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THE CENTER MISSIbN STATEMENT

The Center for Vocational Education’s mission is to

increase the ability of diverse agencies, institutions, and

organizations to'solve educational problems relating to

individual career planning, preparation, and progression:

The Center fulfills its mission by:

® Generating knowledge through research

® Developing educati()nal:'programsaﬁdproducts

¢

e Evaluating individual program needs and outcomes

e Installing educational programs and products

® QOperating information systems and services

¢ Conducting leadership development and training
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of work has substantially hindered the career grmbtb of most students. The'transitional phase-be-
tween school and work encompasses a multitude of new. coping exnériences fog the young worker

such as ad)ust.ment to work supervision, peer relatlons, commumcat.on, and ay orgamzatlonal
\settmg In fesponse to this need for improved preparation of the student The Cen r for Vora-
- tiondl Education with’ the sponsorshlp of the National Institute of Educatlon has de loped and. .

fleld tested this instructional- unit, Coping in.the World of Work. Practzce in- Proble Squmg
The. purpose of the unitiisto: (1) acquaint students with the range of job’ ad]ustment pr blems,
they will encounter as they leave school and enter the world of work; and: (2) help students learn
a flve-step problem solvmg dpproach that can be used 10 successfully deal with these proble is.

'I‘he approach used here places emphasis on solving realistic problems and presents the pfub
lems’in a.manner that most students find interesting and rewardi ing. The Center takes pleasure.in.

presenting this product bellevmg that it will become a valuec and useful resource for teachers, .

counselors, and especially, students. X ‘
Dr. Robert E. Campbell directed the project that developed:the unit from its ilnceptionf
providing the balanced perspectlve of an experienced and knowledgeakle national leader. George
A. (Bud) Wynn’s expertise in problem solving and structured groun activities have been, in large
measure, responsible for much of the content of the unit. Mr. Robert M. Ransom has functloned
well as a member of the project staff focusmg on evaluation aspects but-contributing heavily to, )
other dévelopment activities throughout. *

Apprecmtlon is expressed to Dr. Robert E. Haccoun for contributi :ns in the beginning, phases
of the project;to Dr. H. Lawrence Hotchkiss, Dr. Evans "‘u\ry, ‘Michael Mead, and Dr. Gary Morris
for help in'the computer programming and data anaiysis; to Mr. Robert Rayburn Mr. Charles
Meacham, and their students for support and comments-during the formative phases, of the pilot
testing of the materials; and to Ms. Nancy Rohinson, Ms. Stephanie Butler, and Ms. Mary LaBelle
for conscientious efforts in handling typing and editing.

( Robert E. Taylor
. Director ‘
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INTRODUCTION \

-

. The. inl'ormation contained in this introductio js designed to provide instructo's with the
necessary mformatxon to effectively begin 1mplementmg the instructional unit Copiag in the World
.of Work Practxce in Problem Solving. Specific and detailed mstructxons for each step are included
at: ‘the- begmmng of each step

L . -

L L~

What Can’ Thls Unit Do for Your Students? ) | o
<L , ' / . -
Copmg in-the World of Work: Practice in Problem Solvmg was des1gned to achxeve the follow-
“ing’ general goals for students. rd

e Acquamt them with typlcal on-the-job adjustment problems such as getting along thh
supervisors, dealing with tension, and work habltS'
L Teach them a problem solving approach to handle job ad]ustment problems, e. g dlagnosmg
N - proble"ns, developing solutions, and testing the solutions. ¥

e Help them practice the problem solving approach thh simulated, but real, problems n the
classroom . L

,

¢ ‘Help them learrt to apply problem solving methods to personalized problems outside the
‘ classroom

?

° Improve their communication skllls through involvement in structured group activities and |
small group dxscussxons . . .

-

In order to achieve these general goals more specific behavioral objectives, called criterion objectxves,
are used {see pp. 3-5)., s

s -

P . What Kinds of Students Can Best Benefit from This Unit? E ] * ) )
P Actually, almost all students can benefit since jt teaches them a broad problem solving. method

\, - ,that is applicable to all kinds of life adjustment problems

] :\‘ -

{ h " The instruction is especially targeted to those students who plan to work either fuil- or part-

time, and it is particularly applicable to:

C ‘ A qntenon objective is derived directly from the program goal and it defines the knowledge,
) 'sknlls, and attitudes that are needed by a student to achieve the specified goal.

oy
¥
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‘Eleventh and twelfth grade high school students

Commumty college students .o p
.Students'in tech mcal schools . ;
College ‘students .

Emplayees in actual work settmgs

‘Residents of correctlona. institutes who are preparing to be released
Workers who are undergoing rehabilitation in sheltered workshops

Al

goooo-oo

=

" What Kiiids of Instructors Can Use This Unit?

Because of the se!f-instru?ctional nature of the package, an& interested individual can effectively
implement the unit. The unit has been specifically developed for use by:

e Counselors -
) o Regular classroom teachers
5. © 7 e.Personnel administrators
o Job placement specialists
-» o Paraprofessionals > '
e Job supervisors

In Which Settings Can This Unit Be Used?

High schools
Community colleges
Technical schools :

Four-year colleges

Rehabilitation agencies

Correctional institutes e
Industry and business

o & > 00 9 0

7 - What.Are the Teaching Methods Used in This Unit?

o Filmstrips - .
Group discussions - '
Individualized instruction

Real-life case studies depicting typical problems
"Role-playing

Group problem solving techniques

Other structured group exercises

.
¢
Q..~..

What Materials Are Included in the Instructional Package? - -
; : x .
/ o o Filmstrip/cassette presentations depicting job adjustment problems and the problem solving :
7 ’ approach “ ) "

o Instructional transparency masters
o Student guideés

ii




" o Student worksheets for group and individual tasks
o Brief introductory and concluding lecturettes
o Class discussian gundes
e Short tests for measuring learning
¢ Role-playing scripts \
¢ Supplementary references for expandm{., the instruction : ' .
e Review procedures ‘
® Aninstructor handbock .
o Spirit masters for reuse of the unit with other classes g
e Student outlines -

“

What Additional Aids Are Needed to Implemerit This Unit?

%

Filmstrip projéctor and,cassette tape recorder
Classroom with movable chairs for student groups
Frojector screen

Overhead projector for transparencies

Chatkboard

How Long Will the Instruction Last?

~

e The unit has been designed to be used for approximately two weeks, based upon one 40-45
minute class period per day for a total of eleven class periods.

o The unit can be expanded from the minimum of two weeks to four weeks and in some
instances can be extended for longer durations with the use of supplementary materials.

o Different t{ne patterns can also be used for the unit depending upon the instructional needs
and circumstances. For example, it could be compressed into two full days or three half-
days. Any arrangement is acceptable as long as the sequence of instruction is not disrupted
for a long period of time.

o To achieve group effectiveness, it is recommended that the unit be taught to not less than
six students and not more than thirty-six students at any one time.

What Types and How Much Instructor Preparation and Training Are Required?

Although no special training is required of the instructor, it is highly recommended that the
instructor be interested in job adjustment problems and have had some experience with these.

Approximately fifteen to twenty-five hours of self-preparation is recommended to acqtfaint the
instructor with the instructional methods and to organize the instructional schedule and materials.
For more rapid instaliation of the package, CVE can provide a one-day workshop designed to acquaint
and orient from three to forty instructors at one time. Since the package is self-instructional for the
mstructor, a workshop approach is recommended only if time and.'or quantity of mstructors to be
trained is a problem.

L3
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What Additional fﬁformation Do You Need?

For the benefit of the instructor, we have provided methods sheets with each step. While most
phases of instruction are designed fu: 40 minutes, a five-minute allowance has been made for
routine classroom procedures (taking roll, etc.) which accounts for the 45-minute class period speci-
fication. Howeve ., the unit ¢an easilv be used with longer class periods of up to 60 minutes, and
more than one phase can be combined to extend the unit to fit any length class period.

The methods sheets themselves are intended as how-to-do-it sets of guidelines for using the
lecturettes,:discussion questions, and student exercises. All material in this unit 15 color-coded 10
facilitate ease of use. Material printed on ivory-colored paper is to be used only by the inStructor.
Yellow-colored paper indicates material that is contained in the student guides included with this
unit. All handouts are printed on white paper. Note that the Student Outlines, printed on white
folded cards, are to be given to students at the beginning of the instruction and used frecly through-
out the course. Also, feel free to use throughout the course of instruction, the diagramraatic repre-
sentation on page vi of the five-step approach. The exerciigs are flexiktle and designed to allow maxi-
mum individual development, however, it is strongly recommended that the unit be used on
consecutive instructional days, i.e., that.no more than a two- or three-day weekend interript the
delivery of the unit at any one time. Further, it is expected that there will be multiple interruptions
during the particular class period to be used (e.g., assemblies, athletic team practices), it is recom-
mended that consideration be given to using the unit during another time period.

The materials and methods sheets are self-explanatory, but instructors are urged to draw from
their own knowledge and experiences to make this unit as meaningful as possible for everyone
involved. Students will soon realize that much of the content of the unit is “‘common sense’ so it”
may be necessary to point vut that the purpose of the unit is to gain systematic practice in dealing
with work-related problems. To help convey this idea, the students are encouraged to use their own
work- or school-related problems as case studies for the evaluation sections of each step, the in-
structor should use these alternatives freely. The first time this unit is used, it will be an enjoyable
and useful experience. However, since some classes are more verbal and enthusiastic than others,
it will be necessary to pace tle deiivery of the material appropriately.

. &

]

'’ The “answers” provided in the unit are the interpretations of the authors and are meant simply
as guidelines. They are, however, as closg to real “answers™ to the problems as we believe possible
and may be used for grading purposes if necessary. If sume students disagree with these answers
and are able to generate cogent arguments to support their claims, it will be necessary to reach a
consensus on the ‘“‘correct” answers,

Finally, do not be afraid to iniprovise, the flexibility of the unit requires indeed, almost
demands that freedom of expression be given a-high priority. It is unly through adapting this
unit to the individual ¢lassroom environment that students wil! most effectively learn about work
entry and job adjustment problems, and, how to solve them.

Background

Coping in the World of Work. Practice in Problem Solving is a Career Development Unit
(CDU)° designed to meet the shurtage of available instructional materials that help students acquire

“This is a term used in the core procedural guidance system of which this unit is a part. This
system is called the Carcer Planning Support System (CPSS) and was developed at The Center for
Vocational Education to help high schools use a systems approach to upgrade career guidance ser
vices to students. This particular unit is recoinmended for use either with or without CPSS aithough
it is included as a part of the total package. If it is being used as a part of CPSS, the instructor will
note that selected items on the student survey will indicate a need for this CDU. ~

iviU
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job coping skiils. The unit was designed to specifically deal with the psychological adiustment =

problems that students encounfe&™upon leaving school and entering the world of work. The initial |

research on this unit produced two working monographs: one related the range of work entry and ‘

job adjustment problems and the other described various training interventions that could be used |

to deal With these adjustnient problems. These two monographs provided the impetus for the de-
velopment’of the current instructional unit.

) The unit has evolved as a result of systematically conducting ard evaluating three pilot tests,

one complete classrooin simulation, and two major field tests. Information from these various tests
together with testimonial evidence from instructors, guidance counselors, and students have indi-
cated positive increases in the coping abilities of those students exposed to this unit.
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STEP5
Test
the

Solution

4
|

9\

The Five-Step Problem Solving Approach

STEP 1
Diagnose
the
Proulem

STEP 4
Choose
A
Solution

“

(also called recycling).

vi

STEP 2
Generate
Solutions

/

STEP 3
Evaluate
the
Solutions

ﬂi

—— Indicates the direction « ou go when trying to solve a problem

<<}~ — - [ndicates the direction you may be required to go when a soltuion has not worked

Fe




OBJECTIVES OF THE UNIT

" The criterion and enabling ob;ectwes listed below are behavxoral in nature and are designed to

_define the knowledge, skills, and attitudes necessary for successful completion of this unit.

Ctitsrion Objectiw B >

!

Students will correctly identify the ranve of the twenty )ob ad]ustment problems that people
typncally encounter both on and off the job

~

Enabling Objectues

At the conclusion of this unit, studepts will:

%

. 1. Select the four major categories of work entry and job adjustment problems.

2. Select five of the twenty work entry and job adjustmel{t problem categories.

“ .

-

Criterion Objectives II Lo S

Students will correctly apply each step of the five-step prob1em solvmg approach for solving
work entry-and job adjustment problems. 1

Enabling Objectives

At-the conclusion of this unit, students will:

1. Make distinctions between situations with no, problems and those with potential or fully
developed problems. This will be accomplished by reviewing three case studies ar.d check-

ing off the correct responses.

2. Describe the value of early detection of a problem which enables one to deal wnth a
potential rather than a fully developed problem.

3. Distingui?h between those elements of a case study that are causes or symptoms or both.

-

“‘ 4. List the tlwo general sources of information for work entry and job adjustment problem

. 1denhf' cation.

5. Categonze at least two sources of information from a given case study in terms of rating .
the accessxbmty and value of the source for problem identification.

.

" R }

L N AN *

) 6. - Genékat_e at'lea_s,t; two possible solutions to a given work entry or job adjustment problem. |




.

7. Select at least one appropriate goal for a solution to a work entry or job adjustment prob-
lem. ‘

-~

8. Identify the purpose of generating solutions to a work entry or job adjustment problem.

9. fdentify the two considerations for seeking sources of information for solution evaluation.

10. Identify the two considerations necessary in choosing a solution to a given problem.
11. Determine the workability and usefulness of at least two solutions to a work entry or job
adjustment problem in a given case study. "

12. Select from alist the reason information is sought after problem solutions have been
generated. ’

13. "Select from a list the reason for recycling a problem.

14. Determine whether or.not a given solution to a given case study has successfully met its
goat and, if not, to where the problem should be recycled. )

Criterion Objective III

Students vill give evidence that they are able to correctly apply the five-step problem solving
approach with practice problems.

Enabling Objective

At the conclusion of the unit, students will:

1. Develop from personal experience or imagination, a case study depicting at least one of
the twenty job adjustment problems which incorporates at least one cause, one symptom,
and one source of information used in diagnosing.the problem. ’

N

Criterion Objective IV

A

Students will apply the five-step problem sulving abproach correctly with real problems outside
the classroom.

€

Although no specific enabling objectives are provided, it is suggesied that the sample follow-up
questionnaire provided in the instructor’s manual be modified and used to assess this dimension. In
addition, the instructor may wish to check verbally with students throughout the course of instruc-
tion to determine if they have been using the five-step problem solving approach outside the class-
room. Appropriate enabling objectives may be developed for either or buth of these criterion objec-
tives by specifying the actor (students, teacher, etc.), behavior list, describe, recall, etc.), condition
(given a list, etc.), and degree of,success (50 percent, three out of ten, etc.). If you ace using the core
procedural system of CPSS, the methodologies for constructing and develuping goals and objectives
are thoroughly reviewed in the Steering Committee Handbook.




INTRODUCTORY EXERCISE

+

The intent of this exercise is to provide a vis.1al/perceptual reference for the entire unit, to

v illustrate the five-step problem solving approach and work entry and job adjustment problems,

‘ *and to involve students (through group discussion) in problems concerned with makmg the tran-
sxtlgn from school to work. -

" Ctiterion Objective I

Students will correctly identify therange of the twenty job adjustment problems that people
typically encounter both on and off the job.

Enabling Objectives .

At the conclusign of this unit, students will:
1. Select the four major categories of work entry and job adjustment problents.

v

2. Select five of the twenty work entry and job adjustment problem categories.

-

Group Size:

All of the students in the class.

\7

Resources:
1. Lecturettes (pp. 8, 10) and concluding statement (p. 12) for the instructor.
2. The two filmstrips.

3.  Filmstrip projector and casette tape recorder. (Tapes are provided with audible and
in}audib}e signals.)

4. Di§cussion questions for the instructor to use during the filmstrip presentation (pp. 9-12).

9.  Student guides for all students.

[




Phasel: Approximate time required—forty minutes -

‘1. The instructor will present Lecturette No. 1 introducing the students to the unit and
the first filmstrip {five minutes), )

)

The instructor will show the filmstrip “Problems on the Jot;”‘ stopping it for class
discussion at the appropriate times (twenty-five minutés).

3. Theinstructor will use the diagiammatic representation of the five-step approach
found on p. vi of the Student Guide during the filmstrip and.discussion (also
use the Student Outline),

Phase II: A;;proximate time required—forty minutes -

1. The instructor will present Lecturette No. 2 introducing the students to the second

filmstrip (five minutes),

2. The instfuctor will sl;ow the filmstrip “Work Entry and Job Adjustment Problems”
stopping it for class discussion at the approprigte times (twenty-five minutes).

3. The instructor will review the WEJAP catqu‘ﬁ;es and definiiicns on pp. 13-20
of the Student Guide (ten minutes). - |

~

4. The instructor will present the concluding statement on p:12.

6 1b
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& " Wheny you begin a job after leavmg school, you will be expected to handle all kinds, of prob~

ax

" required to adapt toit.

_“}hat the problem might be and whether or not you had a similar problem. The second sequehce

LECTURETTE NO. 1

ke

ctor: This lecturette may be presented asisorit may be expanded or further
developed as you see fit. . .

g e rrarn Ay na v NI SR g 8 gt SR RN

~ »

lems How you go about solvmg these problems will detenmne to a great extent how well you

functlon on your job, whether you maké or lose money;, and whether or not you get a better job.
Young workers tend to have great dlffzculty adJustmg to and dealmg with problems they encountet )
in the world of work. You wnll soon be entermg@/ew\orld .of work and you too may need the'skills

1
-

In response to this need, the unit we will begin toda is one ‘ﬂlwhich teaches you a problem
solvmg approach to strengthen your ability to handle problems bath at work and away from work
'}'hls approach, which is broken down into flve steps, is a general

We will now see a fllmstrlp showing a job adjustment prablem and an xllustratlon of the

five-step problem solving approach. While watchin irst sequence, try to frgure optexactly
will tell you more about the problem and the third will show you a way things could have turned.
ouE differently.
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DISCUSSION QUESTIONS

* (For Filmstrip No. 1: “Probleme on the Job?’)

:Note to the instructor: The following mformatlon is to ald you in faclhtatmg discussion after

st &g"‘h‘énce

each sequence of the filmstrip.

S c

1. Do you consider this a problem? Why or why not? What do you think the problem is?
. Why do you thmk s0? Whose problems do you think it’is?

o A\l
-

~NOTE: Suggested problems may be: Doug is late for work; Doug doesn’t get along with his

_boss; the boss is always picking on Doug; Doug is doing comething wrong at work. -

2nd uence
1.  What seems to be the problem now? Why do you think so?

2.  Does Doug’s problem seem real to you? Have you experienced a p'ro'blem similar at
school or on a job? ‘Do you know anyone who has experienced a problem similar to this?
If so, describe it. - :

3. Whatdoyou thlnk of Doug’s solution (walking out)? What would you have done-if you
were Doug” Why? .

LN

3rd Sequence - o

1. What were the five steps in the problem solving approaeh and at what points did they
cecur in the filmstrip? What other way would you have handled this step?

e e e e o g 22 i




Five-Step Approach Filmstrip IHlustration: .

-

""Stepl Defining the Problem When Doug listed the three parts
.problem at the desk.

Step2  Generating Solutions When D;)ug listed four alternatives ,
for solving his problem. ‘

%

Step3  Evaluating Solutions When Doug consulted his co-workers
) and got their opinions on which
‘ alternative weuld be the best
' solution. t
Step4  Choosingand Implementing When Dopg placed the “yes” by one s
a Solution of his foyr solutions and made up-the
» forms for the department heads.
* N .
Scep 5  Validating (Testing the When Doug Jearned fgpm/ﬁ;.x‘Watson .
' Solution) that the order forfns had been o
suceessful in getting everyone their //
s supplies. ‘
' LECTURETTE NO. 2

Note to the instructor. .This lecturette may be presented as is or it may be expanded, or further

developed as you see fit.
In the fimstrip ‘“Probiems on the Job” we saw a young worker encountering a problem at
work. There are many different problems with which workers are likely to come into contact.
On p.ages 13-20 in the Student Guide, you will see a list of Work Entry and Job Adjustment
Probi-ms. These include:}’career planning and training problems, job-getting problems, vn the-job
adjustment problems, off the-jub adjustment problems. We are now going to see several fiimstrip
sequences which are intended to acquaint y vu with, and illustrate examples of, some specific work

entry and job adjustment-problems.

¥
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DISCUSSION QUESTIONS

o ! (For Filmstrip No. 2: “Work Entry and Job Adjustment Problems”)

\ {’th‘,e‘to the instructor: The following information is to aid you in facilitating discussion after Vi
i each sequence of the filmstrip. ‘ -

1st Sequence (Career PlanninLand Training Problems)

1. Looking at your list and descriptions of Work Entry and Job Adjustment Problems
(pp. 13-20 in the S*udent Guide), which problems under the *‘Career Planmng
and Training” category were depicted in the filmstrip sequence about Manny trymg
to get an assistant chef’s position?

e r e s ey

2. Do youknow from personal experience or the experiences of friends and relatives about
a problem related to career planning or educational preparation? \

3. Wedidn’t see an example of a geographic mobility problem. Can you thiné of one?
. 4. Which career planning and training pro jlem do you think you would have most trouble
and why? .

2nd Sequence (Job Getting Problems)

1. Looking at your list and descriptions of Work Entry and Job Adjustment Problems,
which problems under the “Job Getting” category were depicted in the filmstrip se-
quence about Karen trying to get a secretarial position? _

' 2. Do you know from personal experience or the experie:ines of fnends and relatives about -
- fa problem related to getting a job?

/’// .
3. We didn’t see an example of a prejudice or communication problem involving getting a
job. Can you think of an example of either problem?
C : L
4. Which problem related to getting a job do you think you would have the most trouble
. . with and why?



. -

3rd Sequence (On the Job Adjustment Problams)

4

1. Looking at your list and descriptions of Work Entry and Job Adjustment Problems,
2 which problems under the “On the Job Adjustment” caiegory were depicted in the
filmstrip sequence about Sam and Kathy workmg on {he assembly line?

H

T Y e P S

" 2. Do you know from personal experience or the experiences of friends and relatives about ~
) a problem related to adjustment to ajob situation?

§ 3. Can you think of an example of an on the job adjustment problem mvolvmg communi-
' cation? automation and changing technology? work rules and standards" work habits? __
peer and supervxsory adjustment problems?

4. Which on the job adjustment problem do you think you would have the most trouble
with and why?

4th Sequence (Off the Job Adjustinent Problems)

1. Looking at your list and descriptions of Werk Entry and Job Adjustment Problems,
’ which problems under the “Off the Job Adjustment” category were depicted in the film-
strip sequence about Malcoin’s position as youth counselor as it relates to his family life? .

2. What other off the job problems can you think of that may be czglise:d by the job itself?

<. . i -

3. Do you know from personal experience or the experiences of friends and relatives about
. problems caused by the job in off the job situations”

g

v

CONCLUDING STATEMENT

f

Note to the instructor.  This statement may be presented as is or it may be expanded or further

daveloped as you see fit.

' _In reflecting on the variety of work entry and job adjustment problem categories you have,
c'ovgred, you may want to remember it’s not necessary for you to try to categorize a particular
_ problem when you are out on the job. The important thing to keep in mind is that these cate-
gories do exist and they can help you sort out your own individual problems. We want you to be
aware of.the range of work entry and job adjustment problems and to use them to help you apply
the five-step problem solving approach accurately and thoroughly. This approach, as you recall,
includes (1) diagnosing the problem, (2) generating solutions, (3) evaluating the solutivns, (4)
choosing and implementing a solution; and (5) testing the solution.
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OUTLINE

. WORK ENTRY AND JOB ADJUSTMEN'i‘ PROBLEMS (WEJAP)
"Work er. try problems are those which affect getting a job and adapting to the work sltuat.on ::i'

* Job adjustment problems are those which interfere with the worker’s successful performance of the
tasks on the job. The followmg is a summary of work entry and job adjustment problem categories:

‘ I CAREER PLANNING AND TRAINING PROBLEMS
A. Educational prepration |
* B. Job goals and cxpectatioﬁs
C. Job changes ) . :
D! Geographic mobility : . -
II. JOB GETTING PROBLEMS -
A. Jobseeking ~ _ 7

" Interviewing and test-taking

Job placement

o o w

Prior work experience
E. Joblayoffs and rejections

F. Prejudice

G. Communication ] g

III. ON THE JOB ADJUSTMENT PROBLEMS

A. Prejudice
. B. Communication
i

C. Automation and changing technology

D. New: '5s




ia

FOUENLY
L &

-
v

Work rules and standards

ps o ecr g rerty
PR R
AR .

Work habits

Alineation
H. Getting along with the boss and other workers
IV. OFF THE JOB ADJUSTMENT PROBLEMS

e - A. Family and personal situational adjustment .

U ) B. _Attitudes and values

C. Self-image

A

-
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WORK ENTRY AND JOB ADJUSTMENT PROBLEM (WEJAP) CATEGORIES,

preoeryen
UL,
¥

The following are definitions and é%mples of problem categories.

F g e %

I.  CAREER PLANNING AND TRAINING PROBLEMS ’

TN LY
RALEEH

A. Educational Preparation

e,

o

i

"
d

A comprehensive general education and training in marketable skills are necessary to get
) ax’%{\old ajob. A weak general education:might cause the worker.to have more prob- %
% lems than necessary with elemer tary reading and mathematics at work. Specialized job
skills training is necessary to help prepare the worker who is new to the labor market
to.be more efficient and effective in getting a job and more aware of the social as well
as-technical skills needed to hold a job.

“f‘

I
s 14 ’

N RN »
.”;ig!;-..L

Example:  Elizabeth wants to be supervisor. She is highly skilled?zbut she cannot

e speak or write clearly, and so finds it difficult to express herself in social
; situations.

/e

SLoNdid.

B. Job Goals and Job Expectations

(Anticipated Job Characteristics) ‘ .

A worker has visions of ideal job conditions which he would like to find on his job.
Usually, however, he expects to see less than these ideal conditions. Problems may re-
sult from job dissatisfaction if there are great discrepancies between job expectations,
what the worker actually expects to find on his job, and ideal job aspirations, what he
hopes to find on his job. .
Example. Joyce was hired as a file clerk but has been used only as a receptionist,

a position for which she is not prepared.

C. Job Changes ’ A

When a worker changes jobs, is it for a better job? Unfortunately, man* workers change
jobs without gaining anything. They simply move into a different job at the same level,
with similar pay, and responsibiiities. Although this form of horizontal mobility is
sometimes-attempted for personal reasons, fi%‘gyently it is an example of job hopping,
moving from job to job without plar: or purpose. A worket may f2il to move to a better
job (upward vertical mobility), or even move to a worse job, because he.doesn’t have
clear ideas of what he wants from a job or of what his job market has to offer.

15
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JOB GETTING PROELEMS .

A.

%

Fred has had three similar jobs in a year. JHe knows what he doesn’t like_
about his jobs, but he’s not sure what kind of job will satisfy kim.

Example:

Geoérz;phic Mobility

.

If a worker cannot find erﬁployment’ near his place of residence or near other placeshe
considers important (school, shopping center, recreatiox area), he may find commuting
problems added to his problems on the job. A werker may also face difficulties when
asked by an employer to transfer to an-unfamiliar area. ‘Some workers are tied to re-
gional employmeént condmons and they find it hard to adapt to the employment con-
ditions of other regions. SO .
Pat is a skilled fruit farm worker, but since he moved to the city, he has not
been able to find ajob.

Example:

-
Job-Seeking . \ ,

Finding a job is in itself a complek problem, involving checking out many sonrces of infor-
mation, weighing all the advantages and disadvantages of diverse jobs, decldmg on one
job, and evaluating the correctness of that decision whue employed on the job. If we

seek employment carelessly, we probably will fdce our problems on the job in a similarly
careless manner.

L]

Examf)le: Bernice wants to be a welfare worker but does not know where to apply.

Interviewing and Test-Taking

The interview is a major hurdle for the prospéctive employee. An interviewee who is
unfamiliar with the technigues available to present himself most favorably, or who lacks
experience with {akmg tes's, could encounter many difficulties at tkis early stage of the
employment process., The interview procedure has been criticized for containing biases
and for being unrelnble Research has also found that the major hiring decisions are of-
ten made at the beginning of the interview and are based on a questionnaire filled out

by the applicant beforehand. Nonetheless, it is in the applicant’s best interest to prepare
carefully for the tests and interview, and to use these to his advantage.” -t

In anplying for a job; Marie was asked to take a typing test. She became

Exampie:
‘ very nervous and made many errors.

Job Placement

Typically high schools do not have placement offices and youth are left to their own

initiatives. For many this is very difficult as they have had little work background and
thus few leads. Sume high schools are more aggressive and provide help ranging from a
referral to personally introducing the applicant to his/her interviewer. Also. state |
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e

e emploSIment offices pr'ovide some screening of applicaiits and do dirett some individuals
to various training programs. The extent to which these institutions facilitate the work
entry of students often determmes their success or failure in flndlng a job.

which she was well-suited. She discovered that there was no job placement” :
service in her school and she would have t¢ do |t pn her own. She was very °;
- - disappointed as Qhe had no idea where to begln toJook - -

. . A~

Example: Denlce went to see her high, schoc‘);,counselor for help in finding a job for

.
- . -~

D. Prior Work Experience o - R

-

1 .
‘ .

Is it fair to ask a new worker to be eiperienced" A _compauy- .wants the mast efficient .
labor f’orce it can get. A new worker needs to geta 1ob before'he is ex‘penenced in order
to become experienced. Are the goals of the new wotker and of the company incom-

patible, or can they be reconciled? Some occupatlonal research has shown that new ’ ‘
workers may not be less efficient or less.capable than experienced worke;s "New work- C
ers may find that there are other ways to gain experience. Some of the alternative op: . 2

portunities to get experierice, which may he easier to get into and may offer. more general .
experience, are cooperative organizations, work-study programs, volunteer program'sx ’
junior achievement and other youth organizations, and part-time or seasonal work. Thus,, :
the simple but frustrating problem of which comes first, expenence or gettlng lnred‘ma’y . :
be sc.vable in many ways. .

bl

Example:  Margie applied for a job as a printer but was turned down since she did not
have prior work experience. ‘ .

E. Job Layoffs and Rejections . . C e
If job applic ants receive many rejections, they may become dxscouraged skeptical of
hiring practlces and pessimistic about job opportunities and their own abilities. This
may result in the applicant becoming more tense during interyiews, which wil! make it
even more difficult for him to get hired. Ultimately, the job,apphcant may become i .
frustrated and give up seeking work, accepting unemployment instead. Job la offs may .
similarly affect the worker. If he is chosen to be laid off, he may become skeptical of .
the company’s policies regarding workers and uncertain about his own dblht;es as a
worker. L.
Example.  Cornelius has interviewed for twenty jobs but couldn’t get any of them.

He now feels a great lack of confidence in himself and fears further rejec-
tions.

F.  Prejudice | . - ot
Because prejudicial attitudes of one nerson or group toward another because of age, sex,
race, religion, or handicap are pervasive in society, they can cause problems in gettlng a’
job. Discriminations in hiring are direct problems which have indirect effects on career
aspirations and applicant morale.

17 \'\ T,
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enough on the mechanical skills examination to begin on-the-job training,
the.supervisor, Mr. Sands, would not hire her. He told ker that he would

¢

. not hire a woman for a “man’s job.” - -

Example:  Ann applied for a job as a forklift operator. Even though she scored high

G. Communication

A worker'must be able to make inquiries about job positions and express himself intelli-
: gently during a persunal interview. If the worker is not able to handle these types of
a@f ) communication, he may also be unable to get the job he wants.

5!, Y

Example:  Roger could.not discus~ his reasons for wanting the sales position. This made
: the personnel clerk question his-ability to-be an aggressive salesman. She -
Y noted this on his interview sheet and subsequently he did not get the job.

.

{ll. ON'THE-JOB ADJUSTMENT PROBLEMS

-

A. Prejudice ‘ K

Because prejudicial attitudes of one person or group toward another because of age, sex,
race, religion, or handicap are pervasive in society, they can cause problems on-the-job.
‘e Discriminations in promotions are problems which affect employee morale and career

.. aspirations. ‘ ' - '

R Example:  Fred’s boss, Archie, who openly admits that he thinks blacks are lazy, re- ‘
) .. fuses to.give Fred, who is black, the promotion to a more challenging job. »,

’

B; .Com munic’ation .

[} > .

A worker mus;,leam the jargon (special language) of his iob so that he may understand

mstructlom and be able to discuss.his work clearly with his co-workers. *If a worker

cannot express his thoughts, ask questlons about mstructlons. gnd describe has problems,
¢ he may not be able.to resolve his problem . -

.9

3
-

- Example. Louise uses slang in the office. Her co-workers and the customers cannot
i always understand her. ,

C. Automation and Changing Technology

L . .

Job technobgy is not flxed New products and machines are constantly being intioduced,
and 'work pi'rmedures are always being modified. While job skills are important asseLs
equally lmport'mt is the. af;lllty to adapt to change to be able to update old skxlls to fit
new S|tuat|ons (A . - .

- ., Examplg«"‘. Frank h?l.sAWOl'kEd at his job for ten years. Recently, a machine was huilt

to do Frank’s job, and Frank, who failed to learn how to operate the

machine, was laid off.

8.




. to the worker who may attempt to violate these codes and thereby cause serious problems.

New Roles ° - A

The pertson'entering the job market is leaving behind the school environment and em-
barking on 1 full-time career of wortkers’ responsibilities and obligations. Peer group
relations become more important because of the new emphasis on cooperative work
effort. The loyalty expected by the company from its workers is very different from
the old school pride; and the worker’s concentrated dependence upon the company for :
income, status, and lifetime security, is a change from his role as a student, when he 3
looked to many different sources (e.g., parents, school, student clubs) for the different
kinds of support. Paying taxes, providing for a family, and buying a house are among
the new obligations associated wnth the role of worker.

Example: Bob hates his work, but he has many financial obligations, and so he works

sfor the money. He never knows whether he should quit or continue to just
hangon.

Work Rules and Standards ) :

Nearly all companies have written or unwritten codes that describe company policy i
about the proper way to perform work tasks. These rules and standards are often

necessary and are based on wise safety and management factors; sometimes they seem,
foolish and unnecessary imposition of authority. In either case, they may be annoying

Example: Jack likes to smoke on the job. However, the smoke i’i-ritz_ltes Jack’s co-
" workers in the small office, and the ashes and butts are a fire hazard.

Work Habits )

The category involves the manner in which a worker performs his job tasks. It includes *
organizing work efficiently, being neat, being punctual, and caring for equipment and
materials. A careless worker can cause problems for himse!f and for -»sthers who have to
work with him.
Example:  Phil doesn't keep his work in order and so he can’t find anything when he
wants it.

Alienation .~

A worker may feel powerless or lost in a large organization where he is only a little cog.
He may be unwilling to accept the rules of society regarding work and “correct work

attitudes.” This may lead to the worker seeing Limself as isolated and swithout power in
a meaningless job. .

.
£

P

Exan'lple. Jonn respects art, philosophy, and science He doesn’ tsee how his répetitious
job on the assembly line in a big company can be of any value to society. He
feels frustrated and alienated.

19
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-

H. Getting Along with the Boss and Other Workers ”

¢

- ) ‘ Social relations with colleagues on the job are important because these relations affect
how smoothly the group works together and how efficiently the tasks are accomplished.
Besides getting along:with co-workers, an employee must be able to take instructions

‘ from supervisors without feeling offended and pass mstructlons on to subordinates with- ;
L out offending them. : Co

~

- [y
~

Example:  Judy’s boss always checks up on her. This makes her very nervous.

P IV. OFF-THE-JOB ADJUSTMENT PROBLEMS » - o

. A. TFamily and Personal Situational Adjustment

; ; ~ Personal problems, home life, and other social ‘relations off the job may cause problems
H on the job or inflate those problems which already exist on the job. The reversgis also
¢ true, problems on the job can affact the worker’s personal life off the job. 5
[ Exafnpie. Betty’s mother has been very sick lately, causing Betty to miss many days A
: ot work. "f

] B. Attitudes and Values ' g

This catch-all ~ategory includes factors affecting work attitudes, such as maturity, sense
of responsibility, and personality. It also inciudes the ways in which the employee’s
values affect Lis relations with co workers and management atid his perception of work
within his philosophy of life. Problems may arise when attitudes and values are in con-
flict with the employers or with those of co-workers.

¥ Ld - %
Example:  Sue has become careless about her work because she has not been given the :

degree of responsibility on her job that she thinks she deserves. . .

. - C. Self-Image :

This concerns how we perceive ourseives. If we have alow opinion of (jurselves (low
self-esteem), we tend to over-criticize cur mistakes and underestimate our abilities.
This may makze us less effective workers, reluctant to take an new responsibilities and
constantly afraid of losing our present positions. Conversely, over confidence can lead
te too high a self-regard (high self-esteem), whlch is not supported by our real abllmes,

and we may “bite off more than we can chew ’ ¢

Fxample. Willy decided to take a job as a jow-paying laborer, even though he is a
qualified carpenter, because he fears failure.
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STEP I-A -

, THE VALUE OF EARLY DETECTION AND PROPER DIAGNOSIS &

~

’ _ The intent of this step will be to demonstrate the development of a selected job adjustment
) problem, to teach the value of detecting problems early in their development, and to teach the
value of diagnosing problems. v

Criterion Objective I ‘ :

—

Students will correctly apply each step of the five-step problem solving approach for solving
work entty and job adjustment problems.

- : * Enabling Objectives ' ) '

At the conclusion of this unit, students will: . _ . . A
. 1. Make distinctions between situations with no problems and those with potential or (
) fully developed problems. ,:I‘his will be accomplished by reviewing three case studies and 4
v checking off the corréect responses. :

2.  Describe the value of early detectior of a problem which enables one to deal with a
potential rather than a fully developed problem. s b

¢ ! . -

Group Size

The entire class

.o Resources ‘ X

- . 1. Introductory lectui'ette for the instructor (p. 24) ' ‘
2. Scene I of the sociodrama for the students (pp. 25-27) e :
’ ‘ 3. Discussion question following Scene I for the instructor. (p. 29) ‘ B 1

Scen.e II of the sociodrama for the students (pp. 31-32) . ’ . {

5.. Discussion questions followiag Scene II for the instructor (p. 33) - l

I\
o

Concluding statement for the instructor (p. 34)

N |
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Evaluation

PR

Following Scene I, the instructor will ask the students to write their answet(s) to Discussion
Question 4, page 29. After these have been turned in and evaluated, the instructor will continue
with No. 4 of the Methods section below. Sufficient achievement of the enabling objective is indi- )
cated when at least 75 percent of the class accurately identify at least one potential work adjust- N
ment problem (appropriate responses are listed in Question 4 of the Discussion Questions section).
v ]

Methods
Approximate time required - t‘orti minutes .
1. The instructor will present the lecturette explaining the value of early detection :
: and proper diagnosis of problems (five minutes). - Ai
2. The instructor will select or ask for seven students to act in the sociodrama. Part‘s ’
include: a narrator, Pat, Bobby, Terry, Lou, Dale, arid Mel. One copy of Scene I
should be given to each student participating in the sociodrama (five minutes).
3.

The students will present Scene I to the class (five minutes). .

NOTE: Instructor should emphésize that this sociodrama is to be performed like

(4
a real play.

NOTE: 'f student progress is to be evaluated, the instruétor should now turn

to the Evaluation section above for the appropriate methods io
precede_ No. 4 of this section.

4. Following Scene I, the instructor will lead a discussionA(using discussion ques- .
tion) on early detection and proper diagnosis (five minutes). |
¥ \
i
3. The instructor will hand out Scene II to each student (five minutes). |
6.  The students will present Scene II to the class (five minutes).*
1. Following Scene II, the instructor will lead a discﬁsion,.usjr)g discussion ques-
tions (five minutes). N
" .
8. The instructor will present the concluding statement (fivé minutes).
*NOTE: Alternate Scene 1. B T <

If the class wishes, they may extemporaneously role-play Scene II. If
the role-play option is selectéd, the following sequence should be observed.

6a. Steps 1-5 above will remain the same. >

6b. After the discussion following Scene I, the students in Scene I vrill
return to play the same characters in Scene IL '

23
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4
6c. One other student will be selected to play the store manager. This
student may wish.to read the lines for Lou in the script for the present
Scene II.

6d. Bohby, Pat, and the other characters from Scene I will be standing
about in a group as the store manager enters.

6e. The store manager will approach >Pa_t and prby and ask about-their
earlier disagreement. .

6f. From this point on, any character may respond to a previous character’s

*  “statement or may:initiate a statement of his own.

6g. If role-play is used the characters may; devise an ending completely dif-
ferent from the ending in Scene II. If this happens the Discussion
Questions on page 33 will not'all be applicable and therefore should noi
be used. ) #

LECTURETTE

Note to the instructor: This lecturette may be presented as is or it may be expanded or
\ further developed as you see fit.
' i T
If a problem at work is detected early, the worker has a better chance of solving the prdblem
before it becomes serious or unmanageable. A potential problem is a situation having all the ingre-
dients for developing into an actual problem with the situation still only' a threat that hasn’t Vet dis-
rupte. the work environment of any of the workers. ‘

, If wecatch a situation while it is still only a threat, it is less‘ damaging to the work environment
than if we permit the situation to develop into a full-blown problem. Fewer people will be involved
and the consequences will be less disturbing when the problem in only p’otential. To ward off a prob-
.lerus early, we need to know the signs of potential problems. Later, in Step I-B, we will discuss some
of these signs ¢r symptoms. Now, in Step I-A, we will present a sociodrama (a little p]ay) which
~ should impress you with the importance of detecting problems early so that they can be deait with

while they ar7 still under the worker’s control and before they produce negative consequences.
.. As you yatch the sociodrama, try to detect the signs of the potential problem. Also, determine
what characters are involved in the problem and decide what each of those characters should do to

prevent the problem from developing further.
%




Note to Actors:

Characters:
Scene I
Nan"ator
Pat
Bobby
Terry
Dale
Scene 1}
Narrator
Lou
Pat
Mel

Bobby

SOCICDRAMA

Speak loudly when talking and, though you may luok at the other actors, do
not turn your back tothe audience. Speak at a normal pace, pausing at com-
mas and periods. Characters may be either male or female. Thus, all pronouns
in the sociodrama, which are now written for male characters, may be changed
to female when a character is played by a female. You are to perform these
roles as if you were acting in a real play.

—  provides cominentary during sociodrama
— about 50 years old, capable, hard working
— 18 years old, intelligent, just out of school, willing to work

=  young worker

—  young worker

= provides commentary during sociodrama
- store manager

about 50 years old, capable, hard working
—  middle aged worker

- 18 years old, intelligent, just out of school, willing to work

o
o

&




Narrator.

Pat:

Bobby:

Pat:

“Bobby:

Pat

Bobby.

Pat:

Bobby:

Pat:

Bobby:

Pat:

Bobby:

SCENE 1

A pair of characters, Pat and Bobby, stand together toward one side of the
room. They pretend to arrange items on an imaginaxy stack of snelves.
Another pair of characters, Terry and Dale, are similarly engaged across the
room.

Setting:

Pat and Bobby are in a store «ranging some sale ‘ems for a promotional display. Pat is
about thirty years older than Bobby, who was hired for his job just two days ago.

We'll’place these heavy glass jars along the bottom shelf.

No, wait a minute! That stuf{’s more popular than the other items. It’ll sell faster,
so we'd better put those jars an the second-to-top shelf so customers can get at them
more easily. ” .

Put ’em way up there, and if any of them fali, , they’ll smash all over the place. They're
glass and they’re too heavy. Put ’em down near the floor.

Look, they won't sell there, uud there’s a reason . . .

And get these big yellow boxes off the display. They're taking up too
Put all the bulky items on the floor, so we've got enough rocm for the

[interrupting].
much room.
other stuff.

Hold on, now! The yellow boxes are the most attractive items here. We want to get
people over to this display. Put the bright items at the customer's cye level so to
attract him over here.

We ought to hang the bright kids like you on this display. Maybe your winniag smile

will attract folks. What we want to do is sell these items when the customers get over
here. If you pack the top shelf with a few big bulky items, no one’s going to see what
else is for sale. Put the big yellow boxes on the floor and the smaller items on the top
shelf.

Look, we learned this in marketing class—always put . . .

Well, at the University of Hard Knocks, 1 was educated to realize you can’t sell what
can’t be seen.

I'm fully aware of that. 1 only want to apply some of the effective selling techniques
we learned at school.

Look, what’s more effective than on-the-job experience? I've got twenty-three years
at this kind of work, seventeen with this company. I know what [ know, what I've
seen, not what somebody else taught me.

All right, this is nfy first full-time job, but I've had two years of part-time experience
selling on a couple different jobs, and I've had tun years of school courses on subjecs
directly related to what we’re dcing here. And those courses were taught by experi-
enced teachers . .
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Pat:

Bobby:

Pat:

Pat:
Terry:

Pat.

Dale:
}?;10.:
Terry:

Pat.

Dale.

Pat.

~

Terry.

Pat.

> 7~
Experienced at whut? Erasing boards? Come on, you can’t compare school stuff with
on-the-job experience. Experience is its own teacher. Now get the jars and boxes . . .

Wait a minute, nobody s a boss here, and neither one of us is in charge. Let’s compro-
mise. We'll put the boxes down and move the jars up . . . :

You move the jars up ... Never mind. You set the display up here however you
feel like it. I'm going to set up the other display across the store.

[ Pat walks over to Terry and Dale, who are arranging another display far away from where
Bobby is standing.

I’'m starting to wonder what use experience is around here.

Why?

7

This youunger kid, Bubby, seems tu have all the know-how without the bother of experi-
ence. le’s/she’s got instant experience from school.

Giving you advice, already?
Yeah.
Any of it any good?

Hell, I don’t knuw. Bobby's talking about things like packaging dppe’::ﬂ and consumer
decision-making. All I know is customer convenience and sales.

Bubby s teaching you things you never learned in all those years of experience, eh?

That's got nothing to do with it. What’s Bobby gotl to teach me after a couple days on
the job? You think he/she already knows whal it took me years to learn?

It’s pussible. Boubby may know sume things you never learned. Schools these days
are getling into whole rnew approaches to all kinds of jobs.

So then what'’s the use of any old, experienced”worker? If you can hire youths who know
every thing already, yousdon't need people who've got unly experience going for them.

Dale (humorously). A good point, Pat.  You may find yourself out of a Job béfore you pet a

chance to retire.

END SCENE L




DISCUSSION QUESTIONS

tfollowing Scene 1)

¥

Note to the instructor:  The following questions are only suggestions. Fecl free to expand them

or to include questions of your own.

; Befgre you proceed to Scene II, discuss these points:

- 2.

Do you think there is a job adiustment probiem developing?

What incidents indicate a developing problem? 1 problem developing?

Who is involved in this problem?

Which category(ies) in the Work Entry and Job Adjustment Problem handout
ccvers the problem in this sociodrama? (Stress proper diagnosis of the problem.
Some of the more appropriate responses include getting along with other work-
ers, prejudice, and prior work experience.)

Is it important that Pat and Bobby realize the early signs of this problem? Why?

What can Pat and Bobby do to prevent this potential problem from developing further?

Which character, Bobby or Pat, seems to be more aware of the developing problem?

N




SCENE 1

Setting: Two characters, Pat and Mel, stand together at one side of the room. A single
character, Bobby, is busy across the room. Another character, Lou, is in the #
center. -

Narrator: This scene takes place about a week later.
. [Lou, the store manager, walks up to Pat and Mel, another worker, as they are talking. ]

Lou Pat, I heard about your run-in with Bobby over setting up the store display, how Bobby
learned a new way in school but you liked doing it the old way.

Pat- Something like that. But I'm beginning to see that Bobky wasnt just being smart-
aleck avout it. He/she just wanted to try out something he’d/she’d learned in school.

Lou: It worked pretty well too, it seems. \

. Pat: Yeah. The way Bebby set up the display attracted more customers than anything else
. in the store.

Lou: So you're n‘olL too bothered by the matter with Bobhy?

Pat- Well, I was a little concerned about my own job security, what with younger people com-
ing in and domg, a hetter job. * . .

Mel- But that’s nonsense! Bobby had a good idea, but he/she still had to take your advice on

where to put those big glass jars. A couple of them were smashed all over the aisle until
we meved most of them to the bottom shelf and left just a few samples on the top.
[Pause] I bet that’s what really bothered you—you were worried about being shown up
by some young kid and maybe losing your job. .

~
-

Pat- Well | the guys were kidding me about that. They were talking about taking bets on how
long it would be before 1 was replaced by a thirteen-year old.

Lou Now, you know we're going to have to rely on your experience, no matter how many
bright kid: we hire. While you may not come up with so many ldeas you're more
reliable. you won’t make many mistakes, and those you do make won't be so disastrous
as the ones some one just coming into the business makes. .

Pat- That’s what I came to realize. After Terry and Dale kidded me about our disagreement
I theught the whole thing over. Then I knew it wasn’t really the argument with Bobby
that was bugging me. | was concerned that after being here so long I didn’t have much
to offer after all. But when I discussed this with the other guys, I realized 1 didn't
have anything to worry ahout. I don't reaily have anything against Bobby, either.

Lou: Good! Have you talked with Bobby about this?

31,




Pat. Not yet. I tried to talk with him 'her the other morning, but he.she didn’t seem to want
to discuss it.

Lou: Well, I'll go over and have a talk with Bobby about it now.

[ Lou watks over to where Bobby is working. ]

Lou: Bobby, how’re things going?

b

Bobby: The job’s OK, but. I don’t feel so comfortable about working here.

Lou: Why's that, Bobby?

Bobby. Because i think there’s discrimination against young people and new ideas around hers.

Lou: Are you talking about the run-in you had with Pat the other day over setting up the
store display?

Bobby. That’s right. Pat and I just don’t get along. Pat doesn't have any respect for my ideas,
and 1 don't like his/her attitude.

Lou. Well, I don’t think it’s a matter of discrimination. I just talked with Pat and he.she
realizes that the incident with you. was a mistake that shouldn’t have happened.

Pat realizes the matter was more cumplex . . .

Bobby: The matter was very simple—we don’t get along.

Lou. Maybe it was actually more complex than you think. Pat said that when he/she thought
it over, he,she realized that with him.'her it was related to his'her feelings about keeping
up with progress and changes on t! job and to his/her concern about losing his/her
job to same new wurker like you.

Bobby. Idon't see any complex problem here at all. It’s just a matter of personalities, and Pat
and I don’t get along. He/she may have a problem, but I dca't have any.

Lou: Well, I wish you wouldn’t see it that w.y. It’s important that you two get along here and
work together in your jobs.

Bobby: It’s not easy working with someone three times your age, who thinks the job’s got to be
done the way it was done in the Middle Ages.

Lou I wonder if | detect a note of prejudice in your attitude toward Pat. Maybe you have less
respect for him/her because he’s/she’s an older worker.

Bobby: That’, . 't nothing to do with it. He’s/she’s the one who has 1) respect for my ideas and
I just don’t feel like putting up with that nonsense.

END OF SCENE 1L
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DISCUSSION QUESTIONS

(following Scene II)

Note to the instructor.

s

The following questions are only suggestions. Feel free to expand
. them or to-include questions of your own.

- -~

Which character, Bobby or Pat, now seems to be more aware of the problem? Why do
you think so? .

Which character is trying to prevent the problem from getting worse. Support your
answer by referring to incidents in the play.

Is this still a potential problem, or is it fully developed?

Is the situation still under the control of the workers, Bobby and Pat? If so, does this
mean it is a potential problem?

Have any negative or bad consequences occurred yet? If they have, does this mean i. is
a fully developed probiem?

Can Bobby or Pat still prevent these negative consequences {from occurring? If they can,
‘does this mean it is a potential probiem?

Which category(ies) in the Work Entry and Jcb Adjustment Problem (WEJAP) handout

covers the problem(s) in this sociodrama? (Stress getting along with the bouss and other
workers, prejudice, communication, and prior work experience.)

' Bqp | |
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P : : . CONCLUDING STATEMENT

] The soéiodran;a you have just seen ur acted in presented a potential problemn. A potential
problem is a situation in which negative consequences can occur if preventive action is not taken by
;, . the worker. A fully deve;luped problem is a situation in which negative cunsequences have already
: occurred for the worker and can no longer be avoided.

, In the sociodrama, Bobby and Pat had a disagreement. The disagreement stemmed from more
than just the personality differences Bobby allufled to in Scene I1. Each worker had brougl;t to his
job stereotypes of his cc_}.w.orkers. Pat already thought that youths, like Bobby, are usually inept

-= workers who try to appear as if they. know what they are doing. Bobby, on the other hand, con-
) sidered much older wurkers to be set in their ways and sumewhat .enile. When they met, each saw

his.her stereotypes confirmed. Bobby seemed to Pat to be blindly following work methods he, she

 had learned in school and to be unwilling to learn from a more experienced worker how those methods

might not :}lways be practical for a specific job. Bobby thought Pat was unwilling to listen to new

ideas‘, ‘espccially from anyone much younger and considéred Pat’s experience more a straight-jacket

than a foundation.

Bobby and Pat’s proL..m is still only a potential problem. If this problem becomes more fully

developed, it probably will produce negative consequences such a> permanent hostility between the
. workers, with une or both pussibly threatening to quit the j-ob to avoid working with the other.

These negative consequences, however, have not yet _curred, and the workers are still in control of

the situation and capable of preventing them. Pat has already made sume attempts in this direction.
. He/she has discussed the matter with his,'her colleagues in order to diagnuse the problem and to ]

understand what is involved. Bubby does not yet seem to be aware of the potential probiem. If

he/she fails to identify it, the potential problem may soon become fully developed for him. her.

-
kS
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STEP 1B .
CAUSES AND SYMPTOMS ' : A

The intent of this step will be to have students identify the causes and symptoms of job ad)ust .
ment problenis in a case study . 4

Criterion Objective I

|
Students will apoly a five-step problem solving approach correctly for solving work entry ’

and job adjustment problems. . :
|

Enabling Objective

p
At the conclusion of this unit, students will: :

Distinguish between those elements of a case study that are causes or
symptoms or both.

Group Size ) ‘ y
_The entire class will be broken down into smaller groups of approximately six each.

Resources . ) '

¥ -
1. Lecturette—*“The Parts of the Problem,” for the instructor (pp. 3941),-
including transparencies (No. 1, 2, and 3)

\1

2. _ Student Guides for all students ‘ ’ . . 1
3. Copiesof ¢ he Parts ofthe Problem—Student Exercise, Brlstol’ for all {
studems (p. 45) \‘

4.  Copies of the *‘Checklist” for all students (p. 46)1 . *. )

5. Copies of “Tke Parts of the Problem Answers and Discussion for Bristol”
“for all students (p. 47) .

6. Transparency (No. 1) .

7. Overhead projector
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Additional Resources ) \ B
‘ )

7 1. ‘Instructor’s Key for “Case Study No. 1: Bruce " inciuding transparency (No. 2)
for the instructor

2. ’Instructor’s Key_ for “ase Study No. 2: Holly” lncludrnu transparency (No. 3) B
e for the instructor . .

Evaluation

- y v

The instructor will have students complete the Bristo!l (Bruce, Holly).exercise. The
students will then exchange. papers for checklng Thenstructor will read &nswers
- aloud using the Instructor’s Key, allowmg'fo‘t discussion if students have questions. The
instructor will then pick up student exercises for evaluation {(seven minutgs). Sufficient g L
achievement of the enabling objectlve is 1nd1cated when at least 75 percent of the class | :
identify at least one cause, one symptom and one element which is both a causé and a roos
symptom of a job adjustment problem. . . )

Further instructions are given below in the Methods section (not appllcable for
supplementary resources).

Methods ) N

Approximate time required - forty minutes -

1. The instructor will read the lecturette, ‘““Fiiz-Paits of the Problem,” while °
students follow along in their Student Guides (p. 39). Students will be v
given time to form small groups, read through the “Categories of Symptoms”’

‘(p. 42-43 of the Student Guide) and discuss if necessary (twenty minutes).

2. The instructor will hand out “The Parts of the Problem,” “Student Exercise,”
and the “Checklist,” and allow students to complete the exercise (ten minutes).

' .

T I

" NOTE: If student progress is to be evaluated, the instructor will now turn
back to the Evaluation above.for the appropriate methods to replace .
. No. 3 of this section. v

)
«“

3. The instructor will then hand out “The Parts of the Problem, Answers and
Discussion for Bristol.”” The answers should be readaloud by the instructor
who will use the appropriate Transparency (No. 1), allowing for
discussion if the students have questions (seven minutes). :

4. The instructor will read the concluding statement on p. 49 unless the Alternate
Resources are used, in which case the statement will be read at the conclusion } :
of the appendicized resources (two minutes). Lo

*

P NOTE: Insthe event that you feel a need to extend the time spent on this step, we
have incJuded supplementary resources for your use at any time you deem it
nece.'s&,‘.ary to augment the unit core. These resources may be found in an S
appendix at the conclusion of this step. ’ o
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¥ THE PARTS OF THE PROBLEM .

LECTURETTE - ‘ ;

e. L e

- i

- N . . . . . -l

'f’ijte,.t\o the. instructor; Thls lec‘turet..e may be presented as is or further } s

.: . C / ) developed as you see fit. ‘ ) ' o , 1

We have talked about the 1mportance and valué of dmgnos:ng job related problems and we . J

have explored the many and varied types of job adjustment and work }entry problems which

can develop when-you l€ave school and begin working. At this time, we will beginuto delve '

mor'e,deeply into these problems. There are two factors which combined,. produce job adjust-

/ment pr'oblems- causes and symptoms. A cause is defmed as something that produces an ]

. effect. A's xmgtom is defined as a sign that indicates the existence of a problematic s1tuatlon , }

_For example, if you go to a doctor when yoﬂ are very sick, you usually tell him/hLer what

- z‘ mptom or s1gns of sickness you have, such as fever, nausea, headache, and so forth From. - *

o this mformatlon as well as from tests and his/her medical experience, the doctor will make 2
) diagnosxs as to ‘what may be the causes which have. produced the effect of sickness.

Ig{ order te determine whether something is a symptom, ask Siourself the question “Does ‘

the worker shov'v signs of a problem, and is this one of the signs?” If you can answer “yes” ’ ’

* to this question, ,_{rou have. identified a sympl.om. In order to -determine whether sor‘hething o

is a cause, try asking yourself this question “Did this produce an effect?” If you can answer
“yes” to this question, you have identified a cause. In the example of Pat and Bobby in ?

# ’l ' N
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. MENTS INTO THE PROBLEM.

_ problem. ~ X .

based only on the information contained in the examples and assume that tnese are the only

‘The catégories of causes are the same as the Work Entry and Job Adjustment Problems

causes and symptoms to Help youSort it all out. .

the previous exercise, Pat was able to correctly define the causes and symptoms, diagnose the

problera, and solve it while Bobby failed ever to recognize the causes and symptoms of the

-

s .,

In the group exercises which follow, keep in mind that you must answer the questions

elements of information involved ir the problem. This doesn’t happen in real-life situations

but our intent is to familiarize you with the general process.so you can deal with any prob-

lems that come along. AVOID READING ANY ADDITIONAL INFORMATION OR ELE-

‘Symptoms will not always be connected with causes, but usually there is a connection
based on the information given in the story. g

Just as problems fit togéther into different categories, so do causes and symptoms.

(WEJAP) categories in the Introduc'tibn. Let’s now take some time to look at the categories
of symptoms and some examples of each, .
In real-life situations, four things can happen: (1) some parts of the problem can be
both symptoms and causes at the same time, and we will label these “both”, (2) there can
be causes not cunnected tu each other which produce the same symptom(s), (3) there can
be more than one symptom pruduced by thé same cause, and (4) there can be irrelevant
information which is neither Lause nor symptom and has nothing ’w d-o with the problem.
If there are multiple :&es or m‘ultiple symptoms (in our examples), don’t let that bother

you—that's usually the case in real life, if something is both cause and sympt-m, it simply

becomes a link in the chain of causes and symptoms. ‘Finally, use the two questions on




We have worked through one basic example on pages 4547 with you: now we would ) (
like to have you ‘try one on your own, with the help of the other members of your group. .
~Good luck! : » ‘ol
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- CATEGOGKIES OF SYMPTOMS
«** _ 'DEFINITION: ‘A symptom is the sign produced by a job ad}zistment problem.
{* | _ 1. SOMATIC SYMPTOMS (THESE ARE PHYSICAL SYMPTOMS RELATING TO OR AFFECT-
£ A , ING THE BODJ Examples:
ﬂ a. . headaghes
: ) b. ..stomach cramps and nausea )
c. bodily tension
d. backaches
v # 2. PSYCHOLOGICAL SYMPTOMS (THESE ARE EMOTIONAL SYMPTOMS AFFEC’I‘ING
THE INDIVIDUAL WORKER) - Examples:
a. anxiety |
) b. anger i
3 : c. fear
A d. ldck of trust
3 PERFORMANCE SYMPTOMS ('i‘HESE ARE SYMPTOMS RELATING TO A WORKER'S
’ i ABILITY TO CARRY OUT OR ACCOMPLISH WORK) - Exam ples\:
a. disorganization
b,  careiessness . %
’ ¢. sloppiness
\“, ) . d. absenteeism

e. inability to meet deadlines

f. tardiness

42 49
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SELF-CONCEPT SYMPTOMS (THESE ARE SYMPTOMS RELATING TO A WORKER'S
VIEW OR DESCRIPTION OF HIMSELF) - Examples:

a. fear of failure
b. lack of confidence
c¢. feeling of inadequacy

{ I-THEJOB PERSONAL RELATIONSHIP SYMPTOMS (THESE ARE SYMPTOMS RE-
LATING TO A WORKER'’S ABILITY TO CET ALONG WITH CO-WORKERS) - Examples:

a.  short temper . 0 . -
b.  tendency to start arguments

c. unfriendly attitude ~

d. ignoring instructions

e. ‘failure to communicate

f.  lack ’of coo’ﬁgggon

OFF-THE-JOB PERSONAL RELAT:ONSHIP g’MP’I‘OMS @‘ﬁhSE ARE SYMPTOMS RE.

LATING TO A WURKER'S ABILITY TO GET ALONG WITH PERSONS QUTSIDE OF 2
WORK, e.g., W:¥E MOTHFi, efc.) - Examples: -

A short temper .
b.  lack of time for social accivi‘ies

¢. lack of time to spend with one’s children
¥

#e?
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THE PARTS OF THE PROBLEM

In the case study which follows, there are pzirts»ur elements in the overall problem which can be
identified as causes, symptoms, or both. You are to figure out what each part is by using the check-
list, page 46. Put your answers, using the code shown on the checklist, in the space provided below
thec _study. Read the entire story first and then go back to each part to try to answer the ques-
tions. While on your uwn job, you must solve your own problems; one of thé first steps is to re-

. cognize sympioms and find out what is causing them. A symptom, however, is not a job adjustment
problem in itself; it should only alert you to the existence of a possible problem.

The first part or element has been identified for you. Try the others using your checklist.

There are mcce spaces given you in all of these exercises than you will need. Be sure to pat
your name on the exercise. Good luck!

STUDENT EXERCISE
BRISTOL
Bristol got to her job about thirty minutes late this morning. In addition, she took a coffee
break that lasted ten minutes longer than usual. Realizing how far behind she was in her duties,

she began to feel the pressure and, as a result, developed a headache.

Element Cause, Symptom, or Both

(C,S, orB)

45
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CHECKLIST

“Do you know whether this produced an effect?” - If “Yes,” then it is a cause.

“Does the worker show signs of a problerr. and is this one of the signs?” - If “Yes," the.s it is

asymptom.

1
If both questions can be answered ““Yes,” then it is labeled both.

On the case studies, label each element as follows:

{ = Cause
S = Symptom
B = Both

Prlamgi N




The elements in this work adjustment problem:

THE PARTS OF THE PROBLEM

ANSWERS AND DISCUSSION FOR BRISTOL

¥

1.

2.

5.

Numbers 1 and 2 are causes of Bristol’s problem since they answer the question, “Did this
produce an effect?”” The effect produced or symptom (sign) of the problem is number 5 since it
answers the question “Dues the werker show'signs of the problem and is this one of the signs?"
Numbers 3 and 4 are both since they answer both questions and represent buth causes and symp-

toms.

Being thirty minutes late to work

Taking a coffee break that lasted ten minutes

longer than usual

Realizing how far behind she was in her duties

Feeling the pressure

Developing a headache

47
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CONCLUDING STATEMENT

Note to the instructor: This statement may be presented as is, or it may expanded or

.

further developed as you see fit.

"In this part oftdiagnosing the problem, you have been exposed to causes ax‘1d symPtoms.' Fre-
quently, people will attempt to solve their problems ir a very casual manner without first laying
out the essential grotindwork. One part of this foundation involves looking ai a chain of events

“called causes and symptoms which ;nay Tead to a work entry or job adjustment problem.
In trying to diagnose™a problem, you will probatly first notice some symptoms such as exces-

sive. fat'igue,,.car'eless work, anger, or even a minor headache. If you try to treat just the symptoms
you will accompllsh no more than the doctor who tries to treat just the symptoms of a patzen' with
, an mcurable disease: the symptoms may be relieved but the cause(s) remains and the problem
cgets worse. The symptoms of a problem should act like a red light to alert you to the existence
of a problem. Then, by carefully asking “Whay,” yc;u should be able to trace the chain back to a
plate where you can effectively operate on it.
. NOTE-  If the supplementary resources have been used, please continue reading the follow-
ing information. ’

Review, for a moment, the story of Bristol, who got behind in her duties because of her
lateness. This would clearly indicate a problem in attitudes and values as well as worlt habits.
With Bruce, the problem involved peer and supervisory adjustment, new roles, career planning, and

self-image. Holly’s basic problem revolved around automation and changing technology.

In all of these exercises try to remain aware of the categories the pioblems fall into, and you
will be(ab!e to deal with them more effectively on your own future jobs.

A -
/
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Case Study No. 2: Holly . .

v %
, SUPPLEMENTARY RESOURCES FOR STEP I-B
/ Page
Methods Sheet for Alternate Exercises ' 54
Case StudyNo. 1: Bruce . . . . . . . . . . . . .. . .. . . . . . ... 55
In;tructor’s Key' .
Case Study No. 1: Bruce .. e e e, . ... 57
ki
Case Study No. 2: Holly. . . . . . ST . . . . 59
Instructor’s Key
......... 61
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METHODS SHEET FOR SUPPLEMENTARY EXERCISES

<

Case Study No. 1: Bruce 5

Approximate time required - forty minutes

1.  Students will form into groups of approximately six each. The instructor will ask
students to read *‘Case Study No. 1: Bruce,” (p. 55 of the Student Guide) and allow
students time to complete the exercise. Remind students that the “Checklist,” (p. 46) ~
and “Categories of Symptoms” (pp. 42 and 43 of the Student Guide) will be heipful
for reference during the exercise (twenty minutes).

NOTE. If student progress is to be evaluated, the instructor will now turn back to the
Evaluation section for the appropriate methods to replace No. 2 of this section.

2. Wren stulents have comp'eted the “Case Study No. 1: Bruce,” discuss the answers using
the Teacher’s Key (p. 57), “Case Study No. l: Bruce” and accompanying transparency
(No. 5) - (twenty minutes).

“Hr

Case Study No. 2: Holly
Approximate time required - forty minutes

1. Students will furm into groups of approximately six each. The instzuctor will ask students
to read *‘Case Study No. 2. Holly,” (p. 59 of the Student Guide) and allo% students time
to complete the excrcise. Remind students that the *‘Checklist ” (p. 46) and “Categories
of Symptoms” (pp. 42 and 43 of the Student Guide) wil! be helpful fer reference during
the exercise (twenty minutes). »

NOTE. If student progress is to be evaluated, the instructor should now turn back {0 the
Evaluation section for the appropriate methods to replace No. 2 of this section.

2. When students have completed the “Case Study No. 2. Holly,” discuss the answers
using the Instructor’s Key, *‘Case Study No. 2. Holly" and accompanying transparency
(No. 6) - (twenty minutes). ‘
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CASE STUDY NO. 1: BRUCE R A

S

Using the Checklist fur reference, decide what part of the problem each element in the following
case study represents. Use the code provided on the Checklist when recording your answers. Be
sure to read through the entire case study before trying to answer. Also, use the questions on the
Checklist as guides in determining your answers. Avoid reading additional elements into the case
study.

Bruce has a proble.:. What itis, he isn’t sure. For about six months since graduating from high
school, he has been working as a clerk in the American Manufacturing Company. Last Munday
morning his Yoss came in to tell Bruce ke was promoting him to senior-clerk status which, Bruce A
knew, invulved additional respunsibilities. In considering these additional resnonsibilities he began
to feel uncomfortable and made a number of errors on his records. While driving home that evening,
he began to think about what his boss had told him that morning and became upset. He drove
through a red light and, as a result, narrowly avoided an accident.

Element C,S,orB

£
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- " INSTRUCTOR’S KEY
CASE STUDY NO. 1: BRUCE : : )

(to be used with transparency)

Note to the instructor-  Please stress the following iriformation: All of the so-called answers are
¢ nothing more than interpretations of the case studies. There is no one -
“correct” set of answers. The students’ outlook on the problem sjtuation is
the most important thing. As long as they are able to trace a chain of causes
and symptoms in any job adjustment problem they may encounier, they
will have taken one of the first steps toward solving that problem. If
students have questions about the answers, you may want to discuss them,

“s

1. Rece}ving promotion to semnior-clerk status ' C
2. Receiving additional resvonsibilities B
3.  Considering the additiona! :ésponsibilities - - B
4. Beginning to feel uncomfortable S ’ B.
5. Making a number of errors ) ’ S
6. Thinking about what his bsss told him . B
7. Becoming upset ' B
8. ' Driving through a red light ’ o B

9.  Narrowly avoiding an accident

1. Receiving promction to senior-clerk status

’

For Bruce, this is part of the overall problem. It is not a symptom of anything since the
story does not indicate what might have caused the boss to congider a promotion. The facts
mentioned earlier in the story are irrelevant since we are not told, for example, what working
for six months or being a high schonl graduate has to do with his problem.” You might infer
that these or other elements affect the problem in some 'way, but this is not the same as just
analyzing the facts given you in Jhe story.
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Receiving additional responsibilities

This is tricky! We know that the promotion involves additional responsibilities but this
may bexnothing more than a simple fact and, therefore, irrelevant in the chain of causes and -
symptoms. On the other hand, we do know that it most probably caused Bruce’s considera-

tion of the responsibilities and may wish to be the result of the talk the boss had with Bruce.

Consideriflg the additional responsibilities

This element is a symptom caused by the additic.nal responsibilities which, in turn,
caused Bruce to feel uncomfortable.

Beginning to feel uncomfortable

This definitely appears to be a symptom of the previous element and a czuse of the
errors.

Making a number of errors

As stated in the story, this is a result,of feeling uncomfortable. g

Thinking about what his boss told him .

This was most probably prompted by his boss telling him about his possible promotion.

This, in turn, led him to be¢ome upsetg;
Becoming upset

This is the result of thinking about what his boss said, and probably cgused lnm to dnve
through a red light.

' .
3

Driving through a red light ) ' .

’ AR}
R .

Here is a;gn of at least one cause (see 6 and 7 above) which led him to narré\wlv avoid -

an accident. Note that this is an obvious example of how an on the job probl‘em can affect
the worker in an off the job situation.

Narrowly avoiding an accident T .

This, also, is a sign of the overall problem.’

en
o
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CASE STUDY NO. 2: H-OLL‘Y

. +
.

N .
~ . -
y .

-Using the Checklist for reference, decide what part of the problem each element in the case
stl}x?: below represents. Use the code provxded on the Checklist when recording your answers.
Be sure o read through the entire case study before trymg to answer. Avoid reading additional

elements into the case study J

.

<

Ho !y is very good at cperating the keypunch machine and enjoys her work. When the com-.
pany sh n<or1<s for swiiched to rhe la st model, she became confused. Contributing to the problem
at the same time was a move wa larger office. Because of he: confusion and the nojse of the machines,

", ~» she made many mistakes which, in turn, produced a headache. .

a Element C,S,orB
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\, INSTRUCTUR'S KEY
N

CASii,\gTUDY NO. 2: HOLLY

’ (to be used with transparency)

; Note to the instructor. It should be stressed that all of the so-called answers are nothing more
- than interpretations of the case studies. There is no one “correct” set
of answers. The student’s outlook on the problem situation is the most
important thing. Aslong as they are able to trace a chain of causes and
P symptoms in any job adjustment problem they might encounter, they
e > will have taken one of the first steps toward solving that problem.

: If students have questions about the answers provided, you may want

’ to discuss them.

Flement G, S.orB ;

[y

Switching to the latest model C
C

2. Moving to a larger office

3. Becorming confused . 8
4. Noise of the mach.ines C
5. . Making many mistakes B I
6. Headache . s

1. Switching to the latest model

This is the initial cause of Holly’s problem since it produced the effect of her confusion.

2. Moving toa larger office

This is also related to her confusion.

3. Becoming confused

4

This is a sign of the problem (performance or psychological sy mptom) as well as 4 cause
of her making mistakes.




-

Noise of the machines Lo

-

. . . This is an added ¢ause contributing to Holly making mistakes.

ot
1y

5. Making maﬁy mistakes

This is a performance symptom as well as a cause of Holly’s headache.

o

Headache

This is a somatic symptom of the overall problem.
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STEP I-C

INFORMATION SOURCES FOR PROBLEM IDENTIFICATION

Lectureite No. 1 . .

Discussion Questions (before role-playing) .
Role-Playing Situation and Identification Cards (6 in all)
Discussion Questions (.iifter role-playing) .

Statement (before brainstorming)

Lecturette No. 2 . . .

Leciurette No. 3 . .

Case Study: Mary Martin

Information Sources Rating Scale (transparency)
Information Sources Rating Scale Instructor’s Key .
C;)ncludihg Statem‘ent )

Outline (Step I-C of the Five-Step Problem Solving Approach)
Supplementary .Resources for Step 1

Methods Sheet for Supplementary Exercise
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v STEP I.C
INFORMATION SOURCES FOR PROBLEM IDENTIFICATION
The intent of this step is to acquaint the students with the importance and types of informa-
tion sources that can be used in diagnosing a job adjustment problem. The students vl also be

exposed to a procedure for evaluat.ng the potential benefits of each information suurce.

Criterion Objective 11

Students will correctly apply each step of the five-step problem solving approach for
solving work entry and job adjustment problems,

Enabling Objective

At the conclusion of this unit, students will:

1. List the two general sources of information for work entr, and job adjustment
problem identification.

Categorize at least two sources of information from a given case study in terms
of rating the accessibility and value of the source for problem identification.

XN

Group Size

The group size will vary with the different exercises. See the Methods section for
specific group size.

Resources
1.  Lecturette Nu. 1 (pp. 68-69)
2. Discussion Questions (before role-playing, p. 70)
3. Copy of Role-Playing Situation (p. 71)
4. Student Guides for all students
. 5. One set of Role-Playing Identification Cards for each group (pp. 73-78)
6. Discussion Questions (after role playing, p. 79)

7. Lecturette No. 2 (pp. 81-82)
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8. Statement (before brainstorming, p. 79)
9. Information Sources Rating Scale (transparengy)
10. Grease pencils and cheesecloth for erasing

11. Chalkboard and chalk or newsprint and marking pen

-

1Z. Lecturette Nq. 3 (pp. 82-83)

13. Copy of Case Study: Mary Martin (p. 84)

14, Copies of Information Sources Rating Scale for all students (pp. 85-86)
15. Concluding Statement (p. 88)

16. Outline (step I-C of the Five-Step Problem Solving Approach, p. 89)

Evaluation

For purposes of evaluation of this step the instructor mas collect the “Information
Sources Rating Scale” from each student after completion of step Nu. 16 of the Methods
section (the rating of choices of information sources for the Mary Martin case study).
The instructor should collect the individual rating scales before the students dis-
cuss their choices with the other group members to reach the group consensus., The in-
structor may also collect the group consensus, additional rating scales from the group
reporters for any overall group comparisons. Although no “correct” answers are pro-
vided, there are some sources more nearly correct than others. It will be up to the dis-
cretion of the instractor to decide which of the student’s rating of information sources
are most appropriate.

Additional evaluative information may be obtained from the review of the student’s
use of “Information Source<” in their problem diagnosis (Step 1) section of their own
mini-case study writing exercise. Note. This particular evaluation will only be possible
if the Supplementary Exercises are used. :

Methods
Phase I: Approximate time required - forty minutes

1. The structor will present Lecturette No. 1 explaining the importance of infor-
mation in diagnosing a problem (five minutes).

2. The instructor will lead a discussion using disc ussion questions (before role-
playing) on the importance of information (five minutes).

3. Tue stadents will move their chairs or desks into groups of six, while the n-
structor hands out one set of the Role-Playing ldentification Cards (six cards
in each set) to each group. In the groups, each student will receive a
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Role-Playing Identification Card which is to be folded in half with the

*character’s name facing the group. The students will refer to thg]Student

Guides (p. 71) for the'role-playing situation. Allow students a mihute or two
to read the description of their character which is printed or the reverse of
the Identification Card (the insiructor should emphasize that the students
are not'to show or in any way relate the information on their cards to the
other group members cxcept as it becomes known in the exercise).

The instructor will lead a discussion using the discussion questions {after role-
playing) - (five minutes).

The instructor will read the statement (before brainstorming) explaining the
brainstorming exeicise. The instructor will then lead the brainstorming exer-
cise to encourage discussion to elicit examples of information sources, which
could be used both by Kim (in the role-playing situaticn) and in general,

to help with problem diagnosis or identification. These sources should be
recorded on either the chalkbeard or newsprint and retained for later us
{fifteen minutes).

NOTE: The instructor must decide to stop or continue with the brainstorming

exercise as he/she sees fit, based on the time remaining or student"
interest.

‘Phase 11: Approx'imate time required - forty-five minutes

6.

The instructor will present Lecturette No. Z explaining how information

sources are to be evaluated for their worth in identifying problems (five
minutes).

The instructor will have students select about five of the information
sources from the list generated in No. 5 above that they feel are the other
sources Kini couid have used to help identify the problem. The instructor
or a student should use a grease pencil to record these five sources on the
Information Sources Rating Scale (transparency) in the column, entitled
“Source of Information.” Using the definitions provided in Lecturette

No. 2, the instructor will legd students in a discussion of ratings in terms of
accessibility and value for each of the five sourzes. The rating decided upon
for each should be reco, ied on the Information Suurces Rating Scale (trans-
parency). When the ratings are determined, students should then rank the

best and second best source. The top two ranked sources will be recorded
(No. 1 and No. 2) - (fifteen minutes).

Fellowing the ratings, the instructor will preseni Lecturette No. 3 explaining
individual considerations in selection of information sources {five minutes).

The students in each group should pick a person to serve as veporter for the

group.
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10. The irstructor will hand out copies of the Information Sources Rating Scale . .
to each student. An additional copy of the Rating Scale should be given to
the reporters of each group. The instructor will then explain that students
are to read the case study (refer to Student Guide p. 84) and rate their choices
of information sources for Mary Martin. When all students in the group are
finished, the group members are to discuss their choices, with the reporter
recording the group’s decisions on the additional Rating Scale (fifteen minutes).
If they wish, although it is not required, stv-.ents may rank order all of their
sources of information. ' ) .

7

11. The instructor will read the concluding statement on p. 88 unless the
Supplementary Resources are used in which case the statement will be
read at the conclusion of the appendicized resources (two minutes).

NOTE: I time permits, the instructor may ask the reporter for each group to -
report to the entire class the group’s top two sources and the reasons
:, for selecting vuem. The instructor will then lead a discussion of the
sources in an attempt to reach an entire class consensas.
1)
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Aruitoxt provided by Eic:

LECTURETTE NO. 1

‘Note to the instructor.  This lecturette may be presented as is or it may be expanded

or further developed as vou see fit.

Now that y uu have had sume expuosure to the relationship of causes and symptoms in a problem,
there may be times whea you feel that you yourself may have a problem, or at least the symptoms
«f what could be a problem. Sometimes you are not really sure whether there is a real problem, or
that it is your problem. .

For example, you are working in a machine shop and you have just been me. ! to a new )
machine You get started and everything is going well, but you notice that the machine makes a
weird noise after evey ten or twelve Operations. This is a symptom of what could pe a problem.
You don’t knuw whether it (the noise) occurs because of sumething you are doing wrong (which
means it is y our problem) ur whether it is the way the machine is .?uppu.scd to work (which means
it's not areal problem) In asituation iihe this, what v..e needs is additional information to help
him/ her better understand the sit .ation and the symptoms that he,'she is experiencing.

Information is une of *he important elements needed in problem identification. Information
sources «an be separaied into two categories. (1) people, and (2) places. There may be times when
it will be necessary for you to segh infurmation to further identify the problem from each of these
sources (people, place«),

In any given instance of tryving to identify « problem you may find that vne source can give
you only a partiad amount of information and that l;} going to vther suurces (people, piaces) 4 ou
may be able to prece the problen: together. This will depend upon the magnitude (size) of the prob-
letn, and your abihity m seeking different sources of information to identify it.

The following role-playing demonstration i.nvulving Kim and the Bouss is to be thought of ¢ une
of those situations where information is needed for further problem identification. There are many
problems, or what mayv looh hle problems, that are not so simple as the role-playing example. but
the same approaches can be followed in about all cases. ¢

Make sure, in assizming student roles, that the individual assigned to play Kim s an extrovert

and that the other ectors fit their respective roles in personality.

~




NOTE: This role-playing demonstration will show only that information is important in
problem identification. It is not designed to show how information centributes to

problem solution. This fact should be emphasized 1o the cluss.
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DISCUSSION QUESTIONS

(before role-playing)

Note to the instructor  The following questions are only suggestions. Feel free to expand or
include questions of your own.

1. Describe any situation(s) in which you were unsure as to whether or not you had a
problem or that it was your problem.

- -

NO'I‘F' The instructor may use the following situation as an example for further discussion.

You may walk into the office one morning and notice that when you greet one co-worker,\
your greeting is ~ot re‘urned, when y ou speak to anuther colleague, he mumbles something you
don’t understand, "1t vou feel it was an unfriendly remark, and when you discuss your work with
your supervisor, he doesnt seem enthusiastic about it an.d gives you only neutral comments.

.2

2. Are these perceptions all related, 4iid do you hae a problem or are they just scattered
occurrences, which you have misinterpreted?

3. Into what distinct resource categories can you put information? )
Lxamples
People: Shop steward, supervisor, cbunselor, colleagues
Places:  Organizations, agencies, manuals, files, personnel offices

4. Describe a problem situation for which you don’t need any information.

5. Is it sometimes better 1o remain ignorant of the facts and or the opinions of others than
to have this information concerning a problem? Why?

We are now goiLg to do a role-playing exercise  What we mean is that you will al! assume the
parts of fictional characters. You will play the roles of these characters. You will receive a descrip-
tion of your character and y ou must act in accordance vith that description. Remember vou are
free to say anything as long as it follows your character’s role.

(i
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ROLE-PLAYING SITUATION

Kim is a young draftsperson at Builders® Associates. Kim’s boss has been standing around the

desk a lot lately and watching him.her. Kim feels that it is strange since the boss has never behaved

like this before. As aresult, Kim is very nervous in his, her work and realizes that his‘her nen ous-

ness might represent a symptum of a job problem. Kim needs to know whether there is some cause

fo;,ﬂ.e boss’ behavior in order to determine whether he,she actually has a job problem or has merely
misinterpreted the boss” behavior.

In order to clarify this situation, Kim could t.'k to the boss or perhaps his/her co- workers.

» The boss, however, is out of the office for the res. uf the day, and Kim is so worrieri that even work-

ing becomes difficult until he/she knows why the boss is acting this way.

The following sources of information are now available to Kim:

Allan - ayoung draftsman ’
Linda - adraftswoman
Bob — asenior draftsman )
Cindy —  the boss’ secretary
) Jean - a person who works in the company personnel office
Note to the instructor The situation will require Kim to get a bi. ol importaht information

from selected members of the group. The group will not be able to

give him 'her all the information needed to answer his/her questions,

but 1t will show how many different sources he/she can choose from and
what help they can give.

~




- {fold on dotted line)
KM
- WHO YOU ARE  You are a young draftsperson in the drafting department of Builders' Associates,

. Your boss has been coming over to your desk and standing over you lately. He, she doesn't say
anything but just seems to be watching you. This behavior is making you very pervous.

YOUR PART-  You may describe the situation and ask any one or all of the persons in your
group for opimions on the boss™ hehavior. You are looking for information in order to
determine vchether there is a problem and, if so, what it is.

HOW TO DOIT Sii e you need the co-workers’ information to help you determine the boss' be-
" havior, it will be up t9 vou whom vou will contact and how many times you go to eacl: erscn for
help You may stop 1™ .und when you feel you have determned the reasons for the boss' behavior.

Some questions you might ask

Can vou tell me what the boss s really like”

Should I go ask him herif there 1s anvthing wrong? . *
Should I tryv to forget it”

Has this ever happened to vou”

X
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{fold on dotted line)

WHO YOU ARE.  You are a seniot draftsman in the drafting department of Builders' Associates.
You have worked there twenty vears. You like Kim and want her hiin to be
a very successful draftsperson.

YOUR PART You know that when the buss is upset with someone he stands arouad and
watches that person. You can tell Kim about this, but you don’t knew why
the boss is upset with him/her.

HOW TO BV i, You like Kim and want to help. You also want the group to work together
su yout may help Kim get information from the other members of the group
by asking questions that you thiuk will help.




(fold on dotted line)

WHO YOU ARE:

YOUR PART:

HOW TO DO IT

LINDA

You are a young draftswoman in the drafting-department of Builders’
Associates. You started workirg the same day Kim did. You really don’t
like Kiin very much. N
You will tell Kim that the boss has told you several people have been coming
in late, leaving early, and taking extra time at breaks and lunch. The boss
seemed pretty upset about this, but he didn’t say vho the people were.

You can act your part otit any way you wish. Remember, you don’t like Kim
and want him/her td know it. For example, you may pick on him/her, laugh
at his/her story, or just talk about something else. You must give Kim the
information about what the oss told you if he/she asks you. .




...... Ye o e %2 e oo

(fold on .the dotted line)

WHO YOU ARE.

YOUR PART.

HGW TO DO IT.

. CINDY

You are the secretary to the boss of the drafting department. The boss tells
you generally what’s on his mind. You like Kim and want to help.

You will tell Kim that you think the boss is un!. ippy with him/h‘er, but you
don’t know why. The boss had you pull Kim's personnel folder last week
and put it on his desk. )

You may act this out any way you wish. For example, you may tell Kim how
you feel about the boss’ likes and dislikes. Explain how he acts in different
situation. You may ask Kim questions, or help him/her ask the others ques-
tions. hpwever, the information you give him/her about his/her problem must
be limited to the information above.

{
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(fold on dotted line)

WHO YOU ARE.

VOUR PART

" HOW TO DO IT

You are a draftsman in the drafting department of Builders' Associates. You
are working in the same department and under the same boss as Kim. You
are the type of person who likes to keep up on all the office gossip.

You wi'l tell Kim that you overheard someone say that his/her production
has been down lately. You will also try to keep the other members of the
group involved in related chatter while Kim is trying to get information.

You may act your part out in any way you wish. You can ask Kim questicsis
or talk to him/her about other things but, the information you give hlm/her
about the problems must be limi. 2d to the information above.




{fcid on dotted line)

WHO YOU ARE:  You are working in the personnel office of Builders’ Associates, and you 5
handle all the husiness concerning the drafting department.

YOUR PART You know that Kim'’s boss has been in your office inquiring about Kim’s
past performance records, hut you don’t know why.

HOW TO DO IT. Yo are the type of person who doesn’t really care too much about other .
people’s problems. You will tell Kim about the boss coming around and

asking questions, but other thar that you have problems of your own that
you want to talk about and do ta:ik about.
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DISCUSSION QUESTIONS .

: « (after role-playing)

Note to the instructor. The followihg questions are only suggestions. I'eel free to expand or
include questions of your own.

1. Does Kim really have a problem? Why?

2. Do you feel you have identified the preblem? Why?

\ . e -

3. What could have happened if Kim had stopped after the first bit of information

. was received? CC .
P A -

4.  Are you satisfied or dissatisfi 1 with the in‘f<<rmation you obtained? Why?

5. Which job adjustment problem categories do ybu think Kim’s problem falls under:
(Appropriate categories: Getting along with the boss, communication)?

\

-

STATEMENT

(before brainstorming) N

Now that we have identificd and vvaiuated Kin:’s problem, let us now try to brainstorm what
some of the other pussible sources are which one could use 'fur problem identification, and also see
whether any of these would help Kim in further identifying the problem with the buss. There ;hoald be
no criticism or'eVdiuatiun of ideas no matter Lhow wild or far out they may seem. The most impor-
tant thing we are looking for is quantity. Remember, there are two categories of sources of infor-
mation. (1) people, such as co-workers, and (2) places or things, such as a personnel office or,

company procedural manual.

('-‘




from two standpoints: accessibility and value.

7
, |
LECTURETTE NO. 2
.- . !
Note to the instructor: . This lecturette may be presented as is or it may be expanded )
, or further developed as you see fit.
/’— . .,:;

Since we have a list of possible sources Kim can use for problem identificatjon, let us now
look at each one in terms of its worth for identifying his/her problem. In other ,iwords, wha. one
source can do that the others cannot. o o

When we are looking at a particalar source (be it « person or a place), we t%an evaluate it
;

(1) Accessibility. For exdmple, you have a problam that needs to be idqhtified and you know
that you old school instructor would krow the answer, but t e is out of town for the rest of the
week and you need to have the problem identified in the next day or so. Obyiously, this is a good
source, but not accessible for your needs. j . /

There are physical and attitudinal aspects of accessibility. We are fdﬂ:l“j«'ﬂ' with the condition /
that s. meone is not physicaliy accessible. the bouss is out of town, his secretary is out to lunch, the
boss’ ussistant 1s in conference, and where are you? You are in a jam, holdirllg the bag, because you

need information now and cannot get it. ) ) .

————

But v.nat anout attitudinal accessibility? You may know whom to as# and what to ask that -
person, but you do not dy it because you feel uncomfortable abou & approz;ching him/her. You are
are afraid to ask the buss..you do not want to start anything with one of your colleagues, or give
the group somd};ing to gossip about. You may not ask a colleague for help because that person
is from a different S.Uddl group, and you do nut think that he or she ca}x understand your problems.
You may not gu to the ukmhré;;Eeiéhlétive becauze you do not want to get involved with contro-

versial matter. You may avoid aski- the boss’ secretary about the boss’ policies because you do not

want to seem sneaky. Thus, some: -ces of information may be physically accessible, but they
m.«¥ seem psychologically inaccess;.  .ecause of your own attitude regarding those sources.
A

P
te
L9
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Aruitoxt provided by Eic:

(2) Value. How valuable is the inform.ation that we can get from a particular source? A co-
worker may I ¢ some infurmation for your problem, but the boss may ve able to give y ou more
valuable information about 1tf he is closer to the problem. We should try to go to the best source
that can give us the most valuable information. The value of the information is determined by it..
atcuracy and utilii_\. We need infurmation that is accurate because talse informatior. may lead us
antray and confuse the problem rather than clanfy it. Information must also bé aseful for our pur-
puses. |t will be of no use to find vut that your job is in jeopardy unless you also find out why.
Thus, the value of the source depends on how eorrect and useful the information is.

Let us look back at the case of Kim and his,her prol)lem. with the boss. We have listed several
additional sourves which Kim could vonsider other than the co-workers from whom he,she gathered
iMtormation Jdunng the role-play ing exercise. Now, we must evaluate the worth of cach u'f these
sotirc s i terms of value and accessibility in order to determine which ones would be the best
sources for Kim to use in diagnosing his'her problem. For this evaluation, we will use an Infcr-

mation Sources Rating Scale (show transpareney).

-~

LECTURETTE NO. 3

Note to the instructor. This lecturette may be presented as is.or it may be eapanded

or further developed as you see fit.

A1

.
«

Nuw that we have identified sume information spurces for problem identification, we see
that 1t 15 aot only mportant to have information, but it is also important to know that different
sourees can Jdo different things for different people, and different sourees can have different values
tor different people. For example, took at the situation of Kim and the boss.

In ordet to help Kim understand the boss® behavior, the best source of informiation would be
thie boss, It Kim could have talked to the boss, the information that he/she recenved would have
had ditterent value than the opmons received from the co-viorhers For example, Kim could
have stopped gathennmye mformiation after talking with tae boss and probably would have had o

better understanding of all the ddterent elements invol od i the problens Also hie she would not

have had to consider whether the intormation received was valid oy rot,
L]




Other considerations one should considar or possible reasons for selecting nformation sources
" follow: N
1. Attitude: Both yours and that of the information source. You may not like your
co-worker or he/she may not like or, get along with you, and this attitude could affect
the information given, or the way it is received. \
2. Peer Pressure: You may not want to get information from one of the older co-workers -

or bosses because of what yp‘ur friends may say.

3. The Ability to Communicate with Someone: Thinking that you are not educated enough,
you are unwilling to talk to tke “big man.”

4. Rejection: You are afraid to ask questions for fear of being rejected.

5.  Perception of R.»eh‘g (hox;/ you see it): You don’t waht to ask the stock boy any questions

because you do not think he is high efough in the chain of command and, therefore, you
do not believe he knows what he is talking about. !

6. Trust and Politics: You are uncertain who will tell you the truth and who will gain from

giving you certain informadtion.

cr
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CASE STUDY: MARY MARTIN

Mary is a new &nployee who has recently graduated from high school and this is her first job.

Mary has heen working with this pany for about a month and a half and has recently heard

‘rumors about a possible layoffe”Mary has been talking to a number of her co-workers and has heard

the old rumor about “last hired, first fired” and this has disturbed her a great deal. She has also read
in the newspaper that a number of siinilar companies have been laying off a number of their workers.
She is worried about all of this because she is planning to buy a nzw+  and son.e other expensive
items. Obviously, she is somewhat concerned and upset because of the rumors and the possibility

of being laid off.

Recently she had a discussion v:ith .ier floor supervisor but nothing concrete was revgaled. The
following weekend she overheard her next-door neighbor, who works in a different department of
the same company, discussing with hex husband the possibility of her being laid off. At any rate,
Mary went ahead and decided to look at a new car. While she was talk'ing to the salesperson, she
happened to meation the. possibility of being laid off The salesperson told her not to worry about
these kind; of rumors because you heat them all the time.

Next Monday, Mary wént to her cSinpany’s credit union *5 apply {or a loan to buy her new
car. When she explained her concern with the possibility of a layoff to the secretary, the secretary .
suggested that Mary go to Ed Armstrong in t-he personnel office. By now, Mary had considered going
to the district manager’s office loc: ted downtown, but due to her working hours, she could not get
downtown before the main office closed. " _

Obviously Mary 's quite preoccupied with Her conczrns and needs some help. Putting yourself

in Mary’s place, what would you do? .

&£$F
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INFORMATION SOURCES RATING SCALE

Using the case study of Mary Martin for reference, evaluate the following sources of infor-
mation in terms of their accessihjlity and value for Mary’s problem.

Definitions

1. Accessibility  Is this source easily accessible for immediate problem identification?
: {e.g., easy to get to or reach).

2. Value of Source. s this source able to provide you with information for prob-
ferr identification even if it is not accessible; value means worth.

Ranking

After rating each source, please write the numver “1°" next o your choice of the best source
of information and "2’ next to vour second best choice.

YOU ARE TO TAKE ALL VARIABLES (ACCESSIBILITY: VALUE) INTO ACCOUNT WHEN
DETERMINING RANKING.

o




INFORMATION SOURCES R * TING SCALE (ISRS)

Value of Source

{please check one)

Source of Information

Accessibility

(ye.)

(no)

Very Average
Useful Usefulness

Least
Useful

Ranking
(top 2)

Co-worker

Supervisor

Newspaper

Neighbors

Salesperson

Secretary

Ed Armstrong

District Manager's Office

Others (not in story)

Safety Manual

Employment Office

A Dancing Instructor

Union Representative

54
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INFORMATION SOURCES -RATING SCALE (ISRS)

Instructor’s Key (éuggested answers)

Value of Source 1
(please cneck one)
#
. Accesibility Very Average Least Ranking
Source of Infermation (yeu) (no) Useful | Usefulness Useful (top 2)
—— - ] +
i
Co-worker v/ v 2
(suggested)
Supeivisor Vv v 2
(suggested)
v . / ’
Newspaper \ v
Neighbors \/' v
. N /
Salesperson N Vv
Secretary v v
Ed Armistrong \ v 1 .
Distri ¢ Manawer’'s (i1, e \ v
Others tnot in dtany) .
S
Safetv Monual v
. ‘ -
Emplovmont Gt V
S o oy -
Danairy Instrucion 4 §
o0 v N \/
Urion Represent, . N
3 M ]
— 1




CONCLUDING STATEMENT

Note to the instructor. Tkis statement may be presented as is or it may be expanded

or further developed as you sge fit.
Now that we have completed all of the exercises on informa%ion scurces for problem identifi-
cation, we see that for any given problem there is a need to seek information. The important thing
to remember 1s that you should always try o stop and ask yourself when you have a problem: (1)

Have ! 1dentified the problem, (Y y Do I need some mere information, and (3) Have | evalua'ted the

information and the sources from which the information was obtained?




OUTLINE

R

(Step I of the Five-Stepg Problem Solving Approach)

>

Steps: 1. 'DIAGNOSING THE PROBLEM .

2. Generaiing Solutions

Ny

3. Evaluating Solutions

4. Choosing Solutions
A e
5.  Testing th Solution S

We have now worked through ali the important pqrts {sub-steps) of DIAGNOSING THE
" PROBLEM. The parts of sub-parts included —

/

Ve
Pe)

‘' Part {A). to generate a list and de;eﬁ& some problems commonly known as job adjustment
t problems encountered in the transition from school to work; .
Part (B). tc detect situation or events that show job adjustment problems developing or de-
. veloped, to assure proper problem diagnosis;

Part (C). tu identify the causes and symptoms of a job adjustment problem to assure proper
problem diagnosis; and .

nart (). to seek the proper kind and amount of intormation for further probiem identifica-
tion.

.

lems. Nuw that you have properly diaguosed whdt thé problem is you will move on to step 2 of
the five-step dpprmch o

All of these parts {sub-steps) are used to help'you properly diagnose any job adjus.ment prob-
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METHODS SHEET FOR SUPPLEMENTARY EXERCISE

~

At this peint, the instructor may ask each student to develop his/iier own work entry

or job adjustment problem into a form of a case study. *.

Students will be asked to think and write about an actual problem each may have had

on either a part-time or full-time job. ’

If some students have had no work experiengg, ask them to relate a problem they mayv
have had at school with a teacher or counselor or a problem they may have had at home.
Students can be referred to their student outlines or student guide WEJAP categories

to help them consider possible problems. ‘ .

Have students go through all 3 phases of problem identification with their own problems:
early detection and proper diagnosis, causes and symptoms, and information sources.

If studer';ts Lave difficulty in sharir.¢ their own problems, form .small groups of students,

and ash cach group to select a problem they wish to deal with for the remainder of the

course. This should be a real problem that actually happened to one member of the

group.

~
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STEP II .
GENERATING SOLUTIONS )
? .
Page
Lecturette No. 1 . . . . . . . . . . . . . . . . . . . .. .. ..... 98
“Like it or riot, here it is!” problemsheets. . . . . . . .. . . . . . . . . ... 99
LecturetteNo. 2 . . . . . . . . . . . .. .. 101
“Discussion Questions . . . . . s . . ... .. .. L. L. .. ... 102 X

Concluding Statement . . . . . . .. . . . . . . . . . .. . . . . .. ... 108
Outline (Step 2 of ’the Five-Step Problem Solving Approach) . . . . . . . . . . . . . 105

Supplementary Resources for Step 1!
Methods Sheet for Supplementiry Exercise . . T 101
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. STEP Ii

x GENERATING SOLUTIONS

The intent of this step is to generate an extensive ntunber of ideas or solutions te a problem

and to process the results of the brainstorming sussion in terms of s,0als for dptimum problem solu-
tions. ' . :

Criterion Objective 11

Students will corrertly apply each step of the fiveste, problem solving approach for solv-
. ing work entry and job adiustment problems.

Enabling Objective

At the conciusion of this unit, students will:

1. Generate at least two possidle solutions tu a given work entry or job adjust-
ment problem.
t
2. Select a jeast one appropriate goal for a selution tc a work entry or job
adjustmens problem.

. 5. Ideatify the purpose of generating solutions 1o a work entry o1 job adjustment
problem.
Group Size
¢ : B - -
Large groups will be broken down inlo smmsli groups of approximately .
- six each. o . . .
<.« Besources: . Coror - - )

e e,

1..  Paper ¢nd pencil for esch grouy )

2. Chalkboacd and chalk

-
. N 3.+ lecturaite No. 1{p. 9
t ..
R ) 4. Rtudent Cuides
SR .
o :

ERIC -

) .
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5. Lecturette No. | (p. 101) . ) -

6. Discussion Questions (p. 102)
7. Concludiug Statement (p. 103)’ ~

8.  Outline of the five-step problem solving approach (p. 105)

-

9. Supplementary Resources (p. 107£f)
52 N

Methods: )

Apgproximate time required - forty minutes

’ 1. Groups of approximately six eagh are formed, each group is asked to select a reporter.

2. ‘The instructor asks groups to form small circles with 'helr chairs and asks the
porter to record gvery idea genepte(l by the group. : - (%

3. The instructor then reads Lecturette No. 1. v -

1. The instructor selects at least one of the possible problem situations to work ‘on and
[instrugts each group as to wiich page of the Student Guide to use (pp. 99-100).
More than one story may be used in combination in which case select either 1 and 2,
{ and 4,2 and 3, 3 and 4, any 3 or all 4 stoneq

o~

NOTE: Dlscusaiun questions may be used here or after any of the following points.

5. When ready to begin, the instructor emphasizes the ground rules as follows. There
will be no criticism or evaluation during the brainstorming portion of the exercise;
far out ideas are encouraged as they may trigger more practical ideas for others, and
qguantity is the most important emphasis at tbis point (ten miputes).

6. ‘The instructor nowsreads Lectyrette No. 2.

7.° The instructor tells the groups that the ban or evaluation has - en Iifted and that they
are now to compare their idéas about solutions and their goals to come up with the
“best’” solutions. "This is really an informal approach to evaluation but wiii serve as
** anintroduction to the following sections on evahmtln;, and chooslng.xoluuons {ten .
minutes). *

8. If there is any time rem(nn'n", the mstruator will ask everyone to return to one large
group. With the reporters acting as spokespersons for the groups, the instructor will

list all of their ideas on the board All participants are then asked to work together
to combine ideas. '

1

9  Theinstructor wnII ‘read the concluding statement on p. 103 unless the Supplementary
Resources are used in which case the statement will be read at the conclusion of the
appendicized rescurces (two minutes).

NOTE: Discussion qﬁeslions may be uset here.

37
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%
O . LECTURETTE NO. 1
" Note to the'instrustor: This lectureite may be presented as is or it may be expanded
% or further developed as you see fit.

¢

The purpuse of this exercise is to have you come up with as many possible solutions to a,given
problem as you (an. Do not worry about whether the solution you think of is too far out; it may
trigger viher ideas by other people. At the beginning, state as many ideas as you can think of, we
will worry about how they work later. Quantity is tl;e most important thing. . .

Eor example, Ms. Bardot decides that her take-home pay (money) is nout.enough to pay all of
her bills. Possibie soiutions are as {milows:

(1) (etting a better paying job; F
() Asking her boss {or a raise; :
(3) Working overtime;

(4) Refusing-to pay any hills. ‘ . "

[

Obviously, sume of these sotutions aze better than otners but if you had stopped to talk about

. the first solution, yourmight not have thnurk! of any of the others listed.
_ All the information you need to gens ruie sulutions is in the story even though all the details

are not spelled out completely. Deal wit! e problems in any and gll ways that you can. You are

here only tu generate solutions, no criticisnn or evaluation of ideas is allowed as this time.

\

ot
N
[
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“LIKE IT OR NOT, HERE IT 15!

[y
b

You are a newly hired clerk in a deprtment store.. You have 2 headache, but lt is§ime for your
half hour lunch break.so things should 4{rk out. Three customers approdch you al the same
time; two of them seem to be in & huny. Your cash register has not heen working properly.

_You have your salesbook, pad, pencil, zr.d telephone to 1se. I ow wou!d you hardle the situa-

. 4
tion? -

nl " ¢ . . ‘ - N
NOTE. he basw problem here s to dec de what to o about the customers, using the inforraaiion

you have in the story s well as uny other material you feel important in solving the
problem. The job adjustnicst problem in the story invoivés both new roles as well as prior
work experience. Other categories may also apply but these are the two pnncnple cate-
gories.
You have been ia the se(,retarml poul uf the Brown and Williams Corpcration for the past nine
months, During this time you have been assigned to a numbey of executive: for brief periods
of time and your shorthand and typing ability have become very woli known. More and more
frequently the higher level private secretaries and executives ask for you by name. Finally, you
are asigned to two offices and can be Luzzed from either office. Unfortunately, you cannot
contact the offices so all communicitions 2o only one way. Nevertheless, you do your job
very efficiently and are happy with your work. Just after you begin your second year with the
company you learn you will be promoted to become a private secretary to Mr. Barnes,
one of the most active executives in the comvany. In this pesition, vou witl have the oppor
tunity to meet the many people who see Mr. Barnes each day. You will answer the telephone
and have two-way communication with yougsupervisor.

.~

The third day of your new job produces a variety of problems. A “Mr. Jones” calls for your
buss {at least that 1s what you think he said his name was) and you put him through just as a
young man walks into your office and momentanly distrac ts you. Unfortunately, “Mr. Jones”
was actually “Mr. Johnson” whom your boss was trying to avoid. Mr. Barnes becomes

very upset and tells you about it over the intercom, warning you that you had better

screen incoming calls more thoroughly ir the future. You then remember the impatient
voung man waiting to see Mr. Barnes, but you cannot remember his name and whether

you even asked him his purpose for seeing Mr. Bdrnes What can you do 1o avoid these
situations in the future?

I NOTE. There are twe. problems here. The first one is a lack of experience in handling communica-

ERIC

Aruitoxt provided by Eic:

tions from someone else to your boss and from your boss to other people (two-way com-
munication). The second problem is your lack of organization. The first obviously
involves the job adjustment category of communication while the second involves work
habits.

a9
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You dare a gas station attendant and the only person on duty when a customer drives in and
telis you his car con nelv < s whenever he comes to a complete stop. He says he was just
barely able to make it to your station before the car seemed to quit entirely. You know how |
to start working on his problem but when you go Lo the tuui box, you find it locked. Your
hass has the key, wut he is out of town. There is another station across the street but the
customer does not like to o business with that :ompany. Asyou are trying to decide what

tn do, three more cars pull in to get gas. What kappens now?

NOTE. The problem here is vne of time. The mechanical worh must be attended to as well as

scrvice Lo the uther customers. The problem categories here are work habits as well as
work rules and standards. '

You ha.. been working as « nurse’s aide at General Hospital cur about a vear and have Leen
quite hoppy with your jub. Your immediate supervisor, Mrs., Venmillion, has been pieased with
yotir conscientious attitude but o little disappointed with your inxue.esing{z frequent absences.

Your ninesyear old son gets home from school about 3.30 in the aflernuen just about the same
time you must be at the hospital. Occasionally, your son has been picked up for loitering and
returned home by the police. You work until 11.30 p.m. and must continue your employment
in order to support y ourself and your so1. You are afraid of trouble with the juvenile authori-

ties, are concerned for the boy 's welfure, and are worred about your own absenteeism. What

can you do? -

NOTE.  The problem here is situational. The scheduling of y our hours to allow you to do an ade-

quate job as well as supervising y our son’s activities is most important. The problem ate-
Y . .
sories anvolved here are attitudes and values, work Labits, work rules and standards, and
+ family and personal situational adjustment.




LECTURETTE NQ. 2

Note to the instructor: This lecturette may be presented as is, or it may hé expanded

or further developed as ydu s2e fit.
N Y
In order to determine whether or not a solut.on to a problem is successful, it will be necessary
to decide what changes you want in your work situation. The particular changes you are trying
to produce should be the ideal or most desirable goals for your solution. For example, Ms. Bardot's

sjﬁgoal was to be able to ppy her bills. After you have attempted to solve the problem, compare the

In the “L;’ke it or not, here it is!” stories, y..u were given some experience in generating |
possible alterpative solutions. At this time, we would iike you to refer to those solutions and con-
sider some goals y ou wouid like tu see achievéd' The practice you are getting now is only a warm-up

=

actual results of the solution with your goals. >
L for your own jobs 1.1 the future.

Go back to the case studies you considered and discuss ¢wo to three goals you believe higaly

desirable in the particular problem given.

~
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. .
A .+ DISCUSSION QUESTIONS , g
[ 'A:‘
(during or after the generation of solutions) l
\ b
Note to the instructor: The following questions are only suggestions. Fee free to expand

\ or include questions of your own.

§

Is it possible for a given solution to be very desirable but not workable? Wh.y or why not?

In the story of the newly hired departme.tt store clerk, it may be most desirable to take care

of all the customers before going to lunch. However, if you are selling stoves and refrigerators,
it may take from a half hour to an hour to deal with one customer. Therefore, this solution .
is not very workable.

Among the suggestions of possible solutions are generally some information sources which may
lead to solutions but which are not solutions themselves. What are some of the information
sources suggested? How may they lead to actual solutions?

‘s
H
5

In the evaluation phase of this exercise, one important thing to stress is realism of implementing

a particular solution. Given any one of the solutions, consider whether it is possible to put it

touse. What are some probloms that may be encountered in putting it to use? :
! T

Of what value is the setting of goals? How many goals should you set up for a given problem?

"
¥



BLDTEEN

CONCLUDING STATEMENT )

Note to the instructor: This statement may be presented as is, or it may be expanded

or further developed as you see fit.

“

While considering what your accomplishments in this particular step were, try to keep them

in perspective. You initially diagnosed your problem and then were asked to generate some altet-

nate solutions and to develop goals against which you will eventually measure thege'golutions. Fie-

quently, it seems, people skip the diagnostic step and begin to try out whatever solution occurs to
them. With your new-found ability to consider the range of possible solutions to a particular job
adjustmer)t prc;blem (z:fter precisely identifying what the problem is), you will be effective in
eventadally solving that problem. .

In summary, try to think of the many differgnt possible solutions Lefore trying to proceed
with your problem; then you will be ready to iry the next step of the problem solving approach—

evaluation. .

103




OUTLINE

(Step 2 of the Five-Step Problem Solving Approach) - %

1. Diagnosing the Problem \ .

2. ' GENERATING SOLUTIONS

3.  Evaluating Solutions I S
4. Choosing Solutions . -
5. Testing the Solution ’ : . : . o

. L A «f
You have now worked through the two important phases of GENERATING SéLUTIQNS:

Part (A):  generating an extensive i:.umber.of alternative solutions to a work entry of jo,i;
' adjustment problem; and, -

¥
.

Part (B): establishing goals for the most desirable solution to a job ‘adjustment problen\l

.
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SUPPLEMENTARY RESOURCES FOR STEP II
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METHODS SHEET FOR SUPPLEMENTARY RESOURCES

.

. If the supplementary exercise for Step I was used, proceed with tha following:

1. Students will return to their own individual case studies or to the group case studies developed

at the end of Step L.

2. Students will then generate, in writing as individuals or as a group, as many possible solutions

" to the problems as time permits.
3. Volume of ideas, not solutions, should be encouraged at this point.
[}
%
- %
[3
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STEPS I & IV
EVALUATING AND CHOOSING SOLUTIONS

. Evaluating and Choosing Solutions .
Typical Room A:rangement
Lecturette: Evéluating Solutions

Igstructor’é Code,Sheet

%Qa:é‘Study No. 1: Kt;‘rt Ac;ams -
§°lutions-l e e e e e e e e e '. e e e e e co... 123 . g
Feasibility and Usefulness RatingSeale . . . . . . . . . . . . . . . .. ... I?g
Solution RankingScale . . . . . . . .. ... ... ... ... ..., 126

T Informatijon Sheets . . . . . . . . . . . . .. ... ... 12T

‘Instructor’sCodeSheet..........................137

Case Study No. 2: Joe Chamberlain . . . . . . w . . . o o o o ... .. 139

. EN © g
Solutions-2 . . . . . . .. L. s, 4 -
Feasibility and Usefulness Rating Scale .. 143
\ Solution RankingScale . . . . . . . .. .. .. ... ... Cee e -, 144
- Information Sheets . . . . . .. ... . ... .. 0000, M5
t DiscussionQuestions . . . . . . . . . .. <. . . . . . . ... ..... 153 '
I Concluding Statement . .. O &7

: Outline (Steps Il & 1V of Five-Step Problem Solving Approach) . . o v o . .. . 155 s
Suppiementary Resources for Steps JII & IV . ‘ o b - ) ‘

2 Methods Sheet for Supplementary Exercise. . . . . . . . . .. ... ... 159

102
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STEPS III & IV

A e 2 e
3

EVALUATING AND CHOOSING SOLUTIONS

The intent of this step will to have students describe and list available sources of informa-
tion necessary to implement a given solution to a problem. Students will also be able to rank given

O A A S, B Y

i solutions and choose a solution in terms of workability and usefulness. .
7, Criterion Objective II
; Students will correctly apply each step of the five-step problem solving approach for solv-

ing work entry and job adjustment problems.

v -

Enabling Objectives

At the conclusion of this unit, students will:

1. Identify the two considerations for seeking sources of information for solution eval-
uation. -

2. Identify the two considerations necessary in choosing a solution to a given problem.
* 8. Determine the workability and usefulness of at least two solutions to a work entry
or job adjustment problem in a given case study. )
4. Select from a list the reason information is sought aftef problem solutions have
been generated. - '

. § ¢ A
Group Size F

The entire class #

Resources

1. Diag;;ram of atypical room arrangementi (p. 115) 1

2. “In-basket” information sheets (pp. 127-136, 145-152)
. 3. ““Information station’; cards I
4. Student Guides »1\
5. Solution sets (3-per group, pp. 123-124, 141.142) o
103 :
112




.

e 6. Solutign Ranking Scale (SRS) for each reporter (p. 126 or 144) ,

7. Workability and Usefulness Rating Scale (WURS) for each student (small group
form, p. 125 or p. 143)

¢ . 8. Lecturette on evaluating solutions (p. 117-118)

9. Discussion Questions (p. 153)

#*
.. 10. Concluding Statement(p. 154) . .
i 11. Outline of the.five-g»tep problem solving approach (p. 155) o
& Evaluation

|
o

The instructor will have each student put his/her name on the solutions and WURS
" forms while reporters will write their group numbet and the names of group members on
the consensus form. The instructor will then collect these forms for evaluation. Suffi-
cient achieveiuent of the enabling objectlve is indicated when at least 75 percent of the
class list at least three appropriate sources of information on their solutions forms, cor-
rectly rank the top two choices on their WURS forms, and state on the back of the WURS
two reasons for the first-choice solution which include at least.one reference to the worka-
bility and usefulness*of that solution (five minutes).

Sepoper TS
3 T

Methods -
Phase I: Approximate time requifed - forty minutes

I 1. Students will be separated intp groups of six to nine and form small circles
" with*heir chairs or desks.

2.  Each group will sel.e.ct a reporter to record on the Solution Ranking Scale (SRS)

4. Each group will be asked to read one of the two case studies on p. 121 or
p. 139 of their Student Guide.

. the other group deals with the second. If there are only two groups, they
;. may also be divided into small groups of three or four each.

A typical arrangement might be as follows:

: 104

113

,j pp. 126, 144 the solution rankings for the group (five minutes).
/ 3. The instructor will explain the process of the exercise by reading the lecturette
with the students (ten minutes).

‘ NOTE: It is reconrmended that four groups be formed if at all possible., However, :—
: . two groups may be used with one group dealing with one case study while

o




A A R i B R e el T e L. T 7T L T T R et L R

. £}
8 -
~ s ) =
GROUP NUMBER . CASE STUDY - . SOLUTION SET
1 Kurt Adams ‘ A,B,C "
.2 " " JoeChamberlain , : A,B,C
N . 4 N v e 3
3 Joe Chamberlain D,EF 4
. . , . T g \
4 Kdrt Adams : D,E,F o
” 2, il 3
5.  Each member will select his/her first, second, and third choices for the three ‘ i
solutions given and'state on the back of the'WURS form two reasons for the ;
first-choice solution (ten minutes). . o o
3 & T .o
6.  Each group will then be asked to come to a consensus (not a majority vote)
on their three solutions as to rank (ten minutes). &
¥ “ - .
NOTE: If student progress is to be evaluated, the instructor will now turn back - -3
to the Evaluation section for the appropriate methods. LT
' . Phase II: Approximate time required - forty minutes = (E\., :
1. The instructor will return to students the forms that werp collected the pre- ‘ §
vious day (five minutes). . i
£ 2. Both groups (all 12) having the same case study will be asked to ge together,
£ discuss; evaluate, and defend their choices of solutions and rank them from i
one to six on the large group Solution Ranking Scale (SRS) - (flfteen mlnutes)
3. The discussion questions will be used to facilitate student interaction at this j
point (fifteen minutes). (
4. The instructor will read the conciuding statement and discuss if necessary the
outline of the five-step problem solving approach unless the alternate resources

are used, in which case the statement will be read at the conclusion of the ap- - i
pendicized materials (five mintites). -
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TYPICAL RBOM ARRANGEMENT . )
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* IX . ’ o

\ . El : ' v

-
-

- AW

Instructor’s Desk

1
II
111
Iv
-V
VI
Vil
VI
IX

I , vir s
| . . | S | AE
i ' :\
1) . Vi
N : SN
14" ! A%
- E 72

" LEGEND: [T = desks or chairs with appropriate information sheets L
=] = separate stacks of informaticn sheets . A

Information Station Signs and Appropriate Informat.on

Newspaper office - Fairwoods, Ga. clipping; Newbury clipping

Procedure manual - Procedure Manual and Introduction

Secretary s office - Sarah Stevens; memo Jan. 28; Sally Higgins

V. P.’s office - memo Jan. 31; memo Jan. 15

School - Teacher/Frincipal Dlalogue T

Supervisor’s office - Senior Supervisor William Boyd; Terry Willis; Earl Donovan
Psychologist’s office - Psychologist; memo Mar. 11

Home - Dialogue with 3 boys; Joe and wife

Neighbor - Neighbors

This diagram is not drawn to scale and is only meant to give a general representation of

-a room arrangement.
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LECTURETTE S
EVALUATING SOLUTIONS / :
Note to the instructor: This lecturette may be presented as it is of further developed

as you see fit. Since it is no longer than usual, the students
should read with the instructor.

In the next exercise, you will be evaluating and choosing solutions for a given problem. "You
will receive a case study and three possible solutions for solving the problem presented in the case
study. A number of information sources have been placed around the room. At each station you
will be able to choose certain pieces of paper containing information. Some information will apply
to .your problem and your solutions, and some will not. Your group is to read your ptoblem thor-
oughly and decide upon thefgources of information that may be helpful in evaluating your three
. solutions. Using the blank lines between each solution, list the possible “sources,” a§sigr. group
members to variousstations. Aftm: reading the information, the members will retvrn to t:he group.
Decide which information is important, and return to the group with that information (you may
take the paper containing the information back to the group). Keep in mind that som information
will apply to your problem and some v»;jll not. You must select and evaluate the information to the
best of your ability. \ .

When you have returned to your group, you will evaluate together each solution using the
information obtained from the sov:rcé and will then rank your firstﬁe‘éond, and third choices in
terms <;f workability and usefulness. Record your ratings on the Workability and Usefulness Rating
Scule (WUIiS) that each of you has. In other words, now that you have generated a number of
solutions for the problen, we want you to evaluate the worth of each solution. Each ,ulution should
be considered seriously regardless of how silly it may sound.

In a real situation, after you have gengrated a number of possible solutions for a particular
problem, you will usua'lly find that, simply by stopping to consider them, you will be able 10.
eliminate just about all of the useless ones while retaining two or three that may be the most work-
able and useful for you. It is with these two or three solutions that you will begin evaluation in a

formal or systematic way.
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As you no doubt have noticed, two new terms have been introduced that are quite important
wilen comidering the evaluation of solutions. The first term is workability. With you\r\situqtion and
and your personality, is it possible for you to carry out the particular sclition? Some questicns may
help you determine workability: Do my work environment and.emotional makeup allow mé todo
what tl:¢ soluticn calls for? Do I have the time? Wil the people involved cooperate? Will I need
any money? Will the solution involve trans:portgtfon? Is there transportation available? Am I the
type cf pefson who can carry out the solution? )

/Tlie other thing to consider when evaluating a solution is usefulness. Here, you may want to
ask'yourself: How usetul will this solution be for correcting my problem? Will the solution s;glve
the whole problem? Will it only partially solve the problem, only temporarily keeping the i)roblem
from becoming worsé, for me or/sgmeone else? .

You will want to pick ye/solution that best meets thc goals you have set up for changing the
siﬁation. You will be faced with a lot of different kinds of problems both on and off the job,
but the solutions you z:se to correct these problems can all be evaluate.é by considering these two -
terms: the workabi(t; of the solution., and the usefulness of the solution for solving your problem,

To revie\y,/ﬂere is what we want you to do:

While in your group, decide which information station it may he important to go to.

1.

2.  Go to the various information stations around the room.

3. Collect any and all information you feel may apply to your three solutions.

4.  Return to your group. '

5. Evaluate your solutions in terms of workability and usefulness for correcting this
problem.

Remember, everyone in your group has good ideas; therefore, do not simply take a vote on how to

A

rank solutions but try to reach zn agreement on ranking them. You wili be much further ahead if

you attempt to reach a consensus (agreement) o all of your choices. Good hunting!
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f INSTRUCTOR'S CODE SHEET

Case Study No. 1: Kurt Adams

Solution Applicable Information Sources h‘nplicati(‘)ns ;
// . . g
Supervisor’s Office (Senior Supervisor V‘/Jilliam Boyd) . o Neéa'.ive

>

e

W

z

St

s

P ST

None . ,Negat.év.e )

e
v
o W'

Cc - Secretary’s Office (Sarah Stevens) ) * Positive - o7

Y

ER

. D “ Vice President’s Office (Memorgndum -dJan, 31, }974) . , ) .Ne'gativ'e . y

i,
VA

[ S S P T Ty T W

. | Secretary’s Office (Memorandum - Jan. 28, 1974) . Positive :

., F Procgdure Manual o Negatiye

o
[4

i
=

r

x 8 Taen \

»% \
NOTE:  Fair Woods, Georgia, newspaper clipping applies to all solutions ingghis case /study. . 4
E— , ¥

The following information sources provide irrelevant information or have very low i
: applicability. . .
This sheet may serve as a key to solution ranking as the more (lppropnate (top ranking) ,
solutions are those whose dpplicable information sources carry positive 1mp1|catlom , ;
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./ . CASESTUDY NO.1: KURT ADAMS

Y, . ~ ’

ment there he is be mmng to feel uancomfortable jn his posmon. His probtem is, caused by a

5lack of commumcatxon with all his staff members except hls senior °upemsor from: whon; he has

re(.elved comp[ete cooperation. In order not to offend or alienate the- w0rkers in hls depanment

h SEhas hesitated to try the new approaches and better methods of orgamzatlon he feels are

v

' needed : ' . ' o
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{Use lines to indicate information sources necessary to implement each solution) A

-Possible solution A:

SOLUTIONS - 1 . .

Kurt calls a total staff meeting to get to know his staff members.

L

» °  "Possible solution B:

Kurt does nothing and continues to run things the way they have been
3 \
run.

N

Possible solution C-

1

Kurt has his secretary type a memo concerning the new office procedures
rules, and regulations and has it distributed to the staff members.

’

.

Q ‘ Lo~
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Possible solution D: Kurt selects two or three staff members whom he likes and places them Lo
i . .. T - -t
;- in positions of authority. "
5. .
-t
i i
> ° k
i . . ;
: Possible solution E Kurt allows the department to run the way it has been and works the AN
i changes in gradualiy. : ¢
PO Y - j
[ § H
3 3 . 54
= =
; - N . N a 7’; ’,’E
/ ;
Possible solution F: Kurt approaches his supervisors with his plans and his dilemma. He asks
., them to setAlp his procedures for him, making it seem that the procedures
‘ +  are being #mplemented {rom higher levels of administration. , k
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WORKABILITY AND USEFULNESS RATING SCALE (WURS)

.(Small group form)

L oene S
N L > NI, 0 Vo
N e TN 6 LN e s S ity o s0ls Soaber

1. \While in your graups, decide which information station may be important to to to.

v

4. Ré-\tum to your group.

2. §o to the various inforniation stations around the room. 4 Z
3. \ollect any and all information you feel may apply to your three solu@ions. _ B ’"2
!

5.  Evaluate your sulutions in terms of workability and usefulness for correcting this problem.

Definitions: ‘ '
—_— ; .

1.  Workability: With the physical situation and the personality of the character mvolved
is it possible for the solution to be carried out?

>

2. " Usefulness. The degree (most to least) to which the solution will correct the problem.

Rankmg: ,
: =t
After rating each source, pleagse write the number “1” next to your choice of the best solu-
tion, a 2" next to your second West choice, and a ““3” next to your third best choice. Please
keep both workability and usefdiness in mind when determining your rankings.

- Usefulness ‘ )
Workabilitly (please check one) ° Rank

Solution: (yes) (nd) " most average least Y (1,;%, or 3) . .

/ . \ . \ . ;

/ A .

,/ , © : \ "




SOLUTION RANKING SCALE (SRS)

o (Large group consensus furm)

Ranking:

Please write a ““1”" nex{to the group’s choice of the best solution, a “2" next to the second
best choice, and so on through the first six solutions. Keep both workability and usefulness in
mind when ranking and try to come to a group agreement based on the same reasons you selected

for your first set of rankings. | . .
v . ~ Solution Ranl'{ingil through‘\G) ..
i;: . - 3 A 4 *
B .
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NEWSPAPER CLIPPING
§ .

Fair Woods, Georgia, January 19

It was learned today that a division of .
Apex Industries will be laying off 30-
40% of their workforce. President of
Apgx,‘agoggce, Martin, indicated that

this was a direct result of cutbacks in
government spending. This will mean_

a minimum of 320 people in Fair Woods
*and the surrounding communities will be
without jobs. No immediate prospects
for rehiring will occur, a company spokes-
man said. However, a number of the er?
ployees who could be affected were inter-
viewed ‘with some surprising results.

" One employee indicated he felt the
contpany had mismanaged its funds and
would be forced to lay off its workers
because of it. Another man felt that
enough chartges could be made to keep
the employees on the job.

“Another company spokesman
stated that a new man had been trans-
ferred to.the Atlanta district office and
he hoped; that the policies instituted by
this man should swing the scales in favor
of the employees. What happens next
ill depend on which moves are made
fist and by whom.™
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L " PROCEDURE MANUAL

INTRODUCTION

v

’ In this book of general guidelines, you will find ; variety of company rules and policies. All

: . _ of them have been developed over many years of trial and error. That is not to say that they are

flawless or are to be followed exactly under all sets of circumstances. Indeed; there will be many

times when your own judgment and experience will be your best guide, HoweVer, all procedures
were designed with the idea of utilizing all resources maximally with a minimum of effort by all

concerned. If you use this book with these ideas in mind, you will help communication, production,

and each other. . -
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&

. Procedure Manual : .
2-17-72 ) ' :
page three i

Rule 11-b. ° Staff/Supervisory Procedures

’

No higher level supervisor shall-initiate procedures and policies that were not
formulated and implemented at the appropriate sub-level. The only exception to
this rule shall be that which concerns overall company policy-and directions which
shall be initiated only at top management level. ~

:\'71
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SECRETARY -SARAH STEVENS

-

A."

Respbhsibilities: Standard secretarial duties such as typing, filing, answering the phone, and
. so forth.

-

E -3

Sarah is quite efficient and has never complained when put under pressure to complete extra
duties orstay late. As aresult, many people have comv to depend on her rehabxhty and perform-
ance. Her ability as a typist is unquestioned and she handles dictation very well.

-
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MEMORANDUM

DATE: January 28, 1974 DISTRIBUTION: =
TO: All Staff :
" FROM: Kurt B. Adams '

SUBJECT: : . .

I am pleased to be here and am looking forward to working closely with you. Over the next
few months I will be working '.ard to orient myself to the goals and procedures that have been
" used in the past. I hope to be able to make seme relevant suggestions at various times in the future.

M
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. . SECRETARY - SALLY HIGGINS o

Responsibilities: Receptionist, typing, and filing.

. Sally is a person who epjoys getting involved in a variety of activities including the office bowl-
. , ing league as well as community affairs such as volunteer work at the Red Cross. Often, she can be
) P found in the coffee break room or chatting with one of the other secretaries. She likes the company.
- she works for but does not like her specific duties as a secretary because she does not like to file

and type.

= lla‘)
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MEMORANDUM

-
DATE: 9@% /) /1974 DISTRIBUTION:

TO: - % ZMM/,MM

Yot &8 dolarma

FROM:

* SUBJECT: %




SENIOR SUPERVISOR - WILLIAM BOYD

Responsibilities:  Organizes, conducts, and supervises all staff functions.

Bill has been with the company for fourteer. years and ¢ very conscientious. .He knows his
job well and is aware of the functions, strengths, and weaknesses of the staff. He has the authority
to stop production in order to have a staff develcpment meeting. He is usually aiways available for
staff problems on Wednesdays and Thursdays from 3 p.m. to 5 p.m.; however, it f’enerally takes a
month or two Lo set up a meecing.
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SUPERVISOR - EARL DONOVAN

-1
2

>

«©

Oversees company operations.

. Earl has a motto hanging above his desk that states:

“NO PROBLEM TOO RIG,

123

135

"

. NO PROBLEM TOO SMALL, WE HANDLE THEM ALL.”

o
3

He enjoys working hard and likes to have the people underhim do the same thing. Ina
recent review and evaluation he was quite pleased to learn that his section was rated very high
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' MEMORANDUM

.ﬁ‘ h . v P :
DATE: January 15, 1974 <. ! DISTRIBUTION: ;

" T0: All Staff

FROM: J. Perman, Vice President

S

SUBJECT: Compén,y Layoffs

Due to cutbacks in government spending we anticipate a temporary reduction in our work-
force of about 30-40 percent. However we will have a new man coming from Columbus, Ohio,
who should be very helpful in preventing and/or alleviating this potential problem. We will do
all in our power to make this reduction as teraporary as possible. ’

.
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3 . - INSTRUCTOR’S CODE SHEET
i el . . . Case Study No. 2: Joe Chamberlain
* . . ’ . . . )
. Solution Applicable Information Sources - * - Implications
;‘ A Supervisor’s Office (Terry Willis) Positive R
‘ B Supdrvisor’s Office (Terry Willis) 3 ‘ ’ Positive
2 School (Teacher/principal dialogue) Positive
i C Home (Dialogue with three boys) Negative T3
gre b4 ¢
3;«.‘ L4 ‘ 4
D Neighbors . ' Neutral T
H 3
: - - . 3
. E Newspaper (Newbury) “ Negative - :
m. ﬁ \ . i];
F Home (Joe and wife) Positive :
. 3,
NOTE: The following information sources provide irrelevant information or have very low
: applicability: ~.1‘
Psychologist ) ‘
) .= Memorandum - March 11, 1974 1
; This sheet may serve as a key to solution ranking as the more appropriate (top ranking)
solutions are those whose applicable information sources carry positive implications.
; , i
#* : ‘
- &
) * . * £;$
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CASE STUDY NO. 2: JOE CHAMBERLAIN )

4
.

Joe has had his job i ina bakery for eight or nine years. jHlS dutles there are to prepare the
tmal phase of the baking process and to make sure the ovens are in good working order. Although
he has done well in his job, he'is faced with an overwhelming problem. ~ :

Hls 13-year-old son has been having some sort of trouble at school, and,dunng the past three
,lrronths Joe has been called to the phone perlodlcally concerning the boy s unruly behavxor
On occas'lon, it has eveh been necessary for Joe to, leave his job and go to the-school to'get his son. .
Obwously, this matter has created trouble at work as wellﬁ_as with his wife and the, schooI Joeis

a concerned individual, worrled both dbout his jc Job and hxs c}uld s educatlon. He feelethe school
-Tned mndivic

and the teaching staff are good but he is unable to understand the problem hls sonehas been havmg

;’, Joe’s supervnsor is understandlng about the situation and _believes Joe has a legltlmate reason
for being away from his job. However, he realizes that when Joe leaves, alarge part of the operation
etops Lately, Joe has noticed that his supervisor seems dlssatlsfled with him. He would like to

correct the situation at work and at his son’s school! What should he do?
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/SOLU’I‘IO’NS - %
(Use lines for any notes you may want to make) !

~
.

Possible solution A: Joe can switch to the night shift so he will be home during the daytime.

” ‘A& f

» 3 N .”g

- ) i

- : * i :':,;;
¥ o i Jee
19 - o
7 Possible’solution B: Joe can take a day off work in order to meet with the school psychologist.
5, RN teacher, and/or principal. . o
‘ " -
- ‘ ° . A\ 3
L et - - §
¥ R
: P . 1 .2
‘ ' I N LT s _¥
v Possible solutjon C: > Joe can talk with his son to try to learn the cause of the problem. g
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Possible solution D:

’

Joe can talk with his neighbors whose children arein the same class~
room to see what they suggest. | ’

Possible sclution E:

¢

Joe can have his son attend a different school.

»
- —— — T . . - .
Possible soiution F: Joe can try to spend more time with his son to work out their differ-
. ences. o
! ¢
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* WORKABILITY AND USEFULN;;SS RATING SCALE (WURS) s

‘ ‘ (Small group form)

N S
’_[‘&122; s ) N s >

1. Whilein your gmu;‘)s, decide which information sfaticn it may be impor‘tant to go to.

'2.  Go to the various information stations around the room. o ) . 'é

. - 2. Collect any and all information you feel may apply to your three solutions. -
4. . Returnto yo;r group. -7 ‘ | ' » —»j

5 Evaluate your solution; in terms of workability and usefulness for correcting this problem. "

= :

Defipitiops: . .. | .

; ’!. Workability: With the physical situation 'and the personality oi‘ the character involved, . '_ ' %
' is it possible for the solution to be carried out? y
' 2. Usefulness: The degree (most to least) t(; which the solutjon will correet-the problem.

‘ After rating each source, please write the number ““1” next to your choice of the best solution,
; a ‘2" to your second best choice, and a “3” next to your thizd best choice. Please keep both
‘ workability and usefulness in mind when determining your rankings.

- .

Usefulness ' - -
Workability . " (please checktone) Rank .
(yes) (no) ~ Most Average | Least (1,2, or 3)

3
: - - 0 p= 7
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2 SOLUTION RANKING SCALE (SRS) ‘ .
’ . - (Large group consensus form) j;
P ' \ e E
now L -\ B )
Ranking: - :

k . , Please wrife a “1’" next to the group’s choice of the best solutxon a2” next to the second ;
: best choice, and so on through the first six solutions. Keep both workability and usefulness in N
mind when rankmg and try to come up to a group agreement based on the same reasons you

selected for your first set of rankings. . ¥
g  Solution Ranking (1 through 6) B
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Y Ever since Ralph Bernardo came to Newbury six months ago he has Yeen struck by the scem-
: «ng lack of consideration given to his position by both administrators and parents. When he was .
first introduced at the PTA meeting he was greeted with something less than an e thusiastic re-
5 sponse. Ralph is very eager, though, to become involved with people and wishes people would use
= “. hisoffice to its capacity.
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MEMORANDUM

DATE: March 11, 1?)“74’ . DIS'I‘RIBUTIQN:
TO: Ralph Bernardo, Psychologist

FROM: Maude Sanford, Principal

SUBJECT:  Discipline

o+
We are very glad to have you here at the school and look forward to utilizing your background
and experience.

I want to take this opportunity to make you aware of certain minor discipline problems among
some of our young men. [ have met with a number of teachers and it has been suggested that we
organize some parent, teacher’psy hologist/principal conferences and we woi! ! hope that you will
attend whenever possible. ]

I will be available if y ou want to examine or discuss any pertinent student information prior
to these scheduled meetings. If y ou have any questions or comments please feel free to contact me
at any time,. ' *




o

. SUPERVISOR - TERRY WILLIS I,

Responsibilities:  Staff and duty assignments, and operation supervision.

[CEEERIL

Terry is the type of supervisor who must have everything running smoothly, and he is willing to
make compromiseés to keep things that way. He is an easy going type of guy who llk&c to let his
staff work through their own problems and will generally accept all suggestions if they do not con-
flict with company policy. As a result, he continually makes changes in time schedules andstaff

. responsxbxhtles

€T et AT OXD a ariv kA v M s

Terry is a family man with three teen-age boys, and he is very concerned about dividing his
. time wally between his work and his family. He also encourages the same kind of involvement on
. the part of his workers and will usually make any changes to help his staff establish wholesome family/
work relationships.

~
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-NEWSPAPER CLIPPING

Newbury, September 28 . .
Many of the local schools today were
closed while teachers and administraters
met with the local school board to deter-
mine the future of a variety of school
policies. Among the policies under con-
£dderation are the following: C

*Whether or not the two local high

schools and junior high schools

should be incorporated into one

large school. -

*Whether or not Andrew School ‘
District would be changed to the

new reading program which under-

went testing all last year.

*If interschool transfers would be ’
permitted during mid-year.

Debate on the first issue will prob-
ably not be resolved until it is known
whether the proposed school bond issue
will be passed by the voting public next
month. The new reading program, it is -
expected, will be implemented hy next /
fall and interschool, midterm transfers,

will probably not be allowed until other .
decisions now pending hefore the school -
9.,

board become resolved. A 1
|
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i,

NEIGHBORS

Often after work, the neighbors in the community get together over 2 beer or a cup of coffee
to talk ’about their common interests and their families. Joe enjoys getting together with his friends
and since he has been having some problems with his son he has come to depend upon some advice
and help from hxs neighbors. )

Frank and'Sally, who live next door to Joe, have a boy in-the same classzoom as Joe’s son.
Recently, their son told them that Joe’s son, Billy, likes to hang around the schoolyard after .
school picking on the younger children. Billy says he dosen’t have to be home until his dad comes

home around 5:30 p.m. since he has nothing to do, till then. \
Al and Sue have lived next door to Joe for quite some time. They believe in strict discipline :
for their children. Not long ago their youngost daughter who i in the same class as Joe’s son stayed &
~-late after school and did not call her parents. They were worried and called the school only to find .
out that she was trying out for the school play. As a result, they kept her home from school the ;%

. next day and punished her by rot allowing her to be in the play. Al and Sue suggésted to Joe that
" he be more strict with his son ir. the future.
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Principal:

Teacher:

Principal:

Teacher:
- Principal:

Teacher:

Principal:

Teacher:

Principal:

-

.. Teacher.

Principal.

Teacher:

Principal:

Teacher:

SCHOOL -

How is it 'going?
Not too bad; the students really act interested. But I am still having discipline prob-
lems with those same three boys. ==

Are you making any-hea “way on identifying the problem?
Yes, I think we can get through to them but I really need some parental support.

Have you tried, to contact them? Have vou explained the problem to them?
Everytime we have to send them home we call the parents and try to explain.what
is happering. A couple of the parents seem concerned but they don't respond.
One of the boy’s fathers said that he would be willing to cooperate but has a lot of
difficulty getting over here during the day because of his work schedule. Of course
my problem is that | am in class ali day long this year.

If that father is willing to come over, [ can get another teacher to substitute for one
of your classes and all three of us could meet here in my office. What do you think?

Well, OK; let us see if we can work that out.s

What about the other two? . .

I think it may be an influence kind of thing. If we can get the ringleader, | think we
may soive all the problems. s ]

You know, sometimes it is really d*{ficult to deal with these parents. You remember
when we had (0 send that one student home last week, the parents turned around
and kept her out of school the next day. 1just don’t know sometimes.

« ( . N
Me either. Weli, let’s give it a try anyway.

-

Sounds good.

I've got to go to class. See you later, and thanks.

= 13
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Setting:
Honey, I think wéneed to get closer to our children and become more involved
with their interests.

1
Joe and his wife have. just finished dinner.

What do you mean? ) . i ' a j
* ~ . v 4
Joe3 has mentioned a number of times that his friends and thexr fat‘lers always go . .
to baseball games together . . 3

Maybe you are right. 1 would dike to take Joéy out more often. Anyway, it may
help us communicate better and I might not feel as though I have to pressure him
about his school work so much

O.K., Honey: How about another cup of coffee?. - . . .
v . . ~ : .

v

"




HOME

Setting: Three boys talking together in the recreation room.

Man, you dudes are really lucky! I've got four sisters at home 2nd I never get any-
thing [ want.

'

Yeah, I hear you. I always have to wash my own clothes and do the dishes. This
dude here is the one who has got it made. He is always getting sent home early
from school and he never has tc be home until 5:30. Man, you'rz really lucky.

It ain't so nice. My old tan is always lecturing me about cleaning up and studying.
I just ¢an’t talk to him at all. I just tune him out all the time.




. DISCUSSION QUESTIONS
;:. . : - s & 25

Note to the instructor: The following list of questions are only suggestions. Feel free to expand
or include questions of your own.

»

E

" 1. Describe a problem situation in which you might have been able to try all the possible alternative
solutions.

2. Do you feel thatrall of the alternative solutions were considered in the particular problem you ¥
worked on? If not, describe others not considered. . e’

3. In evaluating your solutions, do you feel the right kind of information was available? What
are some other kinds of information you could have used? What are some of the other places
or people you could have gone to get information for evaluating solutions? W

4. Identify the Work Entry or Job Adjustment Problem categofy in the Kurt Adams Case Study.
(SUGGESTED Geographxc/Occupatxonal Mobility, Communication, New Roles)

5. !dentlfy the work entry or job ad]ustment problem category in the Joe Chamberlain Case
Study. (SUGGESTED: Attitudes and Values, Family and Personal Situational Ad]ustment
Work Rules and Standards)




o / . * ‘e

‘ CONCLUDING STATEMENT )

o

Al ¢

Note Lo the instructor: This statement may be presented as is, or it may be further

~expanded or further developed as you see fit.

Our purpose in involving you in this type of exercise was to make you realize the necessity
(.)f going to as many different sources of information as possible whenever you are trying to evalu-
ate your solutions. In real hife, you will often be required to go to a variety of information sources,
but do not let this stop or even stow-you down when you face a pro{ble%x. Itis yf)ur'job and
your future that may be on the line in a given work entry or job adjustment problem situation so
evaluate your aiternative solutions carefully. Then, and only th'en, 'will you be ready Lo ryake‘a .

choice as to which solution you should try.

14y
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(Steps I & IV of Five-Steb Problem Solving Approach)

4 e

Diagnosing the Problem ’ Wf,

Generating Solutions

oo,
A

EVALUATING SOLUTIONS : .

CHOOSING SOLUTIONS

Testing the Solutions

You have now worked through three important asBect;s of EVALUATING AND CHOOSING

¥ + .

<

recognizing the information and sources needed to implement a given solution

. to a job adjustment problem

, 3.

o

}”‘ (2] 4.

e

5.

3

i s SOLUTIONS:

Yo -
Part (A).

e 1

) Part (B).

: Part (C):

»

. o

:

evaluating information and sources in terms of workability and usefulness for
solving a iob adjustment problem .
<«

choosing the most workable and useful solution for selving a job adjustment
problem.
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. . METHODS SHEET FOR SUPPLEMENTARY EXERCISE E

Supplementary Exercise: %

.

Approximagz time required - fifteen minutes

1. Students will refer to their own mini-case studies that began in a supplementary . k

exercise in Step I and will rank their ow&'top two or three solutions in terms of :
workability and usefulness.
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STEP V
i ' ’ TESTING SOLUTIONS

o Testing Solutions Lecturette . . . . . . . . . . . . .. .. .. ... . .. 165

CaceStudy No. 1: Bertha . . . . . . . . . . . . . .. . ... ... ... 167
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DiscusionQuestions-l...........................169
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_Case Study No. 5: Mike
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STEP V

i TESTING SOLUTIONS

IRy 3

The intent of this step ‘will be to expose the students to the process of comparing the results
i of an attempted solution with goals established previously and to determine whether a soldtion

o  hassucceeded or failed. Also, students will be able to recycle through the problem solving process
) when it has been determined that an attempted solution has failed. 2

Criterion Objective I

2 ~

Students will correctly apply each steo of the five-step problem solving approach for solv-
ing work entry and job adjustment problems.

Enabling Objectives

At the conclusion gf«tis-unit, students will:
1.  Select from a list, the reason for recycling a problem.

2. Deterinine whether or not a given solution to a given case study hassuccessfully 1~et
its goai and. if not, to where the problem should be recycled.

Group Size
The entire ciass
Resources
1.  Student Guides for allstudents
2" Validating Lecturette( ;. 165-166)
3. Discussion Question 1 (p. 169) and Discussion Questivon - 2 (p. 175)
{.  Concluding Statement (p. 179)
5. Outline of the five-step preblem solving approach (p. 181)
6. Evaluation Resource (Flo Eviuns’ Case Study) (bp. 185-186) -

7. Supplementary Resources (p. 193ff)
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Evaluation

(p. 185). The students will read the case study and the questions on v.e sheets provided.
Aflter the completion of the assignment, the instruc tor wili colledt the case studie. and
ase them to evaluate each student’s achievement of the enabling objectives. Instructor
may hand out the Results of Flo's Choices (p. 191) for students to compare with their
answers. Sufficient achievement of the enabling vbjective will be indicated if the class
achieves al least 75 percent correct responses.

g
L . All students will receive a copy of the Ilo Evans® Case Study and response materials

Methods
Phase 1. ,AApproximate time required - forty minutes
1. The instructor presents the Validating Lecturette (ten minutes).

! 2. Fach student works on Case Study No. 1 (p. 167 of the Student Guide? - (five
- minutes).

3. The instructor lead a discussion, using discussion questions - I, on the probiem
depicted in the case study. The instrucior describes how to compare the given
goals with the results of the atiempted solution to determme whether the solu-
tion was successful (five minutes).

e
* 4. If desired, mstruc tor presents the Recycling Lecturette and shows the Recycling
Transparencies ({ive minutes).

5. Each student works on Case Study No. 2 (p. 172 of the Student Guide) - (five
minutes).

6. The wnstructor and rlass discuss the problem described in the case study, using
discussion questions - 2, and they consider whether or not the solution has
faiied and how the problem-solving approach may be recveled (five minutes).

The instructor reviews the concepts of recycling by referrring to the reeycling
flowchart (p. 177 of the Student Guide) if necessary (five minutes).

8. The instructor presents the concluding statement and the Steps 1 through 5
Lecturette on p. 182. An outline of the five-step problem solving approach
is provided on p. 181 of the Student Guide (five minutes).
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VALIDATING LECTURETTE
L. :, ) ) L T :é
- {.Ngité to the instructor: This lecturette may be presented as is or further

developed as you see fit.

In the previous exercises, you have been shown how a problém can be dxagnoted Also you
have consndered a range of possible solutions, established goals for a succwsful solutmn .evaluated.

your solutwns. and chosen one. Now, we want you to think about what happens if your solutlon

f;nls. If your solutlon has not worked, your problem is still a problem: R

If in trying out your solution, some of the symptoms disappear, the solutxon rr.ay have been

partlally successful. However, the solution may not have eliminated the cause of the. problem To
detetmlne whether a solutxon has succeeded or failed, you must compare the goals you estabhshed
m Step II with the results of the solution to see whether your goals have.been met.

For exa’xpple, if Jeanette’s work area is too cold and she wants the temperature raised 5°, a 5°-
temperature rise will.be her go 'l and it will not be reached until the room temperature goesup ~ _
exactly 5°. It the temperature goes up only 3°, her problem will be only partially solved. She may .
decide to accept this partial solution and wear a warmer sweater or she may attempt an alternative
solution in order to reach her goal. In other words vahdatxon is the act of comparing the results
produced by a solution with the results desired after the problem was diagnosed.

’ Another approach is to examine the causes and symptoms of the problem identified in diagnos-
,, ‘ {ng the problem. Suppose in Jeanette’s case that the cause of thé problem is a company policy to -
‘ keep the temperature at 66 , and her symptoms are sniffling and shivering. She may decide that the
: -appropriate goal for her is not to raise the office temperature, but t6 stop sniffling and shivering.

In thislinstance, the cause of the problem is company policy and may be beyond her control.

; A successful solution then will not be to change the room temperature but to wear heavier clothing.

This will probably reduce the symptoms of her problem, sniffiing and shivering, and achieve the

%
.. triterion Jeanette has set for her solution To check fur the success of a solution in this case, all % :
_that is necessary is to see whether the symptoms have been reduced or elimirtated and/or the _
“ causes corrected. R

Later you will find out how to recycle through the five-step problem solving approach. if your

e rwlbam e @

first solution is unsuccessful. Before.you do that, however, try the following exercises to see whether
./ . .

165

- 148

T U




e ymra—

—

you understand how to compare the results of solutions with pre-established goals. In each exercise

a worker has a problem whicll\ he.'she attempts to solve: You are given the goals for successful

solufions'in the first ex.ercise; they are written into the case study. Your task is Lo compare these

goals with the results of the worker’s solution and decide whe:her the solution succeeded or failed.

Try to put vourseif in the position df the worker and imagine what you would do to validate the .

solution to the problem. Good luck! - 3
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CASE STUDY NO. 1: BERTHA

] Bertha sells’ Fmgerflg Soap door-to-door. She has many old, familiar cuscomers with whom-
*she  gels along,well Recently, however, the company has put pressure on Bertha to increase her
;t(T keep up with the other salospeople in the company and in competing com.;ames éBertha

. 4
{ :
l'aced with the problem of qulckly increasing sales or losing her franchise, Bertha enxolled An
L tralm, ¢ program hoping to change her character and improve her. effectiveness as a. saleswomzm.
- ,'l‘he coiirse: successfully changed Be. ha’s character. She is now as aggressive and' hardnosed asany
o etcompehtors. She has tnpled the number of new customers she usual!y gets i m a mor.th

.

List the goals that a surcessful solution to this problem should achieve. (You may have fewer
than three goals.)

1.
A 2 L .
v, . -~
L I
;1» - ¢ " . . v
,” " Vaidalion '
Was Bertha's solution completely successful according to your goals? (yes or no)
- )
., Was Bertha'’s solu}ictp-partjally successful? (yes or no)
. M
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.

DISCUSSION QUESTIONS - 1 " g

1’. Which Work Entry and Job Adjustment Problem (WEJAP) categories may be mvofved in Case

* * Study No 1?

-

Suggested categories: Attitudes and values, work habits, self mmge work rules, prior

. work ‘experience.

2.  What goals might be apprépriate for Case Study No. 1?

Suggested goals:

. 1.  Increased sales

2. Keeping old customers and adding new ones
3.+ Successful selling technique in keeping with her own charactér. ,
3.  What was the solution suggested in Case Study No. 1?

Sug'gestea answer- Bertha enrolled in a training program to change her own character
and make her a more effective saleswoman. -
4. What were the consequences of the solution in Case Study No. 1?

Suggésted answer- Bertha changed her character and became an dgg,ressnve saleswoman.
rd
: She acquired new customers fast but she could not retain them for S

long.

5. Did the sofution succeed or fail?

The solution failed. Bertha has not met most of her goals. She added new customers
but she failed to keep her old‘customers, and her net .ales have not increased.

LRIC

169

151

E "

) 1 i

ﬁ

N\ ..




RECYCLING LECTURETTE

/ .- 3
Note to the instructor: This !egturette may be presented as it is or further
T T developed as you see fit.

.

When you decide that asolution to your problem has succeeded, then your problem is solved
accordmg to your goals and there is nothing more for you te do about the problem. However, if
you decxde that the solution ha., failed, f.hen you must not stop here, but must recycle through the
problem solvmg process to iS nd but what went wrong and how to correct the error. Yoli must return
to some earher step in the problem solving sequence and revise that step in order to corne up with
- solution that will succeed. ) .

-You may decide that you selected the wrong solution because you diagnosed the problem’in-
correctly Then you will return to Step Ito dlagnose the problem more carefulty. You may decide
that your goals for.a suecessful solution were unrealistic, a goal you couid never reach. The.: you
will return to Step II to set new goals for a successt'ul sol'**ion. You may decide that you made a
mistake i rating and ranking (evaluating) the vartous solutlons or that you did not consider enough
solutions. Then you nust return to Step 1 to generate new solutions or return to Step Il to recheck
your method of comparihg solutions. . .

Therefore, when you compare the results of an attempted qolutlon with your goals and decide
that the solution has failed, you must try to fir.d out why it failed, what you did wrong in the prob
lem solving approach {Refer to Recyclmg Flowchart on p. 177 o[\he Student Guide.)

Next you will deal with one case study. In this study, a worker has attempted a solution to
a work problem. The results of the worker’s solution, however, indicaic th:at the attempted solu-
tiop has failed. Therefore, the worker must decide what to do next. Your task is to decide to which
step in the problem solving approach the worker should return in order to recycle through the

P

approach and determine a more effective solution.
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- _ CASESTUDY NO. 2: EVA

.

Eva lives thirty miles from work. There is no mass transportation between her home and the
County Hospital where she works as a dietician. Eva has been driving to work every day, but she
gets only twelve miles to the gallon and cannot afford to fili her gas tank three times a week.

Eva has considered hitch-hiking. However, even though she lives in a safe area with a low
crime rate, Eva feels that if she hitch-hikes sixty miles every day, her chances of getting into a
dangerous situation will be greatly increased. Eva does not want to sell her house and there are no
other jobs nearer her home for which Eva is qualified. As a solution to her problem, Eva finally
decides to rent her house and take an apartment near the County Hospital.

The family who rent Eva’s house do not take good care of it and they are not happy living in
Ilva’s hometown. The family and Eva agree to terminate the lease. Now Eva’s house is empty,
yielding no income. Nevertheless, Eva must pay the taxes and basic utiiities for the house, as well

as the rent for her apartment. .

One day, Eva learns that two nurses who work at the County Hospital also live in Eva’s home-
town. The nurses say they have formed a car pool in order to cut their driving expenses in half.
They are wiiling to have Eva join their group. Eva feels'she can’t do that because of a one-vear lease
when she signed on renting her apartment. Eva wishes she had considered joining a car pool betore
deciding to rent the apartment.

&

fo

Goals
1. Getting to work as inexpensively as possible.

2. Mot incurring extra personal expenses because of the job.

Validation

- ’

In respect to the above goals, did Eva's sclution to her commuting problem succeed?
(yes or no}

B ——————

&

4

Recycling

¢
if you think Eva’s solution failed, check the step to which kva should return in the problem
solving approach:
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Step L Diagnos.ing the Problem..
Step ll. Generating Solutions.
] - a
‘1 L
Step II. Establishing Goals. »

- 3

Steps III & 1IV. Eyaluating and Choosing a Solution.

Explain briefly why you think Eva should return to this step.

<
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’ DISCUSSION QUESTIONS - 2
Which Work Entry and Job Adjustment Problem (WEJAP) categories may be involved in
Case Study No. 2? }
Suggested categories: geographic mobility, family and personal situational adjustment.

The goals are already given to you in Case Study No. 2, i.e., (1) getiing to,work as inexpensively
as possible, and (2) not incurring extra personal expenses because of the job.

What was Eva’s solution and what were the consequences of her solution?
Suggested answer: Iiva leased her house and rented an apartment near her work.
Because the family to whom Eva leased her house moved out.
. Eva now had no income from the house but still had to pay the
bills on the house and rent for her apartment.

Validation: . ° '
'(
Did Eva’s solution succeed or fail?
Her solutio> ‘ailed because even though commuting costs were lower (goal No. 1)
she incurred extra personal expenses because of her job (goal No. 2).

Reeycling!

To which step in the problem solving approach should Eva return to try to solve her
commuting problem? : «
&3
“wa should return to Step Il to generate more solutions. One solution she had not
even considered befor: is the car pool.

)
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STEP V

' NOTICE SIGNS
- \-OF A PROBLEM |~

SN

’

_\ SEEK
MA'TION

IN
. SOURCES

+ Py »
Rl ER”
-
Rivuag

|

LAY

. DETEUMINE COM-
YONENTS OF PROBLEM:
~ WHOIS INVOLVED? .
WHAT ARE THE CAUSES
AND THE SYMPTOMS?

" ‘GENERATE MANY
POSSIBILE SOLUTIONS
FOn PROBLEM

|

" 'SET GOALS FOR

A SUCCESSFUL -~
SOLUTION '

e

o0 ! .

£ & | I ALUATE ALLTHE

S g5 SOLUTIONS.

.a 2 o -

g5 GENERATE

=3 W y—i , S a—
SELECT THE “BEST”

SOLUTION

|

Choosing a Sofution

Al

USE THE “BEST”
SOLUTION TO TRY
TO SOLVE THE
PROBLEM

|

|
i

RECYCLING FLOWCHART

DO.
SOLUTION
RESULTS =,

GOALS

ARE
GOALS

REALIS-
TIC?

WAS
THE
“BEST” SO-
LUTION CHOSEN
.CORRECT-
LY?

NO

!
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' CONCLUDII@?TATEMENT
) AN

- "

I
Note to the instructor: This statement may be presented as is, or it may be expanded

or further developed as you see fit.

-
-

¢ .
You have just read two case studies about workers with problems at work. You read about

the ways in which the workers attempted to solve their problems and the conseauences resulting
from these attempted solutions. - ' ’

You were asked to decide whether or not the»w0rkers’ solutions were successful. To do this,
you compared the consequences of each attempted solution with the goals for a successﬁ;l solution
to.the problem. This is called VALIDATING the attempted solution. If you decided that the
attempted solution had succeeded in meeting these goals and so'ving the problem, then you con- .
cluded th.nt no further action should be taken by the worker regarding the problem, because it had

bees SOIved I7 you decided that the attempted solution had failed to meet the goals, then you con.

" cluded that the problem had not been solved, and that the worker should return to some earlier

step in the ;;roblcm solving approach, continuing to recycle through the a;;proach unit} a solution

succeeded in meeting the goals and correcting the problem.
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OUTLINE .

Note to the instructor: This statement may be presented as is, or it may be expanded )

) or further developed as you see fit. . o

(Step 5 of Five-Step Problem Solving Approach) ' o

' STEES: 1. Diagnosing the Problem. ' 4

2. Generating Solutions. o 3

3. Evaluating Solutions.
. 4.  Choosing a Solution.

5. TESTING THE SOLUTION.

A -

Instep 5, the last step of the problem solving approach, VALIDA’I‘ING THE SOLUTION, you
lmve learned:

1. How to decide whether an attempted solution has succeeded or failed by comparing
the resulis of the solution with the goals for a successful solution.

2. If failure occurs, how to determine which part of the [ive-step process to recycle to in
order to solve the problem.

N S
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LECTURETTE
. <
s Note to the instructor. This lecturette may be presented as is, or the concluding portion of the
- filmstrip “‘Problems on the Jub” may be used at this time.

Complete Review and Apelication

‘ 1. Step 1 involves correctly diagnosing the problem which means that you must identify the prob-
: lem, look at the chain of causes and symptoms, and seek possible information sources. Why
is this so important as the first step in solving a problem? .

2.  Step 2involves generating as many possible solutions as you can. What are some things that
: could limit the number of solutions? :

“ Example:  If you lack adequate traiuing in a specific skill (the problem), there may he
only one or two places that offer the nceessary training (the solution).

3. Step 3 involves evaluating solutions in which it is necessary to see whether or not the solutions
can be carried out and exactly how useful they will be if accomplished. How would you do
e this on the job? -

4.  Step 4 involves choosing a soluuon that is likely to solve the prohlem. If your first three steps
have been done carefully, this fourth step vyill follow as a direct result of the first three. Some-
times, more than one solution can be chosen. What will help you decide which one to choose?

S A cany vt
S

Example:  Case of implementation, usefulness, accessibility of material necessary to
implement the solution, and so forth

n

Step 5 jnvolves testing that the solution(s) you have chosen are adequate to solve the problern.

How Wbyou check this out?

Example.  Direct observation, asking friends or co-workers, comparing resulis with
goais, and so forth. !

In considering any problem, you can use this approach effectively if you know what cach step
means. To illustrate what we mean, we would like you to take a lesh at a case study and see whether
you can take a problem through all five steps. We know each of you will approach the problem dif-
ferently because each of you is a different individual. We think you will agree, however, that the
important thing is to solve the problem, and one of the fastest and easicst ways is to use this five
step approach you have been practicing.
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FLO EVANS’ CASE STUDY

Flo Evans, who has been living with her mother and an aunt during her high school days., is
about to graduate from high school. Her family has been very strict with her, not allowing her to
participate in school extracurricular activities like the otiier girls her age. As a result she has beceme
shy and retiring. Her mother’s constant reminder that she is not capable of doing things adds te her
lack of confidence.

Because Flo is graduating next month, she is quite anxious to find a4 job and to get out on her
own. Since she has never worked before, she has had no experience in seeking a job. Recently Flo
saw a list of jobs sent over from the State Employment Service posted vutside her counselor's office.
On the list was a job notice for a sales clerk at a women'’s boutique in which she was especially
interested. To her it seemed like a very glamorous and exciting kind of job. Flo wrote down the
address and phone number and that afterfioon called to make an appointmen. for an interview.

The following day after school, Flo went to her interview with enthusiasm. When she got to the
boutique the manager told her to have a seat, that she would be with her in a few minutes. While
she was waiting she observed the other sales girls at wazk. It seemed quite irteresting. However,
she noticed that the sales girls were all outgoing people. She began to feel uncomfortuble apd very
nervous before the manager returned. In a few minutes the manager returned with a complicated
application form and told her to complete it. While she was filiing it out she became very frustrated
because she did not know how to answer many of the questions and it seemed to her that st.e was
leaving a lot uf the application blank. When the manager returned she had Flo step into her office
for an interview. During the course of ihe interview, it became quite apparant to the manager that
Flo was nervous and shy about answering questions. The interview was concluded, and the manager
informed Flo that she would contact her in the near future. .

On the way home after the interview she bumped into one of her classmates and confided to
her that she was not too happy about the interview. Her friend suggested that she was just too
quiet and that she needed to talk more about herself and her abilities. By next week, though Flo
had not received any word from the manager of the boutique, she overheard some girls talking in
the hallway One of the girls said that she had applied for a job at the boutique and had been
"accepted. After hearing this Flo became very disappointed and dissatisfied and began to question
her abilities even more. One of her teachers, noticing that Flo was behaving rather strangely, tried
to talk to her ahout it but was unable to find out what the problem was. However, he did suggest
that she visit the counselor, talk to her mother or minister, or to someone at least. The teacher
happened to mention Flo’s apparent unhappiness to the counselor and later that day Flo recewved a
note to come to the counselor’s office. -

Flo went to the counselor’s office and very reluctantly discussed the job situation as well as
what kad happened when she went for her interview. Having known Flo fur a number of Vedrs,
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the schoul counselor suggested a variety of things that migit help her find a jub 1n the future. One
suggestion,was to go to the State Employ ment Service and apply for « number of jubs m order to - .
gain experience in interviewing for a job. A second was to go to the library for help on job inter-
viewing, testing, and filling out applications. The third pussibility was to investigate various technr

cal schools in the area that would prepare her for a specific kind of job. In addition to these sug-
gestions the counselor set up a series of four weekly meetings to talk with Flo, hoping to bring her

out of her shell and make her more vutgoing. Finally, the counselor gave her three short articles

to read about sell development which he hoped would help her. If you were Flo, what would you
do?

16
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FLO EVANS’ CASE STUDY FORMS

I. Identify Flo’s problem(s) . - ) .

If.  (List the) Canses

{tf, Symptoms




IV. Information Sources (for problem ldentification)

V. Possible Alternative Solutions

.

. VI, Netessary intormation sources for solution evaluation and implementation (e.g., people and
placer)

ERIC

Aruitoxt provided by Eic:
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VII. Rank solutions in terms of workability and usefulness.

Feasibility. . Usefulness .

4 Solution Yes No ) High - Medium Low

VIII. List the goals the most desirable solutions shouid receive.

AP O




IX. Choose a solution(s) (If you were Flo)

‘

State reasons for your choice(s)

1{“\)
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THE RESULTS OF FLO’S CHHOICES

LY

" In Flo’s situation, there are two problems. (1) hershy manner and lack of self-confidence,
and (2) her lack of experience in job interviewing and test taking. Flo had a number of suggestions
for possible solutions'to her problems. For her first problem she had three possible solutions for
helping her become a more outgoing person. (1) a series of weekly meetings with the counselor,
(2) some readir.g material about self-developmeny. and (3) libr.., hooks dealing with se!. development.
In evaluating these solutions, Flo decided that she would gu o the four weekly meetings with the
counselor and also that she would icad the material given to her. Both of these solutions seemed
workable and useful. For Flo’s second problem, she had three possible soluticns: (1) going to the
state employment service and applying for a number of juobs in order to gain «Xperience in interview-
ing for a job; (2) going to the liLzary for books on job interviewing and test taking, and (3) going to
various technical schools in the area that would prepare her for a specific kind of job. In evaluating
these soiutions for her second probleni, Flo decided that she would go the s.ate employment ser-
vice and apply for a number of jobs. This solution seemed workable-and useful to Flo. The goals
she developed for herseif involved becoming more vutgoing and improving hes inteniewing and test
taking skills. ,

As it turned out, Flo did in fact chouse the first two solutions for her first problewr  She did
in fact go to the four weckly meetings and she read the three short articles. As a result of re iding
and going to_the meetings, Flu felt that she had a better understanding of herself and was a mo-e ‘
oytgoing person. However, she had not yet been able to have any actual experience in becoming .n
outgoing person. For For’s second problem, she went to the state employ ment service and enrolled
in ashort training prugram that consisted of intenv” ving and test taking. Upon completion of
the program, Flo applied for a job at a neighborhood grocery store and was accepted. Flo likes
her job and seems to be duing pretty well, vet she feels that she is still a little,shy but hopes to
overcome this problem in the future.

In acase such as Flo’s where she had two problems, she chose her solutions, evaluated them,
and then implemerrted them. Flo niade two choices hased on her goals for a successful solution
and followed through with them. The solution of taking a training program on interviewing and
test taking to get a job proved very positive. Flo did succeed in her training and in getting a job.
Her second solution to help her become a more vutgoing person has seemed to work to some extent.
tlowever, Flo still feels that she needs more Lune and more experience. Note that at any gnen ime,
a solution can work very well. it may work only partially, or. 1 some situaticns, 1t mav not gork at
all. Whatever happens howesver, in order to find out whether a proposed solution will solve o problens.
it is still necessary to evaluate, choose, and implement that solution o, ~olutions.
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METHODS SHEET FOR SUPPLEMENTARY EXERCISES _ "

" Supplementary Exercise 1:
‘Approximate time required - forty minutes
1. Each student completes Case Study No. 3 (five minutes).

2. - The instructor leads a discussion; using discussion questions - 3 on the problem depicted
in the case study. The instructor describes how to compare the given goals with the
results of the attempted solutlon to determine whether the solution was successful (five
mmutes)

3. Repeat Steps 1 and 2, p. 187, from Case Study No. 3 using Case Study No. 4 and discussion
questions - 4 (ten minutes). L3

4. Repeat Steps 1 and 2, p. 187, from Case Study No. 3 using Case Study No. 5 and discussion
questions - 5 (ten minutes).

5. Each student completes Case Study No. 6 (five minutes).

6. The instructor and class discuss the problem described in the case study, using discussion
questions - 6, and they consider whether or not the solution has failed and how the |
problém-solvirig approach may be recycled (five minutes).

Supplemcntary Exercise 2. (To be used only if the Supplemental Exercise “Students’ own mini-
cas. studies’” were completed in Steps III & IV):

Approximate time required - forty minutes

1. Tleinstruct or will pass out the Case Study Evzluation Forms (p. 215) and ask that the
students use them to complete Step 5 of their own mini-case studies from the Supplemen-
tary Exercises from Steps III and IV. (Refer students to the checklist on p. 218 of the
Student Guide) - (five minutes). . .

2 The students will attempt to validate their choice of a sotution by comparing it with their
goals (five minutes).
. 30 If the solution is not valid, the students wiil recvcle the problem solving approach to the
appropriate step (based on the questions on the diagram on p. 175 of the Student Gu;de)
{twenty mmutes)

16y




£ g ey g € M AR A s T

O o T e

I ARy £ %

b 2ar N, A

Aruitoxt provided by Eic:
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Evaluation: —

s

- . s 2
1. Evaluation will be carried out by hav.ng studeugs exchange their case studies with a class-
mate and each will assess whether or not the fwt}aSt fipproach was used correctly (refer
students to the checklist on p. 218 of the Stude uide) - (ten minutes).

2. If the Supplemental Exercise (students’ own rhini-case studies) were not completed, the.
instructor can use the Introductory filmstrip “Problems on the Job” to assess the degree
to which the students understand the five-step 17roblem solving approach.
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{ + "TASE STUDY NO. 3: ERIC

’

Eric is in charge of a large supply room for an office building which serves as a center for four
difterent conipanies loc. ted ‘n the building. The place is usually busy with people coming and going,
obtaining new supplies, returmag borrowed equipment, and having equipment repaired. Because

no formal organization has ever been established in the supply room, Eric is the only person who
knows where anything is.

.
.
* -

When Eric caught the flu jast winter and was out for three days, the supply room was in chaos.
People from all the companies were fumbling around trying to find what they needed. No records
were kept of who was Laking what items, so stocks got dangerously low.

. .

The companies using the supply r ,om decided to get together to try to solve the supply room

problem. First, they set their goals. They decided on what changes would have to occur if the
problem wasto be solved. The fc llowing are the goals, which the companies decided on. to have
-more than one competent empioyee available to take charge of the supply room: to have supply

@EF“"’“’S kept up-to-date: to have a formal organization of the supply room familiar to all the
companies using it

When Eric returned to work, he was asked to write down the complele organization of the
supply room and o use this as a manual for thoroughly training all personne! working with hun so

that they would-all become familiar with the supply room urganization. Copies of this manual were
to be sent to al companies in the office building.

’

Last week, Enc went on his’annual vacation. His assistant, Chris, immedjately took charge of
the supply room. Since Iinc had taught Chris the complete organization Chris kept things running
smoothly He kept the supply room records up-to-date, and because all the companies using the

supply room were now familiar with its organization, no supply shortages occuried and no one had
trouble getting necded supplies because of bad organization.

N .

! «
Unfortunately, the supply room had on hand only one working typewriter hecause the other
three were taken i for repairs yesterdas. Chris also had trouble filling requests for erasers becat ¢
of alocal strike by truckers during the past two weeks had interrupted the delivery of office
supplies. l-'mélih'.,h(-( ause the hond paper had become too expensive, Chris had to substitute coarse
reeveled writing paper 1 place of the high-grade bond requested by the companies.

.
Goals ’

SWhat were the goals that, the companies decidet] a successful solution to this problem should
achieve” (There may be fewer than three )

framct
-J
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. Wat. the companies’ solution successful—did it achieve the goals? {yes or no).
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DISCUSSION QUESTIONS - 3

1. Which Vork Entry and Job Adjustment Prillem (WEJAP) categories may be involved in Case
‘ Study No. 3? '

Suggested c ategories: work habits, communication, automation and changing
technology, work rules. , v :

2. What goals might be appropriate for Case Study No. 33?

4

v

“ Suggested goals:

1. To have more than one competent mployee available to take charge of the
supply room

- 2. To have supply records kept up-to-date '

3. To have a formal organization of the supply room familiar to all the companies
usingit . :

3.  What was the selution suggested in Case Study No. 3?

Sugr :ed answer: Eric should write down the complete organization of the supply
room and should use it as a training manual for all employees
. worki:g with him. Eric should also send copies of this manual
‘.\ to all companies in the office building.
,\ .
\
4. ‘What were the consequences of the solution in Case Study No. 3?
\ -
Suggested answer:  Erle’s assistant, Chris, was able to take immediate charge of the
supply room, no supply shortages occurred hecause of bad

organization, and everyone was able to find what he/she needed
from among available supplies. -

Did the solution succeed or fail?

o
:

The solution succeeded. All eriter.a were met. Other problems have arisen and supply

shortages are occarring, but these are not related Lo the original problem of bad supply
room.organization

199
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CASE STUDY NO. 4: TIMOTHY .

At the Pop Beverage Factory, Timothy is en'q)loy ed as an interviewer in the personnel office,
His jub requires that he get along well with people and treat everyone with courtesy and considera-
tion. "Timothy is from a large urban areq, however, and the Pop Beverage Factory is located in thie

, back hills of a farm state. During the past year Timothy has found it hard to deal fairly with the

people he interviews. They are all rural people, who{mve less formal education and sophistication
than Timothy’s acquaintances in the “big city.”™ Many of the job applicants find it difficult to pass
the entrance exams the combany gives, and few of the applicants come, to the interview as Timothy
expects them to, well-groomed and dressed in suits or dresses. Furthermore, Timothy cannot under-
stand their regional speech or quaint mannerisms. He is aware that his lack of respect for these
people is apparent to them and interfering with his own attempts to be tolerant and fair in his inter-
views, \

\

’l‘imu\th_\ apphes for o transfer to a metropolitan area, but in the meantime he tries to change
his attitude toward die local rural people. His goals are to be tolerant and far in his interviews, and
to learn to respect the people interviewed. AN

To accomplish these goals, Timothy decides to learn more about the local people and thew
culture, He attends a country music festival, reads sume books on the history and souology of the
region, subscribes to local newspapers and magazines, and visits many of e homes of the people
he works with, \

In ashiort time, Timothy becomes popular with the people and he develops many friendships
with his bosses at the factory. These friends try (o convinee Timothy to stay on. When Pop
Beverage offers Timothy o raise to remain at the rural factory, Timothy decides to stay. Timothy
still has not changed his attitude toward the local people, but with his new friends and zaise i pay.
he s content with his job.

Criteria :

What wore the goas that Timothy docided to achieve for a successful solution to this problem
(there may be more than three)?

3 - - - e

. Was Timothy s solution suecesstul - did 1t achieve the goals” (ves or no)

201
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DISCUSSION QUESTIONS - 4

1. Whi(.:h Work Entry and Job Adjustment Problem (WEJAP) categories may be involved in

Case Study No. 4?
Suggested categories: attitudes and values, communication, new roles, interview and
test-taking, geographic mobility, educational preparation and

job placement, career planning, occupational aspirations and
job expectations, and prejudice

What goals might be appropriate for Case Study No. 4?

Suggested goals:

1. Development of a tolerant and fair attitud= in interviews. |
2. Development cf respect fo: the people interviewed. ‘
3. Development of rapport and empathy for those interviewed. ,

What was the solution in Case Study No. 4?
Suggested answer: Timothy decided to learn about the l(?cal people and their culture
) by reading books on the history and sociology of the region,
subscribing to local publications, attending local festiv{als, and

[

visiting people.

What were the consequences of the solution in Case Study No. 4?

Suggested answers. Timothy bec ime well-liked, developed friendships with his bosses,
got a raise, and decided to stay on at the factory. |

i

Did the solution succeed or fail?

The solution failed. Although Timothy became content with his joby none of the godls
concerning impioving his attitudes toward and rapport with .he people he interviews have

been .




CASE STUDY NO. 5: MIKE

Mike read an advertisement on the inside of a matchbook cover. It said a company was looking
for aggressive young men, high school graduates, who like to deal with people. The ad said that .
s the company was willing to pay **$185.00 per week for executive trainees.”

Mike applied for the job and was accepted. Working as a wholesale magazine salesman for a
month now, he does not gel a fixed salary, just a 5 percent commission. Since he has not been
selling many m;igazi}nes, he is averaging about $80.00 per week. The $185.00 per week is what the
“expert”’ salesmen usually average.

Mike is unhappy with his job. He cannot live on what he is earning and is thinking of quitting.
Yesterday, however, Mike decided to try to solve his problem by discussing the problem with his
boss, Teresa. His boss was considerate and encouraging. She t.ld Mike that many salespeople have
a hard time at the beginning, that she hersell earned only $54 a week when she started with the com-
pany. She also told him that she hoped he would not quit, because she liked him and she thought
he got along well with the other employees. She even predicted that Mike's income would probably
double within six months. Mike felt encouraged by this discussion and decided to keep the job and
work harder. .

Criteria

List the goals that o successful solution to this problem should achieve. (You may have less
than three goals.)

3. s

Fvaluation of worker’s solution. Was Mike’s solution completely suceessful according to
vour goals? {ves or no) Was it partially successful? (yes or no)
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What was the solution suggested in Case Stucy No. 5?

DISCUSSION QUESTIONS -5 «

Which Work Entry and Jub Adjustment Problem (WEJAP) categories may be involved in Case
Study No. 5?

Suggested categories. job-seeking, career planning, prior work experience, communica-
tion, educational preparation, and job placement.

What goals might be appropriate for Case Study No. 5?

Suggested Goals:

]
1.  Know exactly what salary to expect on his job. \\

2. Earn enough to live on.

Suggested answer. Mike discussed his problem about his salary and job expectations
with his boss, Teresa.

What were the consequences of the solution in Case Study No. 57

Suggeste ~ answer: Teresa convinced Mike to stay on the job and work harder.

?

Did the solution succeed or fail?

The solution failed. Mike still does not know what salary he wiil get, and it probably
will not be sufficient for his needs.
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CASE STUDY NC.6: TOM

Tom likes t¢: move fast. e began as a stockboy in the Discount Department Store. Although
he was not a hard worker, Tom “‘learned the ropes” quickly. His bosses were impressed with the way
he learned what needed to be done and vho to get to do it. Tom became friends with the store
manager, and many of the department managers were surprised by Tom’’s quick grasp of the work
flow and selling arrangements within the store. Tom wads soon promoted to floorwalker.

Evervone thought that Tom was getting along well with his co-workers. In the beginning, Tcm
had made friends with his co-workers who considered him a nice guy. After he was promoted,
however, he changed his attitude toward his new co-workers and began treating them as inferiors.
Although his position as floorwalker was on the same leve! as that of the cashiers and salespeople,
Tom acted towards them in an unfriendly manner and fr | 2ntlv geve orders to them. His co-workers
felt that his job had gone to his head. They began to ignor. F'om, ledvmg him out of their social
activities.

Tom felt alienated )y tue reaction of his co-workers, but he did not change his attitude toward
them. He thought they were just jealous of his success and were toc lazy to try to get ahead them.
selves, Tom felt that he was a smart businessman, who was determined to be su~cessful.

During this time, the store personnel manager discovered that Tom had misrepresznted him-
self on his application form when he had first applied for a job with the company. Tom had stated
that he had a certificate in sales management from a local business school. Actually, Tom had
attended some courses at the school, but had not fulfilled the requirements for the certificate. As «
consequence of this discovery, the store manager decided to demote Tom to his job as stockbay.

The manager told 'Tm that the reason for the demotion was that the store policy was to have 4
highcr level of educationadl preparation for their floorwalker positions than Tom had actually achieved.
In addition, the manager felt that Tom should bé penalzed fur the misrepresentation on his applica-
tion form.

Tom thought that the reol reason for his demotion was his co-workers attitude toward him.
He felt tt they had probably compldined to the store manager and persuaded her to demote hum.
Tom helieved that he was being treated unfairly and theaght if he pressured the manager on the
issue. she would have to back off and not demote him. So Tom threatened to quit if he was demoted.
"Tom figured that the manager would have to yield if she did not want the news to get out that the
store management was harrassing one of its employ ees simply because his co-workers did not lihe
him. But t, Tom’s surorise, the manager said that she wouid accept T'on.’s resignation if he offered

it.
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Goals
1. Keepmg the job as floorwalker.
+ 2. Staying with the company.

Testing
Considering the above poats, did Tom's solution to his problem concerning his position at
work succeed? (ves or no) .

’

Reey ching

H oy ou think Tom's solution failed, chedh the step to which Tom should return in the problem
sobving process if he stull wishes to try to solve the problem:

1

Step 1. Diagnosing the Problem

Step . Generating Solutions

Step 1. EFstabhshing Goals

Steps HE& 1Y Bvaluating and Choosing a Solution

Faplamn briethy why vou think Tom should return to this step.

ERIC -
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/ . . DISCUSSION QUESTIONS - 6
"«
* 1. Which Work Entry and Job Adjustment Problem (WEJAP) categories may be involved in Case
' Study No. 67

Suggested categories: self-image, alienation, peer and svpervisory adjustment, attitudes
2 and-values, work habits, new roles, interview and test-taking, job"
layoffs and rejections, eduzational preparation and job placement,
cecupational mobility, and work rules. .

‘The goa's are already given to you in Casa Study No. 6 [i.e., (1) Keepmg the job as floorwalker,
2) staying wiih the company].

I3
3

What was Tom’s solution,/und what were the consequences of his solution?
]

Suggested answer: Tom told the manager that he would quit the company if he was de-
moted. The manager said that if he offered to resign, she would accept his resignation.

Testing

-

Did Tom’s solution succeed or fail?

lis solution failed, 'He was not able to keep his job as floorwalker, and he may have
to leave the company.

€
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EVALUATION SECTION

FOR SUPPLEMENTARY EXERCISES
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. | ).
t CASE STUDY EVALUATION FORMS ' \\

.
‘ \ )

A.  Fm the case study you develuped from the supplementary exercises beginning after Step I,
Jist the possible solutions for your problem. ‘ -

.

Y

SRR

1. -

N

4.

B.  For each solution you listed, check whether eachi is either workable or not workable (Can it
be accomplished?) and what v ou think about 1ts usefulness (high, medinm, or low).

o
—

et Y
o

L
o




Workability Usefulness
Solution Yes No High ] Medium Low
1.
2,
3.
4, .
5.
C.  last the goals vou developed that vou would like your solution to achieve.

]

2l

]
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D.  Pick your best solution and state your reasons for choosing it. . , .
1? .
) 4 ) .
"
; . .
&

¢ .
21?
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CHECKLIST

. \ (Steps 1 through 5)

In solving any given problem remember the following steps:

-

1. Diagnosling the Problem .

This includes:
a. identifying the problem or problem area

b. looking for causes, symptoms

c. seeking information sources to help define the problem.

«

2. Generating Solulions :

Try to think of as many solutions as possible.

3.  Evaluatiug Solutions

Find out which solutions can be carried out and how useful they may be in solving the
proeblem. ’

4. Choosing a Solution

Select at Jeast one solution and take action on it.

5. Testing the Sclution

- Determining whether the solution has worked.




RECOMMENDED ALTERNATIVES

The fellowing list of films, filmstnips, rultimedia presentations, hooks, and reports aie sug-
gested in order to provide supplementary resvurces for the instructor. They may be used to provide
hackground information for the teacher or provide additional activitic for the student. These mate-
rials are not required in order to effectively implement this unit, they are, however, goad additions

to the core o1 this uait. .

ABCs of Geting and Keeping a Job, The Eye Gate llouse, Inc., 146-01 Archer Aveniue, Jamaica,
New York 11435

\

\
v

‘This program. which contains eight filmstrips and four cassettes, presents to students in grades
seven through'fourteen inforiration needed to obfain work and to remain on the job after being
hired. Emphasis is placed on learning the world ot work vocabulary. Topics include obtaining a
social security card and working papers, organizing a weekly budget, the role of labor unions, and
health and safety consideratior on the job. The short time span required «nd the easy-to-understand
mainer Of preseitation makes these programs useful for visually-cviented students in conjunction
with classes in vocationadl guidance, occupational education, basic adult education, work expertence
information, and social studies.

COST- total set, $79.50; each filmstrip, $7.50; ez *h cassette. $5.95.

Adeenture  Lifeloag I earning Sunulation (Grade 10 College and Adult). Abt Pub. -

This kit is a role play simulation in which thirty to forty-five people can play. Fifteen different
Cha.acters are engaged i the pursuit of higher education. These characters interact with fitteen
- different institutions ¢ higher education, ranging from vy University of OmniMedia Network to
Jack of All Trades School Factors determiniag enrollment are goals and interests in Role Profiles,
available funds or unusgd federal education vouches, match beiween given learning type and nature
ol course selected, and a sit.all element of chance.

COST $60 00: shipping and handling, $3.00.

Almanac A Handbook for Leaving High School, 1975, Approach 13-30 Corp., 1974, 1005
Maryville Pike S.W | Knoxville, Tennessee 37920

This magiazine is pubhished annually Lo aid twellth grade students in the transition from high
school to higher education or « job A large portion of this publication concerns itseif with attending
. collepres Another major part of the magazine discusses rlanning and preparing for a carcer. Smaller
portions of the magazine cover such topics as the military, automobiles, job hunting, civil serviie.
fin-acial matters, body care, and sound svstems. The subject matter may vary according to the msue.

.
|
l

o
o
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the cards and the correct answers are’ on the v1toor side. The students may use the questions to.
learn certain fundamentals involve d inapplvang “cr 1 job, check their knowledge of job application
procedures before starting an empler mera intert zew, review between jub interviews, study before an
examination or an actual job intervies, use as a learaing game with otherstadents. This set niay be
used to supplfzmcnt mstructional discussions and studeut projects.

-

N o
. R v
Applving for aJob  Self Studv Guide for Studients, Patricis Mink Roth, Ralph B Mason, and Plovd
- S, Phipps, Interstate Printess and Pubbshors, 1968
This 17 % 67 card setis designed to assist s tuder s to fearn quickly and easily some of the skills.
knowledgas, and attitudes necessary for getting « o, Questions are orinted on the front of each of

Bread and Butociflies, Agenicy Tor Instracuonat Tesenision, Box A, Bloomington, Indiana 47101

Thas is a series of 15 career develipment proprams, cach ot which i 15 minutes in tength which
are designed to help nine- to tueive s ear-olds esolore the correfations between their own lives.and
the world of work, Althou b dits s directed mure towards 3 ounger students, « auvmber of programs
are directly applicable to oider stidoents as foliows.

Choosimg Chapyes -
School and Jobs

The Wavy We Live

Suceess Story

Yeople Need People

PAcree . You're Wrong!

Oer Gwn Two Haeds

Work Meuas

Bridving the Gap frone Se ool io Borl Departinent of Tobor, Washington, D.C.L 1968 Fix» 021 114

Some of the varadiles conadered (o affect thie process of transition from school t work are
consplered tozether with stops that can be taken 1o narrow the sap between sehool and work., hese

sieps are *

mcreasiny student hnowledge shout the environment of work while 1n schood,
wereasing spporiunity tor stadents to goin acwual work experience;

i reastlig part apdtion of bustiiess and other private groups in the edigation world, and
providing nuproved Enowiedpe and taimng =4 the point of entry into the job nrarket

e 1D U =TT U e W -
.
f

Codor of Deage Gitarvest s, Incorporated) Wesninghouse Eleetrre Corporation, 23rd Sireet 2nd .
s} 13
Cowan Road, Sha e, ehana 47502

The £ el o Cornoratzon has deeloped a fiim that adequatels demonstrates the Cause and
sttt oo foo s ol Gomobdem This 16 smenute sound fdm shows various problems S0 g0 o) rating
s teenmiotor property and constrasts Hos with apperopricte information on safe operation of torkhifts.

‘ |
Fnplesent flondionr, Stadent Job Phaoement. Carroli County (Virgsnzgy Thgh Sebool, 1971

Phies backivo o rcavned toasatst 5200 gradees os thes prepore Tor employ ment consideraiions.,

Fhe bookions divdded wra eghtchaptoes sd covers such Uipics s career planming. labor Laws and

A3

s
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school policies on students working job bunti g, applying and interviewing {or a job, apprentice:
ships, continving and post-secondar, education, and working on the job.

An Exprerimental Evaluation of Methods of Teaching Students to Conslder Mternatw e Problem
Solutions, Nelson, 1). C., AIR, Stanford, California, 1970 ‘

A problem solvipg skill was investigated to provide direction for training strategies for « pro-
posed pérsonal problem solving training program.

Exploring the World o7 .07 . Specialized Service and Supply Company, 1329 Arlington Strect,
. Cincinnati, Ohio 45225 : '

These Career guidance recordings have been produced to aid students in developing a better
understanding of the extent of vocational opportunities, the nged for planning and an approach to
their study ot ¢areers. ‘The series includes « two-part introdue ‘iun to worh and the need for pieni.ang,
aspedial feature for wonien and ten presentations each concerhed with an introduction to oeupa- -
tional vpportunities within a vocational interest area. The pre.{cntauuns are focused on the intercs:
areas of the Kuder Vocational Preference Record. (Author: Wiltiam 13, Martinson, Ed.D. Costs.

6 cussettes. GL-CT, $52.50: or 6 records, GI-R, $39.00; or 12 tapes, GI-T. $52.50.)

-

Fnal Ra‘pml \(lum g Curcer Awareness, Mary Arno Beatrice, Boothbay (Mame) Region Hign
School, 1975 >

This s ¢ repoat of an Enghish course that was taught for half of « year to increase students’
speahing abality | to foster their self-conlidence, and to extend their awareness of the job market.
The mmeographad report addudes the objedtives, the learning aids, the class activities, results of
studens visits Lo places of emplevment, aad the evaduation of che program. This report would ‘m*
teachers and counselors who have, are or will be in charge of a course of this nature.

Foom Schicol to Worl A Pdot Stidy . New York State Education Department, AM'bany, Ne s York,
1969 15D 039 349

The conceptuahization of problems whien youth face i their transiaon from school t work
mto a model wlndh relates specitic problems to dimensions 8 el and environment i developnentad
stages. The stre st trancational seeds were dentified inar 5 ol preparators education and trane
my. occunationd mortmation, selt-ac tualization, worker role, job: placement: mobdity, and occupa-
tional mobil-ny

GetaJob, Robert Carkhutt et ab . Human Resource Developnient Press. 1977

This hook s deagned 1o assist manaduals obtam the job in which they are interested These
matertabs can be wsed by sonier high school and post-secondary students who are begimning, Y TON -
my. or altermg ther career chowe The book s divided into six chapters. Chapter one provides o
detwted mtrodue tion to the book, Chapters two and three wid the mdividoai i gethermsg valuable
information about inmsddt herselt Chapter four describesshe w to devilop o complete iols st whieh
vill put the personim touch with wmasimium number of possible employ cis. Chapter five prosents

ERIC

Aruitoxt provided by Eic:




ERIC

Aruitoxt provided by Eic:

R

-

I

hov to doselop a complotc apphication which mcludes a persuasive resume and a personal “cover
letter of appli ation, Chapter six provides information on L. w to master spedific skills needed to
control cachi personal job miterview. Throughout s book there are exercises which the mdimnadual
needs to complete to mahe the experience worthwhile, It will prebably tale several days for the
student to complete the materials and master the skills presented.

Gettms: a Job, Education Design Incorporated, 47 West 13th Street, New York, New York 10011

. This madtr media gpproach to deding with world of work problems consists of 12 cassettes,
21 student record Lioklets, and an instructor’s guide all in a permanent storage box. Students
respiand 16 taped lessons, prepare “fact sheets™ and application forms and participate in group dis-
cussions. (Costs, as of this writing, $131.00.)

’

Gettmg a Jub o Poster Scnies Jane F. White and Glenn Pearce, J. Weston Waich, Publisher, 1969,
Portland. Mame 041104

The eichteen 11 8 117 Black and white posters are written to primarily help terminal students
wita have few shalls and httle tnsight o the world of work with obtaimng a job. Hints ¢ud guide-
hines about finding satify g work, rating personal skills, and evaluating compantes are given. Half .
of cach ol the posters contas o sketch which relates to the narrative on the othei hadf. Thenaiva-
tive wlicaos satten to the student covers such topies as survey ing the job market, rating sell, study -
WK Coapetiies, sl arics and benehits, advancements, measuring skills and needs, writing a resume,
prepaning vork samples, wnting letters of apphication, ashing permission for references, interviewing,
and foHowimg-ap en inrersiew . .

Getting A\pplicati ms Right. Seholastic Book Services

Thas teaclung, cuide atiodaces jantor and semor high schiool students to the common day -to-day
papcrworh ol Lo vardd ot worke An overhead transparency and ditto master are supphicd ter cach
tornt Drevcr < cose, emplay ment, and credit card applications, mail order blanhs, wnd the common
Banlig vt rin v s of the formsaacluded, The matertals are also to acquaint the student wath
the torps ] cor obolary convmon to Uwe aorld of work. "The introduction recommends wavs the
IS Lo, Caa e ufgolay Tnese matertdls snthe regular carriculum, This s a relativels inespensive
source ol torms for ot oy basic employment readitess skills and survival from the world-of-work’s
dav to dav poperwark .
COST >t 50

How to Gt the Tob N aell Dreese, Serenee Rescarch Associates, 1971

This vool let s doscred to el ideadudls obtain the night job, The docomend takes the
approachs that bt e roohit joboas g sales campaign and cosers the tollowing topics knowing
the product s our qualit i wleons, beconung tamiliar with the market  possihle employ ers, locating
cmplover. wellimy s ourscdt as the apphoant best quahified, l'ul!u,{\ixm-up the eriplovment mtersiew,
tot espec g to get everys Juby vou apply tor, and preparning voursel! Tor promotions atter obtaimng
the pcht job The Last Taptor of the booklet presents ideas on how to start a husiness,

f
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How to Keep Your Job Poster Scries, Pamela Sullivan, J. Weston Walch Publisher, 1971, Portland.
Maine 04104 -

The eighteen 117+ 147 twa calored posters are intended for students who «. . entering tne job
market for the tirst tir . Guidelines on how to best function un a jub are presented. Half of each
of the postet, contains o shewch which relates to the natrative portion. The narrative which is written
to the student covers such topics « willingness (o start at the hottom, willingness to ask questions,
being punctual, being part of i cean | good grooming «ad deanliness, heing polite, having a little
initiative, being in good humor, heing < compam '~ amhassador, being orderly, job economics, heing

_self confident. absenteerm, net being a dock-wate® or, selfimprovement, having pride in self sticking

‘withy the job and giving notice.

N .

Hotw You Can Gt u Better Jobh, Amern an Tedhinical Society, §48 East 58th Street, Chicago. lllinoﬁ
60637 .

This book ffers wdsive oa desfing more effectively with human relations in a business situation.
The reading level 15 stntable for stadents 1a jumor bigh school through adult edycation. The text is
well written, easy to understand, and handled m . Chumaniiiic noanner. The personal qualities that

are necessary to mdividuals seeking advancement, as weli as suggestions for develuming those qudlities_:“j .

are discussed. The book deals with potential mistokes and how 1o aveid these pitfans. The buok
would make good supplemeantary reading material for self-awarenaess development, prevocational
training, .1d work experience classes.

COST listupricc, $4 90: school prices 2077 of T list. N

Industrigl, Labor and Corvmunit. Relutions, Merle E. Strong, Delmar Publishers, 1969, Alban:  New
York 12205 :
-

This hook 1s for use with students or trainees who will be entering the world of work or who
may already be working  Withio the five sections there is a total of 3Q units with each unit having
objectives, general introdudc tions, suggested ... tivittes, and'assignments. Most units are from ihiree
to sis pages in length. The topses imclude. Section |- Sducation and Traimng, Section 11 - Organiza:
non of Socrety  dustrial growth in Anwerica, effects of technological change. nature of labor force,
wape svstemis, etc . Section HT- Rersonat Secutity and Efficient Living  health, insurance, unemploy-
ment msurandce, workmen s compensation, ete.section IV - Organized Labor  how labor unions
operate, collective bargaming, the umon contracts, eto.. and Section V- Demaes racy. This Book could
be of use by a teachier and or guidance counselor who is responsible for ntroducing the world of
incdustry and labor to high school stdent< and - or adults.

The dJob Game, Employment Traming Corporation, New York, New York, 1975, $149.00

Includes tour Job Finder Workbooks, Tapes and Trainer’s Guide, The Job Game was developed
to assist people who come tfrom avanety of backgrounds to find a job. The materials include fonr
lob Gamies cassette tapes, wJob Pinder Workbook and a Trainer’s Manual. Additional equipment
needed is a standard cassette plaver and a timer with a bell.

Lau
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dob funting: Where to Begin, Gus ‘ance Associates
i .

This progzam, which contains two full-color filmstrips, two records, or two cassettes, and a dis
cusston guide, darifies students” understanding of employment sources while helping chem build
self confidence. It explains the various Ly pes of employ ment agencies, the roule of the job counselor,
ivi. service exams, and how to answer want ads and handle job interviews to junior and senior high
school students, The disc ussion guide provides teaching and discussion materials and filmstrip
scripts. ‘

CUST—-$48.50.

Jobs for gl School Studerts, Guidance Associates, 11 Washington Avenue, Pleasantiiile, New
York 10570

These Blmstrips provide advice on locating go. 1 jobs by relating spetific jobs to student ubjec-
tives. They help distinguish between jobs that provide special eaperience for subsequent e nployment
and those that offer pocket money or good voages only. (Cost. s of this writing, 2 filmstnps, dis-
cussion guide, 2 LP’s, $41.50; or with 2 cassettes, $46.50.)

-

Job That Goes Someplace, Guidance Assoriates, 1870, 757 Third Avenue, New “Jork, New York
10017 .

This kit includes two mne-minute < olor filmstrips, two 127 LP records or two cassettes, and a
teacher's puide and is designed o show junior and senior high school students how they can get
chead on e job by Faving the proper attitude and personal qualities. In an innovative use of graph-
s, the filastrp presents without moralizing the idea that it is wrong-to end up in a deadend job.
The teacher’s guide induades introductory materiais, suggested discussion questions and ac tivities,
and filmstrip seripts.

Job You Want, The, McGraw-Hill Book Company, Delmonte Research Park, Monterey, California
93940

© Suitable tor sentor lugh school students through adult education, this bouok is designed to help

idniduals prepare for joby huntig, icterviewing, and successful performance on the jol. The text

15 casy to read and the content 1s "ogically develoned The reader is asked to conduct ¢ self-appraisal,

considering aptitudes, interests, and personality. Career exploration is discussed. Once alternative

career paths have beon selected, the reader receives suggestions for locating, applying for, aad inter

viewing for those Jobas, The last few chapters are devoted to achieving suceess on the job and consider-

ing{promotional gpportunities.

The photograpiis and the drawn illustrations demonstrate good ethnic balance. Words peculiar
to the world o* work are defined at the bottom of the page. The job interview section is especially
well done Review questions given at the end of each chapter help to highlight and remforce the

“ter's codin concepts.

’

Job You Want How to Get 16, The, Walter Blackedge et al., Southwestern Publishing Conipany .
1975, Cincinnaty, Ohio

This workbook s awmed af helping imamaduals obtan jobs of their choice. The book s divided
mito cight chapters whinh cover the following toptes. how to learn about jub o) portunities. cioosing

226 ’
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a job goal, worhing in the sunminier, selhing personal abilities, writing o letier ot appicacon, complet
ing a job apphicatior  Zoing on ag interview, and the first day on a job. Within each chapter tiere
are discussions of tha topic, many times in a story form, and exercises to be completed. Thys work-
book would b, usefur 10 students mterested m ubl.:inim,g,'ull« cr part-time employ ment.

1t
] :

L.[¢ Carcer Game, Wostern Publishig Company, Incorporated, School and Library Department,
850 Third Averne, New York, New York 10022

The Life Carcer Garae is o simulation actinity that attempis Lo imitate or simulate the job, edu-
cation, and nuarriage market as it currently exists in American suciety, and to demonstrate how these
markets may affect the Bife planning of a person, given certain personal characteristics. Students play
the Game in teanis of two or three, and compete against other teams Lo play the most satisfy ing e
for the next eight Lo ten years for a hy pothetical student., The Game can be used in various settings
with varying numbers of students. 1 ideal to have at least a two-hour streteh at the beginning to
getstudonts into the Game, then each subsequent session with the G ime can be an hour fong. Be-
cause of the gre at similarities between aspedts of the Game and the realiti > of life, students have
become very involved in it and have projected their own life into that of the Profile student with
whom they are worhing. Thie Game provides an opportunity for teaching some important principles
of deasion-mahing and life planning that students may not have learned through other methads.

Offecial Collcee. ntranc e ¢ xanunation Board Gurde lo Financial Awd jor Students and Parents, The,
Elizabeth W Suchar and Phyvlhis Harris, Simon and Schuster, 1976

This book provides practical timonaal aid information for college-hound students, therr pareats,
and thair advisers The book, which s divided into ten parts, contains information of whe financial
ari s, vou vour famidy o vour education, finanaal aid from postsecondary educational institutions,
fiancial wid frong tie basic educational opportunity grant program ., financal aid frém the states,
frn gl wid through the suaranteed student loan program, financial aid fron spectad purpose pro-
grams, bnanaal ad from local sources, and information for parents, .\ supplement section is also
provided .

COST, S195

On The Job, Ldacation Design, Incorporated, 17 West 13th Street, New Yor - New York 10011
Thas mult media approach to on the job problems consists of 20 Cissettes, 21 student record

boohlets, and aisstructor’s guede i g permanent Storage box, Students prodace witten responises

to teped essons and are coposed to sancus problematic situations, (Costeas ot this wating,

~229 00 ’

<

Opportunddy  Scholastie Book Services, 1971, 901 Svhan Avenuae, Englevood Chits, New Jorses
07622

Ths kit whach contams eacht fildmst ps. aght records or cassettes, thirty studeat loghoohs,
and g teachgr s gunde, wo 't annctated worcoook pages and seripts, is destgned to provide students in
minth through twelith srades with actual §oactice i employment activities ana procedures i the
t.ent Lilastrp students are asbed questions which they might encounter on wjob mterview . The nest
e bilmstraps provide imtorniation on fdteea careers, Arother filmstrip provide armation o
problem solving T cae Last filmist 1, the students are asked questions G determime how muach they
have learned throughouat the nmt Fhe student Toghooks are to bhe used dlong with the OGlmstnps
COST 5169.50,

4 .
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Planning Y-»ur Car.eer, General Electric, 1971

‘This !;ooklet briefly explains how high school students can be prepared for any career direction
by having a wide education base. It is explained how knowledge in communications, mathematics,
science, social studies, and foreign languages can be helpful when preparing for a career. There is
also a briel; description of some planning suggestions for major career fields.

£ .
Preparing Pupils for the World of Work, Detroit Public Schools, Detroit, Michigan, 1962 ED 001 452

=

"This report of a committee assigned to evaluate the programs preparing students for employment

f N N details the need for improvement of counseling and guidance services available to students. The
s necessity to provide regular career counseling and expand World of Work Services including vocational
i - education and work-study plans for girls and mentally retarded students is emphasized.
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Problems in the Transition from High School to Work as Perceived by Vocational Educators, Garbin,
: . A. P.; Campbell, Robert E.; Jackson, Dorothy P.; Feldman, Ronnie, The Ohio State University,
»’ T Columbus, The Center for Vocational Education, 1967 T

‘The major objective of this particular exploratory study was to collect data which would help
. guide subsequent research in the area of the worker adjustment problems of youth. Interviews with
aselected group of vocational educators sought their perceptions of the most crucial impediments
facing youth in the school-to-work transition and recommendations for teaching aids, curgiculum

materials, and other programmatic solutions that would help alleviate these impediments to worker
adjustment. P
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Problems in the Transition from School to Work as Perceived by Youth Opportunity Center
Counselors, Eggeman, Donald F.; Campbell, Robert E.; Garbin, Albeno P., The Ohio State
University, Columbus, The Center or Vocational'Education, 1969

This report was designed to identify the range of problems faced by youth as they make the

‘ transition from school to work. A survey-by-questionnaire of a selected group of Youth Opportunity
N Center counselors sought their perceptions of the impediments faced by youth in the school-to-work
transition and their suggestions for alleviating these obhstacles. :
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Roles and Goals, Argus Communications, 7440 Natchez, Niles, Illinois 60648

ppteey

"This kit, which includes a six-minute, color filmstrip, a record B‘&awcassette,' and a leader’s manual,
« explores the question of whi~h comes first, the role or the goal, and h , one affects the other. The
s filmstrip concentrates on presenting diverse ideas that help students in grades 7-14 formulate their

; own answers and guidelines. Can be used in group counseling sessions and classes in communication

.. arts and psychology. ’
: / COST-$20.00.
i Self, Incorporated, Agency for Instructional Television, Bex A, Bloomington, Indiana 47401

"This is a seri2s of 15 programs each of which is 15 minutes long, that is designed to stimulate
discussion and private reflection by eleven-to-thirteen-year olds. It consists of a teacher’s guide,
teacher-training workshop materials, and evaluation materials.
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Prograims deal with the following:

Physical ehanges
. Peer group pressure
Dating readiness
Everyday pressures
Cliques |
‘The system and self
Fiilure and disappointment
Privacy
Pressures Lo achieve
Eithnic, racial, religious dlfferences
Male and female role identify )
Ethical decision-making
T 13, Fimilies A
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Although these programs deal more with interperscnal aspects of development, they have wide

applicability to the world of work especially in the realms of attitudes, values and famll_/ and personal
sltu.mmnl adjustment.,
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Staft Getting That Job Now A Vocational Guidance Ifandbook, Daisy Farrell, Memphis Schools

‘t

‘This hooklet provides information to students in grades 7-14 concerning obtaining and main- -
taining ajob. It is wntten towards the students and provides information on topics such as jobh
fields and their future, preparing for an interview, interviewing, completmg a job application form,

pos: *ble reasons.for bem" turned down for a job, appearance and action on.the job, managmg money,
unions.

COST-$3.00.
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Succeeding on the Job. Self-Study Guide for Students, Patricia Mink Rath, Ralph E. Mason, Lloyd ;
J. Phipps, Interstate Printers and Publishers, 1970, 19-27 North Jackson Street, Danville, )
Hlinoig 61832 ) :
This 4" x 6™ card set is designed to aid students in learning quickly and easily some of the o

skills, knowledges, and attitudes necessary for working successfully. Questions are presented on the
front of the card and the correct answers are provided on the other side. The student may use these
questions to. Learn certain fundamentals involved in succeeding on the job; check his or her knowl-
edge of employers” expectations before starting a job; review while on the job; study before starting
a job; study before an examination; as an actual supervisory review of work, or use as a leammg

game with other students. ‘This set may be used to supplement instructional discussions and Rtudent
project, 3 . - -

ar ’ ¥
- .

.

Trouble at Work, Guidance Associates, 41 Washington Avenue, Pleasantville, New York 10570
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‘These filmstrips are realistic dramatizations that explore ¢onflict between the lmp.ment .mpren-
tice and stern master mechanic, the family-burdened hospital worker and the superior. faced with
absenteeism: the mistake-prone salesgirl and her gruff non-supportive boss, an ambitious filling-station

worker and his unmotivated pal. (Cost, as of this writing, 4 filmstrips, discussion guide, and 2 LP’%,
$41.50; with 2 cassettes, $46.50.)
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s Work Entry Problems of Youth—A Literature Review, Haccoun, Robert R. and Campbell, Robert
fe
e

!"'.’ The Ohio State University, Columbus, The Center for Vocational Education, 1972

ey

L.

i ‘This paper reports the findings of a deseriptive analysis of the vocational coping problems of f

voun;, _entrants. The analysis was conducted by two major methods; (1) an extensive search 3

of both pu shed dnd unpuhllshed studies and (2) VISltatlons with Job pldcement agencies and con- .

sultants. . Tl

_Worker Adjustment Problems on Youth in 7ransxtxon from Htgh School to Work, Garbin, A. P., ‘ .

. Salomone, Jerome J., Jackson, Dorothy P., Ballwég, John A., The Ohio State Umversnty, “

-, ‘ (‘olumbuq The Center for Vocatlon.ll Educauon, 1970 . \ f
"this study attempted to identify and specify the nature of the high school-to-work transitional 3

experience as revealed.by 642 youthful workers, representing diverse levels of the occupational .
structure. Recommendations are made which when implemented have the potential to facilitate the byt
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f ’ adjustment of youth to the world of work.
¢ % - -
é Worl er Adjustment: Youth in Transition from School to Work—An Annotated Btbllography of
. Recent Literature, Garbin, A. P., Jackson, Dorotity P., Campbell, Robert E., The Ohio Stdte
i ‘ Univetsity, Columbus The Center for VocatxonalJ:.ducatxon, 1967
- . = . ' ' g~
- . : This selected bibliography was complled in the course of designing a study..on the adjustment 3
. problems of youth to the world of-work. In the development of this compengium of.relevant
sources, it is recommended that even more comprehensive and systematic research be done on this . B
“”y relatively neglected problem. . L
‘ a N . =
World of Work, Hugh Shrader, . Weston Walch Publisher, Portiand, Maine 04104 %"i{;
f". “e ‘ . ) K;§
This spiral hound book describes the requirements of the world of work. It is written towards g.v

the student and describes such topics as (1) entering into a job—how to apply for a job, and how to
artona j()|) interview; (2) various aspects of working on the 1ob—conduct on the job, absenteeism, -

{ loyalty, unions, and advancement; (3) maintaining other aspects of one'’s life—insurance, maintgining K
e living quartexs, budgeting, and taxes. The book provides in an easy to read manner concrete sug— :
- Y

gestions for a person st.:rtmg, a first job. § S +
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You and Your Jirh Interview, Guidance Associates, 757 Third Avenue, New York, New York 10017

This program, which consists of two full-color filmstrips, edch thirteen to fourteen m
length, two 127 LP records or two cassettes, and a teacher’s guide, is designed to assist indivigy

. o in the clevelupmcrﬂ of interviewing skills. Part I provides information on the interviewing f'..ﬂls )
N through a seties of interview situations. Part II presents four different job interview SltU’.lonﬁ After
. cach situation the filmstrip can be stopped arld a discussion of questions that appear 0. the screen <

: can take place. The teacher’s guide provides teaching and discussian materials and fz {strlp scripts. ;
; > COST--2 filmstrips, discyssion guide, 2 LP’s, $41.50; with 2 cassettes, $46.50. 3/” *
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Your Carecr :f You're Not Going to College, Sarah Spafver, Julian Messner Publisher, 1971 :

This is a well organized, comprehensive handbook for high scl\oo} students. This publication
can help students evaluate their interest and abilities or help them stlect and obtain a job. The ;
handbook is (I;Vlded into fifteen major occupational divisions, each givision having a range of occupa- . :

* tions requiring little or more years of study/training. Undev each ocgupation the following items
‘may be found: (1) qualifications required, (2) duties, 3)Skl"S and } future of the occupation.
In the appendix the following information ¢ '\n be found occupations index, state apprenticeship
councils, regional offices- U S. Bureau of Apprenticeship and 'Irdmmg\and finally other important
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Your First Week on the Job, _Guidance Associates, 757 Third Avenue, N&w York, New York 10017

et
<

) -

N S N N Y . 3
O RS P LT T RO W

This program, which contains two full color filmstrips, twc 12” LP re"ords or two c.lqsettes,
and a discussion guide, presents humorous drdmatlzatlons that help raduce the high school "ssudents’
arixiety towurds their first job, prepares them for coping with new personalities, rules, and dec.slon,

Wi aed

3 © and sﬂmx}ldtes relaxed group talk about entcring the world of work. The discussion guide provides .
teachmgrzmd discussion materials and filmstrip scripts. ,

#o . COST+$48.50.
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.7 . oTHER PUBLICATIONS AND PRODUCTS OF
. - THECAREER PLANNING SUPPORT SYSTEM PROGRAM

@

:"l's"s_ys"‘rp;m'rxo DELIVERY OF CAREER GUiDANCE

Ya
)

A set of mtegtated, prmted and audlovxsual materials constitutes the prograrm’s s
dehvery system. Developed by Dr. Robert E. Campbell and his-staff, these materials
, 'provxde step-by-step dlrectxons to plan, develop, implement, and evaluate.an-up: .
' graaed caréer guldance -program. The delivery system has been extensively field .
tested m Over forty schoolﬂ in sxxteen states. :
CAREER DEVELOPMENT FOR WOMEN -
e Sugar and Spicé is Not “the Answer: A Farent Handbook on the Career ImpIxcatzons
M SO of Sex Stereotypmg, by Louise Vetter, Cheryl Meredlth Eowry, and Carolyn
M. Burkhardt y ; S
Career -Patterns of a National SampIe of Women, by Lounse Vetter and Dawd W
Stockburger. .
. ‘ g s _ . . 3% -
" Career Matericls: Implications for Women s Career DeveIopmeht by Louxse Vetter,
David W. Stockburger, and Chnstme Brose -

i.{‘ b ,
InvoIvmg Szgmﬁcant rsim Caree -PIannmg A CounseIors Handbook by
+  Carolyn M, Burkh Sandra’R* rletsky, Cheryl Meredith Lowry, H.
¢ ‘Lawrence Hotchki . a’x}d Robert E. Campbell; -

Szgmﬁcant Other IanuEnce, Career Choice and Achtevement Selective Theoretzcal
and. Concvptual ffpproaches by J. Steven’ PlCOll, Evans W. Curry, and H.
Lawrence Hotchklss T v

- Szgmfzcant :Othér Inﬂuence and Career Decisions: Volume I, Black.and White MaIe
Urban Youth, by Evans W. Curry, J. Steven’ Picou, H. Lawrence Hotchklss,
.+ Shirley Scritchfield, an¢ John Stahura.

Significant Other Influence and Career Decisions: Volume II, Black and thte
- FemaIe Urban Youth, ‘by Evans W. Curry, H. Lawrence Hotchklss, J=Steven
S Plcou John M. Staera Shirley Scritchfield, and Jeromie. Salomone
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Fon.addltxonal mformatxon or ordermgl structions (prices and avallablhty), contact:

The Center for Vo\.atlonal Education
CVE Pubhcatgorgs ®
1960 Kenny Road
Columbus Ohio 43210
. Tel: (614) 486:3655




