriculum guides. Each procedure consists of a title,
discussion of the strengths and weaknesses of part or all of the
procedure, and step-by-step explanations to accomplish the
procedures, which are accompanied by descriptions of the actual
project experiences that served as bases for the ste; =, Several
materials generated during the project are appended. related
publications are available as VT 020 388-VT 020 340 in this issue.
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Form A - Occupational Therapv Nepartment DNescrintion

Facility Name e ___ Facility #
Team #  Dates of Survey No. of Pages in Report

Egngxgl Infprmation

— = 0 .

Total number of naid emplovees in department: Full-time Part-time
*yne(s) of dvsfunction trcated: Psychosocial __ Physical __ Other

Tyne(s) of service: Acute/Restorative Preventive __ Maintenance

Age range of natients/clients ____ No. of volunteer hours

Staffine Pattern (Regin with Denartment Head)

1. Title . i
Number of Emnloyees ___ Full-time Part-time
Minimal Formal Training Required

Minimum exrerience required

Pequired qualification(s): Licensure __ Certification __ Registration __
2. Title L
Number of Fmmlovees Full-time Part-time

“inimal Formal Training Required

Minimum exnerience required

Required qualification(s) : Licensure ___ Certification ___ Registration .
3. Title
Numher of Fmployees Full-time ____ Part-time

“inimal Formal Training Required

—— —

Minimum experience required

Required qualification(s}: Licensure ___ Certification ___ Registration

4. Title
Number of Emplcyees Full-time Part-time
Minimal Formal Training Required o

Minimum experience required

Required quaiification(s): Licensure — Certification _ Régistration
(Include organizational chart for total facility.)
Occupational Analyst
Occupational Therapist
Typist

Reviewed by

(name) (title) (date)
(This form adapted from one developed by the United States Departrent of
Labor, Manpower Administration, Division of Occupational Analysis and
Career Information.)

Page #

85




W

Form A - Occupational Therapy Analysis

Continuation page (Continued from Page ¥ )
Title
Number of Employees Full-time Part-time

Minimum formal training required

Minimum experience required

Required qualification(s): Licensure __ Certification __ Registration _

Title
Number of Employees Full-time Part-time
Minimum formal training required

———

Minimum experience required

Required qualification(s): Licensure —_ Certification __ Registration _

Title
Number of Employees Full-time Part-time
Minimum formal training required

—

Minimum experience required

Fequired qualification(s): Licensure __Certification __ Registration _

Title (:f
Number ot Employees Full-time Part-time
Minimum formal training requi.ed

————

Minimum experience required

Required qualification(s): Licensure __ Certification __ Registration _

aatd A

Page #

86
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Form B - Occupational Therapy Analysis

Position Title

Function: Patient/Client Service
Non-Patient Education
Administration
Research
Consultation
Other:

Duty:

Type of Duty: Independent

Task #

Sequential Step

Task Description D P
Estimated Worke. Trait Requirements:
Interests 12 34567890 Temperament 123455780900XY
G.E.D. 123456 Phys. Activity SLMHV 23456
S.V.P. 1234567809 Environ. Cond. 1 0B 2346567
Antitudes G VvV N _S__P_Q_ x__ _M__E__ C__
Facility * Team # Page #
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Form B - Occupational Therapy Analysis
Continuation Page (Continued from Page # )
Task # Task Description D P T
i
:
y
Facility # Team # Page ¢
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Form C - Occupational Therapy Duty Questionnaire

Maty:

Is direction or sunervision ever given? Yes No___ If yes:

To whom?
By whom?

When?
To what degree?

How was this duty learned? Title(s) of persons

(appros cime (in weeks)) nerforming this duty
Formal academic education

Formal continuine education
On-the-jobh training

-

How many times must this duty he done on the job hefore performance is
adequate?

——

Is there a repulation that specifies minimum qualifications for persons
permitted to perform this duty? Ves _ No If yes:

What are these qualifications?
What is the source of this regulation (e.g., legal requirement,
hospital policy, etc.)?

How much time is normally required to perform this duty?

How often is it done? times per

(frequency) (day, week, month)

Definition of technical terms and/or special equipment (continue on
reverse side if necessary.)

5

Facility # - Team # Page #

D —— e — B ————————
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Form D - Occupational Therapy Department Description

Reviewer

(name) . (~itle)

(department) (date)

1. Are there any activities listed in this analysis that are also performed
in other departments or by other professional groups? Yes _ No
If yes, what are the act.vities? Who else performs then? Is this over-
lap essential for interdisciplinary coordination of patient-care services?

Activity: ~ Also performed by: Essential Overlap?
_ Yes _ No
Yes _ No
Yes _ No
Yes _ No
Yes No

2. Have any problems arisen concerning these overlapping activities?

Yes _ No _ If yes, what is the activity and the nature of the
problem?

Activity: Nature of the problem:

3. Are there any activities yu've seen performed by personnel in the

Occupational Therapy Department that are not included in this analysis?
Yes No

If yes, what are they?

Facility # Team #

— - Page #
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OCCUPATIONAL THERAPY

Team #

O0.T.R.

ANALYSIS VISIT SCHEDULE

State

0.A.

Facility Nare

Dates of Visit

Comments
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SAMPLE INVOICE FOR TYPING SERVICES

Name and address of agency providing services:

Name of typist:

Date(s):

Please fill in one: pages @ § per page

hours @ § per hour

Payment to be remitted to:

TOTAL

TOTAL

Authorized for payment by:

“team member)

Authorized for payment by:

(R. Hartsook, Project Administrator)

Please remit to: Mrs. L. Jones
B-216 Starling-Loving Building
University Hospitals
410 West 10th Avenue
Columbus, Chio 43210
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Occupational Therapy Analysis

Expense Sheet

Occupational Analysis Teams
Team # Team Member

I. Commercial Travel (Ptane, Bus, Etc.):
Date Type From To Cost

i1, Mileage:
Date From To Tota! Miles

Total

111, Local Travel (Taxi, Bus, Limousine):
Date From To Cost

IV. Lodging: .- .
Date(s) Town/City & State MName Motel/Hotel Cost

106

V. Special Expense (i.e., Parking, Locker, etc.):
Date Reason Place Cost

Vi. Food Costs
Date Breakfas t- Lunch Dinner Total for Day

Vit, Telephone
Date From To Cost
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10.
1.
12.
13.
14,
15.
16.
17.
18.
19.

20,

OCCUPAT1ONAL THERAPIST, REGISTERED CONSULTANT ACTIVITIES REPORT

Date

Place

Activities

¥ Hours

108
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Attachment tc Scheduling Confirmation Letter

If the above name, title, and address are incorrect, please correct,

Are there hosnital policies about which the occunational analvsis
team should Lnow when thev are ohserving?

Yes \o (circle)

If yes, what are theyv?

T T T T e e m e et e e e mte = e e —— e ——

T T e e e e Gt st e e em re s - .- T T S e e e e e e et et ——— — - —

T T T T e et e et e e e et e c - - ——— ThE AT e e e e et T e ate e o o —— ——

"o vou wish for us to send vou the completed job descrintion for
occupational theranv?

Yes No (circle)

Would vou, personally, he willing to review a checklist of worker
characteristics compiled from this data and make written comments sometime
during the occupational analysts' team's visit? (This would require ahout
an hour of vour time.)

Yes No (circle)

If vour facility has a joh description of occupational therapy
nersonnel, would vou nlease return a conv with this questionnaire?

Comments :

———- e . .- e mit ees wme e m . mem e o .

Signature

Title

Thant vou “or vour time and attention.

e S e e e e e e . —— e

148

St s 4

———.

[




641

SISATYNY TVUNGILYdNII0 ¥O4 S3LVA G31S399NS ALITIIVS INILS3NO3Y ¥3LL3T - 1VWHO4

9 X1GN3ddY

|

IC

Aruitoxt provided by Eic

O

E

1




A

151 /¢

"uoilduny (ejuswisedsp aAI9SQO UBYY ‘pueuwod jo Bul| pue
43e1s A3y|1oey pue (ejuswisedap ssndsyp ‘-y-)-0 BuisiAI9ans Yyatm 399K :aug Aeq

:9|npayds djewxosdde ue sy Buimo| (o4

*suoi3sanb a3yl somsue o3 swi)

|euossad 4nok jo suanoy 4noy jo (ejo3 e inoge pue ‘juawisedsp ay3l ybnoayl wayl apinb o3
uossad e pasu p|nom weal ayj ‘Su0l3duny uotlel | nNsuod so youseasas ‘sayinp dAlled3s U upe
$S$931A43S UOIIEINPD ‘SIDJALIS JUI||D/IUBileg :se yons sjuajjed 03 $3d21A49s Bupiaoad

Ul P3AlOAU} S)Se} 3yl ||e jnoge jyse 4o ‘3A43sqo o3 ¢,,3e0(4,, O3 sJ4aquwaw wea3 buy3yjwaad
[!€3uD pinom 3| Jusawlsedsg Adesay) |euojlednssg ay3 3O suoildunj 3yl jjeirs ayl yiim
Bujssnosip pue ‘Bujasasqo ‘3usulsedag Adeasy) jeuojiednssg ay3 ut sAep 2934yl 03 auo puads

l1!m (3sA|euy jeuoslednddg auo pue 3sydesayt (euoiiednadg 3u0) weal J3AqUAW-OM] Y

*Apnis ay3 uy ajedidsjjied o3
9913 juwwo) AsosiApy Bujuue|d 3d3fouad 3yl Aq Paldaias uaaq sey A3j|idey yijeay Jnoj

"abpajmouy pue |[i%s j0 s|aAa| SNOjJeA

le spasu bujujes3 399w 03 pado|aAsp aq uayl [LtM sapinb endyuund> suojidiaosap qof asayl

wod4y -Adesay) |euojiednddp uj pawsogdad syse3 jc abues 2413ud ay3z Joy A31|1qIsuodsas

40 UOISIAIp 3|q)seay A||euo)lesado pue Juaidiyya ue apiaoad Yo 1ym suo)3diaosap qol jo 39s

€ do|3aA3p 03 J43pJo uj aurdpadosd sishjeue |euoijednddo ue ybnoay3 Adeaayy (euotllednadg 40

@d135e4d 3y3 6uiuaaduod elep 333(}0d> 03 S| leob ajejpauwm) ayy -ad1As3g yigesy o11qnd

‘adey(am pue ‘uojiesnp3 ‘yi|esy 30 Judwldedag ayy Aq pasosuods 35sfoad yoseasas e ut
pabebua A|juasuns s SUO1SS3j04d |BD1paW PAI||Y 3O O0YDS ‘A3 isaaAjun ajelg oi1yo ayy

"Uoj3estanuod auoyda(al 3uI9J4 JNO WAIJUOd O3 SI S|y)

t41g aeaq
(3uswisedag Adeaay) |euoizednddg ‘391u))

SISATYNY TYNOILYdNIJ0 ¥O04 $3LVG G31S399NS ALITIIV4 ONILSINDIY ¥3ILLIT - 1VYWY04

O

Aruitoxt provided by Eic:

E




Zs1

*suojisanb aaey nok 31 ‘aw 40 ‘say 3deJUOD aseajyd

:S| sisAjeue
{euorledndo0 ayl uy bujilsisse aq [[Im Ouym 3sidesayy jeuojiednddg ay3l jo aweu ayy

"S614-£9Z s! auoyd awoy *8S12-22y

-h#19 oV St 343y saqunu auoyda(al Byy °e1433)4d5 ay3l S3a0W yoi1ym uoyrbas (eoiydesboab

awes 3aul uy A3;|1doey s9yjoue 3Idejuod Aew am jeyl os ‘0/61 ‘0z 49quanopn ueyl uaze|

ou (abaeys ay3 9s4aA34) Buoyd Aq sn wsojuy os aseajd ‘sjed|s|jsed o3 ajqeun ase noA

3! ‘49aamoy  ‘|esodosd 3d9fosd ay3l Aq 39S juswuod jAud pue ‘juajled jo adAl ‘Aydesboab

30 1433145 3y3 s3a3w 3| 9IsNed3q paIdA|Is sem A3 || 1oy Jnoj *S3)3|A1I0€ S,44e18
Adeuayy (euoijednsdp ayl azAjeue o3 weal Jno Mo |e 03 3|qe aq [|iM noA adoy op ap

l0/61 ‘g| 49qUWIAON 34043q 4O UO WEa] INOA uo isidesay; (euoijednassy ayj o3 ado|aAua
P9SO[DouUa 3yl ul 31| uanlad pue adsjeuuoyisanb payselje ayy samsue 9sea|d noA pinopm
"0/61 ‘gl 49quadag pue gz J3QWIAON UDIMIIQ W] IBWOS ace(d axe3 isnw sisAjeue ayy

*padA3l pue paziuebao

S! 34odas s,weal ayl J33je awod Ishu Aep P41Yy3l ayy “-43yjo yoea uodn A{aso|d> mo||v4
PInoys Aep (Asessadsau 41) puodas pue 1s413 B9Yyy °9A1INI3SUOD 3q Jou |[IM sAep asayy

*Sisidesayy |euoiledndd) 2yl YIiM A|3sO|D SHJOM J9A90yM ¢ +233 ‘ao0|aslnod
[eUo13ed0A ‘3siwouoda awoy “3sibojoysAsd ‘3sidesayy ysaads ‘19)40M (eiD0S
‘Is1desayl |esysAyd ‘asdnu ‘ue;disiyd ‘4ojesisjujwpy :3pnisui p|nod -
pPamMajAdalu) 3|doad asayy “A3jdeded Adosiasadns e aaey pl{hoys 9|doad asayl
30 3up “Jnoy 3uo jnoqe auinbat pinoys majasaluy yosez -Adesayy jeuol
-edn>30 Y3 im A|9SO|D YIOM Oym S|enpiAjpul |euoissajoad aasyl 3sea| e yiim
SM3|Al3Ju} 3jeaedas uayy “y°1°0 Buisiasadns yim 3sodau [euly MatAdy :9auyy Aeq

. *Asessadau
3q jou Aew 4o Aew Aep puodas sy ‘Aep 3O ||e 40 3ued Bujunp uoilouny
30 UO!13eAI3SqOo anu1juo) (-3uawlsedap pue A3j(idey jo azys uodn spuadaq) :om] Aeg

Q

IC

Aruitoxt provided by Eic:

L




£5t

*ou3

fL:Hy
dojes3sjuwpy 323fouy

‘Y10 ‘doos3ie} W esoy

‘Agasadugg
*uollullle pue 3wl 4NOA 104 NOA jueyy

‘Ysim noA 41 noA 03
dtqe|leae suoj3diadsap qof 93)sodwos ay3y jo Adoo e jew ({eys pue Idey|am pue ‘uo3

-eonp3 ‘yijesy jo juawisedsg ay3 o3 3usodau [euly J4no uy uoized;dt3sed unOA a0y 31padsd
aA 16 ‘9s4nod jo *jieys aM cud33eW S1Yy3l uy aduels)sse 4noA aje|dasdde Ajdaap apm

1.

1
i
PAruiitex: provided by ERiC

E\.




Attachment to Letter Requesting Facility Suggested Dates
for Occupational Analysis

If the ahove name, title, and address are incorrect, nlease correct.

¥hat are the hest dates for conductine the joh analysis? (Two work davs
hetween “ovemher 29 and December 18, 197n,)

hay 1 Nay 2 (if necessarv) Day 3

1st Choice:

2nd Choice:

3rd Choice;

———— — - $ — r—— St smn

Whom should we contact to make final arrangements?

Name:

— — e — —

Title:

—— — ————— = — — —

Telephone number:

How does one eet to vour facility?
(Please give instructions for auto.)

154

When they have arrived at the facilitv, with whom should thev check, to
he directed to the department?

- — e — —

Which is vour nreference (Check one)
You will make arransements for the team to interview the following
three neople: (All interviews to he on day three, if nossihle)

Name Title

P e et s - ——-

tw
.

———— e e % et vm mEm . erte ae - . .-

T SR S 8 e S c it mm e e e e e e e— a— V™ ete e e mer e - = . ——




Continuation Page of Attachment to Letter Requesting Facility Suggested
Dates for Occupational Analysis

You nrefer that the team make arrangements to interview the following
three necople:

Name Title Telenhone Number

Choice of dates: (all interviews to he on day three if possihle)

1st

2nd

3rd

155
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EVALUATOR:

PAGE 4

7.

6.g)

a)

PAGE 3
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SAMPLE PAGE - COMPOSITE TASK LIST ANSWER SHEET
PAGE 2

4.c)

PAGE 1

a)

b)

176G




Ty

SAMPLE - SUGGESTED CHANGES IN COMPOSITE TASK LIST

Composite
Task List
Number and

Letter Marked 0 Description of Activity to Replace the one Listed to the Left

SAMPLE - SUGGESTED ADDITIONS TO COMPOSITE TASK LIST
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