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If you ask ten people what qualities make a successfui employee or worker you are likely to get
a variety of answers, but some will occur several times. Your interviewees are likely to suggest
sincerity, ioyaity, honasty, courtesy, efficiency, a good personality, ability to do the job, and will-
ingness to do it. But such a "boy scout list” can never fully describe the targe number of behaviors
that go together to make a good worker. There are degrees of sincerity, and a good personality
means different things to different people.

A more profitable approach is to examine what successful emloyees actually do. What are the
particular skills that workers need? What behaviors go together to make up necessary on-the-job
social skills? What behaviors constitute outstanding work performance?

Many people in a variety of occupation$ are considered to be vocationally competent. They are
often characterized by such statements as, “She is a great secretary.” “He is an outstanding
teacher.” *'He is a hell-of-a good lineman.” But she was not born a great secretary, and he wa$ not
born a good lineman. Their skills were learned. The all-around good employee has learned not only
the skills for that particular job but also a set of work performance, social, and job related skills
that are applicable to the secretary, teacher, and lineman. in other words, there are fundamental
behaviors that cut across the broad vocational spectzum.

Various professionals associated with vocational training have the need for clear specification
of vocationally retevant behaviors.

The director of a vocational training facility will find an objective means to accountability, cost
effectiveness, and appropriateness of programs and staffing.

The program evaluation speciatist will find an objective means of documénting client or trainee
progress and, accordingly, effectiveness of training procedures.

The vocational evaluator will find clear standards for determining client skills in seven different
categories of vocational competence: Prevocational Skiils, Job Seeking Skills, Interview Skills,
Job Related Skilis, Work Performance Skills, On-The-Job Social Skilis, and Union-Financial-
Security Skills.

The counselor who is responsible for writing !ndividualized Education Programs and/or In-
dividualized Written Rehabilitation Programs will find objective documentation for legislative re-
quirements as well as a means of goal setting which is responsive to client needs.

The work adjustment specialist will find the necessary social and communication skills which
must accompany specific work skills.

The first-line supervisor will find specification of a broad range of work skiils applicable to a
wide variety of jobs.

The prevocationat training instructor will find the outline of an objectively specified curriculum
for prevocationat skills.

The vocational instructor will find work and work-retated skilis specified in terms of conditions
of performance, behaviors, and standards for mastery.
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Vocational tratnees, regardiess of whether they are 60 or 16 years old, have some work skills but
need to learn others. This book is about vocational skills — what they are and how they can be
measured in a training class or on the job. Before we begin to train people we need to have clearly-
stated goals for that training. The vocational skill objectives listed in The Vocational Behavior
Checklist are clearly stated in terms of conditions, i.e., setting, tools, materials for performance;
instructions, behaviors, and standards or criteria for correct performance. If you are interested in
ctearly and carefully specified vocational skills that have been designed for and used in vocational
training and on-the-job training programs, this book is for you.

RTW.
TJW.
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VBC CHAPTER 1

WHAT ARE INDEPENDENT LIVING SKILLS




WHAT ARE JOB GETTING AND KEEPING SKILLS?

Anthony Dogood had been enrolledin a federally.sponsored job training program for two weeks.
He liked it pretty well. He feit he was learning some things, and the people he met there were
friendly. The first three months he was scheduled for “'orientation and prevocational training.” So
far, they had discussed what work means, why people work, and how each person in the class felt
about working. They had told about jobs they had worked and how they had felt about those jobs.

The big guy with one hand missing had described his job in a coal mine. He was gett..g good
disabkity benefits and wasn't sure that he wanted to be “rehabilitated.” When Anthony’s {urn
came, he told about the time he had helped his uncle paint a house. He didn't relate how bad he
{elt when his uncle yelled at him all the time.

But he was getting a little tired of all this talk. He was anxious to start doing some things with
refrigerators and air conditioners. The teacher said that later they would be trying different kinds
of jobs to see which one they were best suited to train for. But they would aiso be spending part of
the day iearning about how 10 look for a job, how to act in a job interview, how to refate to people
on a job, how to handle union and money matters, and some other things besides just how to do
the job. The teacher said that jobs are often lost because of other reasons than just the inability to
do the work. Anthony wasn’t sure what all these other things had to do with getting and keeping a
good job, but if they were important, he wouid give them a try.

The Relevant Skills Psoblem

What are the skilis that Anthony and others in his training pfogram should be jearning? What are
the skills that are relevant to the worid of work? When is an individual ready to enter that world?
Historicaily, the emphasis, number, and type of skills have varied almost as widely as the number
of federal, state, and private vocational training programs. Certain common threads or central
skills have been evident across programs, but curriculum differences are as prevalent as com-
monalities.

Cost.effective vocationat training programs can't teach everything to everyone. Some people
will already “have" or “know how to do” some skills. And even if we wanted to teach everything,
what is everything? That is, how many vocationally relevant skills are there? Are there 50 or 5,000?
Where can we find a list of these skills so we can decide which ones are relevant for our students
or clients?

Conditions, Behaviors, and Standards (CBS)

Apart from anecdotal or casual observation of workers, there have been two types of formal
observation tools: rating scales and behavior checklists. Rating scales are generally less objec.
tive than behavior checklists because they do not require direct observation and recording of
behaviors. Although rating scales are often based on client or worker behaviors, they rely heavily
on clinical judgment. For example, a worker may be rated by histher supervisor on “attitude
toward work"’ on a five-point scale from excellent to poor. To give this rating, the supervisor must
put together a number of behaviors and impressions of this worker to attempt {0 make a
reasonabte judgment of this construct of “attitude toward work."

in contrast, a behavior checklist is simply a list of carefully defined behaviors. Although dit-
ferent formats for behavior checkiists exist, the primary concept is that the worker either emits
the individuat behaviors or does not (Walls & Werner, 1977). For example, does the worker “put
away production in proper storage area?” Does the worker “arrive at work and punch in on time?"

Carefully defined behaviors shoutd also include a standard of performance. Suppose the stan-
dard for these behaviors noted above is, “five consecutive days.” The supervisor is required to
check whether or not a particular worker “put away production in proper storage area on five con-
secutive days.” The supervisor simply checks "yes" or “no.” Also, he checks whether the worker
“arrived at work and punched in on time on five consecutive days.” A minimum of clinical judg-
ment is involved since the behavior and standard (or criterion) are cleariy stated.

1t VBC 1




Another feature of a carefully defined behavior that is often implied, but should be stated in a
good definition, is the condition of performance. The condition is the setting {including tools and
materials} or the situation in which the behavior occurs. !t is the “given.” For example, “Given a
specified area for storage of production. the worker will put away production in the proper storage
area on five consecutive days.” “Given a stated time for amiving at work. the worker will arrive at
work and punch in on time on five consecutive days.”” In The Vocational Behavior Checklist. an in-
struction is included as part of the condition or given for each skill objective. Thus. a condition (or
given), a behavior. and a standard {or criterion) fully define what is expected of the worker. The
supervisor is clear about what is required and can check either “yes' or “no.” Just as important. it
is easter for the worker to understand what is expected and learn to meet these expectations.

The Vocationa: Behavior Checklist

The Vocational Behavior Checklist is an extensive list of 344 vocationally refevant skill abjec-
tives carefully specified in terms of conditions {antecedents or givens), behaviors, and standards.
These objectives are classified and presented in seven categories in Chapters 2 through 8.

The Vocational Behavior Checklist can be used to: (1) define work and work relatzd skills
clearly; (2) specify a broad range of work skilts applicable to a wide range of jobs: (3) determine
clear standards for mastery of skills; (4) document client or trainee progress and effectiveness of
training procedures; (5) determine an objective means to accountability, cost-effectiveness, and
appropriateness of programs and staffing; (6) determine an objective means of goal setting and
documentation for legislative requirements: and (7) outline an objectively specified curricuium
for prevocational and vocationatl skills,

Sources and Scope

Just how comprehensiveand inclusive is this iist of behaviors (with conditions and standards of
performance)?

The objective was to make it as comprehensive and inclusive as possibie. In an attempt to deter-
mine the number of behavior checklists avaitable and in use, an advertisement was placed in
several periodicals requesting, . . .behavior checklists used in tabulating behaviors or skills™ of
various populations. The same request was sent to a number of individuals as weil as to 883 state
schools and rehabilitation faciiities.

We recelved more than 200 checklists in return from individuals. facilities, and aining pro
grams, These lists varied widely in the extent to which they represented carefully specified and
observable behaviors. Further, the item formats and scoring requirements ciffered markedly. In
addition, while some were concerned with only one or two classes of behavior, others included
behaviors in fifteen or more classes. Each of these classes of behavior mghit contain only a few
specific behaviors or a hundred or more specific behaviors representative of that class. Sor.e
cfasses of behavior commoniy represented in these checklists were: eating, toileting, dressing,
health, grooming, communication, mobility, dexterity, vocational, recreational, socialization,
orientation, motor skills, self-help, daily living, independence, alcohot or drug use, household, and
work skills. Of the more than 200 checkiisis, 166 of them have been reviewed in an annotated
biblicyraphy (Walls, Werner, Bacon, and Zang, 1977).

An important behavior class in many of these behavior checklists was vocational behaviors. Al
of the items related to the assessment of vocational behaviors were reviewed and evaluated.
Although these ciasses of skills were sometimes labeled “Prevocational,” “Qccupational,”
“Job," or “Work" behaviors, any items associated with empioymen. were considered t¢ be in the
broad “vocational” classification. Vocational itemns from 21 checklists (noted in the Relrrences
section) were sorted into seven categories and ovedaping or duplicate items eliminated. These
seven categories afre Prevocational Skills, Job Seeking Skills, Interview Skills, Job-Feiated Skills,
Work Performance Skitts, On-The-Job Social Skilts, and Union-Fir.ancial-Security Skills.
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Ali of the items that were retained were used 1o guide the writing of the present behavioral
definitions (skili objectives} to include conditions of performance, specific behaviors, and
standards of performance. In almost all cases this rewriting and modification was extensive, since
many of the checklists used only a short phrase to describe each benavior anc’or did not include
conditions andfor did not include standards. Further, many gaps were filled by creating
completely naw items. Many new skill objectives were derived {rom our work with vocational
rehabilitation clients in sheltered workshops, deinstitutionalization training, rehabilitation
facilities, and field-based vocational rehabilitation programs.

How To Use The Vocational Behavior Checklist

The chapters that follow provide extensive lists of vocationally relevant skills that are
behaviorally defined. These lists may be used exactly as stated or they may be modified to suit a
particular trainee, worker, program, or setting. Particuiar skills may be selected that are relevant
for that client or that occupational training program. Particular standards of performance may be
modified 10 refiect more clearly the objectives of the training. However, the behaviors and defini-
tions shouid be used substantially as stated herein.

Specific Skill Objective Examples
As specific exampies, consider two skill objectives from the Prevocational Skills chapter.

COPING SAW 40

CONDITION: Given a coping saw and a piece of wood %" x 8" x 8" or larger. with a curved
line 8" long drawn on it.

INSTRUCTION: “Cut along the curved line.”
BEHAVIOR: Client will use the coping saw to cut along the curved line..

STANDARD: Behavior within ten minutes on three of four occasions. The cut must not
deviate from the line more than %2.”

Let’s return to Anthony. For this skill, the instructor or supervisor gives Anthony a coping saw
and a piece of 4™ wood with a curved line 8" long drawn on if. The instructor teils Anthony, “Cut
along the curved line.” Anthony saws on the curve and finishes in ten minutes. in one section, the
cut deviates from the line, but the deviation is less than the Y2" limit allowed. So, the instructor
records the attempt on the Optional Data Sheet {following page) as correct on one occasion. The
instructor has Anthony try this skill two more times (on that same day or on subsequent days). He
does well and meets the criteria on each occasion. Thus, he has accomplished this skill (three
consecutive occasions) without even making the one atiowable error. This skill is no problem for
Anthony. The instructor marks “ +" and the date for the VINITIAL ASSESSMENT' on the Skill
Summary Chart and marks a *' +” in the summary column. .

Optional Data Sheet

The Optional Data Sheet is suggested as a form on which daily training data can be recorded.
Consistent data collection and record-keeping are essential for showing client progress with
respect to the skill objectives. The information specified on the Optional Data Sheet meets the
minimai requirements for accurate daily recordkeeping. This is not to say that this is the only for-
mat that may be used. Different settings, different populations, and different programs may re-
quire other formats and perhaps additional information.

VBC 3




When this data sheet is used, the condition, instruction, behavior, and standard may be copied
exactly as it appears within the chapter in order to prevent confusion on the part of the trainer or
observar. The numbers along the top of the grid refer to individual trials {occasions). For any par-
ticular trial, whenever a response meeting the standard has occurred, a “ + ™ should be placed in
that trial box. !f the response did not meet the required standard on-any occasion, a *—" should be
recordad in the box for that triat. Aithough 20 boxes are provided in each row, on any given day of
training or assessment, there might be fewer or more than 20 trials.

Dates are to be written in the margin on the ieft. Recording of data shouid begin in trial No. 1 on
each new day of training or assessment or whenever a new observer or trainer begins working with
the client on this particular skill objective. The “Comments” column should he used to record
relevant information conceming training, e.g., any prompts being used for that day. Additional
blank Optionat Data Sheets may be found in the appendices at the end of the book and in accom-
panying hooklets.

vBC 4




OPTIONAL DATA SHEET
Ciient’s Name Anthony Dogood
Category ___ Prevocaiional
Skill Objective No. : 40
Condition: ' Given a coplng saw and a plece of wood %" x 8" x 8" or larger witha
5" curved line drawn on jt.
Instruction: “Cut along the curved line.”
Behavior: Client will use coping saw to cut along curved line.
Standard: Behavior within 10 minutes on 3 of 4 occasions. Cut must not deviate

from line more than 12.”

QCCASIONS
PDate 1 2 3 4 566 7 8 9 10 11 12 13 14 15 16 17 18 19 20 Initials Comments

B/5i80 tz | Passed in

ti ' initiai

i assessment

i

H

1

1

1

L

i

it

1!

il

1

1

1

il
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4 Skill Objective Not Considered Applicable

B Skill Objective Mastered

SKILL SUMMARY CHART

Trainee:

Anthony Dogood

Trainer(s): _ T.Z.

PRE-VOCATIONAL SKILLS

Initial Assessment Teaining
Dals Date
_Summary Skilt Objective +or - Date Begun Completed
2] 1 _FyitTimeJob & 1/4/80
B 2 _Part-Time Job ) 1/12/80
-3 3 Job identitication | 3] 1723780
B 4 Job ldentitication K = 2/2/80
) 5 Qccupations B 2/2/80 2/3/80 2/10/80
] & Reasons 2] 2/10/80
) 7 Cotor Discrimination | =) 2/10/80
ol 8 Color Discrimination 11 2] 2/10/80 2/10/80 2/13/80
# 8§ Texture Discrimination 'EI 2/13/80 2/15/80 2/28/80
® 10 Texture Discrimination lig 3/10/80 3/12/80 3/15/80
® 11 Pincer Grasp B 3718780
& 12_Nuts and Bolts ) 372180
B 13 Nutsand BoitsiSize g 3/21/80 3/25/80 3/30/80
) 14 Color Sorting = 3/30/80 3/30/80 4/1/80
% 15 Size Sorting B 4/2/30 ’
B 16 Shape Sorting B 442 /80
0 17 Bolt Sorting = 4/2/80 4/4/80
<] 18 Nuts, Bolts, Washers = 414780 4/5/80 4/7/80
B 19 Object Packing = 4/13/80 4/15/80 471780
B 20 Glass Packing B 4/19/80
7] 21 Taping = 4/19/80 4/20/80 4/23/80
veC7 .




SKILL SUMMARY CHART
W Skill Objective Not Considered Applicable Trainee: ___Anthony Dodood
B Skil Objective Mastersd Trainer(sy: __ T2
PRE-VOCATIONAL SKILLS
Inltial Assessment Training
Summary Skit! Ohjective + o - Date BI:;':n COI‘?‘I:}:lGd
3] 22_ Lockfolding = 4/23/80 5/1/80 5/5/80
) 23_String = 5/1/80 5/3/80 5/5/80
] 24 Long Fold e 5/5/80 5/10/80
| 25 Short Fold =1 5/ 10/80 5/15/80 5/25/80
O 26 Third Fold = 5/25/80 5/25/80
] 27 Letter = 5/27/80 5/30/80
| 28 En\relo-pe =] €/1/80 €/1/80 €/7/80
[} 29 Stamp = 6/24/80 7/1/80
) 30 Pages = 7/1/80 7/3/80 7/20780
ra 31 Stapler =] 7/21/80
[} 32 Rubber Bands 0
(] 33 Straight Line a8 7/21/80 7/22/80
# 34 Curved Line ] 7/22/80 7/25/80 7/30/80
O 35 Tools! = 8/1/80 8/2/80
0 3¢ Toois!l ) 8/1/80 8/2/80
[} 37 Tool Discrimination | = 8/3/80 8/4/80 o
(| 38 Toot Discrimination li = 8/3/80 8/4/80
] 39 Wood Rasp & 8/5/80 8/6/80
40 Coping Saw = 8/5/80
. 41 Miter Box |
» 42 Hack Saw 0
VBCS




_—

SKILL SUMMARY CHART
M Skili Objective Not Considersd Applicable Trainee: __ Anthony Dogood
® Skill Objective Mastered Trainor(s): __T.2.
PRE-VOCATIONAL SKILLS
initial Assessment Tralning

Summary Skill Objaciive + o= Date Bl:.gt:n Cogstl:ted

a 43 Wood Plane = 8/7/80

a 44_Claw Hammer | B 8/7/80

7] 45 Claw Hammer || o 8/7/80

0 46 _Vise & 8/10/80

O 47 Wrench ! = 8/10/80

0 48 _Wrench |1 = 8/10/80

& 43 Ratchet ! 7] 8/12/80

50 Ratchet II 8/12/80

[53 51 Brace and Bit 8 8/15/80

0 52 Screwdriver 8 8/15/80

O 53 Utility Knife & 8/15/80

s 54 Pliers O

[ ] 55 Tin Snips |

(] 56 faint Can O

Q 57 Staple Gun |

O 58 Paint Brush o

O 59 Rule O

| 60 Sandpaper |

O 61 Level o

o 62 Square O

(| 63 Hand Saw O
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SKILL SUMMARY CHART

B Skill Objective Not Considered Applicable Traln?o: —AnthonY Dogood
8 Skill Objective Mastered Tralner(s): _T.Z.
PRE-VOCATIONAL SKiLLS
initial Assessment Training
Date Date
Summary Skilt QObjective + or - Dale Begun Completed

64 _Hack Saw Blade g

65 _Coping Saw Blade O

66 _Bit O

67 _Socket (]

68 Staples [}

69_Tool Cleaning a

70 Tool Storage 0

71 Sandpaper Discriminatliong

72__Sandpaper Discriminal:?nij

73 Sandpaper Discrlminali?ﬂg

74 Sandpaper Discrlminati?\:'g

75__Paint Discrimination |

76__Paint Discrimination 11

77_Object Assembiy |

78 Object Assembly {l

80 Jeb Product Il

81 Heusehold Objects

82_ Wiping Cloth

83_ Bed Sheets

O 0O OO0 OO0 0O oD oOoboDboo0DoODoOOaoOOaoOoOaoao o

0
O
O
0
79_ Job Product | [}
O
0
O
0
0

84 Mattress
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SKILL SUMMARY CHART
B Skill Objective Not Considered Applicable Trainee: _ Anthony Dogood
B Skili Objective Mastered Trainer(s): _T.Z.
PRE-VOCATIONAL SKILLS
initlal Assessment Training
Dsie Date
Summary Skilt Objective + of - Date Bagun Completed

85_Linmade Bed

86_Broom

87 Mop and Bucket

88 Floor Wax

89 Vacuum Cleaner

90 Dust Rag

91 Bathtub

92 Refrigerator

93 Windows

94 Drapns

95 Grocery List

96 Grocery Store

97 Grocery Bill

98 Food Storage

99 Refrigerator items

100 Cabinet Items |

101 Cabinet ltems ||

102 Apron

103 Hot Water

104 Cold Water

O ooo0ooo0O0o0Oo0oOoo0DoDOoDoODOoOoODDonoOOoOOaoOOaeoOOaOoOaDo
0 00 000 o 00000000 OoODO OO N eoONO oo

105 Stove
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SKILL SUMMARY CRART

& Skill Objective Not Considered Applicable

B Skill Objective Mastered

Summary

Skill Objective

Traines:

Trainen(s):

PRE-VOCATIONAL SKILLS

inlilal Assessment

+of -

Date

Bagun

Anthony Dogood

T.Z.

Smrp——y

Training
Date

Completers

107

106 _Matchas

Teakettle

108

Saucepan

109

Glass Jars

110

Can Opener

111

Bottle Opener

112

Food Wrap

116

113 __Egg
114 _ Measuring Cup
115 __Measuring Spoons

Rolling Pin

1y

118

Mixer

Rubber Scraper

119

Qven |

120

Oven ||

121

Butcher Knife

122

Frying Pan

123

Paring Knife |

124

Paring Knife 1t

125

Sandwich

g 0o o0 o0 o000 o0 o0oo0o0bo0obo0 o0 o0 o0oo0oo0o0 o0 o

126

Miik
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SKILL SUMMARY CHART

B Skill Objective Not Cunsidered Applicable Traines; __Anthony Dogood

& Sklil Objective Mastared Teainer(s): _ T.2.
PRE-VGCATIONAL SKILLS

iritis! Agsessment Training

Date Date
Summary SkHI Qbjective + of — Dats Begun Completed

127__Garbage Bag

128 Table Preparation

129 Hot-Pads

130 Dish Removal

131 Dirty Dishes

132 Dirty Dishes 1}

133 Dishwater

134 Dishwashing

135 Sterling

136 Kitchen Counter

137 Dishwasher

138 Dish Rag

139 Dish Slorage-

140 Sewing Needle

141 Shirt and Buttons

142 Dress Hem

143 Socks

144 Scissors

145 Sewing Machine

146 Clothes Sorting

0 0o Oo0O0 00 DD D O OCOODOUDOTG DOTGGCD
O 000000 -8 000 o DO o0OoOooaoo o

.47 Washing Machine

U
P
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SKILL SUMMARY CHART

@ Skill Objective Not Considered Applicable Traines: __Anthony Dogood
B Skill Objective Mastersd Trainen(s): __T.Z.
PRE-VOCATIONAL SKILLS
Inillal Assessment Training
Date Datle
Summary Skill Gbjective + Of = Date Bagun Compisted
148 Dryer |
149 Dryer !

150 Clothesline

151 Clothes Removal

152 Clothes Folding

153 Shirt Hangers

154 Clothes Dresser

155 1roning Board

156 Electric Iron

157 Ironing Board Storage

158 Child Bathing

159 Diapers |

160 Diapers Il

161 Child Dressing

162 Hair Comb

163 Child Feeding

164 Playpen |

165 Ptaypen I

166 Playground

167 Injury

168 Numbers

0 o bo oo 0o o0booob O0ob bo oD OO 0O O
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SKILL SUMMARY CHART
B Skill Objective Not Considered Applicable Anthony Dogood
B Skiit Objective Mastered Tealnor(s): _T-Z-
PRE-VOCATIONAL SKILLS
tnitlal Assessment Training
Summary _ Skl Objective +0Of = Dste Bwn Co:;::lw
O 169 Picture Groups | (]
1 170 Picture Groups 11 O
O 171 _Numbers Written | O
O 172 _Numbers Writtentl [y
o 173 Flash Cards - Numbers [
0 174 Adaition 1 O
0O 175 Addition Il (]
O 176 _ Addition Il O _
O 177 _Subtraction (]
O 178 Subtraction 11 O
O 178 Subtraction 1| O
® 1180 Multiptication | (]
B 181 Muttiptication 1l o
@ 182  Division | O
@ 183 Division {1 O
g 184 Money O
@ 185 Change O
[0 186  Alphabet O
0O 187 Fiash Cards - Alphabet [
[} 188 _ Alphatet ‘Written 0
(0 189  Alphabet Writtentt (3
VBC 15
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SKILL SUMMARY CHART
@ Skilt Objactive Not Considerad Applicable Trainee: _Anthony Dogood
8 Skill Objective Mastered Trainen(s): _T.Z.
PRE-VOCATIONAL SKILLS
inllal Assasament Tralning
Summary Skill Objective +0r - Date al:;?n Conr:;ll:lod

O 1so Name and Address (]

0O 191 _Signsi )

O 192 _Signsii m

€] 193 _ Alphabetizing 0

) 194  Clock O

0 ()

0 ()

0 ()

0 e

0 ()

0 ()

a 0

0 ()

0 ()

0 ()

0 0

[} ()

O 0 —

[} ()

0 0

[} ()
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The Skill Summary Chart

The Skill Summary Chart 13 1o be used as an overall record of alf skill objectives achieved by the
ctient in alt seven categories. The skills mastered by the client in initial assessment and in train-
ing, as well as the date the skill was demonstrated or compteted are entered on the Skill Summary
Chart. As you can see from Anthony's Skiti Summary Chart, to date, he has mastered st...s 1,2, 3,
4,5,6,7,8,9, 10,111,732, 13, 14, 15, 16, 18, 19, 20, 21, 22, 23, 25, 28, 39, 31, 34, 40, 45, 49, and 50 in the
prevocational area. He will have a chance {0 master more skills as the prevocational training con-
tinues. The training siaff has has decided that skills 32, 41, 42, 54, 55, 180, 181, 182, 183, and {85 are
not relevant to this client’s ne2ds (or the needs cf this client group or this job training program)
and has deleted these on the Skill Summary Chart, in the sumtary column.

As may be seen from ‘he Skill Summary Chart for Prevocational Skills, soeme skills such as
numbers 1, 2, and 3, were mastered in initial assessmant. That is, no training was necessary since
Anthony completed them successiully during pretraining assessment. Other skills such as 19,28,
and 30 were not passed in initlal assessment and thus required training. The date training was
begun and the date training was completed (the skill was mastered) were recerded. The summary
cclumn provides a concise view of the skill objectives mastered in either {a) initial assessment or
{b) training and $0 summarizes Anthony’s progress to date in Prevocationai Skills. Other biank
Skill Summary Charts for Job Seeking Skiils, interview Skiils, Job Related Skills, Work Perfor-
mance Skills, On-the-Job Soclal Skiiis, and Union-Financial-Security Skills are found in their
respective chapters, in the Appendices at the end of the book, and in accompanying tbooklets.

The Skill Qbjectivas Profile

The Skitl Objectives Profile {following page) atlows for a quick survey cf client progress in all
seven skill categories. The parcent of skill objectives that have been mastered in sach category is
indicated by this profile. By looking at this form, one does not learr. which specitic skill objectives
hava been accomplished (The Skill Summary Chart is providad for that purpose), but rather one
obtains an ovarall view of total client progress.

The profile is constructed by dividing the number of skilt objectives mastered in a category by
the total number of skill objectives consideres appticable to the client in that category, multiplied
by 100. For example, if Anthony has mastered 31 of the Prevocational Skill Objectives and of the
194 objectives in that category only 184 are applicable to the client, the computation and graphic
representation is as follows:

100% 0

. 90%0
Skill Objectives Mastered  ,...0, . 100 = 17% 80% O

Total skill objectives 70% 0
censidered applicable 60% 0
50% 0

40%12

30% 0

20%
10%
0%

Additional blank Skill Objectives Profile sheets may be found in the Appendix at the end of the
book and in accompanying booklets.

VBC 17
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SKILL OBJECTIVES PROFILE

This general profile is constructed by dividing the number of skill objectives mastered in each
category by the total number of skill objsectives considered applicable in that category, multiplied
by 100. For example, if a client had mastered 14 of the On-the-Job Social skili objectives, and only
17 of those objectives are considered applicable, the computation and graphic representation
would be as follows:

Skill Objectives Mastered
Total Skill Objectives Considered Applicable

-

= 1417 x 100 = 82%

100%0
0% 0
80%)
70%
60%
50%
40%
30%
20%
10%

0%

Trainee

100%0 100%0 100%0  100%0 100%0 100%0  100%0)

3 80%0 90%0 90%0 20%0 0% 0 90%0 90%0
5 80%0 80%0 80%0 80%0 80%0 80%0 80%0
I 70%0 70%0 70%0 70%0 70% 4 70%0 70%0
s 80%0 60% 0 60%0  60%0 60%0 60%0  60%0
@ 50%0 80%0 50% 0 80%0 50%0 50%0 50%0
2 40%0 40%0 40%0  40%0 40%0 40%0  40%0
w 30%0 30%0 30%0 30%0 30%0 30%0 30%0
2 20%0] 20%0) 20%0  20%0 20%0 20%0  20%0
o 10%0 10%0 10%0 10%0 10%0 10%0 10%0
z 0%0 0%0 0%0 0%0 0%0 0%0 0%0
7] - Q e X
5 < 2 & i o = 3
* o & z S < g %=
B o w w = » < O
< o = « 3 o zZ W
g o Zz @ Q o T @
2 S 3 & e 2
™) w o
« a. T o
a ¥ e =
T 4 2
o o
>
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ENVELOPE 28

CONDITION: Given a business envelope with a folded letter inside.
INSTRUCTION:  “Seal the envelope.”

BEHAVIOR: [Client will moisten the giued flap of the envelope with tongue, wet sponge, or
wet cloth and press the flap in place.

STANDARD: Behavior within 3G seconds on three of four occasions. The envelope must
stiil be sealed when inspected one minute later.

For this task the instructor or supervisor lays a business envelope with a folded ietter inside it
on the table in front of Anthony. The instructor tells Anthony, “Seal the envetope.” Anthony foids
the ftap inside the envelope. He does this twice. The instructor records two unsuccessfut at-
tempts on the Optional Data Sheet, marks “—"" and the date for the INITIAL ASSESSMENT, and
records “Date Begun” on the Skill Summary Chart. The instructor works with Anthony a little each
day to teach him how to seal envelopes. Within a week Anthony can correctly moisten the glued
flap of the envelope with his tongue, wet sponge, or wet cloth, and press the flap in place, all
within 30 seconds. He does this on three of four occassions. The instructor then writes the “Date
Completed” on the Skill Summary Chart and marks a "+ in the summary column.

Criteria Referenced Rather than Normn Referenced

in general, these examples tilustrate one use of this checklist. However, a staff member may
delete items without doing violence to any global score of vocational competence. Thus, there is
not a norm-referenced “vocational quotient.” Rather, the construction and use of these behavior
definitions reflect a criterion referenced rationale. Does the ctient or worker emit these skills or
not? One may wish to simply count the bebaviors accomplished and indicate that Anthony has ac-
complished 31 skills to this point in time. There is no standardized weighting to indicate, forexam-
ple, that skill objective number 35 is any more or less valuable than skill objective number 18. And
there is little reason to suppose that every behavior will be refevant to every client, trainee, nr
worker in every setting.

Additional blanks for other vocational skill objectives are provided at the end of each section,
These blanks allow for other skilt objectives to be written for a given client, training program, or
setting. For example, the staff may determine that Anthony needs the separate skill of telling time
from a wrist watch with Roman numerals on the dial. They shouid write this additional skill objec-
tive by carefully specifying {a} the condition and instruction, {b} the behavior, and (¢} the stan-
dard.

Other modifications may need to be considered for trainees with speciai needs or handicaps.
For example, in identifying letters of the alphabet, a blind client would require cards with braille
instead of printed tetters.

In considering how often a worker or trainee should be assessed, again the recommendation is
flexible. Assessment should be made *as often as necessary” to maintain a clear view of the
worker's competence. Once the standards for a skifi such as sorting nuts and bolts have been met
by a ciient or trainee, resassessment is usually not required. However, for a skill such as arriving at
work on time periodic reassessment may be required.

The Vocational Behavior Checkiist is destgned to provide a flexible and extensive guide to voca-
tional competence and training. Client or trainee skills are the focus. A broad range of vocational
or occupational skills are carefully specified so that vocational preparation may be unambiguous-
ly assessed and individually planned. The authors would appreciate receiving a copy of any adap-
tations of current skili objectives or the addi3ion of new ones.

VBC 19
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Summary
1. Job trainees should not be retaught skilis they already have.

2. Rating scales are generally less objective and involve more clinical judgment than behavior
checklists,

3. Skilts or vocational behaviors should be carefully defined to include (a) conditions of perfor-
mance {setting, materials and/or tools), (b) specific behaviors, and (¢} standards of perfor-
mance (criterion of success).

4. One hundred sixty-six behavior checklists that are being used in a wide variety of training
programs were examined to determine behaviors considered relevant to successfut voca-
tional functioning. ]

5. The checklists of vocational behaviors in Chapters 2 through 8 were written to altow accurate
behavioral assessment of Prevocationa! Skilis, Job Seeking Skills, Interview Skills, Job
Related Skills, Work Performance Skills, On-The-Job Social Skills, and Union-Financial-
Security Skills.

6. The selection of skills to be assessed may be adjusted to suit the type of training and the
individuai needs of the worker or trainee.

7. The Vocational Behavior Checklist is criterion-referenced (specific behavioral competencies}
rather than norm-referenced (scores compared to those of a norm group).

8. In some instances, a single assessment of a skill objective may be sufficient, but in other
cases, periodic assessment of client, trainee, or worker skills is desirable,
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PREVOCATIONAL SKILLS ‘

Prevocational training is usually designed to help the least vocationally mature individuals ac-
quire basic skills about the need for work, what a “job"” is, and the trainee's own vocational in-
terests and potential. Also, prevocational curricula often include pre-work or generally applicable
skills such as folding, molding, sosting, naming tools, functional reading and math, and the like.

Prevocational training includes both verbal and motor skills that relate to the world of work.
Some verbal behaviors require a single word or naming response, such as stating “wrench’ when
the instructor points to a wrench. Other verbat behaviors are more complex requiring explanation
of a work concept. Differing motor behaviors are also evident, One skill simply requires {olding a
piece of paper in half, while another requires sorting and placing two bolts, two nuts, and two
washers in each sack,

As described in Chapter 1, skill objectives may be modified to suit the client, training program,
or setting. Modifications may be made in one or more of the following ways:

1. Deleiing skill objectives that are not appropriate.

2. Adding new skill objectives that may be needed. These should be written in the same format
as the ones included here. Some blank forms at the end of the chapter are provided for that
purpose.

3. Modifying existing skill objectives by adapting (a) conditions and instructions,
(b) behaviors, andfor (¢) standards to suit a client with particular needs or handicappins con-
ditions or to better suit the purpose of training.

For example, with a blind client, the objective that requires |ooking at a picture and naming thie
jobitlustrated would be deleted (1) as not appropriate. A new skill objective might be added (2) in
which the client {eels a tool and then names the job in which it is used. For the item in which a
client must cut paper with scissors along a straight line, the condition, behavior, and standard
might be modified (3) to require cutting along a fold in the paper rather than a line.

intended use of the prevocational skill objectives is provided by the following illustration.

GLASS PACKING 20

CONDITION: Given a cardboard carton, newspaper, and ten drinking glasses.
INSTRUCTION:  “Pack the glasses in the carton.”

BEHAVIOR: Client will wrap the glasses in newspaper and pack them in the carton, using
crumpled newspaper.

STANDARD: Behavior within 15 minutes on three of four occasions. Each glass must be
completely wrapped in newspaper, and crumpled newspaper should be stuff-
ed in the carton so that the glasses will not move if the carton is tilted.

3 ] VBC 21




An INITIAL ASSESSMENT of "—" on the Skill Summary Chart indicates that the instructor
presented the carton, glasses, newspaper, and verbal instruction to the client on at least two occa-
sions and that the client failed to meet the standard on at ieast two attempts. This means thatona
minimum of two of the four occasions, the ciient attempted to pack the glasses in the carton, but
when the instructor tilted the carton, the glasses moved. When training for this objective begins,
the date is entered under “Date Begun.” When the client demonstrates mastery of the skill {on
three of four occasions), the date is entered under “Date Completed” on the Skill Summary Chart,
and a* + " is entered in the summary column. if the trainee had demonstrated mastery of the sKill
in initiai assessment, the instructor would have marked * +" under "IN{TIAL ASSESSMENT" and
entered the date.

VBC 22 "'




§M8------.~—s--
NArOODNDARLODNNAOODNDO RO

PRE-VOCATIONAL SKILLS INDEX

Sandpaper Discrimination Ill
Sandpaper Discriminaiton IV
Paint Discrimination |

Paint Discrimination ¥
Object Assembiy |

Object Assembly Il

Job Product |

Job Product II

Househoid Objects

Wiping Cioth

Bed Sheets

Mattress

Unmade Bed

Broom

Mop and Bucket

Floor Wax

_—

Full-Time Job 23. String 45, Claw Hammer il
Part-Time Job 24, Long Fold _46. Vise
Job Identification | - 25, Short Fold 47. Wrench |
Job [dentification il 26. Third Fold 48. Wrench Il
Occupations 27. Letter 49. Ratchet |
Reasons 28. Envelope §0. Ratchet i
Color Discrimination | 29. Stamp 51. Brace and Bit
Color Discrimination Ii 30. Pages 52. Screwdriver
Texture Discrimination | at. Stapler 53, Wtility Knife
Texture Discrimination Il 32. Rubber Band 54. Pliers
Pincer Grasp 33. Straight Line 85. Tin Snips
Nuts and Bolts 34. Curved Line 96. Paint Can
Nuts and Boits: Size 35. Tools | 57. Staple Gun
Color Sorting 6. Tools i 58. Paint Brush
Size Sorting 37. Tool Discrimination | 59. Rule
Shape Sorting 38, Tool Discrimination Il 60. Sandpaper
Bolt Sorting 39. Wood