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. This manual ‘for tgaininq supervisnrs in the Summer
Youth Empleymeat Program (SYEP) contains a set of guidelines and
suggestions organized into seven sections. 'Section 1 is a brief
introduction. Section 2 describes determining training needs.and - |
contains a sample task statement. Section 3 covers design*ag the '
training program. It includes an outline for a supervisory training

Preparing to teaca is the subject of section 4, which

includes a sample lesson plan, a chart on job inmstruction training,
and an outline for a one-day workshop on training supervisors in

bu groups,

are described in section 5;
section are prcv;ﬂed.

demonstration,

-£§§§. Ten training techniques (lecture, mini-lectures,
u
ques

job instruction training,
tions and “1aundry lists," case study, role play,
case study examples and a
Training aids are discussed in section 6, thle

~discussion,
overhéad. -
and féedba;ki
role play

Frogram evaluation is the subject of section 7, which includes sanmple

questions for evaluating the training.
use with the “Manual for Supervisors in SYEP,"

which, with

for. youth in SYEP and a guide for establishing and evaiuat

warkE;te

¢ is available ‘through ERIC--see ﬁate.)
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' A_MANUAL FOR TRAINING SUPERYISDRS 'IN_SYEP"

S A AU LT v
1. INTRODUGTIGH A

[ ‘
I' i

fﬁThls manugl is déalgned to. ﬁelp ynu ﬂevelnp and :Dnduct a

pragfam to train’ EupEfVlsﬂfE for yauf Squer Yﬂuth Em=

3 \

_plafment Pﬁsgram.l~ Lo o L ‘ ™

It is a set of guides and suggastlana rather than one
best way to conduct a; tfslnlng program, Pass rapldly over
material that is famlllar to ‘you, take what is“useful" for
meeting your ﬂeeds, and learn tod change and adapt the
material and trainlﬁg sids présgnted here’ to, better meet

yaur needs. B

=

We assume ﬁhﬁt you ‘have the "Manual for- Supervisors in

SYEP" Qnd that you will distribute that manualfar a sipi-

lar omne to the supervisors whom you train. Therefore,/ we

will refer to and nnt repeat matgrlal in that manbal ’
L)




Tn 5351gn and cnnddct é’suPEEVLEQrY training. prggram, we must
know what campetenclés 5uperV1sars possess upon . entry to the
prugram, what tasks we want them 'to perform upon ,completion .
of 'training,. snd the tnmpetenc;eg requlred ta perfﬂrm these
tasks e - . . cor :

i Y . i . : J ;:ﬂ, E . . _-’ . ‘
"+ The job of the EupEfVlsnr,descflbed in. the "Manual. for. Supets

-~ visors in SYEP" includes: -orie'nting, assigning, dltEEtlng,
. o tralnlng,'matlvating, and counseling yauth keep;ﬁg the youth
informed; gﬁluatlng ycuth performance; 'serving. ag.g.role .
L3

model; ilﬁking the unit's ycrk with -that of other unlt&“

plannimg and organizing the work to be: perfarmed rEprElﬁg .
on progress; certifying youths' time and attendanzeﬁteggrdy;;.

'and EDIVlﬂg wnrk problems. - . . - - SR

4 st

. -« “which describe 'the jobs to be perfotmed A task statement
) \15 a. genetalized dEEEIlptlQn of the set af r lated §cthlt1E5
-.performed by a supervisor to:achieve a specitic cbjéct;ve. '
The following is an example.of the Eask statement..for the
f task: ‘;"Rev1ew1ng a SYEP. Part;c;pant 8 Time Shaet ¥

‘ Examines each Eﬂtfy‘an Ehe Partit;pant's ‘time

sheet "for acecuracy, giving paftlculgf attent;an

to the time recorded -and identification data,"

making cer;aln that each relevant 1tem ‘has been

completed. If ,inspection indicates that.the-

. time sheet has been completed properly, forwards .
. . it accardlng to 1nstruct1nns provided by: thEr'T* _ .

i g . prime sponsor Or .program agenty to insure ‘that |

« " the- yauth will be paid-the proper amount on’ tlmei?
" If the.time ‘'sheet is inaccurate or incomplete,

\_. Ce ;;;1nfarms and. instructs youth how to correct it,
\ L ’ |+ inspects it and follows" through as with original
Vo s~ submission.. . f!* o f _— T 0
\‘ Determinatyion of tasks aﬁd the competenzles fequlfed tc perﬁg{m Lo
' ‘each task’ are usually based on observation of workers" perfﬁrm*
\A, ance, data frnm wntkets logs and interviews w;th workers.
\ . These appfoaahes may not be feasible in the summer program. _
" Use of" se:cﬁda:y sources may be necessarys: These include, per=-

_sons who have observed supervisors in past years; analysis of

‘the supervigory réqulrements of planned projects; supéfviséryr

training literature such.as "Manui}qfor Supervisors in SYEP"

‘expectations of IhQEE who will be responsible for superv1sing
" _ .the supervisors; ‘and recorded prgblems, gflevancEs, and other

records "from past years. . .

B _ _ ‘v < = ,A‘ : N [ - & ) ‘ i
> After the tasks to bhe performed are identified and task state-

ments written, tasks should be categorized in terms of "im-

portant” or "less important". ~The competencies needed to .-
2z . _ ) : . o B - ) -

c

[

:
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" L Begln your- plannlﬁg by develap;ng a"set of task EtatEmEﬁts ;gq
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'fkperfnrmdthe Easka .in eszh cﬂteggry shauld then be aegerm1n~. ,
e, star;xﬂg Hlth thasé taaks ;ﬂ the "1mpﬂttant" catagnry A
N ‘i.; : r weoont . ) L
The zampetenc;es rgquireé for- eagh task shculd be identi-: I
f;ed 1n tsrms of kgowled e,ﬁsklll ability, Judgment and - ..
: 1. These terms.aré,deflned a8 fallowai ;17775Wf7-,“ B
. ';}?{  ;;nawled e-iswhat the sgperv1anr must knaw to S .
. - .. perform 'the task. . R - L L - L
. ‘ S T . ,' R ¢ . . . i o ) B 1
O N ST 5k;11“= the nature snd degree of éxpér;heés* AR
N \“-,iigfg_ the aupefv;sar must possess, using in- - e, e
' ... . formation, ‘equipment, tools, -and other ' . g
J st  {Eh1ﬂgS ta pérfgrm the task. = - 7{~sp_ e e e T
e v T ;AFJ A i - the natu:e of 'work relatlaﬂéhlps- g i
c ,w;th people and the required. praf;¢;euqy h
o . . éJ ‘in - understandlng, working with, and in-{ e !
e .. fluencinglpeople, particularly the yeauth _ = el
- _,j_“; :  31'5upErv15Ed tD aCEDmpllsh the task. ,‘ ¢ e
7 Fﬁ’ D Judgment thé':apability to Eé;ve probleéms, 7 -
T " —— make decisions, and, exercise appropriate . " ;. 0]
. : discretian in meetlng “and- deallng Wlth T ; ,
- ney:. and unexpécted situations. ° : e
. ' e S ] )
‘7 : i ' Wlll ='the acceptance of respun51b111£y and - i
St ’ *T‘ ’ R thE*dEEEfﬂlﬁatlﬂﬂ requ1réd to: pEform A © -
) B qhe task S A . ‘ ’ o
- ~ ! . ‘ ' : 4 ) : :
Knowlec s B 1, and abllltl are relatlvaly 1ﬁdEpEndEﬂE T
N icamﬁétencigs'aﬂd fan-be defined so that they do not over- -
’ ~ lap. Judgment and will enter, to some degree, in every . e
- : f'cnmpeten:y needed to perfarm a task ; These‘should be e TR
5" : i_’,llsted ‘as competenclés only if they are, requlred to an ’
. ;unusual dégrée or 1f snggspeclal klnd of Judgment or w1ll-“
, {“_ is requlﬁed ' . C o e
o /ﬁhTMWWAfEEI the campétencles requ;red “For performlng,the' T A
L Partant tasks are determlﬁed they shauld be grouped for
tralnlng purposes to*reduce- redundancy A nuaﬁer ‘of super.-
visory tasks may requlre the same ab;l;al te give. dlrEE— ‘ ié
. ' .tions to several ynuth in a group, ‘e.g., how to fill out, 6 & - o
N a form or how to use a tool, Giving 1nstfuctggn5 in one ' : S
0 of these requires the” same abllltz»as giving, instructions y
. in the other] thus tralnlng waufﬁ cover several tasks ' 3
o ~Thé éoﬂpeténtiés reqﬁiréd for the 1mpartant" tasks are
the minimum competencies needed. for adequata .supervision.
o The gap between these and 'the :Dmpetencleé the SupETVISGfS'
have must bé closed- by tralnlng “ . ® .
A : . X
' ) ' 1‘8 | \
(
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! 1 . Ve N
L : »(v B g - . _’b‘p i;.i . 1]
5 : o . v :.—_i_ o
5 ) B O = . b E & .
8 I . ok . 7 ; \ ( £
g If ‘time’ gnd other reaaurces, are available
. ynu should go Ehraugh the"same process for
S ant tssksi- Co , _;~£s,:-' . '

LY . -

o !warks1te agreament.=
7 . and limits and prav1des “the prlmary guldellnea ‘for
It is" important that each superv1sar knows

‘ _ the superf

RN ;VlSGf.‘_ the termsg
""" of the agreement and hls“af her fEEpDﬁSLblllty for carrying

T tﬁase out. . f_ ' ’

e . 5 L L o =
- i & * -. b : I3

Z%example of a task stEtEmEnti The . task de-

ot The fallgw1ng51§ a
R scribed involves s pllfylng Qampléi 1nfnrmat;an, maklng‘aﬁ
' ‘Each ..

oral pfesentatldn,gand esponding tosyouth's' questions.
'dﬁppetency is cat egarlz dﬂ§§ "I" (lmpc”tant) oxr "L". (lé
These catego
. 'felaté to EhE 1mpa§tance in pe:fgrmlng the “task. Gémpg
acqulred in perfbtmlng thls task would be cransferable to

. ~ other superv1sﬁry tasks, such as lnstructlﬂg SYEP enrollees:
.o, T in s,@artlculaf skfll ) ’
IS . g ;r«,_ LY
. - \ .
= : = (1

e .
. v ¢ - ", Jeb: Su upervisor sYep ' o [ F
= : ‘ Task _Tit Inform Youth of Attendance ‘Rules and

-gnﬂance rules, placé to repﬂrt. préceﬂures far Eiqnlng
in, reporting latenesses and absences, and the importance
QE fallawiﬂg pracgdures and pagsible ccnsequences of nat
. tions to test kﬁééledge of rules anﬂ pfaceduras, ana
i fers them to section af youth manual deallnq with the

.= - . : : aubje:t

'E‘E

I
M

igg; © 't . ures and ta r21nfartg ‘written 1n5tfu:t1§n:. . .

ed Com eten:;;s: Knowledqe of atténdance rules and pro- n?'

r
cedures (I). 5kill in reducing complex written material .

oral statement (L).

\) \‘.

ERIC -

Aruitoxt provided by Eic:

to a elear,,

simple,

municate lnfafmatian and
standable and aﬁeeptabie
. : an oral preseﬂtatign(I)

i

. a manner to satisfy youth (I).

Ability to com-
make rules and procedures under- =

‘to0 a group of young people in <
Ability td answer questions in =
Wlll to qet

attendance rulas ‘and procedures

(1) .

y;uth to obey

(1). s5kill

(L.

zimple oral

.o ' Earm
‘ : wering questiane

Ab;thl praét;ée lq oral pféﬁéﬁtaﬁlaﬂ ané ans-

(1).

3
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PAruntext providea oy enic [

petencxés. T , -my

than one competency. It is helpful if training activities

IiIi- QE GNING‘THE TRAINING PRDGRAH - o

" The estlmate nf the gap between cgmpegenc1es required and ;;? BT

competencies possessed (i.e., training needs) prav des a .
preliminary set of. ﬂb]éEElVEE for 'the tralnlng pragfam
These GbJEEthEE should be modified: based” upon thé time

and training resources available, what can be reaaonably

',aﬁhleved with these resources, with this group of super-

visors; .and the importance of each uf ‘the EDEpEtEDElEE for

'the superv1snry Jabiv L 7 . Lo

The abjéct;ves ‘of. the tralnlng program gre to E"“
the supervisors to want, acqulre and. usé}rhé'

' ‘Aﬂtra;nlng deslgn for EUPEIVLSQTE shnuld prov1de 1) op-.

portunities for 1né;v1duaiﬁ§art121pat;aﬁ, 2) practice in

the use of acquired- cumpetencles= and 3) p951t1ve feed-
back dn performance. . The first two tend to reduce resis= .~

‘tance to- change and reinférce léérnlng as ﬂéll as provide
,1nd1v1dual activities and a . change-of-pace essential to

keep attention from wandering.., All three provide 1nforma-

tion. needed to kéep Qhe Erﬂlﬁlﬂg on target.

[
After tra;n1ng needs are. 1dent1fled and the tfalﬁlﬂgmﬁﬂﬁ"
tent decided updn,; the next step is to deterfjine the = .
proper sequence for presénting the various ﬁDplGE . Se~-
quencing involves both limking tDplCS to prcduce progres-
give, cumulative learning, and scheduling in order of )
1mportaﬁce to insure that esaeatlal taplcs will be covered. .

The limited time available far tralnlng SYEP 5uperv1scrs :
makes it essential that each program element includes Jmore

not only increase competencies but produce something of use

to the supervisor on the job. TFor example, rractice in - ' .
planﬂlﬂg and developing a checklist of information saufces,

provides a valuable guide for the 5uperv1sgr to use on the

job. .. . e

On the following page is an outline for a supervisory R

-training program. The suggested course content and .time " '3 .
~allocations are.provided for one day, two day, and three ¥
day courses. Suggested instructional approaches are in- i
cluded. :
' , o
{
[ | !
-I . A
5 -
. . o



- = | i .
! . . N A \ '
“ & N N a -
L,-
@ ! : N
L3
‘ ;
L] T e ) ;
R _____ Content \ ~ 1_Day Y. PEC :
_ Intraﬂuctian* objectivel: af ‘SYFP: : - mos ‘Same’ as
_motivating m learn . . { lecture _Brogram o -
i - - e e P
| syep rules fegglatrﬁns, structurce,’ 30" - mostly’ 60 - same aX, 2
' with emphasis on requiremgnts of lecture; pre- ¥ prog day program: ol
worksite agreements 4 : pare, distrib- 1t1aﬁal dis:pssian greater detail,.
ute & refer to more discussion B
L) . 3 N . ‘i" i
e . et .| Handout @ - . - e L PR SRR, . i
Expectations and nature of youth, 15' - laundry. L §=sam5‘as'1
community,” and work sponsor: what “'list, discuss day, program: mﬁre_; A
do theae mean Ear the supervisor? -1ist and present time- fof:each ol
e i el -data - s ément . _ . .
- B + . . . * = .7
) Job of SYEP supervisa : gene:al "75'. - discuss same as 1 day ! I day - -
.| 'description of specific tasks' - list, based on program ot
' ' . o . litératurd: L : = .
. v S i * | ‘lecture & dis-. . o : '
— — L : I cussion I B N N
XXXXXAKXK 75! - lecture,” Same as 2 day ¢ .
discussion; group proqgram
) -analysis, éxamples| . o v s
- — —s N — and cases e
.| Preparing to perform supervisory ‘#45' - buzz o 90' - same as |1
. '~| roler use elements in worksite groups; dis= | day program:. group *
: agreements, including weekly cussion af - -deve}apé a plan &
work plan . . group reports: schedufe
i ‘ L : integfation by R
Y — iﬁSEqutéfv.fAiirfr _ _ .
_Job Instruction Training (JIT) 60" - lecture, , 120" --'same as 1 ’
: aemaﬁstfatlan by day program: gach orbg .
) the. i - participant pre- ﬁlelduaLE aLﬂsff
! <, « i pares JIT plan & ‘gnstrate with L
= demonstrates with instructor as . -
. : neighbor: further | youth: use zgﬁé ’
e — _ o . J discussjon ] er3al task-= . .
Case studies - general, related to 90' - group 12n0' .+ same as 1 1609~ same as’  |»
typical supervisory situations in- discussion and day program: more |.2 day progran: ‘
* yolving’ two or more aspects of analysis; inst- discussion & more structured role
‘supérvisianﬂ gpontanecus fale playﬁ ructor comment theory: reverse 'ty play: games & e
e Aﬂcamiﬂgﬁéut of discussion of cases . b tieup . | role technique simulation T
S :
- Wrap up, integration with -manual, 30'. - lecture, Same as | day
ete, - _ — & discussion program .
Evaluat;an of each element for 15' =" chart & -Bame as 2. dav.
feedback 4 reinforcement describe; 3 program
. point evalua-
s tion: highly °
. y B satizfactory, -
ot : satisfactery, .
7777777 5 e unsatisfactory 1 -’ . L Y )
I 13
= : &
a ra
6 . L L]
. ) , é} , .
‘ . - i ’ ; /
B b . -
Q - ' !
v
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U ' s :; : ¢ ! ) .
Iv. PREPARING 10 TEAGH o ;
. : ' v :
. Plans are essént;al tgals fo preparlng and .conduecting.a
EIELBLDSVEEEELQD',Ehéy farge the 'trainer- to th@ﬁk through
‘how to achieve: the sestions's objectives. :
A ﬁell—deéignéd,lessan”plaﬁ;shéﬁlﬂ:”
. = Have teéliétigggbjgct{vesb : ' Lo
. A . - ; ;!,_ . = ‘. .V B . . - .“\ . o ‘
"+ - . = Have elemdnts to motivate supervisors | L .
' ' to acquire - the desired.competencies. . ' - '
N -- ,; gL .o i ) “ 7"’ W-\
._lfg,insufé that each sub-division will be
) S ..., productive and suppart1VE of the other.
La o sub-divisions »
LE Wos L T T
LR [ e ,"' L o o
:ﬁ;ln:;ude opportunities for supervisors
. .. .. . to, try out new approsches and demon-
- +. - "-pstrdte-and. test their competencies ’
. < Insure thht supervisors leave thé.wafké
shop with‘cnnctete useful materials
o ¢ % = Include 'fegedbhck to test supervisors for - -
A - the cﬂmpegrnces to ?érfcrm the gruclal '
’ " . tasks . : - :
| - . '
; : . -—d ) 2 . * ) 5 - ’
On“the next page 1% §1 1llustrative lesson plan, tﬂbably
more. cumplege than 'any of yours need be.. FéllDWLng the
. 1ESSDH plan is a Samplfégf Job Instruatlgn Tralnlng
[ \
:'": ) E? ’ ' ri =
. i v
3
3 . J :
- B3 8 .
&, !
i # ¥ :
« E ' - '
. I '
. > e - .
8 o O
715!. - . »

:11. \‘_. . - J. : _ i = N s
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: A . Y

Halc SYEP lupgrvigatn Are ngwly=npp§1ntgd i;ﬁh<11m1£ed lupétVL:a:y gxp;:;anze in ;ug:rf e

'é;;;ngéyﬁu:h of the SYEP lgE “group gnd ba:kgfnund They huve no knawn zampetene;ai in. the nreal . .

,Envergd by Ehxl seasion.

ag*Knéledgg C o 'f i . ,.- _ 1% - o
E‘.l)_purpéié of time sheet, :hE importance “of aubm;;t;ng error=free forms, ‘the pfupgf form.

edach item on the: E@rm, and the ﬂpptﬂpflate rgasponse to each item; B

LY

e : - H

* te use, the meaning of

2)- tne elements of JIT and why es;h element is included.

) ] e = -y
‘ b. Skill - v . . R : '
* B - — - : H
1) to fill out a time sheet and check time sheets for errors,
. e . . ~ - »
“2) to break dnun'th; tssk into discrete activities, prepare a plan to instruet, get needed
7 mEEEfxala, and afraﬂge fo an appraprlate plaig for lnszrugtxen,_
':a,iggi; .
o4 . 1) to convey importance of f;llxng out form properly, instruct youth how to f;ll out form,
' 5 and Shﬁﬂ ycuth HhErE they were right or wrong in a manner to féianfEE learning;
’ 2) ‘to demonstrate. and instruct using JIT. .
: . i s . = )
. . d.; Judgment and H;LL No special requirements. . o, e - -
- 3._£nnten;§ Inf@rméﬁlén far fllllng out a time sheet and LﬁsErucELﬂnal materlsl on JIT, The most des=
irable prgcedure is to: .
. ) .= oo )
‘ 8. teach the suPEfvisafs how to f£ill out the time sheet us;ﬁg Jiry | 7 - -~
b. have somé of them dem@ngzrate the use of JIT by Lnstfuc:;ng DEhEEE how. to f;ll d%; time shez: ;
: c. discuas thé technique and its appllcatlﬁﬂ to other tgaks. K : . B o
4, sions and Trdining Approaches: ‘ b
a. Review importance of on=the-job training; lecture . . . LR - ‘
o .
bz Explain JIT;  lecture s .
!:. Valu€’ of each JIT element; discusaion : -
: d. .JIT using "filling out a time sheet" as .the content; dempnstratien
T -
) €. Supervisors audit each other's time sheets; participation and reinforcement
f. Several supervisors demonstrate JIT; ng@nstrg;iﬂﬂ,aﬁﬂVEJEEELEE
‘ . i 7 — = i -, )
g: Generalize JIT to instruct in D?ﬁer areas; discussion
L. . ) Coe h 7 . " .
; h. Supervisors prepare a plan for inscructing‘in another atea PETtLLlEéEAQﬂ and re;nﬁqrtement
. I and’ & . o ) S Y
1. Critique of plgﬁs and fedESlgﬂs, part ;c;g tion, rein § ent,” peer feedggck -
j. Some supervisors demonstrate by using their plans; pa Elclpl ion and pra¢t1ce . s .
k. Identify problem areas to tie up lacii ends; gigﬁugiiuﬁ and reinforcement. §'ik
rﬂlnlng Aids: Sample time sheets,and inatructions f@r f§111ng them out, afd JIT forms completed .
fﬂr instruction in ELlllﬂg out g E;me shest . ) : .
& ; L ! =
. . P 3 I TR IAT e =
6. §§sugn;§! Can follow order in "4" ab@ve! .

+ TIi

: Ua;ng the full set of elements would quule about four hours. I
nate "h" "i" "j". If lesa.than one hour is ‘available, it may be n
o

] e 1
entlrely and simply discuss training appfaschéa and use spontaneous role play for pSFELCLPEElﬂn

f Less cimé is availablé
as .

8. Evaluation: Check abxl;Ey of supervisors to use JIT. Auk supervisors and their auperiors agme time

after training about ‘the degree to which legwas used; che:k on degree of lesfn;ng by yDuEh

‘- ' R x : ! 11; '
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i

rial to it.".) -

HHAT vnu DD

HHAT You SAY L v

1.

2

4,

-5.

6.
7.

o

B.

9,

- 10,

Point to

Stand up. in Fﬁnnt nf graup

«and hold up pad nf time -
© . shaets, o . , '7.\

Tear, an one’ shegt for. Ea:h
ynuth and pass them olt.

Haia_pp a;pen.;;l LT

-

ﬁuint to box labeled "Week-
1y Time Report and to box °
labeled fPart Timefi

Point to bax 1ahE1Ed "T.0
NG LA .

"Name" hox.
v

i

Point to box labeled "Title".

s ’ .

Paint to box:FabeMd.
beginning MoRday".

"Heek

Point: to the sectTon Tabeled

“To Be CgmpVéted By Employee” |

and the varfnus calumps a5

“Point te cc1umh 1abeled ;

: 'Remarkg .

s =
L]

Poing td column Jabeled
"To Be Completed Hy
Supérv1§mr

- Point "to boxes labeled

"Employge’s Signature"
and "Date". .

. Point to boxes labeled

-_"gppfeved" and "Date",

. Answer questions.

i) i

. Give.pensatu those witﬁ%ﬁﬁi.

. Observe youth .

LOOXXXNNXX
%5

18Expose Flip chart with time

19,

sheet correctly filled out

-Answer questions and resalve .

dingren;es

20, Hhen'a11 differences are

' resq1ved and questions

1.

2.

Eefare you get stari’ éqn,ynur first day 5 wnrk l want ‘to ﬁhnw
‘yau how to fi11 Eié;{ﬁ':r 1y/time sheets,, This. is 1mpngtant

1eﬁ nut Eanect]y. you won! 't get pajd‘

because.unless theé§ #pe
Some of you who v _f pink
‘when thése sheet¥® sHox, done ﬂight 1t's not hard te £ill

1f you learn the cnrrEEt ay. 1'm going to show gaﬁghnw to f
it .out one step at a time. [¢ yau have any auegtinns wh11E I\m'

doing this, qo ahead and ask Jthem, . { o
- La . P '

HEre 15 a sheet for each one of you that you can use tn practice
on. If you need ma?e‘ I have plenty here

f;i.'_ﬂl'ne'shveg;s must be fi11ed gut fn:ink. Pear’;ﬂiﬁgt a1 Towed.

q,

A

A.®Write in the correct date.of the

. . 5
In the hﬁx labheled "Nama"

. Print your job title 1n this spac

. Each day when you come to work you w1l1 enter the exact’

1 wlll put -the daily total of your hours -in this box.

.1 wi11 sign and date yuur time sheet in these boxes.

. Now, Fill nut the time- sheet fgr thi

. Each time rheet should look like this,

‘Where 1t says “Heek1y Time: Report" you wili p1ate an'“!A\\n the
' hox Iabe1ed “Part Tlme" Td it the same way each week,

H * - =
* . i B . !

.-Where 1t says "I.0. No." write ip the {dentification numberiyuu

were given and yhlch is prin;ed on your 1dEntlf1CEt15n card..

. print ygur f1r§t name, middle 1n1tla1

fo it _the same way each week, Non't change it, ..

and last name.

. i
. Mo it the sam
ﬁEH tit1E

If your title chanqes, put in you

.
Mo day th1nnlnq yﬁur wnrk wBEk

in this box, Use numbers for the month, day and pear:
1980 {year).

July (seventh month), tenth (day),
: . [ ix

ing
you arrive fn the column labeled "Morning [n” ghen you break
for lunch, enter the time in the column 1abe1ed Pnrnlnq'ﬁut
When -you réturn ‘from lunch enter the time in the column 1a E1ed
"Afternason In", When you leave for the day-enter the tlme’??f_’
the colymn labeled "Afternoon Qut", and put your initials in
the box labeled "Initials of Employee”. In na’ case are you'p
mitted tn siqn in and ot at thg same time .

[f you are 1Eté or absent, print the redson why on the line gf
the day it ‘hdppered. You w111 be given copies of the policy on
lateness and absence. 5

At*the
end of the week | will add them up and put the tatal in thig
box. You are not to do this. [ will. [% that cleap?

. At the end of éach week’ you will check the total number nf hours
correct, you sign it where it says ”Emp1qyx

and if we agree’it is

ee's Signature™ and fill in the date, in numhérS whén ynu s5ign.

@ake sure

-1

. Are there any guestions?

Does everyone have a. pen? IF not, | can lend you one.

week,

T .'Exnhange time shgets with your neighbur

Put an X" where you
think there 5 4n érror. :

NMscus § the mistakes withwyour neighbor whose time sheet it is,
If you disagree, tell me, and | wi]l resolve it.
I think we all know how to 1 nut time sheets now, and tthe
should be nd- reason for not aetting paid nn time

way edch week, .

7/10/HD ig
Na thﬂg EHEfy Yanday,
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A spin-off from the lesson plan is the program outline to be
given to the supervisors. - Thi® is useful for.alleviating
their uncertainty abo(t the session and providing them with
an aid to their memory. The following is an outline for a
.one-day ‘supervisory workshop. L
. *
v ou TLINE FOR A ONE-DAY WORKSHOP FDH
TRAINING SUPERVISORS IN SUMMER YOUTH EMPLOYMENT PROGRAMS
5 = : ' =
9:30 =10:30. am _ Overview 5 A
a. Introduction and objectives; schedule for the day
*b. SYRP - what, why, how- rules
v. Relatlonshipa Among different sponsor levels
) d. Worksite sponsgr - characteristics and objectives
¢. Worksite agreement - role and content ’
. f. Youth - charagterigrics aﬂ% objecLives
B g. Community = views, expectations, importaun.e
A Your opportunity as a supervisor
Lo ju - -3 am Break
10:45 =12:30 . Job of fhe 5YEP supsfvisce  Kul2 and cole clemsui=
. Llnklns SYER: .;D]t;gLL\n;a and youth wbjecilves
\ 7L7mElEmE“{in'§ the workslle ABgreemsill. PuUurpuse, woah
activities, time and atteadance recusids, monlioring .. /
;xvlalj plantilug, scbhodaling, ssslgaling, wellvaclog
communicating, disciplining, evaluating ®mghavior and
work pertormance, providing lwedback, Lrainifyg and
: prablem solving :
P genda | Hmpeds b b Laliad.
‘;\a‘z
Bl YOuth . aolentlag ;oalb Lo dpdag 4Ll =djaatl o
work, regolving conflicty, geti,ng patd counseling,
providing supposl services  Setving a% g 1ole model
| R Loy, o
i i £« b2 ph i;iki‘,;l,;s . . i s b B
a work shept (how) N
3
. Johd JuL tnaliucllon :ii;ilh \
5 b3 3. B odh !
-
TR DO TV R [V R Appli.ati.u. case Loudies C e
v
4,040 -5 . 0U pm WiafPrup: 1evioaw };I, day aud aﬂ;‘szfiatg qree o o
= sl T o -0
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V. TRAINING.TECHNIQUES
There are many training methods and techniques. Each has
advantages and disadvantages. It is important to be famil-
iar. with these so that you can choose the most efficient
and effective means for achieving your objectives. Some
variables are: ~ :
. . .
. - the time avialabgg for training
. :
- the numbed of trainees .
&
= - training resources available
. - characteristics of group to be trained,
«including their competencies
;‘ 4 ' N '
- the organizations 'in which trainees will
perform o
. - E;%
= the ture and the level of the compe-"
tencies to be acquired
- the degree of expected change 1n trainees
competence, 1.e., training objectives
-~ how trainees will use thelr new competen-
cles
The following are brief descrlpllons 0! worte cofmion LEalu
ing techniques: . '

ure is an oral prescutatlou of 1aformacion
economical meaus for transmitting informa-

he material 18§ carefully organlzed and well

£ lecture can lead to rapid learulug It has
1 in effecting <hanges 1n attitudes or L.haolor
h the audience leads to a dropping off of
t lecture goes on too lung The etfective
€538 a e« cafpbe 1ncreased by dist.ibuttng the
Manu £ tvisers 1n SYEP" 14 advance and providiag
opportuaities for group Jdiscussiea and a question and
answer period
¥4 Mlal foeotas. P N I TS O T T [
lecture (uot to exceed 195 wi.utes) use.ul fo. int od ciu
a subje.t or exercise; suamarizing what took place 1n 4
case discussion exercise or simula.ion; presenting souwe
special aspect or elaboration of a subjuct; and providiu,
a breather in agsct of exerciaes It 1s necesBary Lo use
the mini 1e?turé extensively in a one day supervisory
program for new SYEP superviasors 1in order to get across
all the material A mini-lecture followed by a short
question and answer perind is a useful format.
il
Jﬁj »
’L‘,

O
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3. Discussion is a form of conference in which the
e n

instruct acts as a conference leader and participants
EDﬁtfibugéfand exchange information and ideas. The ilnstruc-
tor may make a short (mini) lecture to start things off or
to summarize what happened at the conolusion of the session.
During the rest of the session the instructor plays a passive
role or asks questions to stimulate discussion but does not
usually provide answers Discussion 1s a good technique for
' bringing out questions, fears, and,differences Particdpants
are active in the learning process and discussion can lead to
changes in attitude (will) and to increases in knowledge and
ability This method 1s less useful with large groups

4. Buzz Groups are #® yariation of the discussion
technique which attempts to overcome the problems presented
by large numbers Each individual is assigned to a sub-group
of four to six people. Each sub-group is given the same
problem, issue, or situatjon to discuss and to report 1its
conclusions back in five to tem winutes Groups organize

. themselves This method is usgtul 1f it is desirable 'to gel
everyone involved There is amdch less instructor input than
in discussion .
- ]

5. QEQAQSE“SELEH is a live 1llustiation ot the uwao of
a skill or ability. /1ts effectiveness depends upon the abil-
ity of the instructpr to get the trainees to mentally go '
through the sequenge of activities being demonstrated. The -
challenge is to gyide trainees step-by-step in the perform-
ance of. the tasks, This technique can be highly satisfactory
for introducing trainees to a new vompetency, to a new use of
a chbmpetency they possess, and fo. improving an existlug com

- petency DE"Gnsﬁfatlaﬂs are most effective where groups are
small and trainegefs are given time to practice and demonstirate
thelr Lﬂmpétéﬂﬁg

6. ifﬁg Lustiuctluun %:Elﬁlﬂg C1ri) T U AV SN

icipan. explanaction and

/ Uverhead
deterwtne trainee knowle
participation The "over
entlrd group to provide I
efateéﬁpgsible solutions
is a variation of the "overhead" questiun where respunses a..
in single words or short phrases which will be Jiscussed in
more detail Trainees' responses are listed un a blackboard
or flip chart so that they can be referred to during the
discussion The problem census, a catalogue ot concerns drawn
from the trainees, is one type ot laundry list. Once the list
has reached a reasonable size and few additional new lideaa
are expressed, the trainer asks the group which are the most
important Discussion focuses on the problem deemed most im-
L o
|
o 12 Sy
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ortant, using overhead questions such as "Why is this im-
ortant?'" "What are the possible ways of dealing with it?"
nd "How can success be measured?" ‘

8. Case Study presents participants with a reasen-
ably complex problem, situation, or issue for analysis and
solution, It is a method used for practice in a number of
competencies and judgment and problem-solying skills. It
provides practice in analysis and presenting a point of

view. The case is usually a simplification of a real situa-

tion focusing on selected elements. Case studies are best
when they relate to situations supervisors recognize as
real. The following page contains three examples of case
studies; the first example is given in some detail while
the othler two describe situations which may lend themselves
to the case study technique.

9. Role Play is a training experience in which
participants act out relationships and test their abilities
in a problem situation. Role play types vary from ones
using formal scripts which define the situations and .the
roles tg be played, to spontaneous acts to test a proposed
solut¥on to a problem or to illustrate a point being made

in a discussion. Role play.is a valuable technique for
helping supervisors increase thElf abilities in relations
with other people. The technique is extremely useful for

getting away, from génerallged talk and returning to concrete
reality. Role plays should be kept short so that the en-
tire case can be reviewed. They have little value if there
is poor feedback. A useful variation Is reverse role play
where half the participants play role A and half role B.

At an appropriate point the instructor asks the playeirs to
discuss what happened. After a brief discussion they re-

verse roles and compare impressions. On the following page
is an 1llustration of a role play scraipt

Ly Feedbach provides pacrlloelpdntla il o dba a1
belp ;;;@di[ygingL;‘E;hdnvlur patiterns Oth r pa.tilicipanta.
trainers, aud observers caa all contfibute (o the person’
learning. It 1s an 1mpurtant technique for relunf.rclog
léarning as well as identifylug areas which require add.
tional w.rk He,.e, as with sup.ivisi.on, positive toln
tdr;em;n[ tewds Lo Le wore ffEL[lUE tha,, negativ. <11t

I ‘ L3
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CASE STUDY EXAH LES

1. Mr. Brown, a bureaujsupervisor in the Tax Department, found

his secretary, Miss Green, crying when he came in. After Miss
ngean calmed down, she said Eth?@he did not want to continue

o work in the same office with 13-year old David Jones, a SYEP
worker. Mies Green daid that David kept brushing up againat her
and that he had just made an évert'advance which she had repulsed.
Brown at once called David into his office, berated him for his
behavior and told him that the SYEE fice would be notified to
fire him. David denied the accusation vehemently and both became
angrier and louder. Brown ordered David to leave the premises..
David refused, saying that he had been assigned by SYEP and not
by Brown. Bfaun flnslly CallEd the EEEuflEy guard who escorted

a. What alterna ning David

th. (LLst nguta on a Lhé[t)

AL 8 worksite, a4 group ol youths were seen sitting oo the ground
in a?playgraund talking and horsing around, while their super-
visor was cdrefully painting a bench in the backgfound.

3 A youug woman dsslgued Lo 4 clean-up ¢rew announced to het BuUper”

visor that she was gding to be a legal secretgry and she did not
intend to pick up §5r§§§

E%ﬁ%éiéLAfng‘UATl@N; "We Don't Want Them Here!" ~ .

A group of seven 5YEP workers have been working for four wecks in &
huuaing pruject. While the youth work at diverse jobs in different
locations and with difterent regular employees, & crew chief, Mike
Smith, a ll-year old college junior, has been assigned to the work-
site fur overall supervision There have been a few complaints from
ataff abouf some youths' behavior and a tew from youths about unot

tk, but nocthing very serious.

\1:(

belng given any .eal wo

LDurliig Lhe , waeh theie waas a rash of petty thievefy i1u Lhe

office and Qg;ntennnLe c.ew's locke:. area. No evidefic. points
to any parLlcuLar Lulpflt However, ssve

Mike that they don't truat the SYEP youth

regular employees inform
and won't work with them

any longerx.

Mike calls (e yguﬁhﬁ Logethei Lo dis.usa Lhe matte: with chem.

0 s=ive as Mike with

the 1nstructor selects one person t
the reat of the participants serving as youth in the

work crew.

After a few minutes, solicit comments and switch roles
if desirable. |
A f

R
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VI.

/referenge can be made

~~—.

TRAINING AIDS E

materials in advance to pro-
vide needed information. [ This permits more careful con-
tent' selection and prleparfation. Prepared materials help
you to time your pfgéent tion more accurately and keep
up a sharper pace, Below are some suggéﬁﬁed aids .

It is desirable to pfépaf,

Supervisors in SYEP" should be
used as a training aid And not as a training program. If
distributad in advance fand brought to the training sessio
o specifie¢ sections during the
session.” The particippants should be encouraged to add
comments to the printe/d material to make it moére useful.

! 3

1. The "Manual

2. The simplest training aid is a chart. A pre-
pared chart takes th¢ place of material the instructor
might, under other circumstances, write on a blackboard.
Its use tends to increase the discussion level and pace.

It is not necessary to have charts prepared professionally.
They are usually more effective when homemade, hand let-
tered, on newsprint. The following is an example of a
prepared chart for use 1in a lecture on orienting yauth!

_— e

' SAMPLE CHART. Oilsulatiop l"leé’tgng Elementa fo: iaulh

i ITave cductlon fu caclh uthex 7 Jab and Lasha

sulallogial o

i Pfu)-;LL wbljs tloea A

3 BYEF L je.lives sl onepes

4 ¥as b sed ooa ¥ b § ' I
B

3 Wurhk bLehau, \ . il [ PR o

o Horkh pa:laociia v o safps

C.
-
[0
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3. Case studies should be prepared in advance to fit
the kinds of problems and situations that the supervisors
can be expected to face. A case study need not be ~long or
ccmplex to stimulate learning and discussion. In a short
supervisory training program it is best to keep cases-short
and simple and to use them to focus Gﬂé;mprVlﬁg skill to
think through and plan appfapflate action in, "human rels-

tions" situations. Use real experiences for case studie

.as the source, simplifying them to focus on the learning you

want to take place.

4. Use copies of actual forms, time sheets, and
descriptions of the processes which W111 be used on the job.
These make the best training aids for instructing in their
use. ' ‘

5. Blackboards and flip charts are used to prepare
visuals during the course of training. The advantage of the
flip chart (newsprint or other large paper tablet) is that
the individual pages. can be hung, using masking tape, around
the room for later reference.

allable, such as tapsg

<

4. If Jther equipment 1is a
recorders.and slide projectors, home-made training aids yau
be prepared. Tapes of case studies and a set of slides 1l-
lustrating correctly and incorrectly completed forms for in-
struction and discussion can be prepared. Most commerclal
supervisory training films are not appropriate for SYEF
SUpEfUiSDfS, HDWEVEE, theite are a few films which might be
utilized. "Doun't Just Sit There" is a tilm produced by the
Manpower Education Institute which stresses the importance
of good supervision. 'Somewhere To Go" is a film produced
by the Media Resource 'Center of the Employment and Training
A miniitratiuﬁ which outlines key elements of successful

\programs, including the importance of supetvision.
Ho,
1
%
[ B
Y,
16 '
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VII. EVALUATION

Evaluation prav1des information to change a training pro-
gram or session in progress and to redesign a traifiing
program for the next group of trainees. The attitudes and
performance of the trainees during the training session -
provide information about the need for change.

a

Unfortunately chinge is not easy. The mini-lecture is

a useful- EEEhnlqué for stopping inappropriate discussion
and td get. going in the right direction. It is desirable
to keep some material and exercises, €.g., cases and role
plays, in reserve to facilitate rapid change .

Sources of information for redesigning a program dinclude:

=~ the views, knowledge, etc. of the.
’partlclpants at the conclusion of the
training

- their views, knowledge, etc., some
time after they are on the job
,, . & C

- the opinions of observers of the
performance and behavior exhibited

by the trainees on the . job.

On the following page are some questicus whiulh ouu
asked to gather this infermation.

v“‘ ) - .

L7

L7

E¥E
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SAMPLE QUESTIONS FOR EVALUATING THE TRAINING

o

B. Questlons for 5

.- Qu

estio for Supervisots at End

f Training Course

How much did you get from the training? (set up an eight point

scale ranging from "nothing” to '"very much'.)

Did you feel free to participate and ask questions? (set up an
eight point scale ranging from "no' to 'very much”.)

Circle the words that best
training: stimulating, bori
a waste of time, other (spe

What were the most helpful things for you in this training?

‘What were the least helpful things for you in this training!?

What didn't you get from the tiaining that you wanl!
(=3

upervisors alcer Belug on Lhic Jub

1.

How useful was the training program In prepating you foi the Jub!
(set up an eight point scale ranging from "not at all” to "very m..h')
Wwhat turned out to be the most useful elemeunts in the tralolng?

. .

What turned aut Cobe che least useful elements 1o the tralutng?

What should Lhe Lidlintug Lhave locloded that 1c Jidn 't

Othe, recommendations fo, Llmproviag Lhe tLiainlng.

H

w Rug;iégﬂ?ztg;"gpg§iw§;; ot Supervisors Do the Job

i

Llu what ~ompelenclss werie éupuiviééga ALy wloo v Lt "
Afier tiey yere on the jot for a whil.?
[ what compelencles were SUpervliavia Yeush whoo Lo, oo avg oo
Atier they were on the job for a whil.?

- Ll
Glve some spe.ffle duatdears tllastiaci e T 1

What tialolhg, do oo Lhilok, wvoeuld peepar Che,. boevver ¢ bian e
the ,ob from tue tirst day?



