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PREFACE

This paper is designed to be a practical guide for states planning to
implement.a review panel to enhance file maintenance in a career information
system. It is also a description of-the successful methods employed in
established review panels. Its intent is t6 pfovide direction to those
;states planning on implementing a review panel. ;Tﬁe papef describes the
experiences of seven. states currently operating rev1ew ‘panels.

Staff members from six career information systems described the review
panel process in their state. Special.thanks is due Ann Dragavon, EUREKA,

the California Career Information System; Kipp Drummond Alaska Career
InZormation System; Bert ralmer Washington Occupatlonal Infcrmation Service;
Robert Perello, Massachusetts 0ccupat10na1 Information System: Janet Rife,
Nebraska Career Information System; and Jean //anson Michiga= Occupat10na1
Information System, for their contrlbgtlons ghrough our. telepitone conver-—
sations. ‘ ’ ) ? |

The review aﬁd discussion provided by Bruce_MéKinlay, Michael Valliefe,
Frances Miller and Maggie Burton all of the Oregon Careér Infcrmatipn Systeﬁ,
is appreciated. Gayle Asburry also deserves reéognition for &=r patiencg
and excellent. typing ability. / |

I wish to also acknowledge Les Janis,/Gebrgia Career Iﬁfa:mation’System;
‘Dave Porter, Idaho Career Information Sys%em; and John Post, Alaska Department
of Lébor, for their critique of the'papé;.

Vzlerie Lodewick of the National/éccupational‘Informatibn Coordinating

Committee and Bob.Alexander of the National Governors' Association also

reviewed the paper. : ‘ : ‘ R
. Support fot this paper was provided by the Fund for the Improveément of
Post-secondary Education (FIPSE) and the National Occupational Information

Coordinating Committee (NOICC).
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INTRODUCTION

[

There are many =gencies producing occupational ar: aezpzooe=l-data in
every state. Studep:s, counselors, job' searck=rs and - unoz—ested in
career depision~making,'however, fa:ely have ta= time .- «kiliz = collect
or analyze these data. The need for an effective srste: i g=—tsering and
disseminating career planﬁing information is the prima— :==sor Tor creating

statewide career information systems..

These systems are based on information déﬁelopadu: . =¥ izzing data
sources, supplemented by informed obiﬁions of knowlad: < =z conzacts. One
method of acquiring informed opinion,'émplbyed by the . =atiom anélysis
units of several states, is known as the review panel : pazzl 1s composed
of members of local agencies and!ﬁhe community who =zr - liar with a par-
giculérIOCCupatiop or training progfam. 'Reviewers” :r¢ ked tO examine
/;n:occupatignal description‘for any erroneous or out ~formation and
to answer é(questionnaire covering specific occupati:: 4 zraining topics. -
v The purpose of this paper is to describe the me wor amd conéider-‘
ations for implehenting a review panel. Seven stazc. — iZzZormation sys-
‘tems have féview panels cdyrehtly in operation; thexr . .. ::ces have been '
collected by ;elephone_inpérview. Variations -among =0 ate: systems'’
review paneis show that the procéss may be adapted t imformation anal-
ysis needs pf any system collecting and delivering c - information. What
follows is the rationéle for doing a review panel, r -- 1ra2s common to
most states, and factors that need consideration wh. :plementation is

taking place.



PURPOSE CF .. REV-ZW PANEL

45velopment and maintenance of czrz=r informa:zzon flles require con-

fr. sus didentification, COlleCtlgn ani sz——inatior =f existlng data sources.
Towoouzs may include publications, unpzbIisted Asni, newspaper artlcles

sw ava=rtisements, zad contacts with: wsoola tmiw. ougeable about an occu-
s:at. mor training program. To a larme extest . -ormation about certain
2 nzional items, such as current emplaymest., iz available through stan-

iar  wblished sources. In determinimg other . croazional characteristics

uc ' = working conditions, howevér, it iz == =2ss==y to consider alternatlve
«=az. 2= such -as informed opinions, becaus= F:rmal scurces are incomplete.
Jc: =quently, a primary reason for having a ::viewr panel is to supplement

st==Zard data sources.

The review panel process 1s an even mxre valzable asset in lncreasing
the sccuracy of information in the files. As a verification procedure the

rewizw panel helps to improve the qualitv 5f information in the flles, but

da=s not suggest that reviewer's comments are considered to be factual with-
ou= ‘being confirmed. Instead, information received thfough returned ques-
tir-naires is analyzed along with a nu=ter of other formal‘and,informal in-
formation ;ources} V

Review panel members also can pro—:de names of other people to contact
and leads to new data sources. Althouz= requests to reviewers sometimes
rasult in the acquisliignlof data subsrtz=mtiated reports, the review panel
is noﬁ intended as a data collection s—vey nor is ﬁhe panel a scientifically
drawn sample. Rather than generating m=: data, it is a means of verifying
existing 1nformatiq§ in the files and iczntifying possible wvariations in
local areas. N '

The review panel also allows members 5f the community the opportunity
to express their point of view and to re - : to the accuracy of the occupa-
tional description, Thereby, analysts czr -rovide informatiOn containing
firsthand recommendations for preparing t— =nter an 0ccnﬁation~ Finally,
by providing some visibility for the system,.the reviaﬁ,panel is a means of

promoting public awareness of the system.

s



ZTEPS AND PROCEDURES

St=ff azssigned to ee:ry out the review pane_ process are exr=-ted to
complets = nrmber of taak:.requiringvatteution t.. detail, organiz—=ion,
and deadTimes The destrai outcome is the timel - acquisition of ==w in~
formation. T wzcedures that encourage maximum resconse to mailed —mestion-
naires a- t-r=smooth integration of that'ihfofmation into the oczupational

review r—oce=zs ‘are used. The tasks follow.
I. Presar:z=-icn ’ : iy

The fi==t step’for'review panel staff at a career informatioa,system

is to okzaiz. = copy of the specific occupational -nformatlon to send to
reviewers. _-=s states use a computer printout of the occupational infor-
mation, inc___iing localized areas (if applicable). Using the ‘computer print-

out assures that the most recent information will be sent to revieswers.

~ Other state use copies of the printed version; however, any current updates
entered ir: the computer after publication would not be reflected in that
copy.

Befor : engaging 'in any further steps, familiarizing oneself with the
material is important to be able to commuhicate inteliigeﬁtly with prospec~ .
tive review panel members. The list of employers in the 'Work Setting' sec-
tion is a particularly good place'to deQelop'an uhderstanding for the types

of employers that hire workers in a particular occupation;

II. Scheduling . | \

Information received from review panel members is- integrated into the
revies cycle, the periodic updating of information in the files. Therefdre,
work on the review panel should begin about 4 6 weeks prior to the beglnnlng
of the review cycle. This allows enough time to receilve some returns with~
out being so far ahead that the information obtained is outdated by the time
it"is used. (See Appendix A for sample schedule).
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The following are the criterza used to determiz=z the order in which

clusters or occupations are schedi:led to leave the office for review:

A, Seasorality for some occumpations., For exarple:
~- Sending out questionnzire= for the agricultural occupations
in the spring or late summer may produce a low response rate
since those are the busy times of the year for farmers,

~= Mailing the construction cluster mid-winter could produce a
'surplus' response to th . outlook question because that is
the sééson in which m=nv layoffs occur, .

B. Sequence in which'the oczurational clusters were reviewed during
the previous review cycls=,

C. Review cycle Assignments among analysts. Clusters need to be
scheduled to equally distcr=buze the mailings and returns to be
most helpful éo the analwmsts, - _

Some states have elected tc review fewer thar the totai ﬁumber of oc-
cupations during a year. In adc-ticn to the above criteria, they are likely
to consider some other factors. California and Mi:higan‘héve édopted the
criteria below for scheduling;c:cupations to review with their next review

panel:

A, Occupations/clusters excluded from the” last review cycle,

B.- Occupations that received ccasiderable criticism of comments
from users, _ -

C. Occupafions/clusters having =vidénce of significant chﬁnge
through reports or newspaper articles, etc. (e.g. expected
outlook change for a particular industry or new legiSIAfion
affecting licensing requirements),

D. New occupations.

IITI. Selection of Review Panel Members

While déveloping and localizing career information a state system iden-
tifies mény data-producing agencies. During the review cycle, the periodic
review in which the information is maintained, it is essential to continue
the flow of information from these agencies and to locate other knowledge-
able sources as welil This flow is accomplished thrpught staff efforts
to éstablish and maintain professioﬁal relationships with contacts in data-

producing agencies and with informed sources in the community., At the-



‘5
ame time -that contacts are being initiated, the stdaff can develop some
=7 the original review panel nembers. Forrexample,;a researcher at the
-zate Department- of Educativn contacted about a general salary-survey the
zzzncy produces could also be asked to review the description and answer
s guestionnaire for Elementary and.Secondary Teachers. Others selected-
to be reviewers‘should be familiar with the occupation by virtye of per-

sonal experience or position. Reviewers might include--

A, An-employer of people in the occupation_(e.g.,-owner, personnel
manager, supervisor), b

B. A worker in the occupation,

C. An Employment Serviceé placement specialist familiar with the -

occupation, ‘
D. A Labor Market Analyst,
E. Someone responsible for preparing people for the occupation
(e.g., college professor or placement officer, vocational

’ instructor, appren iceship representative), if applicable,

F. Anyone with specia expertisevabout the occupation, although'
not necessarily working in the occupation at the time (e.g.,
union business agent, member of a licensing board).

Menbers of the revievaanel should have varied involvements with the
.occupation, in order to contribute different perspectives. Reviewers some-
times contradict each other, depending on their relationship to the occu-
pation. For example, an educator may report much different outlook and
uage information than an employer or'employee. However, accurate infor-
mation can be insured only after examining various viewpoints. While up-
dating occupational’ information, it 1is the analyst s responsibility to
be aware of the reviewers' relationship to the occupatlon and to judge the
responses accordipgly. Disagreement among the reviewers requires that the
analyst search for factors contributing to the discrepancy. Clues can be
sought in formal sources such as economic reports and from people who would
have firsthand knowledge about the occupation. -

After one periodic review of occupations has been completed, the occu-
pational file folder is a good place to start iookingifor names of people
'to contact. It should contain telephone-interpiew‘forms from the previous
occupational review cycle, on which the analyst’indicated that a specific

: . \
2
LU
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person was especially helpful or gave a -rerbal commitment to participate in
the next review panel. Newspaper clippings, articles from local periodicals
or brochures describing an organization or a program may also be filed in
the fOlder// They sometime cite names that can be used as potential contacts.

ﬂther common sources for prospective reviewers include:

A. Directories of Manufacturers (Published by agencies such as the

State Department of Economic Development),

B. Directories of unions or union membership lists,
C. Association membership 1lists, .
'D. References from other reviewers,
E. Newspaper articles and classified ads,
F. The yellow pages, .
G. State and federal government telephone airectories,
H. Ticensing boards, _
I. ,Géfalogs of training institutions»such as community colleges,

four-year schools and the State Apprenticeship Agency,‘
J. TFile of people users can contact to learn more about an occu-
pation (e.g., "VISIT" file), 5
K. Personal acquaintances of staff members,
L. Contacts made by User Sexvices or Information Analysis staff,
M. Chambers of CommerCe. ' 7
Presently, the number of reviewers‘per occupation varies from three in
some states to fifteen in others, with five being most common amcng the states
conducting review panelS. Adequacy of data sources for the topics being
reviewed and localization of the information are determinants in deciding
how many questionnaires and occupational descriptions to send for each oc-
cupation Of course, high quality information is more llkely, the more the
information is reviewed. '
It is desirable to get representation from various geographic areas
throughout the state, recognizing that occupational aspects, such as wages
and outlook, vary accordingly. That is, distributing descr1ptions and -

questionnaires to different areas is beneficial in ascertaining these local

<3

variations. Determining which areas to represent largely depends on the
employment distribution: for a specific\occupation._ Employment for some oc-
cupations is fairly evenly distributed with population, therefore review
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panel members would be apportioned likewiSe. Other occupations are con-
centrated in one or two areas, and consequently most or all reviewers would

-

also be lotated in those areas.

IV, Telephoning ‘ .

Before mailing questionnaires and occupational descriptions, most state
systemS'telephone prospective reviewers to request that they participate
The review panel staff member identifies who 1s calling, where he or she is
calling from, what a career information system does, and asks 1f the person
being contacted would mind reviewing anaoccupational description and filling .
out'a short questionnaire. (See Appendix B for sample telephone conversation).
SpellJng of the person's name, their street address, and zip code are veri-
f1ed if the" person 2grees to be on the review panel.

Often this step 1s most time consuming and can be expensive. It may
be eliminated aitogether, or reduced by excluding those reviewers who have
prev10usly been contacted either by an analyst during the review cycle, or
as a review panel member during the preceding year. Most states-limit their
telephoning to those potential reviewers with whom they have had no prior
contact. California and Washington reported that telephoning is excluded
from their pro¢edures. However, states that include telephoning as part of

their process have indicated higher regponse rates,
p p

V. Record Keeping
A. Methods

l After deternining who the reviewers will be, the review panel staff is /
responsible for keeping account of the pertinent details. There are several
ways of keeping records, but the follow1ng items are appropriate for all: ~
a code number for each reviewer; the rev1ewer s name; the agency name, address
and phone number; reviewer's title; the localized area sent (1f applicable);
the date sent; and date returned. Other information, such as whether the

' questionnaire was returned undelivered or the reviewer requested to be
deleted from the review process the following year, can also be recorded.
Several review panels catalogue ‘the above details by using index cards

to classify reviewers by occupation or a combination of index cards (for name,

address, etc.) and mailing lists (for dates sent and recelved;-—deletes, etc.)
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Experience in Oregon with index cardS,’mailing lists, and'a combina;ioniof
the two has resul;ed in the exCIusine,use of a mailing list. (See Agpendix
for sample mailing list.) Washington's approach to record keeping is.
distinctly cdifferent from the above methods, -Thé& store the reviewer's name,
agency, address; dnd phone'number on the computer, and use a printout to in--

/ | dicate dates sent and returned.

B. Assigning Numbers

Regardless of the system devised for record keeping, a way. of deter-
mirning those wno have returned their macerials is useful. One method of
. doing so. involves assigning code numbers by using the occupational number as
/ " the first four digits, followed by an individual serial number (01, 02, etc.) n'
and a number assigned to the area of the state (whether localized or not) to
which the printout and/or questionnaire is being sent, iWhen noted on the
questionnaire, this number provides a means of recognizing who responded and
which occupational foider the return should be filed in, It is niso a good‘:4'.
" reference for the analyst to useto identify the area of thé’stafg;reflegpéd |

-in the answers. Example: Ty

Librarians S " Areas in Oregon
Occupation Reviéwer . Area o /h
Number Code © Code \Q
8492 01 06 06 = The Coast = -
8492 o .02 . 15 " 15 = Southern Oregon

]

8492 . 03 . 26 . "26 = Portland Netropolltan
' ' ' : Area

~

VIi. Mailing Procedure

- Using ?he maiiing.list, index cards or domputer printout, the coveri
ietters and envel;pes argrgddréssed. The occupational description and:prepa-
ration statement are xeroxediand copies bfithe appxopriate loéalinéd area are
:made for each reviewer, if that’s applicable.. A review nanel'packet should
include: o . ‘: :, - o .

A.. Cover letter - personalized by tyiin in the. date and person: 's name
and signed by the review panel staft/g -

- T
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B., Questionnaire = labeled with the individual code number a551gned
to a reviewer ani attached to:

C. A copy of the occupational printout, )

D. A self—addressed envelope, Options include bu51ness return enve-
lopes,\and stamped or unstamped self—addressed envelopes. (In
Massachusetts, it was ‘observed that paying the return postage sig-

' nificantly increased the response rate when the reviewer was self-

employed or employed by a small organization,wbutumade little dif- /

ferenceﬂfor.large organizations). ‘

-E. A brochure or circular providing some specificspabout a g¢areer
information system, how it is funded and who uses it is also
) enclosed with the materials by Alaska and Nebraska. '4
After being packaged, the envelope is weighed, stamped and mailed.

Postage costs for each occupation are recorded.

VIL. Recording Costs

. .To help the manager of the Review Panel budget'determine allocetion of
-funds and cost/benefit factors of the process,“records of the following data

are kept on the'"keview Panel Budget Form" for each cluster'

A. The cluster number and date the last occupation was mailed,

B. ':The number of xeroxed copies made of the description,—

C. The number of questionnaires and/or cover letters ‘duplicated
(the total number may be recorded on one cluster's budget;form
as copy orders are filled), .

D. :The number of supplies,\i e. envelopes and return envelopes,

E. ‘The amount spent on postage for the original mailing, as well as
the number of returns received (if business return envelopes .are

- enclosed) sinCe the las7 budget form was' £illed out,. _
.F. The number of hours the/ review panel staff worked on the cluster.

:,Q. (See Appendix D for sa ple budget form )

’

VIII, Continuing the Process

._— The on—going operation,of the review panel requires-basically'continuing_

the process in the same manner as the year before, i.e. following steps I
. : Ty ’ ps

through VII. When selecting'reviewers, however, the review panel staff should

* PO
S v

A 14 -
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check the-mailing list (or other method of recording names) from the previous

year for reviewers who Treturned their questionnaire and agreed to continue

reviewing occupations. These are the people who usually are interested in

participating and ‘are most likely to return the questionnaire again. However,

in order to obtain a variety of opinions it is preferable to drop their names

from the list—after two Or three years. Lxceptions include people whom the

. analyst believes are invaluable sources of information or who prov1de 1nfor-

mation which may be unobtainable elsewhere (e.g., the only apprenticeship
field representative for a geographic area). They may remain as reviewers
1ndefintely. \ _ - ‘
' If the mailing lists are used in keeping records, they ean be reused
by crossing off reviewers who had not returned the questionnaire or re-

quested not to participate in the future. New names may then be added to

the bottom of the list. Reusing mailing lists saves retyping time but tends

to become disorganized after a couple of years.

15
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CONSIDERATIONS FOR IMPLEMENTING A REVIEW PANEL

Before proceeding with any project.there are always certain issues that
need evaluation. - A reviév panel -requires Bomeone to develop materials and
allocate staff time and/money. Therefore, these subjects are discussed in

the following paragraphs.

1. Development of Materials

Developing a good cover letter and questionnaire is essential to the
‘revicw panel process.

_The cover. letter is important because it is an opportunity to; promote
public awareness of the system and generally shapes a reviewer's first
1mpression. It should briefly" explain the concept of the system and. clearly
define what it is we are asking of reviewers. -

~ The questionnaire s purpose is 'to inquire about the accuracy of infor—n
mation in the career information system files,’to supplement standard data
sources, and to seek information that would not be obtainable through other
 sources, Questionnaire deVelopment ‘begins with a meeting of the information
' analysis staff to discuss and decide upon occupational topics ‘that are high * |
priority for' review in the coming year. Topics such .as wages, outlook and
hiring practices are always reviemed'because of their ever changing nature.
Keeping in mind that.a\shortqquestionnaire does not take much of/the'reviewer?s

time and is more likely to be returned, other possibilities can/include:
. i ’
!
A, Questions dealing with the accuracy and completeness of the occu-

:pational description ‘and preparation statements andvtheir com~
ponents such .as commonly used and—alternative—eeeupatﬁen~titles,--
_ aptitudes, work setting, types of employers, and skills,
B. Questions concerning the strengthéning of. certain areas, such as
_related occupations or tips by asking’ about transf7fable skills,

advancement, and promotional opportunities*

“a
o
e
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.« Questions seeking new information to add, such as’ fringe benefits,

and ‘helpful information for minorities and the handicapped

2+ A fipnal question inviting continued participation in the review

panel process is helpful in determining thoselwho are iikely to
respond the following year. ‘ '

On the other hand, topics a reviewer probably would not be able to
answerf(e.g., totallemployment in the state), or topics for'which there is
one very reliable source (e.g., licensing requirements) should be avoided

All questions should be general in order to apply to all respondents,
that is professional, technical, clerical, and trade occupations, etc.
Considering the diverse audience asked to reply, readability must be a con- .
cern when formulating questions, ' Wording should be simple and unambiguous.,
Avoiding use of techmnical language and terms, such as journeyman, used by
specific occupational groups is important.

The order in which questions are asked also has an jmpact on the way
in which a questionnaire is answered. Asking questions about sometimes
sensitive subjects such as wages should be delayed until other questions
can create a: favorable attitude.' Inquiring about wages. first often causes
‘resistance to answering that question, and consequently the entire QUES“
.\tionnaire. Opening the survey with a request for hiring practices infor-

- mation has also caused problems. That is, a first question asking’ about
qualifications, education or training required when hiring someone has’
caused some self—employed professionals (e.g. chiropractors) to respond
with. information about their: assistants instead of about themselves. Thus,
much thought must be given to the introductory question,

Reference to Chapter . 6 of Research In Education1 can be a useful tool

in designing a questinnnaire. A review of the. draft questionnaire by non- .
information analysis staff is also often helpﬁul

Enough time needs to be allOWed for design of the letter'and question-
"~ naire and for printing. At.the same time, copies of madiling lists and/or v
'index cards, envelopes, budget sheets, and any other supplies should be _ -
ordered. : E o //' '

/1 . : . N D
. B
. .

I

1Best John W., Research In Educationm, 3rd. Ed., (Englewood Cllffs, L
New Jersey: Prentice—Hall 1977). ‘ , AR

,,,,,,,
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©II. Staffime S ' :
I
There .zre at least two factors which must be considered when planning .
to staff ti: review panel process effectively. 1) the type of personnel_to

employ, anc 2) the number of staff needed (determined by the amotnt of time

‘necessary to complete the project), Possibilities for the kind of staff to

use and estimates of the time a review panel requires are discussed below,-
Options for review pamel staffing include hiring part-time temporary
employees, such as students, involving permanent clerical staff employees'
and incorporating the tasks into an analyst's work schedule. Initiating
and, maintaining the review panel process requires the ability to select
appropriate reviewers; communicate effectively by telephone; type names,
addresses, and telephone numbers accurately; and keep organized records,
Some states prefer amalysts to perform at least the first two of the above
. dutié\ but all tasks have successfully been accomplished in Oregon by students
or clerical staff with coordination by an analyst, »
Time required to complete all steps of the review panel process for/one
‘ occupation‘vary depending upon availability of reviewer names for the occu~
.. pation, the ease or difficulty experienced in contacting reviewers by phone -
and the staff'persons: ‘typing speed. In Oregon it takes approximately three .
hours to complete one occupation when mailing twelve to fifteen questionnaires

per occupation. At. that rate 250 occupations could be accomplished in about °

-

twenty hours per week over nine months, -
. Of course the manner of staffing and number employed, which currently

~ varies from state to state, is subject to available resources as well as

the size of the efiort being undertaken.

III. Budget
- Qetermining casts for planning;purposes>is always an important but diffi-
"cult —ask, Using 3,000 reviewers zz an example (that is twelve reviewers

for 233 -occupations or- nine reviewe=s for 350 occupations) the fOllOW“ng

figures may be estimated.

Ck)
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Supply - o ﬁollar;Amount
3000 cover letters (@ .03 per copy) ' ‘$ 90
3000 questionnaires (@ .03 per copy) - . .90
6000 2-page copies of the occupational 300
‘informatign (@ .05/copy) xeroxed |
3000 postage (@\.15/packet) - | - 450
3000 jinitial coé of printing.business ‘ 2 o 85
~ return enve§opes_ s ‘
3000 replies from business return envelopes o 360 '

(assuming an average 65% return rate ) .
@ 18.5¢/return) NOTE: If the return, ' Y

rate is increased to over 80% it becomes ‘\

less expensive to use self-stamped return B : \\

envelopes. o 3 ' . 'p \ 5
TOTAL SUEPLIES, , § 8, ,375 or §5. 50/occupatic

_ Other expenseS/consist “of staff time. and- telephone bills, which vary
more than- supplies. Applying the approximation of time required per occu~
pation in the staffing section on page "13 . to the hourly wage of the review
" panel personnel can provide a calculation of staff time expenses. That is,
completion of one/occupation in three hours by a student or clerical assistant
being paid $3. 50/hour amounts to $10, 50/occupation in staff time.
: Telephone charges depend upon the type of telephone system used and the .
niumber of calls made per*occupation. An average time per call 1s about five
~ minutes,. which would cost $1,25 using the WATS line system at §. 25 per. minute.
Telephoning will be most expensive durin the first year of the review cycle
since most reviewers would have had no pr or’ contact. In the following years,
calling can be reduced by excluding those who. the been contacted previously
as. d member of the review: panel or by an a'alyst during the last review cycle’
Adding supplies and staff time but excluding telephone use,‘the review

.panel process will cost approximately $16/occupation.




s TECHNIQUES FOR IMPROVING THE RESPONSE RATE
. Seven states presently are conducting review panels. Most states report
about a 65 percent response rate and have offered suggestions for improving 1t.
~The following are techniques’ employed by the staff of one career infor-
mation system when working with its review panel They appear to have im-

proved the response rate:

’ E A. Printing the questionnaire on colored paper to make it distinctive .
» and less likely to be misplaced ' '
B. Including a return envelope with the questionnaire to ‘make it
- easler for the respondent to return the questionnaire and ensure
the accuracy of the return address,
C. " Signing the cover: letters. Using blue ink, or any ==lor other
than black makes the signature a more noticeably*ae:sonalized
'one, ) i o '
Db- Addressing the letters and envelopes to a person s .name rather
than to a person 8 title (e By manager, librarian} or to an
: organization. ‘This also personalizes .the request,
E.: Clarifying questions by providing examples of the type of infor-
mation being sought to make ariswering easier,
a F. Asking closed form or multiple choice questions a_lowing for
. .~ an ‘'other'. category. - -This also makes responding easier and less
-\ﬁ; ) ﬁmemm&mh@,‘ " ' o e e
- G. Sending a reminder post -card to reviewers\if they haven responded
‘after abOur 34 weeks. (Two states have attempted thws '="hnique, '
" dne attaining success’ with it and the other dropp.ng ne practice

.after -some :time), ) _ ] -I
H, Initiating more personal contact with employers by~me:ntzining "
g contacts at.the area Chambers of Commerce or attendiny :trade shows
\\ and collecting business cards, A )
I,— Encouraging counselors,” teachers, and- others attencing User Services.

,workshops to provide names of potential revieWers.

15 ., "ok
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Other suggestéd 1mpfbvements_to consider include:

~

A. Sending a thank iou letter - reviewers who have responded,

B. Issuing ter;ificates to tho Y wers Who havé re;pqnded, J@
C. Constructing alternative ¢ alres for certain types
of occupations (e.g. profe: 3) 1o allow for more
b . : specific questions,

D.”# Adding certain users (e.g. counselors, teachers);to the
. review panel, sting a different cover letter and questionnaire,
this group of ‘reviewers mainly would be asked to review items
such ag the format and the readability, rather than the text,
of the files, ‘

E. Using coldfed anvelopes'to send the questionnaires,




- can be adapted to the needs of any career information system. _ : %

SUMMARY

Verifying information in the system's occupational files and supple-

menting existing data sources are the major reasons for implementing a

‘review panel, To achieve those objectives and to operate .the process effi-

ciently requires organized procedures. However, review panels have been

in existence far too short a time to suggest one proper approach The steps '
outlined in this paper involve selecting reviewers, telephoning, mailing,

and recording appropriate details and budget data., A ba51e outline has been-
described, along with alternative methods when‘these areipracticed by the /l
seven states currently'Operating review_péneis. Activities required in !
the areas of materials development, scheduling, staffing'and bﬁdget'leave ‘/
room for variation “That is, the review panel process remains flexible and/

\
AN
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- f'APfENbI}E |

REVIEW PANEL SCHEDULE 1980 1

Cluster Name

o Cluster Number

Health Service

-

/.

/

August 8160 19
. 8400 Social Service ST 16
September 4100 Agriculture, Forestry & Fishery 10 . S
2100 "Social Research - 4 ‘
4300 Food Processing 4
© 2600 Science and Laboratory 12‘
- October 1600, Bookkeeping and Accounting 10
' . 3100 Mechanics i6
8500 Personal Care . 2
November 5900 Other Production 10
' 6100 - Transportation 14
4700 Graphic Arts 3
~December 5400.. Metalworking 14
‘ ' 1100 Administrative 14
~ January 2400. Engineering and Design 8
' 2300 Mathematical and Computing 4
7800 Food .Service / 8
1400 Clerical 7
February | 1400 Clerical - 10
o 3400 Building Maintenance 4
9400 Protective Service 5
4500 Timber Products 10
March 4500 Timber Products 3
: 5600 Electricity and Electronics 5
7100 Stock Control . 8
- 4400 Textile and Apparel 7
April 4200 Construction 11‘"
- 7400 Sales 9
9800 Art and Entertainment 4
Jul Aug  Sept-  Oct _ Nov / Dec Jan ,Feb Mar  Apr ‘ﬁay _June
/. / ‘ -
‘REVIEW PANEL
/ REVIEW CYCLE -
a/‘l f
19 b_ )

Number of Occupations



APPENDIX B

I

Here is an example of a telephone conversation to prospective reviewers:

Hello..

My name is ’ - . I'mbcalling from the Career Infor-

. mation System; located in Eugene.

I would like to speak to someone in charge of hiring (occupation). (De-

pending on ‘the. occupation this could be'a manager, supervisor, foreman or

rperdonnel officer). After being connected with the appropriate person,

another introduction 1is usually. necessary followed by something like:
CIS collects occupational and educational information and . distributes
it to high schools, ‘community colleges and social service agencies, to

help people make career decisions. Would you be willing to read a one-

' page description of (occupation) and fill out & short questionnaire’

Verify the spelling of their name, their street address and zip code.

-(Optional if they question more about what we are doing or want .to, know

SN

more about us): : o : St .
CIS is a nonprofit agency that services . over (number) of people in the
state, by providing informaticn to help plan their careers. We ask

‘people, such as yourself who are knowledgeable about specific occupations

~to help us keep our information accurate and up—to-date by reading and

"commenting on our descriptions.

Additdional information ‘1f they ask: CIS. is a consortium of public agencies;

members of the Board of irectors come from the Department of Higher Edu~-

cation, the State Department of Education The State Employment DivisiOn’.AMul_

school districts, and community colleges.

20
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APPENDIX D
REVIEW PANEL BUDGET FORM-

Cluster

Xerbxing

# of xeroxed coples made of descriptions
' other xeroxing (describe)

——————————

Total xeroxingi ‘

Quick Copy
f of questionnaires

# of letﬁers

" Supplies . _

# of envelopes used

# of return envelopes used e
# of manila envelopes used

other supplies over $3.00 (describe)

: . - Total Supplies

Postage

postage for cluster
was this all on postage meter &
coded "rev" & cluster # yes

no

# of return envelopes received since -

‘Total Postage

Payroll

# of work study hours for_ciudtgr
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