DOCUMENT RESUME
_ED 216 307 - \ : CE 032 559

AUTHOR King-Fitch, Catherine C. .
TITLE . Practices for Providing Follow-through Services to
Employmeht and Training Clients. Bridges to \
Employment, Book Three. Research and .Development =
, Series No. 224, ‘
INSTITUTION Ohio State Univ., Columbus. National Center for
: Research in Vocational Education. :
SPONS AGENCY Office of Vocational and Adult Educdtion (ED), "
o wWashington, DC. .
PUB DATE Feb 82
CONTRACT. 300-78-0032 .2
NOTE ’ 194p.; For related documents', see ED 187 925-926.
AVAILABLE FROM The National Center for Research in Vocational"
Education, National Center for Publications, Box F,
1960 Kenny Rd., Columbus, OH 43210 '(RD 224, $7.95;
quantity discounts available--write for :
information). e
EDRS PRICE MF01/PC08 Plus Postage. S
DESCRIPTORS Adolescents; Adults; Career Counseling; Career
Guidance; Career Planning; *Delivery Systems; .
*Disadvantaged; Employment Potential; Guidelines; Job
Search Methods; *Job Skills; Job. Training; Needs
Assessment; *Program Development; Program Evaluation;
*Vocational Adjustment; *Vocational Followup;
‘ RS ‘.  Vocational Maturity ’

-

IDENTIF.IERS /. Comgrehensive Employment and Training Act

ABSTRACT, ., - ,
" This madual provides a set' of guidelines and
suggested practices. for implementing a follow-through services
component .in' conjunction with an employment and training rogram, It
is* based in part on-a 1980 study conducfed by the National Center for
Research in Vocational Educatien in which Comprehensiv Employment
and Training Act (CETA) practitionéers were interviewed Yregarding
follow-through services’ that would continue the job of.preparing
clients for stable emponment'andogplf—bufficiency. That study
revealeg a lack of such services and an expressed need for guidelines
for establishing sucF a program. While the original study focused on
CETA, this manual is\intended for any employment and- training program
designed to assist disadvantaged clients. Guidelines are provided for
planning a follow-through program to meet local needs, conducting a
' client needs assessment, delivering services to.clients, conducting
program evaluation, and staffing a follow-through program. Suggested
prdctices are offered in four major program areas: job search
assistance; job adjustment counseling, career planning’and training
assistance,/and referral to support 'services. "(KC)

~ 4 ° N .
o .\ - t
.

P

****************************3******************************************

* Reproductions supplied by. EDRS are the best that can be made *
*

. * from the .original d®cument. ) *
***********************************************************************

' N .

2




3

'~

D216207

> .0

£

-

a

'y

'l

- ‘ / 1{ -' P

BRIDGES TO EMPLOYMENT

* . BookThree °

¢ <
. ¢ .

sop
""1 . >
o,
- . f
o
. P .
o P .
.
4 ° - . .
- » v -
LR ’
3
2 ’
LR . V.
e i
P [ Gau b
b s Y 3
Y s r? £ / A o
» . ® N S o
§ e ';, & s

&
The NatlonakCenter for R rch in Vocational Education.
¥ The Ohlo State University
4 /1960 Kenny Rpad

February, 1982 = - A

. B
- . *

- Columbu§,§9hlo$32_1‘0 N A

¢

L4

< EDUCATIONAL RESOURCE!

N 3
N TO THE EDUCATIONAL RESOURCES  *
wr— . . INFORMATION GENTER (ERIC)."

Researeh Qd Development Sa;igs No. 224

B

»

\

U.S, DEPARTMENT OF ERUCATION
NATIONAL INSTITUTE %EDUCATION -~
NFORMATION,

a CENTER (ERIC)
This document has been reproduced” as. ~]
receved from the person or orgaauz.abon
ongmating 1.,

3 Minor chianges have been made to improve
repvéducn@ qualnz._

o Points of view orop‘nmonsstated in this docu- T
ment do not necessanly represent oﬁncval NIE .
position or-policy. R A

B v ,4,.,{‘-

“PERMISSIQN TO ﬁEPRO‘gUCE THIS

MATERIAL HAS BEEN GRANTE[’ 8y

N [
1

-

e s



, ~
) . ' v , Py . H
. _ . ’ ;j - )
| B . L | Co _
) - . N . ot . .
. / T ) kﬁ .. : L. ’ ¢« \ 2 ‘
. . ' . - ) : : ‘ N T :
. t o .. ; . ot -, .
S : ] _ FUNDING INFORMATION **, TR
P,'roject Title: ' The National Center-for Research?"i/ocational Education; 0 ‘, N
o7 Practices for Providing Follow-Through Services to Employment and Training Clients * .. :
Contract Number: 300780032 ._ ‘ T ' T
"Projedt Number:  *  051MH10012" - : - e T *
| Educationsl Act Under  Education Amendments of*1976, P.L. 94-482 . e ’
. Which the Funds - . s . .. ) R .
Were Administered: g O , A O
Sougce of Contract: - i U.S.rDepartment of Education ,
. ce of Vocational and ‘Adult Education o .
.- Washington, D.C. ‘ ‘ . .
v B o o . e P * / .
Contractor: - The National Center for Research in Vocational Education .
( "+ The Q%i‘:)_State University . E .
Columbus, Ohio 43210 T , : v .
. . K (‘. R B . . 4 r .
 Executive Director: = " . Rohert'E.?’aylog - :
g ’ . Lo ' . ) o . . » : . \ . T
Disclaimer:” ~ . . The material for this publicatioh'was prepared pursuant to a éontract with the Office of Vocational -
N .and Adult Edueation, U.S. Départment of Education. Contractors undertaking suth projects under .
A "government $ponsorships are encouraged: to express freely their judgment in professional and
tectinical matters. Points of view or opirions do not, therefote, necessarily represent official u.s.
.. ) ' Department of Educgtion pc\)sition ar pplicy. > . - -
& o , Vo , ) : . <
Discrimination =~ - " Title VI of the Civil Rights Act 0f;1964 states: “No person in the United States:shall, on-the grounds
Prohibited: ' + .+ of rate, color, or national origin; be excluded from participation in, be denied the benefits of, or be
o . .subjected to discrimination urider-any._program or -activity, receiving Féderal financial-assistance.’” ‘
) - Title IX of 'thé Educational Amendifientiof-1972 states:./*No person in the United States shall, on . L
“\ K - the basis of sex, bg excluded ‘from participation in, be denied the benefits of, or be subjected to.: "
v o discrimination‘under any éducation program or activity receiving Federal financial assistance.”
L Therefore, the'National Center for Research in Vocational Education Project, like every program -
SRR G - Or activity receiving financial assistance from the U.S. Department of Education(m'ust operatein ..
Y _ compliance with these laws. _ - S ‘ R ¢ -

. . .
PR . .o * 7 b R
. . [ . . [ . - . H
R . R B -, L L. v -
. . . .
¥, N ot .
. - . ' . v , . . :
. M
v >
. : : : .- ' ’
. .
.
v




“I' , . P ) } . ‘ - . . L
- .. o ' B o . - L - '
L4 . ! \ . ) - - > . ) ' ' . .
. ) : - . CONTENTS . . o
' ' ' : ' ~ : ,  Page
[ Foreword ..ol e e, P . v
Executlve Summary ........ e, A A .................. ettt aei et eaena, . vii
. 1. Introduction .. R e g e e e e At e 1
Follow-Through Services: An Overview, 3 ’
Relevant Legislation, 7 x : \
Overview of the Manual,'10 . , ' o .
Il Putting-Together a FollowThrough Program ...,................... . \ e .:N e, e, 13
i -Planning a Program to Meet Local Needs, 15 !
- - Client Needs’Assessment, 24
Delivery of Services to Clients, 29 ) "
. “ Program Evaluatton 32 . . p . e
- . ‘Staffing, 35 G \ : . . .
) Ili JobSearchAssustance SuggestedPractlces ‘.., ..... T S .. 43,
R . Fdrmal Job Search Programs, 46 ‘ .. ,
* Informal JobSearch Support Groups, 49 ) : L0 . o
Buddy Approach 51 ’ . P .. : ¢ .
) Indnquual Counseling and Job Development 53 N v s
» ‘Employment Service Referral, 55 v ) 5 ’
IV, Job ‘Adjustment Counseling: ‘Suggested Practices ... ....oouvouurnnnn ... Lt 1 ...... . o 57
. Group Counseling, 61 } v N N -
. Individual Assistarice, 68 - . o
%ﬂ- - -
N V Career Planmng and Training Ass’Stange: Suggested Practices_ e e e, feeeen 73
“» -~ CargdrPlanning Assistance, 75 ) ’ R
©.. - Referral to Education and Tramlng Programs, 81 . ) o o T : S
. Re}erral'to Support Services: Suggested Practices ............. Crererieee L, e, . s 85
ot ‘Identifying Problems and Sources of Assnstance 87 ) ' S : . '
. ' . Referral, 92 . C a )
. e .

T T
R ¢ T . . ) i E . ‘. y .
. - e\\ ’ . ] ‘.‘ . ;
. ‘ .
Ty - S ., S « . . T L™ . . . .
< o . i, -~ G oy ° L- . !

: \Bibliograpbv NS A T, R B SO SRR PR - /
‘ . . ! S . PR . ‘ i ’ ' . ) - )




. s : ) FOREWORD

Unemployment has been a major problem in the United States for several decades,

¢

affecting the lives of millions and’

" hurdening the national economy. Among the disadvantaged, unemployment has reached staggering proportions. The federal

» government has sponsored several major£fforts to help the disadvantaged overcome barriers to employment: Most of these )
employment and trafning programs, including CETA, Job Corps, and others, concentrate primarily on skill training. Despite the
efforts of these programs, many clients still fail to become or remain employed after,: training. :

<

i . ! A variety of factors may contribute to this situation. Among them are the clients’ inability to conduct a systematic job,
. _search, their inability to cope with the realities of the work world, and their lack of careér planning and problem-solving skills,

_ what was!begun in skill training, to prbvic{e the needed bridge to employment.

Many of these glients would benefit from follow-through services—services that, as the name implies, would fo/low through on

. A study conducted at the National Center in 1980 revealed that currently very little is available to clients in the way of

R systematic follow-through services. Moreover, the study showed that employment and training practitioners advocaté such’  °

2 ’
2

: ' - This manual offers guidelines and suggested practices for planning and impleme?wting a follow-through services component

in conjunction with an employment and training program.
. ; , \

serviges and express a need for guidelines for instituting a program of follow-through services.

4
Ve

-

» . \ , . . '
We are indebted to Dr. Robert E. Campbell, Claire Ho, Catherine C. King-Fitch, and Kenneth L. Shellberg, on whose study

' . *and resulting repert this Manual was, in part, based. Special appreciation is extended to Dr. Brian Fitth, Sandra Pritz, and

Ny Bettin_a Lankard, who so generously shared their findings from the project, Technical Assistarice and Training for Occupational
Skills. We are also grateful to Dr. Lucille Campbell-Thrane, Associate Director, Development Djvision, for her review and valuable
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In a study conducted' at the National Center irr 1980, CETA practitionersq\jvere interviewed regarding follow-through services—

o ‘&

LS

b
.

that is, services beyond the actual skill training, that would follow through on the job of preparing clients for stable empleyment

and

advocated the provision of follow-

If-sufficiency. That study revealed a lack of availability of such services. Moreover, the participants in the study _generally'
thro.ugh services and expressed a'need for guidelines for instituting such a program. . .

-~ This manual, based in part on that study, provides a set of guidelines and suggested practices for implementi;wg a follow-tﬁrough
services component in conjunction with-an employment and training program. While the original study focused on CETA, this

- manual should be useful for any emplo

yment and training program designed to assist disadvantaged clients. )
- - ~ ~ F PN

-

Guidelines are provided for planning a follow-through program to }neet local needs, conducting a client needs a§sessmgnt,

delivering sen)ices to ciients, condgctiag'; program-evaluation, and staffing a follow-through program.

Sugges'ted practices are offered in four ma
»and training assistance, and referral to support services, .

‘

L.

e -

EXECUTIVE SUMMARY . ] ) ' .\

-

-

jor progratﬁ areas: job search assistance,’job adjustment co/unseling, career planning "
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. FOLLOW-THRDUGH SOERVICES: AN OVERVIEW . .
. " ' . \w .
What Are Follow-Through Services o, P
4 Ny

. We often talk about ““follow-up and follow-through.” What is the difference? In an employment and training program,
follow-yp is a process of gathering job-related information from former participants and their employers. Follow-through, as th
name implies, is following'through on what was begun in the program. Follow-through services will vary among prdograms and

among clients, depending on local and individual needs. However,:the overall goal of a follow-through serviceg program is

»

to assure that training and ather services lead to maximum employment opportunities and enhance ‘
selfisufficiency (CETA, 1973 Sec. 2, p. 1). Lo

»

- -l'ri:oth,e words, follow-through services are whatever clients need, after training, to enable them to get and keep jobs.

1}

<

One ¢

may, at sbme poins, desire additional education or training in order to build upon their original training.

. . . , P " .
Why Are Follow-Through Services Needed? ’ ( B .
_ " Unemployment has been a‘major problem for the past several decades. Since 1970, the unenployrment rate has nbt falfen
* - below 4.9 percent. Buring 1980 and the first half of 1981, unemployment averaged 7.4 to 7.5 percent, with approximately
8 million persons out of work.! - . .

I A very lakge proportion of the unemployed are socioeconomically dm\c;vantaged. Youth, for example, make up only one-fourth
v

of the labor force but account for half of the unemploygd,a Two out of fi

_ black teenagers are jobless. Some estimate black-
teenage unemployment in the inner cities to be"as high as 50 per;:elnt.3 . . -

o o~
3

1
- 4 0t

&
4

1 Diane N, Westcott, “Employment and Unemploymént in"the Fi

L4

rst Half of 1931,;' pp. 3-8.

2§, Rosenburg; "New Youth Program Aims Are Set.” - . - '
: Q.Taggart and G. Wurzburg, '”Obportunities for Vocational Education in Youth Employment and Training Programs.’ »

may need help finding a job. Another may need counseling to help I{im é/r her adjust to work (and thereby kéep
the joh). Others may need help from outside agencies to resolve non-job-related problems that nonetheless affect work. Still others

. _ The federal government has sponsored mafor efforts, such as CETA and Job Corps, aimed at helping the qiwdvanged qvercome
- bartiers to employment. While\:che primary emphasis of these programs is pn skill development, they also provide supportive services .

e

e
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health care, child care, transportation, a
to su_pport_iye services as they deem approproate.

_In addition, CETA programs pfovide joB

*

”

]

ﬂ help’participants remain enrolled in tr%proérams. Supb_oriive services can include’ ¢ounseling, work oFientation, joB coaching,\
nd other types of service. Local programs can devote as much jor as little of their resources ..\

placement assistance to participants who are ending their training. Effectiveness of

the programs often is measured by the number of program completers who are placed in jobs, with sthtus checks made at thirty-,

sixty-, and ninety-day intervals, \
- Despite these efforts, a significaht number of people who complete employment and training prog>ams do not become employed.
Many who do find jobs do not keep them. Some hop from job to job. Others remain unemployed and reenter training programs
or feceive othel; forms of public assistance. In 1979, one-third of the 1.3 million CETA program completers—more than 400,000~
did not get jobs, return to school, or enter other training, 4 o . ‘ \
i There appears to be no single explanation. The causes of unemployment amo}wg forimer trainees are related to a combination }
of factors: limited employment opportunities, job adjustment probléems, a wide variety of personal obstacles, and insufficient job
skills, Disadvantaged persons, of whatever ethnic group, sex, or age, have been variousl{( described as having— - ) .o
¢ -limited education, _ N ! : .
R ® poor motivation, . L C ] .
- - ® negative-attitudes toward work, : ~ .a IR ~
. + o low.self-esteem, o : - \
o little knpwledge of how to behave.on the job, o . . 1 ‘ _
" "~ e poor wark habits, ’ ot o )
¢ a history of interpersonal problems, and . | 3 : 1

a hand-to-mouth existence.

-

S 1

.. find and retain employment. @  °- R

-employment opportunities and . . . self-sufficiency.”’

“programs. Out of ‘65 pfogr’a'ms contacted,)less than 5 percent provided follow-through servi
services were provided,?gellvq‘ry:wa‘s unsystematic and limiged%in scope and duration®
. ‘ 1 4 . .

Even after skill training, these characte,risticsiand éénditjons are apt tq remain, making it difficult for disadvantaged persons to

v

Clearly, there is & heed for services beyond skill training—to follow iﬁrough on what was begun, to assure ”maxjmt}m

\ -

. - N N - ’ ’
A study was conducted in 1980 to assess the status of follow-through services providedZo dideantaged’gradum.of CETA

cds. 1n the few programs where such

*

PRNY

|-~ 4 “CETA Serves 4 Million in FY 1979, £TA Interchange. ‘
'Qobert' E. Ca‘wpbéll et-al.;Follow-Through Services: A Missing Link for the Disadvan taged. " /
\ - Py . - _ ) )
) " ) * — rd . -
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» ( However, among the CETA staff contacted (administrators, vocational educators, counselors, in:structors, and placement
officers), there was almost unanimous support of the concept of follow-through servicgs. Advocates agreed that follow-through
services could be tnstrumental in enabling program participants to become established in the labor market. i ’

A f 4 N . ’ . Y
How Can Follow-Through Services Help? : ) o oo

' «

Follow-t;_}rgu gh services can help relieve uﬁzﬁmployment amdng former employment and training program participants -
in the following ways: - . . e

. ® Continued job placement assistance can help jobless clfents. Former clienty who do not find employmeént or who
do become employed and ‘then quit or lose their jobs can benefit from follow-through placement assistance. The
service can be useful i helping clients identify job opportunities and i nstructi?g them on job-seeking skills, which
would increase their potential-for stable employment. ) ) ) ’

® Follow-through services can help clients strengthen their self-esteem: By helpfng clients to obtain, adju‘st to, and

[
o8

productive, and s4tisfied members of the work force.

. o Follow-through services can aid in reversing clients’.long-term problems. Often-t8 characteristics that impede a

. " client’s ability to get and keep a job cannot be reversed in the short time period during which training takes place.

: . Longer-term assistance ay be néeded to help resolve such problems. Follow-through services have the potential
for helping clients over an extended period of time to improve their long-term employability and.career progression.

j &t

. Follovo/-thr.dhgh,Services can help clients obtain further education and tra?ning for career development. Some clients
job opportunities. Frequently, further education or training provides the means for career progression. A follow-

-, their career goals.

~In addition; follow-thl:ougil'services havé advantages-for employment and trair;ing pro'a?ns and for society as a' whole:

‘ $500-t0'$10,000; depending on ;?,size‘ and type of program, length of participation by the client, and the services
. - - provided. This investment in tratfiing is losywhen clients fail to obtain and keep a.job. Follow-through services can

- that have beeninvested in training. .
. - B ’/‘

»

~ retain employment and thus to become established in the labor market, follow-through services can contribute to the .
_development of clients’ self-esteem. This stronger sense of self-worth may lead to clients’ becoming even more stable,

. . who complete training and get jobs want to advance in their careers, either within their current jobs or through other

- through services program can help clients to identify education and training opborjtuﬁities that will help'them achieve

. ® Kollow-through services.can hélp to protect the training inve&meﬁt. 'Employment and trainjpg programs are expensive.

‘:!
al . Although there are no official figures, local programs unofficially estimate that ahnual costs per participant range from
k

~  increase the probability of clients’ getting, keeping, and progressing in-jobs. This, in tarm, helps to protect the monies

/
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\ Follow-through services can help to reduce th& number of program repeaters. Many clients complete training only to
reenter the programs and receive more training. Some clients'do this repeatedly. This may be due to fear of trying to
. :survive in a competitive work environment, poor attitudes toward work, inability to find employment, inability to S
cope with job stress, or other reasons. Many such.problems can be averted or resolved thirough timely follow-through

services, such as job search assistance, work orientatjon, job adjustment counseling, afid similar services. These services
> can help to provide a transition from training to stable employment rather than to repeated training.

-

- .

-

-, . { .- . . -
¢ Follow-through'services can provide valuable feedback,f?r program improvement. Follow-through service staff are
in a unique position to see the outcbmes of employment and ‘training programs ahd related services. Their direct
coptact with clients and employers in the labor market provides a view of how well clients—and, in turn, programs—
are meeting their goals. - They can thén provide evaluative feedback to the various program cgmponents of both the
skill training and follow-through programs. The information can be usedyin the analysis and improvement of services-

-

in those programs. .

. Followsthrough services can improve the image and credibility of employment and training programs, When employers,~

»former and current participants, and niembers of the community sée that the programs’ concern with the clients’ needs .
does not end when training erids, then the image of those programs may be enhanced. Follow-through sérvices demon-
Strate a commitment to helping clients become established, productive, and satisfied members of the work force. This
kind 6f commitment supportsand strengthens the programs’ image as contrib}utjn'g'to the well-being of the workers,

+

the employefs, and the ¢ommunity at large. . . \ . .
¢ Follow-through services can-help to produce societal benéfits. To the extent that follow-through services help clients

become established in the labor market, society gains in'a number of ways: ‘m the knowledge that the clients have
become taxpayers, nqt tax users; in realizing clients’ contribution to the nation’s productivity as opposed to their drain
on its i'egoqr'ces; and in the redtiction of transfer payments and the increase in collected taxes; consumer spending, and
national’output., oL . o . R

2 oo : . . <
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. disadvantaged. This list only highlights some of the most relevant acts, amendments
~ standing of the legislation, you should refer to thé acts themselves. 6 _ ;s

1963+

‘RELEVANT LEGISLATION

2\ , b4

2 -

1

. . 4 . -
The following is a summary of'legislation that is designed to address the problem of unemployment, especially among the

' 4

Manpower Development and Training Act (MDTA). .

1962

»

was no longer the

as disadvantaged, ) )

Vocational Education Act of 1963 3 i

Amendmerits to . ; - . :
Shifted the focus toinclude job seeking and job maintenance skills in addition to occupational training. Skill building
primary legislative emphasis, particularly when individuals to be trained.or rétr'aingd were defined

, and sections. For a more complete under-

-

.
o

Provided retraining fér individuals who were jobless as a result of technological advanc'es or changes in the economy. .

S

Sought to respond to the needs of diverse ;egméﬁts of the population for vocational training for employment.
Broadened tiw, foclis 9f vocational education to recognize the special needs of the diwd\iantaged,f minority group?, _

and .the handicagped.”

Al

1964- .Economic Oppgrtdnity Act T

Created 4 variety of programs to.lower unemployment rates among disadvantaged youth and adults.

.

Pprograms included the following: . \e . .
« & Neighborhood Youth Corps ’(NYQ):ePfovideg paid work experence to low-incdfne, unemployed

-

Sponsored E

youths aged 14 to 21.

. @ Job Cor,psf Prb\;ideddremedial education, skills training, on-the-job work experience; counseling, and héalth services

3

to severely disadvantagegl youths aged 16 to 21.° A
-3 @ Jobs in the Business Sector, promoted by the National Alliance of Business

(NABS-J0BS): Provided opportunities

4

_for thevstructurally unemployed thﬁmke jobs where they could “‘shadow’’ or have a mientor. {6 teach them new skills.

oy
¥ e -

- - . .

2 - -

-

¢
<

:
{
y
!

1

-
°

»e .
-

N . . ~
_quislation summaries are taken in part faom Bridges to Employment, gooks land Il. °
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K 1968 The Vocations) Educatiori Amendments of 1968 .

4

e e

LY ST R e

¥

BT
o

X » . - \
Expanded and strengthened provisions of the 1963 act to serve

r speélffied populations. Authorized state-level grant
programs to give priority to certain programs to train or retrain

high school students and out-of-school youth.

Specifically named those who coul® not succeed in a régular vocational program because of academic, socioeconomic,
guitiance and counseling to more adequately support the identified groups

or other handicaps. Expanded vocational

in selecting and preparing for employment. . * ™~
. - . A . - '
The Comprehensive Employment and Training Act (CETA),P.L.93-203 -

. .
Replaced many of the separate categorical programs with a system of coordinated and comprehensive programs largely
under local control: Provided for job training;"employment opportunities, and cdmmunisy servicés for the economically

_ disadvantaged. Major goals were productive employment and self-sufficiency,

CETA has beéh amended by thesEmergency Jobs and Ucnemployment‘Assista’nce Apt of 1974, theeEmer‘genéy Jobs
Programs Extension Act of 1976, the CETA Amendments of 19

Yl o

Act'of 1977, and the CETA Amendments of 1978, . -

N -

The present version of CETA is “’comprehensive’’

sus_taining, unsubsidized employment, - £ ' -

Some of the most.re}eyant sections include the {olldwing:

Section 221: Services:include®ut are not. limited to (1) job sel
work programs or activities, (4) education and insit$ ional.skill training, (5) on-the-job -
. " straining, and (6) work experience programs. - Lo
‘\e Section 301: Employrﬁent-related needs of persons who face particular disadvantages in specific and general |

RS labor markets or occupations must be met.

¥

Section 304: Job search and relocation assistance should be provided to the economically digadvantagg'd,
« 7\~ unempldyed, and underenipoyed. . : - ' -
Section 421ff:  Youth Employment and Training Programs should provide training and emplQyment oppor-*
, tunities to enhance the job prospects and career opportunities of unemployedjyouth.
Section 450ff: A Job Corps should be established for'those-economicaily disadvantaged youths who need
’ ‘ and can benefit from an (inusually infensive program to become more responsible, employable,
o .and productive citizéns. . . i .
Section 801ff:. A Young Adult Consefvation Corps should,be established to provide employment and other

-

benefits to unemployed youth through work on conservégion and other public p'r’bjects.

i 2 . . . . ‘ . ~
. . .

.

k-3

v

7, the Youth Employment and Demonstration Projects

because each of its eight titles addresses a specific range of services, - - .
These services complement one another and-are designed to provide job training and employment opportunities to the
economically disadvantaged, unemployed, and underemployed with the goal _of enabling these persons.to secure self-

assistance, (2) outreach, (3) sqbporte’d

\ ,
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1976 The Educatiori Amendments of 1976 (P.L. 94-482)

Emphasized the importance of guidgnce and counseling in vocational programs. Rejevant sections include the °
following: * - .

Section 110(b)(1): At least 20% of edth state’s allotment should be used to pay 50% of the cost of vocational
- . . education for disadvantaged persons,

Section 110(c): At least 15% of each state’s allotment should be used to pay 50% of the cost of vocational
' ’ *  seducation for unemployed, out-of-school youth, among others,

Section 1 12(b)(1): The use of student and employer follow-up data'is, mandated.

Section 122(e)': ' Priority for afund‘ing cooperative vocational education programs through local education
e agenei\es is given to areas with high dropout and youth unemployment rates.

) Section 132(a}(1): P‘rogiams should be designed for high quality vocational education programs for urban

B ] I centers with high concentfations of economically disa.dvantaged individuals, unskilled

4

workers, and unemployed. individuals.
. Section 139(a)(7): Vocational resource centers should be established to meet the special needs of out-of-school

‘ ; 7 individuals, . : ‘ .
. Section 140: .. Grants should' be authorized to states for conducting special programs for the disadvantaged,
. . especially in areas with high concentrations of youth unemployment and school dropouts. \
e - . . A e T T e e T - }
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OVERVIEW OF THE MANUAL C e LR

' X.. .
How the Manual Was Developed . : .

In 1979-80, the National Center for Research in Vocational Education was completing development of the two series L

It Isn‘t Easy Being Special? and Bridges to Employment. 8 As part of that effort, the National Center examined procedures used

by vocational education teachers an CETA’personnel serving spécial needs students. One of the most important techniques ’ -

) ident‘ified was the use of a fpl‘lovy-th ough,program. Research was immediately begun on follow-through, A
In 1980-81, a study was conducted to assess the current status of follow-through services provided to disadvantaged graduates 1

.~ | of employment and traini ng programs. Focusing primarily en CETA programs, the s&xdy sought to answer the following qu‘t\astions:

. N . N - o - . ; I —2
i o ® To what extent do employment and training programs provide follow-through services to their clients? :
® What facilitators and barriers exist in relation to such services? L ‘
® Ifs0, how should they, be delivered? : : N .

‘ E * The results of the study were presented in the form of a-research report.® This ma‘nual‘i‘s based, in large part, on the conténts of ' ‘
o ‘that'report. o . ‘ . - .
ER . N . ‘ ¢ ° ’ - 3
§i : . The following characteristics of the original study place possible limitations on the'scope of this manual: .
0, ° sl . . : Sy EER . ‘ - Lo .
: .. 1 ® Thesstudy focused on CETA programs and did nStaddress othér types of employment and traiﬁfng programs. .
= . B . \ . . . . ,;':(?":
.~ . ® Recommended practices were not necessarily being used successfully in existing follow-through programs, since s RN
_— : «  $uch programs could not found. . : ] - e y e
: : £ Participants in_the study were chose partly bec;adse'théy were in favor.of follow-through serviges. Therefore, :
, o0 potential problems and barriers may have been overlooked. \\ .- , .
L SRR i A
e e o T T S ' T e e - : ' . e o "l'%

.7 b'eﬁie'_:Dg“m;i's'fbn.et al. A series of sevén documents fdéu;ing on working with special needs learners. See Bibliography for document titles. T

8 Patricia W. Winkfieid, Karin Stork-Whitson, and Gary Ripple, Book /: Récruitment and Counseling Practices for Disadvantaged, Unemployed, Out-of-
School Youth in Vocational Prégrams; Marion T. Johnson et al., Book /1: Practices for Job Development, Placement, and Fb?la"w-'?"hrough of Unemployed \
"Youtti, for Vocational Education and Manpower Training. °. Co

' ) R .« . ) ! ! © \ . '%
9 Robert E. Campbell et al., Follow-Through, o ‘ : Vo
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practices in the manual were identified in relation to CETA, most of the
as well. For example, if you represent any of the following types of pro
program of follow-through services for your clients: v

® CETA employment and training programs
® Job Corps programs S

® Vocational education programs

® Adult education programs

® Community-based training programs '
® Business, industry,)and labor programs

.

12

(
~  Not e\ier{/ program in every situation will be able to provide follow

participants are geographically scattered, you may find it impractical to
of ;he following adaptations might be possible for your program:

offices or social agencies) ‘ )
Helping employers set up their own syppo"f‘program's ford

e
E L

. problems

What Is Included

‘Chapter 2 includes guidelines fog-

® planning a follow-through program to meet local needs,
® conducting client needs assessment,

e delivering services to clients, e
) ® conducting program evaluation, and

’ ‘ A staffing the follow-through program,

% X - . -

it necessary to adapt the guidelines or use practices selectively. For example, if you are in a Job Corps prograw’whose former

® Setting up follow-through arrangements with agencies in the clients’

Running intensive job search and job adjpstment workshops just prior to clients’ terrﬁination
® “Conducting telephone follow-up interviewg and advising clients as to where they can get focal help with specific

’ .
L . R
Y -~ K- N -, N

"~ Who.Will Use It 2

i If you work with disadvantaged clients in an employment and training program, this manual is for you. While many of the

guidelines and practices are useful for other programs
gramis, you may findathis manual useful in designing a

- /

-through services as described here. Your program may find

offer your clients follow-through servicss. However, some

4
-

iocal areas (perhaps through Employment Service

1

isadvantaged workers -
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KR A Full Text Provided by ERIC

Chapters 3 throﬁgh 6 provide s,uggested practices to be used in the
i . ® Job search assistanée °

: ® Job adjustment qour'/rseling
. ® Career planning and training assistance
. * ® Referral to support services

What Forinat Is Used :

Guidelines are organized under the following headirigs:
o What IsDone?s . '
® When Is It Done?. . -
® Who Does [t?

¢ How is It Done? - } " ’

+  Practices are organized according to these headings:

T " e Objectives , ‘.
T e Methods - /

.® ‘Comments

’

-—e

following service areas:
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N - . \ . ’
. é;%'w i - . N »
- . ) ,\ '; i \ , ~ ) - % ) ) .
/ . V AEr— = - -
: A . ) PLANNINQ ‘A PROGRAM TO MEET LOCAL NEEDS .
Tt e | . = X
What s Dong? Local program persormel néed to determln% how best to provnde follow-through services to thelr clients
wuthln the framework of thelr own goals, regulatlons and resources.
A3
%
There are four essentlal tasks i in se&l%g up a follow-through program that can be parrled out effeetlvely in the local situation: !
c ldentlfy follow-through l’ervuce areas K T * ?
*, = e Identify available means of service delivery - T o ° .
® Determine effective procet res. fondellvery of fol low-through sel‘vrces
o> Implement procedures S s o - ' ’ ,
The 6utcomes of the plannlng process nfay vary greatly, dependlng on the type of organlzatlon or agency, the existing structures )
* ' with which the program will be mtegrated and the‘available resources.. . P 4
e When ls It Dong? Plannlng is mmally done when it is determmed that there is a need for follow-through servicesand a
commitment to providing thém, However, the planning process.should not be a one-time event. Some aspects of program planning
. should be done perlodlcally or onan ongomg basis. Thls can help ensure that the follow-through program continues to meet local .
goalsandneeds. - . el .o ‘
2 ,yVho Does lt? Plannlng a follow-through program should involve persannel at all levels“ ) s .
" o 0 Admlmstratam must be volved to provide for mstntutuonal leadershrp, cornmutment of resources, and coordlnatlon
. a‘mong components of overall program. , . s :
L Program personnel who will be involved ih. implemeritation.should be represented in_the planning. This will help . ' KR
- e e -@SUTe-that-their valuable |ns|ghts are obtained and will help develop a lasting.commitment among the staff. A
. ¢ Counselors, mtervrewers tralners clerical staff, and others should be |ncluded as approprl,ate e ' "
- In addltlon’“hput should be §a|ned from people outside the school’ or agency staff: . : ) e, 4 ® A
R o Former clients. should be mtervrewed about problems they have had wh|ch post-tramlng support iight have N
e helped to allevnate. . - Py R ' -
* 0 Empioyer; can glve thelr |dees about problems of- jOb appln@nts and of new employees.@ - o o L L o -
e .. Otheragencles can provrde information about servrces avallable in the commumty j . '
o et B I - . © o \ ", s 2. <, ?E . . -
—h_ R M . hd P . ; . . . R -
10 Many & )
ny Of the ideas in this section related to the planninq tasks and @ Jtlv;tles are taken from Follow-Up and Follaw-Tbrough in Empl : :
" Training Programs proiuced by-thie National Centér's Technic Assrstance and Training -for O tional Skill nded by the OfFE '
- }’outh Programs Ve Department o Labor. en . 4] | ing -fo ccupa iona |I spro;ect, funded by the O.fflé%f\ j i
g - X i o . o 5 _ L a L .
R % 3 ) s B 1 / Jl N
;. .18 - '
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7 f How Is ltPone? Specific activities are described below for the four mairf planning tasks. N L \

Identify Follow-Through Service Areas

@ v

- 1. 5qﬁng the goals and objectives to be'met by the follow-through program. The o%rall goal of a follow-through prcﬁ;ram is
generally to monitor and support former trainees in order to help them achieve maximum job‘success and career progression.

More specific goals and objectives wilt vary' among dh}ferent programs and institutions. For example, helping clients with
placement, training clients to locate jobs on their own, and helping clients keep their jobs by resolving on-the-job conflicts
might be among objectives of your program. |

2. Conduct a client needs assessment to iden\tff(y nee&s to be met through a follow-thrmggh program. Regdlar job placement and
foltow-up contacts can be used for this purpose. For example, in a CETA program, the following contact points wbuld be
: useful: =™ - . ‘ - . i

- e Termination interview’: Provides a chance to anticiﬁate (and’pe’r‘haps avert) possible problems; reduces the risk of ,
. losing eontact with the client; acquaints the client with available follow-through services.

- ® Thirty-day follow-up: Provides a chanice to identify problems that have surfaced’ln the first month on the job, when
‘ ’ * the most adjustment is required. If the client has not found a job, of has losta job, the need for support can be
X identified at this point, before the situation becomes too negative. . ‘

fg e ® Later follow-up contacts: Assure that the program is offering support on a continuing bagis.( Different kinds of  * ) ..
3

A - - ‘
ol ». )  .sproblems tend to be encountered at these points than are found soon after training. )

3 - _ Since needs assessment should be a part of any ongoing follow-through program, the assessmeht that is conducted for planning
i ~ purposes can simply be the begirming of the ongoing process. The differencs is that, for planning, the results are compiled to
i . ' develop an overall picture of client needs.. For ongoing assessment, the results are used primarily on an individual basis. They
/ : 2 can, at any later time, be compiled as part of program evlauation. )

M

Additional guidelines for conducting client needs assessment are providedbn pages 24-28, *
e T . T . L ‘

3. Stracture assessment instruments and methods to reflect thé objectives of the needs assessment. Standard follow-up instru- .
ments and methods might not obtain the information needed for planning a follow-through program. They should be reviewed

with this purpose in mind and revised or replaced as hegelssary.; T [ o

se -
N H

4, Survey employers to learn how satisfied they ar'_g'with, former trainees. Emplbyeri’iobservations can shed light on areas where .
follow-through support may be needed, For examgle,‘emplo{lers’ reasons for rejectingijob applicants can indicate where \ )
clients need support in developing job-seeking skills. On-the-job problems of new employees can,indicate a need for job
adjustment counseling on specifi¢ topics. - C - - : ’ .

. . * “ ‘
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Lt e oy . \
* .B. - Expect needs or probleiis.related to the following areas: \
" sz o Job seeking skills ‘ ,
1 -@ Job adjustment, work adjustment, and self-image . .
A 1‘ o Personal and family life . - .-
~ ' & Occupational skills and:career progression . (
. . . : Y » f] N - F3 -
» . Guidelines for delivering follow-through services related to these four areas are provided on pages 29-31. Suggested practices
. i for these areas are provided in Chapters 3 through 6. ) Y :
. 3 - \\‘ s ’ . S - » . : - . £
v ™1 Identify Available Means of Sefvice Delivery .. : N o) ’ ) .
~ 1. &ek workable delivery modes for each area of qéggghét has been identified. Try to find a way, or combination of ways, to -
, .meet each specific need identified. "I’hﬁ-‘gu’ideline“sand practices described in this manudl will provide a starting point for . - _
& . designing a program of ’servicgs to meet local ngeds. They should be expanded, limited, or otherwise adapted to reflect local
- goals and objectives, organizational structures, fegulations, and resources. 3
2.  Investigate relevant rules and régulations that govern the types of services that can be offered. ‘Relevant federal legislation
’ pertaining to government employment and training programs was outlined in Chapter 1. There may be variations in policy
and procedures for carrying out federal guidelines in your local area. If yours is a vocational education, business and industry,
. or comn)_uoits{’;ba@éd program, you will need to review company or institutional policy and the organizational structure with .
‘which the follow:through program will be integrated. _ PR . . . A
R T VL 0 T ' : ' . ]
- a0 SR TP T - P, N - o o4 ‘o . . go ’ . ) '
o 3. . In considering Agbfg»e.archffagsgsgange as a means of follow-through, distinguish between providing services on an in-house basis | :
B . andsubcontracting with an-outside'source._An in-house «93'9.9??.'" uses program staff and facilities to tréin clients in job search BRI,
RS . skills-and assist them with placemenjt. A subcontracted prdgram makes use of an existing-éxternal job search program on a -
AN contract basis,, Clients.are réferred'to such a program for needed job search skills, yet remain a part of the follow-through .
e S .program for. 6thé’r‘se;yicé§;g;§ neededi%, . - . - g aoe N ' - E
. N T LA w;% I:‘ s l;«»‘:;- - ii;’:":{g‘,"‘ A.i_’,,. rdSrve “” t ' . -\. ’(f‘ Ul Co " . “ . B s : _( ~$§
‘ . In Qs;qbllshfi;jgfﬁga]ﬂs‘*f(qg_rj‘ house programs-or selecting outside programs with whiclt to subcontraet;.indicators of success such .
® 7 " as;the fallowing.are useful: a placement rate of at least 65 percent; client job retention of at least six months; client salaries 2
"1 - .above minimum wage: and quality of placements-using such indicators as the client’s application of skills, interests, and values w
o - identifiedinhe Employability Development Plans . . * .. L. - <P Lo D o
we ~ Chap describes-additional fattors tha,t.shoﬁld be considered in planning a joh search assistance component of the program. . ;
1 Ol R SR, Jren i weRe Y R : .- - . A . o T
¢ '\'vi T gy durkh A s <\“. - s —;:.k-". . v""".w"x, }r. " ::‘5&'5" 3 . L¥ 4 i S, ) ‘ H 1 :'
4. ,_In considering counseling asa meaps of follow-through, distinguish between'individual and group counseling in terms of ‘ .
7 potential:effectiveness anid. cost. :Chapiterd describes factors that should be considered. R , _ g
s ';x:.' ;‘.‘.‘ . 'F‘*‘;’ . ‘ a“, . i T ‘., . . R - . . - X . ‘i
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,6. Encourage chents’ uSe of self-assessment techn/ques learned during tramlng

s

Y

7.7

~

W

"ty » ‘ ) *

In conslderlng referral as a means of follow-through, identify specific services available to cllents both wuthln and outside

the employment and training agency. o

Many types of Yin-house”’ referral can often be made without significant cost or effo

rt. For example:

>

® Slttlng in on group counsellng sessions or job search skills workshops to re|nforce job-seeklng skulls or job retention

concepts -

.- Access" % individualized curriculum materials for brushing up on occupational skills‘not édequately learned during

-

‘

¢

. traunmg ‘ v -

T e Access to materfals on employment opportunltles as they are-received in the placement offlce

o Arrangements for “shadowung" employees in buslness or industry to reinforce realutles of the workplace
Referral'to’ outslde sources of assistance offers tremendous potential for expanding the capalﬂllty of the follow-through

program. Chapter 6 outlines the various types of agencies that may be available lowlly to deal with legal, health family,
transportatlon financial, and- ‘other areas’of concern. . 2

t

l . ~

Many commumtles ‘have directories of such servaces if none exusts the results of the Jdentlf&lcatuon process cah be used to

develop such a dlrectory O . -

I
>

R ° - - 5 RS

1 employment and training programs, counselors
"and clients work with an Employablllty Development Plan (EDP) on-an.on ing basis. The emphasis that is placed on establish-
ing self-assessmerit pattefns can'yield important follow-through benefits. Clients should realize that the same. techniques of
establlshmg objectlves, measuring progress’ toward those objectives, and reviewing, options are life skills. The EDP should
contlnue to be used as a focus for planmng, for development of skrlls, and for evaluatlon during follow-throughi

et ! g an . e e - -

Use emplayer contactas an md/rect means of serwce dellvery Employers have |nd|cated that they have a major problem
keepjrig dlsadvantaged workers. These employers should be iinférmed how.they can help provide thé support and reinforce-

. ment ‘that new workers-especlally the dlsadvantaged-need in ordér to adjust to their new situations.

Helpmg the employers develop this capaclty has benefits for. allﬁ‘concerned 5 .
e For the employee |n maklng job adjustment easier and success more llkely .

e For the: employer in makmg“it‘more llkely that tralning tlme and breaklng-ln perlods will not be wasted because
of employees’ leaving . . .
e For the follow-through program, in expandlng the cl|ents' sources of asslstanceand thereby lessenlng the burden
. ofsupport - ' i . [ . .
‘e For the employment and tr'ai'ﬁir{g program, in |mprovmg its rate-of job retention among cluents
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%a ‘ ) In addition, employ'er‘expectations that are identified dtﬂriﬁg this process can be used in the counseling program to better ‘
5 - prepare clients for employability. ' . v
S . -, B ¢

i?j ", ST \\8 Determine the available level of funding for, and the level 6f commitment for, providing follow-through services. This is a

) ' crucial-factor"in planning. Follow-through programs are not established without expense, effort, and a well-trained staff. £ -

iy ) .. An effectivé-program takes funding and commitment. : r

The study of CETA programs cited earlier reported several exis;irig barriers to follow-through, all in this area of funding

SSODRIIR SR
V’\, N

T . . and commitment: \ , L e
i - ‘ o Lack of central administrative impetus and leadership at the federal and state levels - :
’ . o Lack of funding designated specifically for follow-through ) ““,- '
e Lack of rewafd -to‘br(;grq s that do follow-through (since incentives are based primarily on placement rather than
on job reterition or career Progression) - , —y
c e Reservations (although limited) among program staff about the value of follow-through ) d
% . e Insufficient staff to handle the expanded services N ‘ 7 , ‘
While these barffars were noted among CETA pfograms,"°§imilar‘barriers might exist in other prJgram; as well, Each program /

. must determine on an individual basis—

e whether funds can'be made available without excessively draining them from other services and thus decreasing the
latter’s effectiveness; ‘ . p

e whether the goals and objectives to be met by follow-through are s:ignificant enough to justify the CO'St.Of the
5 follov\(-throdgh program;- ° . ’

"+ ww o ‘whether staff can be expanded or[reorganize'd. to handle the added. responsibili'ties; and ) -
- & whether sufficient staff commitment exisLI (or can begenerated). to make the p{ogram work.. .
d

l

One way to deci'eaé‘éfﬂ'le burden on staff'and fund$ is to identify mechanisms within the present program on which the new :
services can be built. 'For example, the termination intérview and thirty-, sixty-, and’ninety-day follow-up checks in CETA b
programs could be used for follow-through purposes. . : ‘L. ‘ ‘ .
Determine Effective Procedures for Delivery of Follow:Through Services i~
1. * Establish a systematic delivery system. A follow;gggbuéh program that lacks systematic delivery of services, or that is vague
+ « in such areas as duration or scope of services, procedures, and staff responsibilities is not likely to be cost-effective. Indeed,
it is not.apt to be effective at meeting clientsi-needs. . - ' :

’ ; . - .
. r . ~
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e Initial and ongoing client needs assessment = < | Z«=
® Scope of services to be offered ’
* v e Duration of services' s )
' ® Procedures for scheduling and referral , ° ) .
o Staff responsibilities ' -
e Reporting and record-keeping procedures . ’ 1 T >
~. @ Program evaluation . ' : ! : o

For example, CETA ‘regulatiofs call for conducting mduvudual a$sessment /developlng an vEmponablllty Development Plan (EDP) |

"in the: early months after tralmng than Iater of

o end Plans should be made for lqcatmg other assistance at this point.if it will be needed . '

In pPannlng for systematlc delivery, the followmg aspects)should be included:

. e Coordlnatlon with other program components A

<

Select and train staff who will lmplementsprocedures. Use a detarled analysis of the tasks to be performed as a guide.
Addltlonal mformatlon on sta%g is provlded on pages 35«41, . ' N ‘

Institu cedures to integrate fo/low-through into the overall program. Overall program goals should focus ohjob stabllnty
rathef than simply on placement. Wherever possible, follow-through concepts and techmques should be included in‘the -

cophponents of the employment and tralnlng program. For example tralnlng should |ncorporate job adjustment skllls into
e occupational skills taught in the program. . ) .
e follow-through program should be establlshed onthe saeme phllosophy as the rest of‘he program to ensure its coo‘rdma-
ion with other program components. ' Ik

[N gl *
.

for.each client, provudmg training and placement services, provjding appropriate support services to-help clients complete

training and retain employment;, and conductlng follovv-up studies of former-clients. These same objectives can be carried out

¥ follow-through. individual assessment naturally. prededesd’ehvery of.services; the EDP can be used as a focus for self- '
eosment and further planmng;:job search assustan’ce can be provuded toaid in: ‘plagement; and so on,

stabllsh the t/me penod within whlch servuces wull be made'avallable to, clrents Servuces are likely to be in gredter demand,.
cedures should be scheduled so that needs are met as promptly as possrble.
This may call for a schedule in whlch servites are intensive at first, then gradually phased agut- over time. An example of ﬂ'ns*'
type of schedule far one type of employment and training program is shoWn on the next page

° »

Most | programs wull |dent|fy a pomt-for example, twelve months after training ends-at which follow-through services will

4 ° ‘0,

Prowde for continuity and cons/stency of service Shuttllng cllqnts from one counselor to another can make it dlffrcult\§ o

develop a sound counseling relatlonshlp } can also Iead tQ clrents dropplng out because they sense a lack of involvemen

]

\
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" Someclients will “open up” a

to develop trust in one or two counselors.

L)

v On the other hand, clients should be’ ehcouraged to develop adjustment skills.
whrch should be avoided.

N v

7, \

-

6. Allow for /nformatlon obtained in the follow-through program to be used for program evaluation. A procgss for this purpose

is described on pages 32-34. .

. o/ ) .

A client’s dependence on a single staff
member to solve hls or her problems can lead to dependency on the support system—a srtuatron of long-term hand-holding—_

>

job adjustment problems and other nee:t more readify when they have had a chance .

7. Build ¢ qoo;zerative relationships with institutions and communlty organlzatlons to which you might wish to refer clients.

= These would include, agflong others, the followmg

e Vocational schools B

° Postsecondary schools, such as umversltles colleges and technical schools -
® Social service agencies- . - .

®. State employmentservuces

e Public assistance départments L

-® Vocational rehabllltatlon V.o ‘ N @
. Lrbrarles -and other resotrce centers .« -

“® Rellglous organlzatlons .

. More complete, lists. of. referral ag_encfes are provrded in Chapters 5 and 6. .

PR

_ dlrectorles newsletters and so on. .

AN Y [

,"‘. 7 \ . . . ‘

~at somg point mtheprpgram. 0 s )

Additional mformatlon on developlng a. dlrectory of.services is 'hcluded in: Chapter 6. -

4

- for efficient service’ anél to:-assure tha

can be: programmed and updated easil along with the rest of the cllent f‘ le.

£ .

. “ .
. . : . . .

v

S~—

L

<

l

i

v e

7

. Establlsh vehicles for lnformatlon exchange., The ideal would be a councll for coordinated information eéwhange among all
~ groupeprovldlng services of this nature. »Other methods are also useful, including-one-to-one personnel conf:acts conferences,
‘. . . & .

'8 Deielop and mamta/n a file oﬁservices to which clients can be referred Such a filgcan be compiled as a handbook for staff

‘9, - Keep careful records of oontacts dates, and types of services rendered for each client, Systematrc record keeplng is |mportant
contact is maintained with clients, If computerized data storage is an option, records
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“Implément Procedures . ° B - . C

-

L}

- 1. ,«I}rgplem'ent fo’llow-‘througjizxpr_ocedums, uéing the program goals and objectives as overall guidés. Clients should feel the oo
presence of a personal support system, and the system should prdie itself ultimately by increasing clients’ job stability. .-

_— Include such areas as the following in the program of services, according to the-results of the planning that has taken place.
y ' - o Jobsearch assistance © - . . N L o

Y A ¢ Job adjustment qoungqling o ] : . g/ ¥ :

 Career.planning and training assistance \ - . .

. <l - o-Referral to supportservices - : S - ‘

Y - N . ’ - L)
N
. 1-

- .“t‘ » .

. - Additional information about implementiny delivery of services in these areas is provided,on pages 29-31: Suggested practices* |
. '}, . for these areas are.provided in Chapfrs 3'through 6. S o . SR ‘ !
) T2 ‘Recoinize that some clients will need assistance in more than one area. ‘Schedule assistance to address each need in a timely ‘

Y e o4 R T - . . “ ° ~ *
. 4 ' -wayandyetnot overburdemcllyent_s with remedies applied all:at once: "
RIS U i T a ~ cL e - : :

. 3. Incorporate, ongojhé client needs éssesémetit and érog}am evaluation in the pi'ogram,implémentatio;w\. Additioﬁal information ;

|~ oR these functions is provided in the following pages. ' : o ) . .

’
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__ CLIENT NEEDS ASSESSMENT

w»What Is Done? .Staff members work lndmdually with clients to obtaln information about them. For example, they
determiine whether the client is— .

0*”unemployed and in need,cﬁob search assistance;. .
ST employed but having trouble adjustmg to the work environment and in need of job adjustment counseling;

° employed but having dafflculty keeplng the job because of personal problems (chlld care, transpormtlon,\legal,
family, of otherfor - - Yo,

@ employed but dlssatlsfled with a low status, deadﬂ‘end job.

Thls mformatlon is used to- determlne what kinds of follow-through services may be appropriate for the cllent

» e -

~
P

b WY

) Who DoesIt2:. Needs assessment shoulclbe conducted by an experienced placement\counselor. lf possible, |t shoglma
counselor who has worked with the cl’ent before. Knowledge of the individual, the labor'market,the communijty, employers,

and-job retention problems makes the placement ¢ounselor well suited for thas role. In most instances, the assessment activity
naturally overlaps wnth other placement roles such as jOb development and follow-up status checks. -

L]
N
- L - . -
. cr L E N ERS . . . . e

S When ls lt Done? . A client s need for follow-through;servuces ld be assessed as early as posslble. ldeally, needs assessment
should take place when the cllent-ls completlng, or is, about to com ; a-training program. Ongoing assessment should also be

done"dunng the’ ﬁrsf monthafter. trammg Assessment may councndew:th end of- program and postprogram status checks, but ,
mff should be"alert to slgns ‘that assessment ma be‘needed at other- tlmes X

EXS

X
-~
g

';;.. Early assessment is importantforseVeral reasons: % e e

o . “a . P

o |t reduces the chances of losrng contactmnth the ‘client after. the tralnlng program ends.

o [tlets the-client know that follow-through services-are available if they become. necessary The flrst month on the
jOb is'then ost diffi cult period ‘of:: adjustment for newlemployees. This,is the. penod when the new worker must
learn th“'é"j’ob and: become adjusted 16 coworkers supervusors company rules work schedules performance standards,

‘new famulwarrangements,and '$0; onrf‘lt is during-this perlod that problems;often surface and support is needed.
e lt allows tlme after the assessment to provlde the needed services,

Han

. . S
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T
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- How Is It Done? Client needs assessment is done primarily through personal interviews. Telephone and mail inquiries
may be useful supplements in some cases. -For example, the initial interview may be done in a one-to-one counselingsituation
at the training site or agency offices. Subsequent sessions.may be telephone interviews or worksite or home visits,

The following guidelines-are useful in planning assessment techniques: e

® A standard-form, such as a modified follow-up form, should be used to record the client’s status and need for
follow-through services. A sample is shown on pages 26—28. o ‘
o |faproblem is identified during the interview, the-client should be told’about available follow-through services.

o The counselor should make appropriate arrangements for services, such as enrotling the client in a job search group
or scheduling the client for individual counseling. ' '

1 4
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Sample Form 7
FOLLOW-UP/FOLLOW-THROUGH SURY

i . B -
. .

(The survey-is intended as an open-ended questionnaire fot the counselor to/Gsé in assessin§
employment status-and determining-the client’s need for follow-through services.)
. N L] . :

- v Y

&

Geperal‘Information - _ : ‘ ' ‘

. Namer —— e . __ ~8ocial Security Number:

Address: "= )

> [

. . - e
’Telepﬁone,: ) . Alternate Telephane Number:
! o '
. Program Participation Information .
_(Summarize the client’s 'program particigatidn.)

Type of Training Name of Proéram' s Completion Date

-
g%, ol §

1
~

s

' %;%3}'5 Ay 2

+

Career Goal:

Comments:

e

2
ot
]
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E
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- ~ Sample Form, continued ’ . . . . . ) ‘
e ‘ " .a A U
Current Education/Employment Status., - - . . , /
4 '.'»‘ : - . ’
~ *lwHighest Grade Completed: . N A <L .
. ? * . ‘_ . A . . ; 3
Curremtlysattending school. If yes, describe. ’ s ' . . /
- £ . . N ’ e v -
i . . - . . . .
) " coe & Lo, ) .
o - Full-time Part-time C & -
e e - -if-employed, provide the following information:_ d . " . / )
Bt . » o ’ L]
r}:’; - . - S . - . 2 . . -
Xy Job Title ¢ . ‘ T ’
- - . T " ) i v e -
5 “Meiob:Duties . s @ . - ' ‘ )
Ty, I . M) : p
};«,‘\ - . . ] - . ’ . .t . * ® .
A . Current Wage Rate: § per o : . . .
‘ . - . ¢ .
' Name of Company . . PR
. Company Address. __ . : N - ’ o
, . t . ] B . . A . &
Lo ‘ - Any problems with presentjob?«if yes, describe. * ° s A T o -
. ’ B . , R h—@*.&’ . . . . . ‘ R u‘ . o ‘ ' “‘ , i/
L . * ° . L] L] . 3
N . j. 3 . T “ - . . - ‘ . - - . . N ‘ .
. - - N . + Y3 - ‘ . 4 'Y
i e ¥, - F - - . . *
. w . < o T e = a ° . ] L
£ . Y C = . ) f . RS ' - . : . » . :
e e Unemployed (but seeking employment) ., $ A G . . R .
{;«' — ‘ . &54‘;« - ! Lo . . .
%ﬂj ' o ' b ' . - .’ S e PR % ! - -
. . ) ! . - . ’ 4 . * ¢ - o .:
: Not in labor force (not employed and not seeking employment) . e ‘ . :
i S R ‘.. ». . . . - . - . - o
fom oo - ’ . . ° : .
o [ \’ ‘ _ . [ * - -
P — N Lo : L F . , .

LN
IR 4
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"ﬂampla Fbrm, continued
’ - , i
y . ,

Problems, Need for Follow-Through Services

|
Based upon discussion of the client’siéurrent educatlon/employment status, is there a need for follow-through servuces?
If yes, descrlbe below. '« « -
" Problem =T - g . "
(Briefly summarlze —e.g., Needs chnld care for 2’/z-year-old chuld ) ~ , o
/ EY
. ‘ - : ]
' 4 é .0
| L | |
AN .
Recommendations . - T .
‘(Briefly specify what should be done to help the client — e.g., Provide information on local day-care organizations.) ‘
‘ oo . . <
. Action Taken ) , i S .
“(indicate any action taken — e.g., Gave client address, phone number, and perso!n to contact at Tiny Tots Day Care Center.)  °
v ' ’ ' N
Y ¢ -
. 4 , .
. a oA }
) Yy
\_ ' : /
3 6 }_ “ . o ' . y 7 . ’ ‘28 - - /é\’ < . 8 2
.7 - — . -
}[mca_._.ﬂ., : » .
Q%e:c ,,” ,,{« ,wjb.’:-.—,;.';,,.; v et e s e TR “ e e ‘. . .'-5'




DELIVERY OF SERVICES TO CLIENTS

. b 14

_*The following are four major-areas in which you may decide%g provide follow-through services: job search assistance, job
adjustment counseling, career planning and training assistance, and referral to supp&rt services. While other areas may be chosen
to meet local needs, these have been found to be the service areas most generally needed by clients. The four areas of follow-through
.- servi¢eare-described in this section. o . ] .
’ Ca . . . M . "‘ .

Job Search Assistance - , : :
. . . . ). . -
_— —What Is Done? Clients who have completed training and have not found a job afe offpred'vgini&g}in;ipb-seeking skills and

assistance in carrying out a joysearch.

~
.

When Is it Done? Job search assistance is providéd whenever it becomes apparent that help is néeded-—usually at the end of
the'employment and training program or after unsuccessful attempts at finding a job. :

Who Does It? ' Job search assistance may be provided on an in-house basis by prograim staff or on a subcontract basis by an

ottside source, g , .8 /L
How Is It Donie? Job search assistance can be providsd through a variety of approaches, including the fbllowing: -
‘ e Formal job search programs ;
o Informal job search support groups

_ ® ‘Buddy'approaches =, = "

X "~ o Individual counseling and job development .
.~ . e Employment servi@:g referral .~ )

Suggested practices for job search assistance are provided in Chapter 3.

Job Adjisstmant Counseling

s What (s Dpng_?w'Employed”é‘ilents who are having trouble adjusting to the work environment receive counseling to help
1 - ~-improve their chances;for-job retention,job satisfaction, and.career.stability. - wi e ——— 3
A B . - "“'" e e _‘ 7«;4 N ‘.,' . N :' " . . . - . N
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- -+ assistanceis-to-help-clients{1) assess

tion and training to implement those plans.

‘®

-

When Is It Done?: Clients receive counseling after placement to hel

cope with the new job environment; o

understand and deal with values-that are néw or may seem alien;
handle stresses and strains arising from cultural, linguistic, and sex role conflicts; and
resolve wo;k-related problé['ns that may arise, such as difficulties in relationships with supervisors and coworkers,

<
p them— :

<

.

»

. The first thirty days of employment are critical. Job adj

ustment counseling provitigdrat this time may make the difference
whether the client sucteeds: .

or fails in forming a pattern of job retention.and career stability.

"?

.. }

Who Does It? Job adjustment counseling.is provided by professionally trained counselors.

- 5
- »

a

How Is It Done? Assistance with job adjustment is prov‘idéd through group and individual i:ounselin“ﬁ tech’ﬁiques.' Suggested
practices for group and individual counseling‘are provided ir Chapter 4, ) .
. : ¢ ' : ] .
Career Planning and Training Assistance < .- . .
L .1 ’ N . f
What Is Done? Clients who wish to advance in thejr present careers or to set new career goals with greater potential for job -

satisfaction and advancement are helped with career plannin

g. Then, as appropriate, they may be helped to, obtain further educa-

< . P L . . ’J‘
planning and implementation is prgvided at any time a need is recognized. Most ~
ceased to be fully satisfying or after’the client leaves such.@floyment. *

‘ \
When Is it Done? ~ Assistance with career
often this occurs during employment that has

Who Does It? * Career planning and training assistance is prov'nc]ed by profession.a.lly trained placement counselors.

-

How Is It Done? There arétwo aspects to caréer p!énTiihg’ﬁhd training asé‘lstanbe: career planning assistance and referral to

b

education and training. Gareer planhing assistance can be provided through individual and group approaches. The aim of this
: S their skills, interests, and occupational aspirations; (2) explore career options (including non- \
traditional ones); and (3) make sound career decisions, Referral to gducation and training involves matching clients’ education/

training needs with available programs. . !

Suggested practices for p}oviding career planning and training assistance

L

are provided in éhapter b,

Y
- x ,
~ - N

-
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‘ ‘ Referral to Support Services ' : ~ . / °° .
4 c - ] . ‘

1 hd o N - .
’ What Is Done? Clients who have personal, family, health, transportation, child care, legal, or other problems that adversely ) )
; . ‘affect their ability to get and hold a job receive assistance in finding outside sources of help-with these problems. ¢
M When Is It Done? Referrals to outside support.services are made any time a need f°qr such services is,identified. For example,
. referrals might be made during job search assistance, after placement, or during career planning assistance. -
. Who Does It? Referral is done by<thé counselor whe is working with the client when the problem is identified. .
, . How Is It Done? Program staff help clients identify personal problems that may impede 'successful employfn“’é‘q_t. Wllen itis
“ determined that outside help is needed to deal with those problems, staff members help clients get in touch with the appropriate
b agency. ‘ C S Lo '
B Suggested practices for referral to support services are provided in Chapter 6.° _
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T ' PROGRAM EVALUATION . ° T \ "
.- An important part of any service program is the gatheriqg and use of evaluative data abo{It the prograi'n. Such data can be’
used as an indicator of needed imprqvements in'the program. It can also be used as a basis for planning future directions.

Pl ?‘m:‘ te
G . . . . . . e N ’ JRRE
However, employment and traiping programs often lack a systematic means of gathering evaluative data and channeling it .o
intg program improvement. Data that are gathered usually relate to numbers of clients.served arid placed. These data are generallyo s
. tised to justify expénditures and assure continued funding. . .
‘ “F A ] L . . , v ’ S ]
S A Although contracted formal evaluation studies occasionally-are done, their focus is often broad and they usually do'Rot .

BN ¢ p.rm_iideiqs;r‘lvqugh‘information about the program on an operational:level. Moreover, the feedba
r more beforesthe.report becomes available. e

ck delay-is long—qften a year or

R

s
<

Staff who are engaged ip placement, job"éﬁvelopment, follow-up, and follow:through activities are in a unique position to
observe the.end results of programs. 'In the course of working with clients and employers, they learn about unmet client needs,
attrition, and other problems. Such problems reflect not only on the effectiveness,of the follow-through program, but also on the
quality of skill trgiping, the appropriateness of placements, the adequacy of counseling, and the coordination among sefvices.

-

. ’ . . {
- *What Is Done? Information obéined during follow-through, which may relate to program ef}fectivene'ss, is fed back to the .

program. This in¢ludes'not only follow-through pregrams but training programs as well. The information can then be used to ~ * 1 .
improve the brogral_m.' . . . . o

2 N
.

i
. -
..

N .. Qe . . i _ . . ' ! ™ ’ i
- -When Is It Done? Evaluation rhust be a continuous process or it will be 'of little value. Evaluative information should be*fed.,..... . :
back to related program areas whenever it is received. Timing will be affected by the systems:chosen for feedback.. For example,
4 if most employer contacts ofccurkatr the time of plat:emefff'and at thirty-, sixty-, and ninety-day follow-up checkpoints, then most .
information,obtaingd from employers will be fed back-at thdse intervals. \ ) :

1

L . - ¢
.

Who Does‘lt? All program staff should take partin recordir;g and relaying info?mation that can be used to improve client
services, o ; . . DU S ' .

P —— . .
T, .

. ) - o ’ . )
s -~ How Is It Done? Béé_ause program structire, sttaffing,"a:nid operational procedures differ among focal programs, the most o

. effective evaluation mechanisms may also differ. Therefore, évaluation strategies should be designed at the local or regional level
to meet local need$ within the constraints of program operations, )
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/ Strategieg%;g.i‘ld be selected that— - 4

N )
2 ; ® provide constructive recommendations for program improvements; .

{ , ’ x
® provide information in a usable forin: and : : )

® minimize burdensome activities, such as excessive paperwork and reporting procedurgs. g s

- " e : .
A Thg following stéps are suggested as one approgch to analyzj gﬁal evaluation needs and determining the best ways of
§ tg%gting those needs. - - " -.- St / . !

¢ & : @

N

i
(R f . *

¥ 1. Examine overall program goals. Exis‘t'fhg program goals should be reviewed tq’ determine toward what ends program improve-
o C ments are to be aimed.. Examples include the following: Nt
y o Client satisfaction F \ TR

. e Employer satisfaction . - ‘

s ¢ High placement rate C . ) -

. ) ® High rate of job retention -
- . ® Career stability or progression’among_clients ‘

' ) s ¢ Retention of clients in training, counseling, and other services

’
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S T 2. lderitify cr{terfa or measures of success. Eaéfﬁ;@;ﬁponent of clieni service, including both training and follow-through services,

' should be examined. For each component, ¢riferia should be established fox evaluating the success with which they contribute

<" to program goals. Examples include the following: - . : ' .
® Training: 1s each training program teaching up-to-date skills? ... producing sufficient skill levels? ... using training -

‘. .

i methods that are sound and motivatighal? cen responsNe to the labor market?

3 e Preemploymént counseling: Is it provided to those,who need: it when they need it? Are effective techniques used?
D | : Does counseling prepare clients for the employment situation? ... provide enough information on available services? )
... produce realistic client expectations? . . & ‘ S B

® Job search assistariée: Are suitable openings4located? Is clfent independence fostered? 1s adequate emotional support
provided? Are transferable job searcp skills taught? Are clients retained long enough to find jobs?

. ® Placement: Do jobs match clients’ needs? Do referred clients' match employers’ needs? Are “problem"’ placements.
‘avoided? Do cii‘ents and employers have. realistic expectations of each other? \ T

L ' Job‘adjﬁstment counseling: Are the clients who need it identified? [s the service provided when needed (e.g., firings
‘and quittings avoided through timely intervention)? Are the real problems addressed? Is service provided in a time/
cost efficient manner? ' '

. . - . .
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ﬂ Identify indicators.- The kinds.of informition, that can be obtained through interaction with employers and clients should be
identified. Problem areas that might be indicated by the information should be determined. Examples are given below.

&
*

[

fy’” . ] INDICATORS ~ POSSIBLE PROBLEM AREAS INDICATED

; ¢ Many cl%ents not being p]aced ¢ Training not broducing sufficient skill levels - -
Ef - _ "+ e Training offered in'nondemand occupations
e ¢ Inadequate job search assistance

/
/

-

i s, ® Employer disatisf\action with employee skills e Out-of-date skills taught in training -

; - . ) ' ) . ® Training not producing sufficient skill levels A

r . ) ¢ Inadequate communication with employers during placement
p"Many clients quitting or being fired- for ¢ Job adjustment cotinseling not pr?:vided when needed

<. non-skill-related reasons. ) e st ¢ Inadequate emplayment orientation

L . - - & Lack of ongoing needs assessment.
e Client dissatisfaction with “dead-end"’ jobs o '\\0 Inappropriate placements
* ' . ® Inadequate skill training

® Inadequate career progression counséiing

‘@ Clients returning repeatedly for help’
with the same problems- . . = X

g
s %

*  -"to.minimize the time and effort required. Examples include the following:

® Existing forms . ‘ . A
e Periodic reports a

Scheduléd staff meetings . )
Informal staff-linkages : :

)

x

. . ¢
¢ Client independence not fostered during service delivery

4.  Determine means of transmittifigfeedback. Existing program I7ructures; and record keeping systems should be examined to
"determine the A'uost effective methods of transmitting feedback. Attemipts should be made to use existing vehicles in order

¢ New vehicles, such as monthly evaluation meetings o e

’

.

methods of injplérﬁér#{ng any needéd changes. Examples-include the following:
- .® "Chaninels," protocol, and required atithorizations for policy change N

'®° Committees and task forces T P

w

'S, Determine methods of implementation. Program structure and policies should be examined t6 determine the most effective

L . '® Curriculum. - : i e ’ '
\ **  ® Formal and informat linkages with iﬁ?%yctional and.counseling staff :

- R %@t
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STAFFING

.7 -

.

__for the size of the staff, poor staff management, an

for client services. .

I

such as the following are considered: - . ” .

®. Goals and dbje’ctiveé“of the program ‘ .
® Service-greas and delivery modes . .
-® Size of cHentele - . B i :

¥ [ ~

- and group training techniqués vs. small group and-individual techniques
sResources available - '

S s
ER e B & . " - . ! -1

S
ptatd

; 'OQStaf’fiﬁ‘éfipsiEilit—ies are corisidered as part of the overall planning.of the follow-through pro

has'been'developed.. "«

” .

- s0 on—when plans are final; L
B . ‘wn » —_ . *

. ’ . . ’ - °

v
. ’

e 1 gtgﬁ, and-others should be included, as approptiate, depending.on the-services td be provided.

When Is It Dorie? Staffing is considered at several stages: =~ . - . - . \ / .

The success of a follow-through: program will depend to a great extent on the quality, size, and dedication of the staff. Past )
experience in related kinds of programs has shown 51at program failure is often caused by such deficiencies as excessive caseload

d insufficient staff competencies. In interviews with CETA training program
personnel, the most often cited barrier to providing follow-through services was jnsufficient staff to handle the jncreased demands

)

N ) N . \‘@:’ . .
What Is Done? Staffing requirements are determinedifor the type and size of follow-through program that is planned. Factors

[

SN TR e Proportion of services provided through in-house means vs. subcontracting; group counseling vs. indiyiauarcounseling;'*

‘ ram. Resources (funding -
N and personnel}-available for staffing the program will affect the’type and extent of services that can be planned, ‘ !

i /e Staffing is planned more specifically whén'a 'fairoly'uear’éicmre of the new program (and therefore the staffing needs) ' N
Py Staffing is aotually ;E:rrahvded-—’sele‘_ctioﬁs made, hitings done, re%sigh"rﬁents arrangeq, caseload adjustments madé, and

. Who Doésélp? Administrators in most cases oversee §tdffing plans and arrangements. However, all types of staff who will be
involved in implementing the program should.take part in the planning. Coordinatdts, counselors, interviewers, trainers, clerical au

.
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How Is It Done? In planning the staffing of a follow-through services prog'rarr‘l, the following activities are useful.

Determine the staff functions and staff competencies needed to implement the proposed follow-through program. These will

vary according to the decisions that are made locally r garding goals, objectives, and delivery modes.

-

FUNCTIONS*. = ; =

; N ® Monitoring counselor caseloads - ' : 8

® Individual and group counseling

® Employer contacts

® Agency referral contacts

® Subcontracting for services - ,

® “Designing and developing materials -
"~ @ Evaluating services

* 9

COMPETENCIES =~ ’ _ ‘

)

- A, |ndiv§duai and Group Counseling ‘ T e

" These functiops and competencies were identified in
the list were solicited from individual ex|

—._Outlined below are a set of staff functions ar(d competencies required for a follow-through program that includes job search
assistance, job adjustment counseling, career planning and training assistance, and referral to support services.!!

The counseling function is divided into four subgroups: general, employability, job adjustment, and career and educational

planning, The first subgroup represents a common core of competencies that are relevant to all areas of follow-through
counseling regardless of the service area in which they are used. o

General - : ‘ - .

® Interview clients, by telephone or in person, to obtain information on their curre,nf education and employment status.

® Determine clients” needs for follow-through services based upon the assessment of their education and employment
smtus.

® Maintein records documenting counseling activities performed. .

® Develop rapport with clients: exhibit empathy and patienc;, be sincere, use tact, build trust, and learn the language °

or jargon of the client population. ‘ ‘ .
® Recognize the influence of clients’ other life roles and priorities (e.g., family responsibilities) on employability.

“~

the study by Campbell et al., using a modified DACUM process. In this process, suggestions for

perts in the field as welt as from a panel of experts convened for that purpose. The competency list has not
*  been validated and is considete(.i tentative. :

5
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Educate clients’ families as to the value of follow-thr, ugh services for the chents in order to gain the famllles support.

Observe clients’ physlcal and emotional status (e.g., use of alcoho! and other drugs, ability to get along with others) to,
identify problems that may affect their job success. . : . > :

Encourage clients to develop positive attitudes toward themselves, others, and work, - °

o
-

e Provide oppottunities for clients to :18"05 Jpersonal motivation and a sense of responsibility. R .

Instruct clients on problem-solving niques and encourage them to use those techniques for solving various kinds

of preblems.
; /-(-/ &

Employability o
e Instruct clients i |n methods of locatlng jOb openings. .
® Teach clients how to interview for jobs and to.prepare job application materlals.

e Inform clients of conditions of employmng.t (e.g., the: employer s and employee s rights and expectations, ci'iteria
., for advancement).

® Exphinthe-woman’s expanding role.in the us. labor farce to those clients'whose culture defines the woman's’
employment role in a t'adutlonal or llmlted way. ) . ,

. Arrange for clients to observe successfully employed, role models (e g., through on-the-job visits, guest speakers,
TE *-for;_ner cllents media presentations).

e Encourage clients to continue seeking employment despite apparent lack of progress.

9 Describe acceptable and unacceptable behavior for the world of work (e.g., attitudes, appearance, attendance
h promptness adherence to organization’s rules).
\ g \
Job Adjustment . ' *

[N

e Assist clients in assessing on-the-job problems. (e. g., insutficient job knowledgei poor work habits, negative attitudes)
that |mpecle their job performance. ' 4 !

_® Assist cllents in assessing’ ‘Problems outside the job (e. g., inadequate chlld care or transportatlon) that |mpede their
job performance. .

® Use group counseling techniques, such as lecture, group dlscusslon . training groups role playlng, simulation, and use
- of audiovisuals, to help CIIEHtS identify and’ solve job adjustment problems .

° Counsel clients'on-an |nd|vidual basls to help them ldentlfy and solve thelr jol) adjustment problems.

-
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- Career and Educauonal Plannmg
® Provide career information to assist chents in explormg and choosmg careers.

{ ® Provide informatlon about future trends and technological changes that may affect employment.

-MHelp chents to develop career decision-making, goal-settlng, and goal-achieving skills. e

® Encourage and support clients who are interested in careers that are nontraditional for their sex.

® Assist clients in assessing and redirecting career goals. v .

. " e ldéntify outside sources for career planning assistance to which clients can be referred. ]
.« - ® Inform clients of education and training sources that may meet their training needs. X ‘ ) '

-

. B. Employer Contacts : Lt

e Identify exlstlng jOb opportunities for chents - . e e s e B

PR

L
"

S - ¢ Obtain information from employers about job requirements, evaluatron procedures criteria for advancement
company policies, regulations, and benefits. - - N

® Review with employers the traits (skills, work habits, and personal characteristics) they are 'seeking' in-potential
employees. .

>
v

“

. ® Confer with employers about cllents performance, progress, job adjustment problems, and ways the clients can
resolve their problems. . -

® Discuss with employers the reasons for chent ]Ob terminations. -
o Medlate betweenemployers and chents to help resolve Job-threatemng confhcts &

3
-

-

C. Agency Referral Contacts

. - . Identify agencres in the cdmmumty that provide support servrces.
’ 0 Obtain literature describing com’mumty support services {e. g., a support sexvices referral handbook).

@ 'Review with agency staff specific mformatron about‘avarlable servuce_s (e.g,, type of servrce prOVIded elrglblhty, .
2 methods of referral, fees, schedules).

. Mamtam d frle of support service aggr:cres mcludmg contact mformatlon referral procedures and services provided.
e Contact agencles to inform them of chents%sgrvrce needs. ’ -
¢ Inform. chents of agencies that can providé’ requlred support services, = | - vt \' '

» e
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KD. Subcontracting for Services . : ) : \

® ldentify services needed from outside sources.” - . :
® Identify available service providers. " ' .
E ¢ Determine available funds to be spent on outside services. © ?
,! ¢ Develop formal requests for services. - ‘ ‘ ‘ g
. { e

é ln“itiate contracts with service providers according to established policies and procedures.

E.. Desngmng a?d Developing Materials

p ' ; : ® Defermine.the. kinds of materials needed to support follow-through services. T
' » L4 Acquntaandevaluate-th&appropnateness‘of'exlstnng materials for follow-through services. : .
- . * Ret\?se or adapt existing materials for use in follow-through services, . .
- ® Develop follow-through materials, such as instructional packages, filmstrips, slide/tapes, and group exercises.
) - ® Arrange for the development of follow- through materials, \ ) > S
: % ) .
F. Evaluatlng Services .
‘ ) T ° Revnew goal(s) and objectives of follow-through services, e
P Determine which elements of follow-through services-are to be evaluated. ‘
. hd * [

[ ]
° Identlfy measures of sucdcess of follow—through services,
¢ Identify sources of feedback mformatlon for evaluating follow-through services.
“® Develop methods for collecting information for follow-through evaluation.
[ 3
[ ]
[ ]

Determine methods by which evaluatlon information can be analyzed. ‘ ’

Determine means of relaying eVSTuatlon information. to staff (e. g.,'forms, reports, staff meetings). \ . ‘ ,
"® Determine a time schedyle for oollectlng, analyzing, transmnttlng, and r'e.zﬁtlng to evaluation information, :
.~ P N . » ‘ hi . ., .
G, Momtormg Cqunselor Caseloadl' . . Py S ' A . &
. . Determlne an.appropnate coupselor-chent ratio. ' T : »
4 ) Dev:se,procedures for.assigning chents to counselors and for cdunselors to substitute fgf each other in the event =
o . of absence. . o . s o .
. \;A {. Estabhsh a schedule of servncﬂ‘ mcludmg fol!ow-up checkpoirfts,pntfmaximum period of service detivery. /
s L . R - * ¢ : . . o .
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( " ® Devise a plan for maintaining contact with cllents so that ongoing needs assessment can be conducted.
Instruct clerical staff in scheduling client appointments. ]
. ® Devise staffing plans and schedules for conducting group actlvrtres - SR o
° .

Develop procedures for terminating clients’ partrcrpatlon in the program.’ -~
Establish procedures for oounselors to report their progress and proble‘ms in maintaining thelr clrent caseloads.

2.  Determine the sfaff composition required for the staff functions and compete'ncies that have been identified.

. *Based on the functions and competencies listed above, thfee types of staff should be considered: a services coordmator

«

’

-

. Coordinator of Follow—Thfough Services

This person is responsible for the administration of follow-through services. Duties include the foIlowmg

. -
) Supervrsmg staff . .,W
e Assigning and monitoring the counselor caseload - o ¢
‘e Desdigning, implementing, and evaluating services -
. . e Coordinating functions within the follow-through services program
'@ Coordinating follow-through services with other related programs and agencies
® Admlmstermg the budget . , L --
Follow-Through Counselors - . . ) .' . i
» .
- . " These staff members are directly responsible for providing follow-through services to clients. Services may include
. the foHowmg ' ] ‘ :
e e Needs : assessment . A
1L . ® Placement agpistance ) : o
- N lndmduala?d group counseling .. L . / : L t L '
e, Training in job search skills| . B / wr o ,
o Career planning assistance: ( : a A f
.. Identification of training opportumtles ' : ¥ - , .
® Referj:al to approprlate agencies for assrstance with p\_.qnal problems or training needs / a

Counselors also provrde assistance to the coordmatgr in the administration and evaluatron of services.
* L . s Ry o . W‘ Ty

.1

counselors and clerical workes. Suggested duties of each are described below. ‘ R

~ e




Gordon and Erfurt,‘z‘on'the basis of work with disadvantaged clients in il;e jgbs/Now program, advocate a racial/ethni

mixture among the staff. Amony other things, this enables the staff to o

backgrounds and to identify any potential job adjustment problems related to racial/ethnic factors. For similar reascjns,:
represerLtation of both sexes in the counseling staff would be advisable. . .

Q N .

Clerical Workers »

* Clerical staff are responsible for providing clerical and administrative support for follow=th50ugh services. Duties ©
include such routine office work as the following: . ' '
e Typing - - : ’ % )
® Filing Tt

’.

) Progessing,f_orms, S
® Arranging appoingments
® Answering telephones T ‘ :

- -. Clerical services may also be provided for clients participating in job search activities.

- t

&

3.  Determine the size of staff needed to implement the follow-through program. The size of the counseling staff will vary with
the size of the service caseload. There is no precedent for client-counselor ratios for follow-through services; however, on
the basis of past experierice with similar programs, it is recommended that the ratio not exceed 60:1. Indense urban areas,
a somewhat smaller caseload may be advisable. The size of the clerical staff will depend upon the number of other staff in

the program, client caseload, whether cletical services are provided to clients conducting job search agtivities, and other
factors. / / - : ' ‘

[}

.
< v . . .

‘ QJ.E.'Gordon and.J.C. Erfurt, P/aa;ment and After: A Manual for Coaches and Ot'her Employment Workq%

o -
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Job Search Assistance:
“Suggested Pmcﬁces
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What ts Done? The goal of job search assistance is to help clients become better able to search for and obtain jobson
their own. A well-coordinated program works with clients in several different areas:

® Increasing the client’s opportunities for employer contact in order t6 increase chances of finding employment
- ® Providing factual information abbut how to identify and approach potential employers - ‘ )

. Degmnstratingjob search skills, such as telephone and interview techniques, and gfving the client a chance to
*  practige these skills . ' , :

"~ " @ Providing social support during the }ob search prof;ss to help alleviate discouragement

e Trying to influence client attitudes and behavior related to job search and employment, which may-affect the¥lient's
chances for success in finding emplpyment !

L 3

hd 4
Fre.

The client’s short-range objective is to obtain desirgble employment. But the long-range objective is to obtatn the skills by

which He or she can repeat the job search at any time in the future. Program staff should therefore foster client independence rather
than continuing depend&nce on the program. o

e o — o ———— f -

. How Is It Done? _Job search assistance can be provided through a variety of approaches:
®.'Formal-job-search programs : ) : '
Informal job search support groups . f
® Buddy approaches o : :
. ® Individual counsgling and job development ‘
® Employment setvice referral : , . )

g

L

Suggested practices for each of these approaches are described in this chapter. These approaches to job search assistance are
by no means mutually exclusive. To thecontrary, it is often effective to combine approaches or to use practices from one with
practices from another. ) :

, .
. f .




S / FORMAL JOB SEARCH PROGRAMS
.' . . . . . /\
In formal job search programs, staff train clients to conduct a job search and supervise their job-seeking activities.!3 Some
. formal job search programs offer services within a specified period of time, depending upon the structure and constraints of the
sponsoring program. For example, classroom training-might be followed by a spgcific number of weeks of supervised job search
i activity. Other programs offer services on an open-entry, open-exit basis.

Practices that may be used in such pé)grams are described below.

é'mplo yment Information ' ) ' =
: \ . Objective: Help clients identify jobs compatible with their skills and career goals.

Methods:  Provide sources of information about potential employers and fob: openings, suc:h as the following:
- ® Newspaper classified EEVE‘niéeﬁé;nﬁ’ oL o ) ' -
¢ Employment service listings ' ' .
: ¢ Telephone directories : ) Y
. ® Agency, association, and industrial listings_ ’ : ‘
Teach clients to use sources of employment information to meet theiﬁneeds.

v

ed t

‘ Training in Developing Job Opportunities

3

Objective: Teach clients to locate job opportunities by pursuing job leads from as many sources as possible.

Methods:  Make clients aware of the abundance of sources of job leads, including not, only the conventional employment
information sources, but also such informal sources as family and friends. Emphasize the value of informal sources
for penFtrating the “’hidden job market.” ) .

<

¢ Teach clients such job development techniques as—

1 call'ing employers to inquire about present jéb openings, . =& ,
o asking for an interview whether an opening exists or not, ’ -
o asking to be considered for future openings, and , .

Y

. 1 o- fellowing up on employer contacts.

- Comment: " A Iafge percentage of jdb,openings are filled each year without ever haying been listed with an employment service

f or in a newspaper. These “hidden” opportunities are often obtained through unsolicited direct contact with employeérs
and by “word of mouth’’ from family and friends. , . . :

’

3 For an analysis of successful job search progranis already in existence, see Rokert G. Wegmann, “Job-Search Assistance: A Review.'’ j
. . N ! ' . : " .
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Training in Telephone and Interview Skills e

Prepare clients to make favorable impressions and to obtain needed informatidn during te!ephone inquiries and

Objective:
: employmeqt interviews. . . -

Demonstrate 'techniques for conducting telephone inquiries and personal interviews. Provide opportunities for \
clients to practice these techniques in a workshop si'guatio_n. Include such activities as the following:

L Rme~pla§ir}g typical interviews, inquiries, and problem situations (for example, ansf;vering difficult questions,
explaining gaps in employment history, putting negative elements of employment. history in a positive light,

and handling interraptions or unexpected events iri the interview) . .

Having staff and fellow clients give a critique of techniques used in role play:

Videotaping role-played interviews apd replaying them for analysis and discussion

Using tele-trainers for training clients in telephone skills ‘. -

Having clients make actual telephone inquiries undér staff supervision » ‘ o

Having staff and/or fellow cliénts listen in on calls and critique clients’ telephone techniques

Using buddy systems in which clients inquire and/or apply for the same jobs (discussing dnd comparing -
- techniques used and relative success can help clients improve their success rates by improving techniques)

) Methods: '

.
”

-

]

L3

Training'in Preparation of Job Application Materials ‘ N ’:' .

- ¢ -~

Objective: Enable clierits to develop effective job application materials.

-t

. -Methods: . Teach clients to prepare resumes, applications, letters of inquiry, and foflow-up letters. Include such topics as the

. . Supervise clients in preparingtheir own resuines, letters, and application materials.  ° g

Have clients’ prepared application materials reviewed by staff and other clients. Have the clients revise their own
, materials on the fasis of the responses. , - _ - .

- . . [
- . .

following: ~ . . : p
¢ |nformation to be included L T . ’ ¢
o, . . . ege e N N .
. " - Effective presentation of qualifications and experience <’ i
. .- PropeBlanguaga and format . .. . . v ‘ \
. o iz-;n ealing with gaps in employment history ~ - o ‘ . .
I e Presenting a positive image - DS - :
g L ‘ Teach clients to obtain employment references for inclusion with application materials. . - .
S ~ * N . - M 3 s
. . Display common job application forms, explain the information required, and instruct clients in completing the forms. -

-

2
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Q}jectlve

job search

) o . . f ! 2

™\

K Objectlve Faclljtate lients’ jOb search actnvntles by provu'{lrrl_;{ facilities and supplies for maklng employer contacts
v i;‘! . 4
Methods Provide telaphone facilities for ‘clients to use to contact prospective employers. "
\ . Provnde clerical servnces and materlals, such as typing, photocopymg, stationery, and postage for cllents preparing *
written appllcatlon\and inquiry materials. i ‘;3‘?,
g ' - : = fj%
« Record Keeping ' ‘ ’é R
2 .
N Objective: Monltor clients’ job search efforts to help them to |g1prove those efforts. - " . : _
\ Methods: Provnde a record-keeping system to monitor each client’s job inquiries, interviews, and other employer contacts and
the outcome of each evelit. - . . N
= Make follow-up calls to employers to learn reasonsfor rejection in order to improve cllents jOb earch skills. 4
¢ Assist clients in using the record- -keeping system to make timely follow-up contacts evdluate thgir qu success rate; g
' and otherwise assume responsibility for their job search actlvmes PR 4 ¥
) Attention to'Personal and .S'or:/a/ Attractiveness ’ : .
Objectiye: lmprove clients’ sdif-confidence and potential impact on em}')loyers by helping them improve their personal and
[ . social char _cteristics and behavior. Q . . <2
"Methods: lnform cl|ents about appropriate appearance deportment, and interaction 'skills for employment interviews. i .
- . Provrde opportunitiesfgnclients to develop and practice personal and social skills refated to job search. Include »
TS such activities as the foltowing: ) ‘ ’ o N ) |
- ' ® Role play of typical interview situations by clients ’
. : . N Critique of clients’ role-played interviews, with attentlon to' appearance, courtesy, assertiveness, ‘body language ,
- and mannerlsms , - | . ° .
-4 - ® Discussion of ho.w personal and social factors affect the cl|ent s |mage and how a prospectlvle employer is - . »
B : . likely to |nterpret' those factors 5 l
Cox . ® Self-analysis by clients of their own be lor»durlng role play :
. Y . .
® Having cllents come to the progra ff before an actual interview for pointers en improving appearance
’ e . AR ]
x. o * Family and Peer-Support <Lt - . _ ) i . e |l
- ) . - " "“
‘ . Help clients galn encouragement and support from fafmily and peers to help balance the negative aspects of a
. \ 2
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lRequrre that the job search be treated by clients as a full-time job. Structure the time in which activities take
place (for example, class time, time for telephdning and interviewing, and wrap-up tgme) Use a time clock system
v . of "punchrng" in and out, Use record- keeprng systems. ~

% - - ' ‘ A,

Require that all crrtrques revrews and other feedback

given to a client by staff or peers be constructrve with the

geal of \elping the client to rmprove his or her job search skills. Emphasize the positive aspects of a client’s skills.

R " Conduct group-discussions in which clients can shaxe and discuss their experiences while job seekrng. léng:ourage
. partlclpants to offer support and constructrve suggestions to each other, '

<

Post:""success stories” with pictures on a bulletin board.

WIrghﬁchents whose job search efforts have resulted in '

Sa satisfying employment,

Contact clients’ family members to encourage their understanding and support during the jobsearch, Dlscuss with*
them the importance of emotional support, job leads, transportation to and from job rntervkws keepmg telephone
lines open for incoming anc\l outgoing calls, and other contrlbutlons the family can make. - . ¢ L

Searehing for employment i§ a discouraging process because of the number of false leads, missed opportunltles,.and

rejectlons thatany job seeke

r\%s likely to encounter.

Emotional support from faquly and peers can make the differénce

; in whether a chent iswilling ty keep trxrng . :
‘o a ~ . . » . 1]
%::s . / 4 ” . [N ; - o .
e . lN FORMAL JOB SEARCH SUPPORT GROUPS s : - . -
‘.\ k3 Y il .
h Most clients in formal jOb search programs—whefher on an open-entry, open-exrt or a fixed schedule basrs—leave the, program *
e when they find employment.- For the‘others, those who do not find employment, there is generally a point at which it is determined -
Al (either by program scheduleor by individual assessment) that ,the client should leave the formatjob search program. This-is where
. . 't . an rnformal support group Inay be effective. L . o . ) .
: When a client leaves a formal job searcl; proq/ram without employment, an asséssment of further needs should be made' . ,
® Has the chent acquired adequate ;ob search skills? _ - ]
_‘0 Does the clrent need to repeat some or all of the job search training? . 1. . o
L . Does the chent need mdlvldual counseLpg and job deveiopment assrstance? Y e -
e ‘e Would referral to anothesagency be app'roprrate to deal with pefschal problems? oL o
® Are factors such as llmrted Ljob market in the chent s skrll area preventing the client from fi ndlng asuitablejob  \ N )
' opening? - - . . i
: if the client-has develoﬁed adequate job Sear¢h skllls but outsrde factors are prevéntrrdhlm or her from getgng ajob, an mformal ' .
% job search support group might be épproprrate. . RV k _ ) ” i - )
R ‘ ; BRI : ! “? :
( : ' . } T -
f 9 J % * ' - N ' \“:\ ’ » ! N
S : 49 ’ .
C . s ' 100
) . o i > N » fa-.-.‘ " iv fey '.‘u.";_‘. o e Y,
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/ The informyl approach to job search assistance, like the formal program, provides services and facilitiés to help the client

find & job. The major difference is the intensity of the services offered. Thegclient is encolraged to continue using the program ‘
facilities to conduct his or her own job search. But the client no longer takes part in organized group activities, such as workshops -
.or classes. Close supervision is given only as needed, when problems arise. ’

Y

The following are sugggst%d practices for an informal_job search support grou;'J. ,

5

Clerical Services, Facilities, and Supp/i‘es . , -
Obijective:” Facilitate clients’ individual job search activities by providing Services, 'facili,ties, and supplies for makiné employer,
) contacts. ! . ’ . ‘

Methods:  Provide telephone facilities for clients to use to contact prospective employers., . ,

» Provide 'cleri.cal services and éupplies, suph as typing, photocopying, and s'tatioriery, for clients preparing written
v " application and:inquiry materials. .

[}
-

-

] .
° Record Keeping . - - . .

Objective: Provide a system by which clients can monitor their own job search activities to be sure their efforts are.timely and

‘

. effective. . . hd . a2 . t

TN
. -

M;athocis: Give clients continued access to a record-ké'eping system i&which employer contacts (job inquiries, interviév@s, and
other events) are logged. . , ;

Assist clients as needed in usi‘ng the record-kgeping system to make fimely follow-up contacts, e\(aluate their gwn o

success rate, and assume increasing responsibility for their job search activities,

- £ e

'Emp/ayment Information .- .o . .

F- ’ ) . \ n
Objective:  Help clients identify jobs compatible with.their skills and career goals and to keep abreast of the job market.

Methods: ©  Givé clients continued access to-current émpli)_yr'nent information sources:

® Newspaper classified advertisements = = . -
e Employment service listings = -

*e Telephone directories

e Agency, association, and industrial listings

e Other job development resources

‘Assist clients as needed in using these sofirces effectivgly.
. )

2

Y

T
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A . . : ‘ .
ﬂupervision . ’ ' ! ) »

Objective:-  Assist clients in their job search activities only as needed, while encouraging them to take increasing responsibility
: . for their job search. . \ '
i , * . .
: . Methods:  Supervise clients’ job search activities on a minimal basis, largely on request by the client.
" . Establish checkpoints at which-clients meet with supervisory staff to discuss their progréss and ident'\fy problems.
, . Encourage clients'.return to structured group training only as prob[e_ms indicate a need—for example, a ed for a
R review of interview skills. - R -
- . ‘ T -, ,
~ ) . :
A Peer Sypport , . . 2
QObjective:  Provide encouragement and sypport to clients as needed to help balance the negative aspects of the individual job
search. - " Do "
' Metpods: Give clients continued access to 6ngoin’g discussion and peer support groups; as needed. By means of ongoing mininal
., - supervision, remain alert to signs of discouragement and need for emotional support.
Provide reinforcement on an ongoing basis. : ) *
[ 4 ) M .
. . BUDDY APPROACH: - = - !
- ) -, ) .
The buddy approach pairs clients with similar employment gaals in a team effort at finding a job. The buddy approach can,be
used effectively within a formal job search program, an informal job search support group, er with individuals not participating in
A group. Its major limitation is that it depends on two or more clients having similar employment goals. A
. N 3 . ., . . - N
Effective team efforts can inelude many of the activities used in a group setting or on an individual basis. The major emphasis
is on shaking the.work and the outcomes of the search activitied} : . A o~
- M I ‘. v . . ‘ . . . .
. ©© Suggested Practices to be used in a buddy approach are described below. . . - . )
. . . . - ! T »
e ' - e . g oo
- o Shared Responsibility . , . ) .
. . Objective: Dectease the amolnt of work involved-in an indjv’idual job search by sharing the esnowr;sibiliw. ) . oo
Metho}is: I:lave the two clients divide the responsibility. for 'scénning sources of, employment‘information (newspape; Elassified .
- ~ ads, employment service listings, and- other job development resources). Mave them either take turns scanning or
\ - assume responsibility for different sources. - e °
- ' ‘( r -
103 - _— B PR
vy, {\ ’ . ) . N - \ ‘.'. . .-.;:1 U.I\ )
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" Have cifnts share the results of their search (including informal.job leads) by discussing and listing potential . \

Feedback
Objective:

’

Me'th.ods,:

-

employers and planning next steps together,

Have clients divide the responsibility for making unsolicited employer contacts to inquire about job openings.

En'courafge clients to.share a record-keeping system to keep track of all job search activities.
fo.r the job search program as a whole, their own system, or both. - )
~ \ ' i N

Improve clients’ potential for sucagss by having them give each other.fé?zdbéck through which they can identify a neet!
for persogrjl or social changes. , . : )

Encoura clients to give each other feedback on interview t.e}:hniaues, appearance, behavior, attitydes, and other *

dete(minants of job success. Clients can role play job inquiries and interviews with each other and crit,ique each other’s

performance: * i . , . .
5 e < M R

This may be the system

- Peer Support

. ~

v

<X}

+ +Objective:_ Pr_ovfde encouragemen't and support to help balance the negative'asp.ects of a job seargh,_

-

.. Methods:

open discussjon of feelings as well as outcomes related to the search process.

- -

Individual Job Interviews ‘ o - e .-

L et

Objective: Pursue job,leads orran individual basis. - . , S ~

Methods:  After clients share the search efforts, have them apply separately for jobs.” Assist them in reviewing together the .
outcomes of interviews and othgr employer contacts in order to improve techﬁiques used in applying for jobs. -

Unless the‘cliehts want part-time employment and are seeking a
besmade separately. ‘;l&oin,t a;iplicqtions Aare apt to be interpreted

the ¢lients’ chiances for'success; ~ *
hY ,§:1 T - .

e = S0
- ~ S
ST e

»"Qoigment: "job sharigg" situation, applications should always
L

o ad

x ~

~ " - . a2 R

[y
.

sg.per!’ifjo’; ’ ’ jj“. ‘:: . N ‘:‘; h\:' * ‘ * ' - ' EOV ) X ';
Objeéti\}g: " Provide minfma’fgug
- A . e “:, Q“ e . . . '
Methods: . Monitor clggﬁts’ progress periodically.Offer assistance.arid advice as needed regarding both the use of, the buddy
" . approach.and the job,search process. ' Yo
- Doy . TR R . .

» o

etvision, as needed, to clients using the buddy approach,

[A et
-

PN .

as showing lack of independence and would decrease
Jack of indj and wo ;

<

\

Encourage clients to provide mdral support to each other during times of djscouragement in the job search. Encourage

0

-

-

-

Lel
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’ .. / . ‘ T INDIVIDUAL COUNSELIN AND JOB DEVELOPMENT ’ ‘ d
‘ Individual counséhng and job deveIopment may be appropridte for clients who— | ’

. * @ participated in a formal or. mformal job searqh prograim without success; - ’

e have empldyment obstacles of a personal or speclfl nature that make individlual assistance a more effective approach;
o need ndividual assistance in addition to that offered in a group setting; or

3 ] ) ® need mdlwdual attention periodically during their ]ob search efforts to address problems that arise.

~
v

\ . This approach can provide services similar to those offere& in a group context, but on a one-to-one (and often more intensive)
’ N basis and in response to lndnvrdual needs. * . ' ) '

Following are suggested practlce&for job search assistance through individual counsehng and job development.

[

s .
1

| Asséssment . « o~ " : | ) .

Objective:  Assess the chent s needs for services in the area of job search assrstance in orde n.individualize the services provided.

©- 1 Methods: | Assess the chent 3 serwce needs by reviewing records and interview ’mg the_c ijent. Questions to be considered include

the following: - _
® Does the client still need to deVeIop job search techniques? - ¥ . v
®. Has the client simply run out of sources of job openings? - "
® |s supportive counselmg required to help the client continue the job search? ° T
‘ e Are there specific problems that need to be addressed? - )
= Assist the client in conductrng a career planning seff-assessment. Assess Skl”S interests, career goals, eniployment )
needs, and other empIo\)ment-reIated factors using such techniques as— ~ ) : ;
e referral to testing services and, R : X
’ e use of interest lnventorles, checkhsts occupatlonal Informatlon, and other materials. .. oo =
! . R . .
Client Preparation . o\ ., | - —
J - - :
Objectlve. Help the cI|ent prepare to carry out a successful job search, - ' . :
Methods: Based’on the earher assessment, provide services needed by the client as he or she begms the job search, lncludlng ] '
such services as the following: . .. . , - T i
b T e Provision of, ‘or assistance in locating, occupational and labor market lnformatlon sourc‘es of p'otentiaI
K employers apd community resources - P J
; * o~ : Lz - .
- l L2 d - w,
" ; ¢ 53 “ .o :
| L \ > 108 e
- 5& s % N




® Training or guidance in interview and telephone skills 4 \ \
. ® Counseling on appearance, attitudes, and personal/social skills
. . @ Individual problem solving and ““troubleshooting” as probIgis arise during the job search - . . .
: ® Assistance in following through on a referral (for ex%mple, locating the employer’s place of business, finding .
. ) - transportation, determining when the tlient must leave home in order to arrive at the interview on time, and »

advising on what to do if the client must be late for or cancel the interview)
® Counseling on what to expect at the interview and during a typical work day (this is especially important for

Q

‘ : clients‘wit_h no previous work experience) . ,
' ’ - - Job Development and Referral * - ' S : N
J ) - Objective: Assist the client in locating suitable job openings and refer the client to those openings. ' . .
' ' ' Methods:  Try to develop the client’s independence and responsibility for the job search, while providing job development and 2 )
. ) referral services as needed. (More intervention by the counselor may be appropriate in special cases—for example, . -
i . ¢lients who have faited in previous job searches or who have specific barriers to employment.) - 0
4 h - . ¢ 3
. - Assist the clignt in locating job openings by such efforts as the following: ‘ : |
T . < ®-Mailing inquiries and informatibn to employers (perhaps as part of a programmatic &ffort at developing a job
: Te o pool for clients) ‘ . .,
® Making contact with employers by telephone and in person to obtain openings and to introduce a prospective
o referral . g ’ , : *
. z " & Cooperating with other agencies to locate job openings \
L , . Ref client to suitable job openjngs. T T : . -
e k. Maintairr a féc_ord-keeping system of openings, referrals, and outcormies of referrals. . o -(
% Obtain-and use feedback from employers to refine, the job development efforts. 7 ' . .
: o . 3 .
_Client Support _ . : - .0 %
Objective:: Asist the client in taking the best steps on his or her own Behalf and irem‘h'raintaining a ppsitjve attitude toward the . . . ,s% .
¥ > . 7 ~jobsearch. ] .o - ‘ N .t =

L] Methods: -

) ~

Coach the client in beirig’persistent-in jgb.search activities (following up on employer contacts, continuing in the
face of rejection, and so on). - T :

. ) Provide moral support to help the client gvoid discouragement and maintain a positive self-image. . .




a

7~

L 4

~ 3 hd

Elicit support and encouragement from the client’s Fmily.

. Help the client deal with specific problems related to
employability. 2 ‘

Y

.

t

EMPLOYMENT SERVICE REFERRAL

Referral to the state Employment Service may be a viable approach when the client’s employment goals

-

are

f

" Methods: Determine t}-n‘e client’s need for specific services of

through employers who typically list openings with the Employment Service. Such a referral may be appropriate

combination vyiih any of the approaches-previously discussed.
. . - ¢ ) N . v .
. T Suggested practices for Emplo'yment Service referral are described’below.

; : , N

Referral for General Employment Service Assistance

.

"« Objective: Provide access to job search assistance s'ervices of the Employment Servi&e.

Methods:  Inform the client what services are available through the Employment Service.

L]

~  information needed, and so on.

-

Contact the Employment Service staff directly io'alert them to the client’s needs.

. " Follow up on the referral with a call to the Employment Service staff.. ) X *
. .- K . 7 oy
.. Referral for Specific E.S. Services T ® . Tt
ijective": Obtain specific job search services for the clien® Ct .. .

s

) or services to ;he handicapped, aging, or veterans).

Determine regulations and procedures related to obtaining these services.
Contact the Employment Service sta;‘f directly to arrange for the services.
- available; regord-kéeping requirentery

v

Follow up &h the referral with a calf to the Em
results understood. i

T

the Employment Service (for example, apiitud

.

¥

Inform the client what he or she mﬁ expect at the Employment Service (testing times and duration, typ;é
s, privileges accorded to those With special status, and so on).

Lizely to be met

itself or in

Inform the client what he or she may expect at the% Employment Service (Brocedures, waitinggtime, background

-

5

)

<A,

ployment Service staff to be sure services have been received and

)

e and skill testing

of tests

-

.

\

attitude, self-image, intgr-action Skills, and o;fh'er as;;ects of \

P
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i)

help_ing them deal v@th non-gkill-related problems.. -

~

[
. . RS
0
. K -
. t
°
.
" .
, : N .

. " - What Is Done? The geal of joB adjustment counseling is to help employéd clients adjust to wofk and keep their jobs by

Research has shown that, in a majority of cases, workers quit or Jose their jobs not because tlﬁy c,fan’t do the job, but
because of personality problems, inappropriate behavior, fegal problems, lateness, or absenteeism. In some'cases, disadvantaged

workers appear overly sensitive to criticism, defensive, or hostile. They

vay lack self-esteem, self-confidence, and interpersonal

skills. In some situations they may be treated with

s'uspicion and lack of: nderstanding by cowor,,gers andsupervisors, which only

-

compounds their‘adjgstment problems. .

Job adjustment counseling can help the worker to become assimilated

the job that will motivate him or herto keep the job.. =

The specific adjustment problems that méy confront.ne!v workers are as numerous and varied as the workers themselves.
* Adjustment problems in five major areas, Tor which job'adjustment counseling maybe a

_ below.

—

Major Areas of Job Adjustment - *  °° .

Personal Work Habits . ' -

v

into the work erivironment and to derive rewards from
3 ‘

- -

-

helpful supportive s}ervice, are listed

-

-
v

A .

e Work time: punctualjty; poli‘cies,regargiﬁg lateness, absence, time off, Ieave;_record_ing work time; stéying on the'job

.o Qualitative standards (accuracy,
deadlines) °

carefu_lﬁess, neatness, qrtistu'y)_ and quantitative standards (output, pace, meeting .

-y

5 \ 3 . \ LN - R .,
® Responsibility: diligence, following through, initiative, volunteering, mature deportment T .
. e, Attitudes and values ‘willingness, flexibility, showing i'n"teres_t and desire to learn, integrity, honesty, loyalty
¢ Time management: setting goals and o‘f)jectiv'es, prioritizing work, using time well, compl,éting work on timé¢ . -
. ‘ Vi . . . . ’;I N

v v, - ¢ . & .
. . s

2 A

Interpersonal Re/atioﬁs’ . .

P

.
—~
.

. 7

® Relationships with supervisors:‘ expe'ctatiohs vs. reality, gominhn'ication, aéking questions to get an'swers, accepting

. -supervision, following instructions, accepting criticis‘m t

> .

- . -

[N

W

0N

| T,

&
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-

. 5 . P e .
0"Reiationéhjﬁ? with coworkers: getting along, fitting in, teamﬁork, positive attitides, helping others, coworkers as a
source of help and support, dealing with prejudice
\ .

° 'Dealing with probl_ems and tensions on the job

R

e Official policiés and rules (knowing company policies, rules, procedures) and unofficiaﬁrules'(learning the unwritten rules,
protocol, "’party line,” sources of "inside information”) ’

S e Unic':n‘_ and employee organizations: rules, pbliéies, relationship with employer . !
= ' ! . ‘s oy epe ~ ope
.- e Advancement: criteria for raises and promotions; informal networks;limportance of outwardimage, flexibility, ability to deal

. with change, positive attitude ‘ A . ) !
v L . . i N ) © . v B’ .
Job Satisfaction . . . , . '

-

'

L 4 ] P

- Organizational Adaptability

.

Need for affective rewards: recognition, approval, sense-of contribution and responsibility, advancement, affiliation,

-~

pride in-work ) ‘ .
Tolerance: for routine_ work, pressures of schedule, place in the “’pecking order’’; ability to *roll with the punches”

» Personal factors and their impatt on feelings about work and job: family background, self-image, setf-confidence,
attitudes, and values . ~ o

Outside problems and their impact on the job:
money management and budgeting).

-

-

family, personal, situational, health, legal, child care, financial (includ\fng

7

“Problem Solving N
D e Dpf;pct'irig%&';ro'blgms early”
.® ldéﬁifying causes and symptoms .
o Usifig prdh!em-solving steps

’
s

. - .. - . .
=~ © °4ie~t :

How Is It Done? In the design of the
points should be considered.

~

job adjustment counseling service and the selection of practices to be used, several

r
¢ v . -
.

. S - - ., . L
» 1. Timeliness. It is very impprtaﬁt to provide counseling at the proper time. If provided too early, the counseling will lack
rélevance. If provided too'late, a crisis may

“ment problem often can avert such a crisis,

-

have devglopecl that cannot be remedied. .Early d%ectfon of a potential adjust-

~ .
v - . : i
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2. ., Ongoing AssessMentt. . Timely counseling depends on ongoing client assessmént within a stable counseling relationship. \
If clients have easy gccess to counselors and rapport has been established, the staff are much more likely to recognize a
a need for counseling early, when it can be helpful. Ongoing dialogue with employers is also an impdr\tant means of assessing
clients’ job adjustment. 4 . ) )

- - . . .
3./ Client Independence. The goal of client independence should remain foremost. Job adjustment counseling should notbea ™ -
long-term "hand-holding” sjtuation. Rathers-eaunselors should encourage thé client's development of adjustrrent skills. Y
This will-result in more selffsufficient workers who can cope with work problems as they arise. Co .
. . . Toe
-4, - Sound Practices. Job-adjustment counseling should be based on accepted guidance and edticational principles (for example, . - .
delineation of goals and objectives, similarity of Tearning climate to that of the work environment, criterion reliability, L.

. hsequentfal learning, and use of positive reinforcement and practice), which are the foundat-ion_pf all professional counseling,
5. Multiple Approaﬁzes, Adjustment problems-seldom occur singly. Nﬂlo.re oftem, ¢lients Have a numbgr of problems, wﬁich - .
should be addressed_together. A combination of counseling practices may be appropriate or counseling map need to t?e'

~ combined with other services, such as'referral to outside support services. L
s . ‘e v ' ° - ‘ Yo

Job adjustment counseling may be provided through both grour; and individual a;.Jproaches.' Suggested practices are described
in this chapter. D . . , : : ¢ . .

*
. H

. . GROWP COUNSELING

[S . <

Group cdunseling practices have a number of advantages in a follow-through progranm:. : R T

¢ COSf-ef’fsétivepess:‘ Sevéral clients are provided service simultaneously Ry one or two staff members. This procedure
frees other staff for other responsibilities. , g ~ - . ) )

e Peer interaction:--This can be'a very effective éounseling tool. Leqrning that others have similar-problems can be-" c
comforting and supportive. Suggestions from peers may be accepted more readily-than those from instructors or

L3

- authority figures, Clients can learn from others’ adjustment experiences. . ) .

’y e Ongoing assessment: /A need for individual counseling may become more readily apparent during the give-and-take - T
, "oFgreup-process than i a one-to-one interview, * - A ‘ ; -

’ ; -
— .
) M . - .

) sy - L S e D . ° . L .
. Of the group counseling practices described in this section, several—such as demonstration, case studies, use of audiovisuals, ¢z
. and lecturg—can easily be adgpted for use with individual clients as needed. . . : °

& .

. .

o a . = ‘.

T . , R -
o R 'Y - .
. , .

N . - L
R La TR A h

o \ . .

i

g =
S . . -
.




Lecture ~ ' o : ‘

«

Objective: Provide clients with information on a specific topic related to job adjustment. ‘
Methods: Verbally describe or explain to a group of cllents ab ut a given tOplC such as employment orientation (rules,
. procedures, tax information, labor laws, benefits, personal finance, employer expectations, and so on).

Explain the purpose of the lecture and the key points to be covered. Tailor the lecture to the clients’ level of

understanding, the size of the group, and the topic being discussed. Limit the amount of information glven in the
# . lecture. Summarize the key points at the end of the lecture.

1 Use verbal and nonverbal cues from the clients to determme their interest level and understa'nding, and adjust the

lecture as needed.

. Enharice the lecture with such materials and techniques as| the following:

. o Demonttrations . X . - . R
L ) Use of chalkboard, flip chart, or handouts

- . o Use of audlowsuals (plctures charts, objects, slides, tranSparenCIes films, filmstrips, audiotapes, videotapes,
. and so on) ; \ '

L , b ® Question and answer sessions-
E . ® Guest speakers from business and mdustry

Use lecture asan mtroductlon to another counseling techmque such as group discussion or role play. b
Use lecture for synthesls or summary of what was learned through another techmque. .

Comment: ‘Advantages of the lecture technique include the following: *

~ ® Much information can be given to many people quickly.
v > @ ltisinexpensive in terms of client-counselor ratio.. ‘
® An excellent lecturer can be an inspirational model to the cllents -

However, lecture is not recomrﬁended as the sole method of provndmg group counseling. Unless the lecture is .

~ - carefully planned and delivered, this technique can have several disadvantages, which _tend to increase with the size -
of the group. :

ws
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L ® The clientsare ina passive role placlng the burden solely on the counselor.
ARE
. o Lectures tend.to be bormg, especially if they-are ‘not- enhanced-with vusual and participatory techmques.

0 The content may not be individualized to each client's needs~ -~ . E: -
’ ® There may be httle opportumfy to obtaln feedback from the cllents as to how well they areJearning the
- s A content, ’ ] . 3 !
. ‘ - o

.

: Ax
ok

£ ,mi‘“ s

A oy i e




.%‘\

\;. S

% ‘\‘5; ﬁ“:?«l:‘“
%) Rl

wiH
yt;t

i

/ Sroitox provded nm:

f‘".: . »f. -
ﬂonference or Graup D:swsslon o N . Ead .

Objective:

Methods:

‘ .
&

o«
T E-T

-

Comment‘ The conference techmque has several advantages for group job adjustment counsellng

A\ ]

Provide a well~orgamzed peer forum through which cl| dtg can use each other’s insights to shape or clarify their
own thlnklng (attitudes, values, responses) about work a ustment problems. .

Organized as a small group of clients with a group leader (counselor), have clients work together in a discussion
setting, .

i
Assist the group in defining a job‘adjustment discussion topic related to specific counseling objectives. (Either the
leader presents typical problems or clients present their actual problems.) .

Encourage: clients to think about the topic before the dlscusswn. Prepare.leading questions to ask during the
dlscusslon. Prepare the physlcal setting so that it is mformal and comfortable and everyone can see and hear.

Explaln the purpose, goals;. and objectlves of the dlscusslon. Keep the discussion focused 'o‘n the topic. Summarize

”

s the discussion perlodlcally, as. needed

-

Encourage everyone to participate: in the discussion.and avord monopollzmg or dlrectlng the discussion. If appropriate
for the topic.and the particular group of clients, -use the prihciples of brainstorming: a problem is stated, all ideas are
accepted as valid, and the natural process of seekmg a solutlon ellmlnates unworkable suggestions.

Use the conference technique to help clients to= o .
® ‘improve. interaction skllls wuth coworkers and supervusors, ‘

Ve

®'.change work attitudes, . .
- ®;develop problem-solvmg skills, > /7
° devel0p ‘flexible coping styles, and -
¢ D dritcover solutlons to their own problems. s

X

-

5 DlsCDVery otsolutlons to the cllents oWn problems usually facilitates therr retention of learmng

L& Itis cost-effectlve. il s ; , ’

® Itis flexlble for many uses and caﬁ'be cOmbl ed easrly with -other techniques (such as case studies', role playing,
and use:of auduovusuals) ‘ -/ e

e

o ]t can alert the counselor to mdlvrdual clights’ potentlal on-the-job problems so that early interventidn is posslble.
The benefits of this techmque are,greatest en the group is small, the goals are clear, the group process is well
organlzed and an effectlve leader prevents ne or two cllen‘ts from monopoh:mg the discussion.

PR
o ‘

GuestSpeakem*l L ‘A f‘\ | -
Objectlve;‘

Provude jOb adjustment |nformatton in-a way that has speclal relevance to the clients and that motlvates them.
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Mathods: “Invite speakers from business and industry (workers, supervisors, employ'men't pefsonnel, former clients) to talk
_ with the clients about job adjustment. ‘Choose spezk‘ers according to spécified counseling objectives.- Speakers
should tepresent areas of business or industry in which the clients will be working and shoulld be effective sb@%’kers.
Explain to the speaker the objectiv .pf the discussion and provide information about the clients—their goals, special
needs,and interests. Assist the speaker in preparing the talk, if necessary.- ] , E
Inform the clients about the speaker and the objectives of the talk. Help the clients prepare a list of questions to
. -ask the speaker. ST » - . -
During the talk, help the speaker and clients keep their discussion focused on the objectives. After the presentatién,
. " help the clients summarize thecmin ideas presented and relate them to other counseling activities.
- Use guest $peakers to address such topics as the following: . y
o Adjustment problems most frequently encountered by new workers -
. . How supervisors, coworkers, or administratgrs view new workers ..
® What is'expected of workers on the job :
o How relationships with coworkers affect performance . ) .
® How to get along with supervisors and coworkers . )
, ® Dealing with prejudice - o, . R ) N
® The importance of being on time, working.diligently, and so on - 3 ’ 1
Comment: Guest speakers cén_ be very effective in group cqunseling. Their statements may have 'moréiimpaét—onﬁthe clients
T T 7T "because they are actually%:;l;g the work place. Whenever possible, it is helpful to select guest speakers who can serve
as role models for the clients (for example, someone who comes from the same background as the clients and who
has experienced job adjustment problems ar’bVercomé them). o g
Role-Play .. 0. - ‘ : - , . _
: KB "Objective: Give clients practice dealing with on-the-job problems and an opportu nity to examine their approaches and solutions
v+ inanonthreatening environment, . . . h . _ : .
™ jMEthdds'i Oyrgabn'i'z“é él:f‘éiﬁ%?s:iﬁ,_élsfr’hall 1gr6ﬂb‘ with a leader. Have them assum:g'the roles of characters in a problem situation and
. act out the slijdé,tiq’rjﬁ.j If the group is:large, it can be broken into small(er groups. These groups act out the same situation,
A0 77 csimultafigously and then reassembleito discuss the solutions. .~~~ acn .
e e Broblems may! Be provided by | he'leader, presented throtigh case.studies or open-ended atidiovisual vignettes, or
L e .a‘squesi;edZBw,tﬁe\i élLent”s;J . R D PR ’

T RTINNILI. R l T e eyt "
\(é’;’%ftﬁthel rplg-p_lay‘actnvu;y{,gpd what1s expected of the.players and the observers.-

‘activity toward a positive coclusion, leaving clients with a feeling that the situation can be
ivityafter. clients have had time-to portray their roles and whilé'interest is still high, .
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Simulation
' Objective:
i
Methods:
%/ > ’ °
g, ’,

0 ¥ -~>-

After the roles have been played, help clients dlscuss the situation—how they approached the situation, what \\

reactions thiey met, strengths and weaknesses of their approach, other possible approaches, how it felt to be in the
situation, and so on, , ,

Use role-play to help clients— ¥

lmprove commuinication and copmg skills,

increase self-awareness and self-esteem, ’
learn appropriate job language-and behavior, s ) s
reduce prejudice, and

change work values and attitudes. : LN

A »

Role-play has several advantages as a jOb adjustment counseling practice:

- £- -
.. ¢ltis motnvatnng and interesting to the clients. - . ' .

7
® Role-play is an active form of learning in which the learner recelves lmmediate feedback and relnforcement -

. ® ltisagood yehlcle for chznt‘to practice coping behavrors -

o Role-play sit irly easy to design. ) i
However, there are disadvantages as well:

_® Role-play is somewhat cost;y/n terms of administration and frme.

® Some partlcnpants either fing’it hard to take the sutuatrons serlously or focus too much en acting and Iose srght
of the counseling goals. ) ‘-

oy i - . M . - a’

Help clients Iearn the |mpon:ance of worker relattons*nps by partrclpatmg in interrelated roles. .

.

"Provide worker roles for clients to: assume in a hypothetical situation, perhaps some.type of business ventur Each *

role should\include work tasks to be done, and.roles should be desrgned so that workers depend on each other's - ’
actions to be able to do thelr own jobs. * '

Explain the objectives of the simulation experie and what is expected of the parthupants. Clarlfy clients’ roles and
provude help or guidance as heeded throughout the simulation. . . -

Involve the clientsina ollow-up discussion focusing on whether thé objectives were achieved, how the participants
lnteracted how they felt aboyt or adjuSted to work situations, and so on. Remforce the major adjustment topics
addressed in the simulation., ‘) . . . A

—

'

cllents to repeat s:mulat!ons assumfng different roles. Thls can help them gain a broader perspective on
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ﬂbmment:

-most llkely to benefit from it,

Simulations are usually flexible, in that dlfferent numbers of roles
in dlfferent ways. .o

When commercially available slmulatlons are used, this

relation to’ﬁ"ayoff may be hlgh Examples of commerqally avallable simulations are provrded in the bi

ot +
2
\‘ R

Objectlve‘ ‘Help cllents see themselves as.seen by others in |nterpersonal'relat|ons

Tramihg Groups (“T Groups ”) or Sensmwty Zi'ammg

. about the experignce. . o . ) )
. Use “T. Groups" to help clients— ' o ; oo T
K mcrease sensitivity, . - \ t . . ' » .
¥ # improve their capacity for open°commun|cat|on and el ‘ .
L) mcrease flexibility in role behavior, S T T T ) “

- - - -

PR

(Go, mment:
17,7, 7 7. involve work ‘conflicts, these sltuatlons may be well suited to the
E sensitivity. tralnlng seem to fade qulckly Mor
, - the work environment has not béen determin g . .
N . ’ o~ . . .

n- Basket 7'echnlque " - \ . L,

< )

s -
‘ - b

.. !

1 Objectlve. Help cllents develop decision- makuﬂ and mterperéonal skllls. . L.

L} - . . ’ 4

For.some clients, sumulatron,can'-be a motivational technlque because they actually participate and because  °
interesting situations can be created. It is'important to use this technlque selectively with those cllents who are .

can be used &ogether and roles can be combined

ptactlce is falrly |nexpens|ve although staff involvement in

bliography.

4

-

Methods: Organlzed as a\§mall group of clients with a facilitator (counselor), have cl1ents focus on some dimension of inter-
- personal relations. Help clients examine conflicts that arise and crltlcally evaluate themselves and the others in this
type of sl‘tuatlon. Focus on the "hep and now"—how each person is ”sen,dlng" and "receiving,’”” how' each feels

[
Because work settings are social sutuatlons  that mvolve the face-to-face |nteract|ons[ of many people and that often

“T Oroup" techmque. hlowever, the effects of
ver, the transferablllty of what is learned through this technlque to

' !

13 o
;..um..-.vm .3'
o S i

‘ 'Methods: lee each client a degcription of a worker role and an in-basket of jOb tasks The tasks shoqld represent day-’to~day
J4 . problemsor decision points for the partlcular role. @9 4 o,
i + . Have clierits deal with theatems in their in- bagkets. Disctiss thelr actlvmes with them ahd help them mterpret the
| . approprlateness of their declslons and actions and their i |mpact on other workers roles. o ' - h
’ . e @.,-z. , i s a
- A ey Y“" R K:‘-- P . ‘ o « - . -’jj. - ) T ,.
\ ———-—q——h k3 s f“ ° »
5 4R.R. Haccoun, and R. E Campbéll 7?3mmg Methods ang, Interventron Strateq/es Relevant for Work Entrg Problems of Youth p 33.
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) ﬂomment: Although this techque is most effectlve when several clients are given interrelated roles and m-baskets, it may \
o~ . also*be used with individuals. . '

-

-\ - ~' o L
Case Studies o - > - -
Objective:  Help clients consider alternative approaches to solving job adjustment problems, .

Methods: Present written problem descri gtlons to the clients. -Lead a dlscuslon in which clients share thelr ldeas dlscuss
) + w - alternatlve solutions, and try to resolve the problems. .

Pruwde casé studies related to situational prob@ms, persona‘l work habits, problems related to interpersonal relatlons‘\
! \ and response to supervision, or other problems accordlng to' clients’ needs.

Use case stu_dles as a follow-up to other techniques to determine how much clients have retained. ’
b ° A . - & :
. . . AN e ~
_Audiovisuals “ ’ q - ’
™ - & - -~ , d
Objectlve. Audnovnsuals«:an be used to meet a varlety of objectlves in job adjustment counseling. » . -

Methods:  Present fyms, fllmstrlps, shdes, and tape recordlngs related to work adjustment topies on which clients are working.
Many audiovisual materials are commetcially .available on such topics. Examples include the follmeg e -

’ ® ABC's of Getting and Keeping a Job {The Eye Gate House Inc) . . .
o Exploring the World of Work {H. Wilson Corp.) B . * R
. ~® Getting a Job and On. the Job | ducatlonal Design, lnc ) . B <
e Opportunity, (Scl')olastlc Book ervnces) . - . ) ,
‘ ® Roles and Goals (Argus Commumcatlons) o P .
iy o Your First Weak on the Job, You and Your Job' Interwew Trouble at Work, A Job’ That Goes Someplace,and .
. 'Job Huntmg Where to Begin {Guidance Associates). — . i . A B
- In selecting audnovrsuals }or use in job adjustment counseling, study the content carefully for quahty, accuracy; I RS S
approprlateness for the coﬂnsellng objectives and for client comprehension levels, and absence of bias,
Set Up the vnewnng area and equlpment in advan e sure that the followmg arrangements are made°
°® - @ The physical’ settlng is arranged so o that everyone can see and hear! — v '
-+ ® The equipment and materials are’assembled. .. ~ .~ ‘ g ot

® Equlpment is checKed and focused. :
«~ o Filmsor filmstrips are threaded on the projector; slldes or,transparencles are in proper order and. pOSlthl‘l.
Introduce the audiovisual material by stating the ObJECthes raising key points, and deflmng terms. Pace the

materials according to > cliénts’ needs. AP . , - /

P TI 2 -~ .. . ( . . ‘
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3 Follow audiovisual presentations with discussion— - | \ ’
g*‘ ® to summarize the key points,” . . . .
& . ® to help focus the content on specific problems, \ e . )
58 ~ ® to involve the clients actively in interpretation~of the content, and . . . .
H - N -® to obtain feedfack from the clients. ‘ ' .
> Comment: Audiovisual materials such as films, filmgtrips, slides, and recordings are versatile: .
e ) ® They can be used in different settings and with any size of group, : S - ’ -
if - ® If kept in stock, they can beu ith-little notice or preparation and can be chosen to fulfill a variety of .
) purgoses. . e ' . . ] | -
w — ® They require a minimum.of staf¥time.- {“‘s e : : . ( ST - .
3 'Disadvantages are that the learner js in a passive role and that the materials may not be strictly Yelef@nt to each !
client’s counseling needs. Careful selection and the use of follow-up discussions ¢an minimize these disadvantages. T, .
i 't fethods: ° Use audiotapes, videotapes, and closed.c!rcwt telev151qn for microteaching. Have the client give a short presentation ‘
' " or participate in role playing. Record the\ segment and replay it as the client, counselor, and other members of the 7
{A ’ group watch and/or listen to the recording. . ' L -,
L < Conduyct a follow-up discussiof in which the counselor and other clients provide feedback.
R . ! s - - .- - e ; . vt [N e e - ~ VR I R
v Comivient: “Microteachifig can be véry effective because the client receives immediate feedback through watching his or herown ~ v
. = behavior and';rom the discussion that follows, . } . B R |
’ . * Although performing before camera,or microphone can be threatening and depersonalizing to some clients, these I - )
\ : feelings can be minimized by preparing the client for the experience of observing him- or herself. While the i nitial i
cost of such audigvisual materials and equipment is’high, the cost over time is low becayse they can he reused. - =
<o hd : . . ' " INDIVIDUAL ASSISTANCE : ’ < s
PR . . ! : & , ‘ R Y s
Individual assistance, .in the form of counseling or other.services,-also has advantages: : ‘
~~+ & Itcan be tailored exactly to the client’s needs. The content can be individualized on the basis of the client needs ;
assessment and services can be réndered when they are most needed. . P SR
4 -4 e 'The individual cliefit-counselorreldtionship makes possible ongoing asslssment. The counselor can judge more easily. .4
" R " the effect of strategies being tised and, the need. for alternatives.. - . I S .
‘ . \ A B v . I £V . ‘o ’ — . " \ - *
» \ A ’ o ) o ! : ) ’ N N | " " ’ " * ﬁ? ?
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' -1'Several individual counseling practices are described below.

Intervention or Advocacy :
ébjective: Assist the client who finds hind- or heréelf in an on-the-job crisis due to job 'ac’ijustment problems.

. . 'Comment: Sometimes a job adjustment problem results in a crisis—the %is fired, is under threat of being fired, quits, or is
v about to quit—before theicounselor learn's about the situation.\dnder these circumstances, the counselor may decide
to iritgrvene. Intervention is easiést when'an ongoing dialogue has been maintained with the:employer.

«..Methods:  Talk to the employer and the client and determine the nature of the problem and any underlyiitg causes. Decide on
- the best course of action. For example, courses of action might include the following:
¢ Talking to the employer on behalf of the client T : N
® Getting the client to.stay on thejob - ..** - .
. . ® Counseling'the client on copirig with job stresses .
. ® .Getting the em;’%loyer to modify a stressful situation *
A ® Referring.the client for needed outside services'® ‘ '

i

LS

-
I

. Individual Counseling

B ﬁy’?"t; ™ . ' . — . ' . . . . .
’ '*dbjectlve: Help the client to deal with adjustment problems on the job and to develop coping skills that will help him or her
L P handie future oh-the-job problems without assistanje. R . . \ ) ;
Methods:  Proyide counseling en a one-to-one basis to help the'client deal with specific work a&jystmént problems he or she is ‘
L . ﬁaving; P,royiqq counseling early, at the first sign of a-potential adjustment problem. fn many cases this-makes it

Eza N

possible to avert a-problem rather than to fbmiedy it, ,%Eﬁi’ay be too late tp solve a problem through'counseling after -
-a'potential-problern-has escalated-into an on-the:job cla8h.) : ‘

: W% Comment: I.rygii;iidua‘l‘cot,‘inééling“is gxpgnsivél;ig, terms of counselor-client ratio. But it.is frequently more efficient than gfoup
: s, 'cgghselipg‘becausezoftenathe problem can be identified quickly and resolved. .-

t

SRS R . - . .. \ -‘ - ’ ,
' Dialogué with Employer P - . . o
. Objective: Aﬁtjgigéfg%pteqtial on;tﬁe-job'adjdstment problems. : AT T

a . s N X . . . . ° N v . .
Methods:*~Stay in touch with. clients’ employers in order to keep informed about the clients’ job adjustment. Ask specific
ol , questions about how ew workers are getting along. When possible adjustment problems are identified, offer -

. counseling services before problems become tritital.
. T e . . A - » ”
- .~ 4 ' - v . ' .. . . :
e 18 Additiopal discussion of advocacy is Tresent'ed in Gordon and Erfurt, Placement and After, p. 119 ff. ( /
h . - - e i\ . . - ) i i
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Objective:  Enable clients to develop more acceptable work habits and behaviors. . A

Methods: Providea model, someone who is perceived by the client as being competent and to whom the client can relate.

Have the model perform a task as the client observes. Then have the client duplicate the task, repeating ituntil . -
successful. Reward correct performance. . o

Comment: - Modeling may bé'apprbpriate for §dch cbunseling topics as personal work ﬁabits, proper use of language and depdrt; .,
ment on the.job, and responses to supervision. 1t is less appropriate for situational adjustmentproblems because
“correctly”” modeled behaviors are difficult to transfer from one situation™to another, .

. ¥ . R -
Modeling is also called ““observation learning,” “imitation identification,” “'social learning,” and “vicarious learning.”

. s

- - “

3 gxpiommry Experience or “Shadowing™
R s, - . .o . oo ] . «
Objective:. Help clié?i%ﬁ,ﬁge\‘/elop 4 more realistic view of job situations. : o
Methods:  Place the client with a workér on a jobf in the client’s intendeg occupational area. Let theplient observe a typical
. work day and “get a feel for” the work environment. - Co ‘ . v

Use shadowing for clients who have been identified during training as having strong potential fdr”pfoblems related to -
job environment, or,who have no experignce whatsoever with work environments.

' Programmed or C‘qmpqter Aided Instruction (Pl or CAl} . . )

- Objective: Provide clienits with information on aspects of job adjustment. _ _ ST

=

7

5
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M@iﬁads: .Use'a Pleor CAl‘éystem to preséht.ihfdrmqtion on job adjustment topics. In these systems, small increments-of
' ' material are presented in logi;’:al*s\gquence\ to the learner-and a question is dsked. 1f'the )éarner’s response is correct,
'“newmaterial'is presented. |f'wrong, the material is repeated. ' .

Comment: Pr“éérér‘ﬁm:e'&:bg’é@ﬁguter aided;instryction is available in.several forms: programmed texts, piecemeal program
" “ materials, teaching machines that ag:c,brrimo’date one client t ata time, and computer programs that can accommodate

PRI LTS

.many clientsatonce, - ., - (Y :
- The two. most

2

’ D mosticommon typesof programmed instruction are linear and branching. In the linear type of Pl,.material -
-is‘pre:é;bﬁtéij;iﬁ;di‘Qef:of‘iricrga‘sihgj’gjjfii:i},[ty. The sequence;is, the same for all users: ‘the material at each levekmust
be learned before the néXt\i‘éi’/_éﬁéf’,ffiga”taé;ri\al is'presented. . - . ‘ PRI o
In the branching type, more than orie sequence is possible. Each client follows the sequence determined by his or
» hier responses. The learrier who gives a cofrect answer may be “’branched” to a deeper exploration of the material,
" be:permitted to.skip sonfe inf@rﬁ%éfibq, or. be given’information on- the next topic.” = . . ~
S s BT e She BN @F T . . . : .
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permats

CAl and Pl technlques are useful only when there is a definite content with "rught answers" to be learned. This
may ImLt its applmbmty for some areas of job: -adjustment counseling: °

: Pl seéms more efflclent when speclflc learning criteria or goals are set. Unfortunately setting up
( - specific criteria for. problems such as “adjustment to peers and supervision” is a difficult task
o Msmbecau% the criteria are often sitiiation-determined. However, when (and if) these criteria are _
no , RS specufred,,the posltlve experuence with Pl might be lndlcatlve of its future usefulness as an mter . .
) _ '.ﬂ ventuon sqgmw ) =

Motlvatron may be greatest with people who prefer to learn-information systematrcally '

S »W
i Although mitlal cost is very hrgh Pland. CAl systems are |nexpens|ve to use. . . =

S i Objectuve. Help the client gam*access to infémétion related to job adjustment. . 7. o - R |
si@%” “ Methods‘ ’ Provude readlng inatenals or lists of such materrals, from whlch the cluent can Iearn appropriate behawor patterns. ‘ N
*&% Ak T s . Examples include the followmg - R IR
% : ‘ E“‘”rkt_, _.'q"a Warnan Needs to Know to Get Paid What She s Worth (Bantam Books) o~ B
; . 'How:to Get any Hold'ihe nght Job (U S. Govern ment Printing Office) '

©:*How to:Kesp:Your Job: Poster.Series” (J; WestonWalchPublishers) . .o

& .Siucceeding int the World:of Work: “(McKnight: Publushl g:Co.). - e :

;Sucge”gymg on’'the Job: Self -Study, Gurde for .Students (Card Set) Unterstate Prmters and’ Publushers) v
ng.Woman s‘Gg‘ldep He, .[ob Ry (U S.)Government ‘Printing Offuce) | '
ovrde onrecommend,,l:e sure that- LT

‘ hg rd:to; read that are’ presented in a style to Whlch the chent does not relate or that can't be
S e;«d s

ing. one . or gomg across %town to. get them are not Ilkely to be effectlve tools for jOb

mg’leammg acq ‘lred by other methods. , v
nformatron to@clrents who.can‘t pal’tICIinn other training. - C
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Objective: Help the' client avoid a particular adjustment prbblem fS‘)r which a potential has been noted in the client &3d which
. has not been alleviated in other ways.

Comment:* Occasionally an instructor or counselor, by watching a client’s behavior in the prdgram,'willa fipd an area of employ-
ment to which the client is likely to have troubl®djusting (for example, personal grooming standards or strict
regimentation). If the client’s attitudes or behaviors cannot be changed sufficiently, or if employmenttis needed

before change can take Place, it may Be helpful to use selective platement.

. . »>.
Methods:  Refer the client to employment situations where the adjustment problem is not likely to arise. Continue to work
with the client in other ways to alleviat&the adjustment problem after placement. )

Réferral . ' > . ' o

e > =

Objective:  Assist the client in obtaining outside assistance with job adjustment problems. a

Methods:  When personal, family, or other non-job-related préblé@s‘nmﬁqd,e the client’s ad]ustmént to it may be /
appropriate to refer the client to outside services (for example, child care, legal, or mental €alth services) for
assistance with the problety. This practice is described in Chapter 6. : ) :

B

3 &
e s
S (S
N T T P




St AR - - R S R S Rt S ¢
T L . B LR - o N v~ ©UN S s B AAD mte irtn ha v o ek grg AADE LAl 195 g, e AL NESTW o premracary —
F, 7 R : I N 2 U e T T S U M S e EROS A VIR e JA I B 0 - 2 ey
¥ ; . 3 ; o A t BTG i i S R R
S DR Y] . - B - ~ . N BN . - v «, RN
” . : - O o R 3
AR — . , P v, TN ‘
) - s LYY M .
. P . . v . . w5 R "~ .
: y . . ! . . . e B
> . < - N -
. . . N .
< A 1® . 4 " - . hd |
- . . f -
. . - . . . L] .
. ¢ : M . 7
v - ~
» M M - -
- . - N N .
. . { .o 3 . -
® < - " *

.
) 0 . : o -
- .: > v . ’
w . o 1 c s
3 . - »
; . - .. e
- . - -
- . L] =t R g |
. « -3
; e . , - .
- .
] . . ) 7 ‘
- . . . N . i.- - -
\ N/ /]
. e
‘ T
’ M N
t - .
% u/
. ? .
[ . « P i
o ol
. . =
;e [ y
v
: oo
3
¥
- s
: “ NN
LI . » )
S ¥
. . R
BT . ‘ ,
R [ .
B - A
- £
: s
B z
. ]
b -~ h
’ . " - 5
i ‘ - hd
<" . .
S

ik

¥ e
X
o

28

-
RS

s
8

5

wh
e

BN . *
<. ey
o - ¥
. - . g
L., %«ﬂwf.
- . ’ . ww%%
2 ) o <
f
. . P &4
P, £
ST -
{ohd . LI J
. ’
B o '
e .
RN - .
Sl
.w‘mm ) - 1 - .
I . . -

s

2
A

23

35
o
3
* %
..m, 5
Gy
& Ly
453
i
. M
‘ 5
! H
B .r
» L .
¢
"
.
e .
. 1 B EA N . G A el
v - z > PNy
A Y NPT
s S ~ LA L BT 5
Mvw.»ﬁ,.ﬁ . R Kt R hm.‘_,,um..mswya ERCARS 3
“N > SRS INY 7 B TR T aef it S e
i st v v o & 4 Bl I3 T g R MO, i, 5
: ; LR 0%

£
o4

ot
et

SN 3
ok 3 A0
A AT
S

ey, e S Y
S ey L
e R
i.«eﬁm&&mkﬂ i S .ﬂm.«i%@ﬁmm

,
KA IR b
R, S By OIS

SR e e

SARE DY D

;vsg
&
oy 3 ; i o AT
\M&@v{wg% . e e o W%ﬂm,
Lo e oD S 5 A B
e MR e ﬁw&% et

DR, JHGH RSMGRS



- )

. K < | N E . =
" Whatls ane?. Career planning and tratning.assistance helps clients identify arid pursue their career goals. The service is .

provided to clie'p'ts who, after the employment and training program—

® have not chosen careers, ° ._ \
® have careers and wish to maintain them or progress in them, or -

T ® have careers and wish to change to other careers, . " . ) P ‘
< B . . B , * . [« P .
How Is’it Done? There are two aspects of career planning and training assistance: career planning assistance and referral. to a\\) " - :
education and trajning:;programs. Suggested practices for use in these two areas of assistance are described in this chapter. o - \
f ‘e . . A ks . ’ \
~ Career-Planning Assistance ' - ' ) )

LR t . . . . ) K . ‘ .

. Clients who complete employment and training programs often start ih—entry-]evel jobs. These jobs seldom offer long-range
. Career opportunities without further. planning and, possibly, training. The aim of. career planning assistance is to help clients. . .
improve.present career paths or chogse new ones that fit their skills, interests, and occupational.aspirations. L N
‘As;giszandéa‘,‘w’rihjé‘éfeef”ﬁlanning,can,’bg'seen as a counseling functidn. Like job adjustment counseling, it can be provided on :
- agroupor individual -basis. When it is deli¥ered in a group setting, each client receives assistance according to his/her individual . ¥ '
2 needs, T o . LT . N -
A“ '(" , : k. J ]

.

’

s
i &

e e e T : -
; ~L - Client Assessment = . DT : ‘ .
o RN v v e

K
5

USETIK
:’%j“_ %
i

* Objective: = Obtain infofmation about the client,that will help him/her to make-career plans and decisions that will be
PR A‘s‘pg“rgo@llyjs‘atisfying.,v' S K ' . » ’ ’

i TP S - '« S e TA Lot s Lo K e e ’ R ‘ - . '
e . ‘Methods:*  Review the cliént’s records to learn relévant facts in his/her training and work history. Look for such information .

o

et i
E . . asth

o

g IR o"-Original:goal an’dsﬁgteg@outhned ir:i'tﬁe‘Employability Development Plan or other planning records
S o e Trail ograms completed S L Iz ' - :

o

A A e -

. TR AL Ty ol . .
i : : mployment history::¢:- <o .. L o 7 . J i
R ~ 4 Vvoir’l_ge);gxl_g_téd strengths'and weaknesses (skills, abilities, aptitudes, limitations, and so onj, . v . o
R . - - ® Indications of work-related problems, either.during training or on the job (behavior problems, abserieeism, / .
= o e w dnterpersonaldifficulties,orothers) - . . . g oL . o K C
; - pod ‘ ’ R e '}‘&4. o M o ‘,‘\, : -7 - ‘ , ‘A : : ~ ;
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Interview the client to obtain additional information about such factors as'the followung .

® Interests .- .
Tentative short- and Jong-range goals ' - ;
Work-related*attitudes (e.g., about supervision, coworkers, and followmg rules) - ' ' "
LiKes and dislikes related to work . ¥ T

. Priorities for wark satﬁlsfaction and rewards (e.g., earnings, job security, challenge, or interpersonal harmony) .

"Awareness and sense of realitwabout the world of work - S - o
Observe the client.in different situations (one-to~ohe, small group, large /group) to gain in‘formation about the

. ® O .00

.

followmg A

. .
* . ’ o . L

. Interpersonal sktlls ' . e R o : ot

‘» Preferences for leader roles vs. g_lower roles \ L : £ . ' C

® Apparent attitudes toward ‘authority; | peers, persons of dlfferent cultural ¥thnic, sex, or age groups;and . ' T : ‘
- gher job-related areas: - .o » | "

[ rsonaluty tendenc|es {e.g.; shy, outgomg, assertive, trusting, guarded) that may affect-career planning . PR

a3 e S

Admimster ass&sment devuces, such as the following; to Relp the client learn: more about him/herself: &

lnterest mventoraes and checklls'cs s ) * . - . "_

Occupatnonal preference and goal mventones ) 3
» - Aptittde and. achuevement tests B ) B <. -
Manipulatrve skil.tests T e _— .o .
Revuew f’ndmgs and oﬁservatrons wuth the cllent. DiScuss their |mpl|cat|ons for career planmng ‘For example, ifa
cllent ha been dlssatlsfled wuth pnor career experlences do the fi qdmgs md‘ tzte wha(t‘ work settmgs might be more™
Y +
o R
N ! T
Y faudlovnsual career mformatlon materlals for the cllent\to use m career planmng lnclude the
ngl 'formatlon gbout a,varlety of -careers: L 8
BT Y a v i Lo e j-"‘;:‘z
Ry . ‘ - » - . '":;é
X s'an n © t ’ l‘ * . 7’ ) : .
equrred skllls and attrlbutes (manual dexterity, good vision, and 50 on).: - . 1

and tramlng’requu'ements (type content length, apd so on)

\"‘"
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Comments:

e GareerAwareness Health Care (AIMS lnstructiohal Media Sewices)a(film)

o Other prerequisues_(e g., experience, license, certification, union or professional group membership)
. Equipment u used _ ’

,,,,,, T3 : .

_ & Degree of supervisory responsibility . . :
o Type of Supervision received - .

“**“When selecting career-information materials, be sure the materials are—

e aécurate, up-to-date, and-thorough;
¢ appealing to the intended users;

"o usable by the clients {check reading lével, complexity, and other factors that would affect suitability for
clients with handicaps), and

A bias-free not degrading or excluding any group or casting them in stereotypic. roles, Y

Examples of useful printed materials include the folloiﬁiﬁg

- Career Index (Chronicle GUidancé Publications) ! ' <

Dictionary of Occupatiorigl_Titles (U.S. Department-of-Labor) : . ’

Encyclopedia of Caréers and Vocational Guidance (Doubleday and Co.) .

Guide for Occupational Exploration (U.S. Department of Labor)

- Guide to Local Occupatidnal Information (U.S. Department of Labor)

‘New Career Options For Women (HumanSciences Press) .

Occupational Outlook Handbook (U.S. Department-of Labor):

Commercially published books on specific careers (These often have titles that begin A Career In .. .
So-YouWantto Bea..., or similarly. Many career publications can be found in libraries under “careers”

e and "occupations.") e

R :0 Career 1 magazines, such as Career World, OccupationaI%ok Ouarter/y, and others

Examples of audiowsgal career materials (films filmstrips slide-fape presentations audiotapes, and Videotapes)
include the followmg

o Careér Opportumties in Retailing:(AIMS’ lnstructiOnal Media Services) (film) - -
® Careéis: Making a:Choice.(Sunburst Films) (film)Z ) _ '
. Electronics {Association Films) (cassette videotape) . .- L

h A .

e Jobsm the City: Construct/on {Centron Corp.)~(fi lm). ST
X People Who Fix' Fhings s (Churchill Films) .(film).> : g C -
o People WhOﬁWork*mrManufacfurmy,(Columbia Broadcasting System) (film) '

® Running Great' Careers /n Auto Service* (Chrysler Corp.) Tcassette Videotape)

LA
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Methods:  Locate cufrent printed and audjdvisual career information on specific topics through-such sources as the following:
' ® Career Education Resource Guide (Career Education Resources, Michigan State:University)
® Counselor’s Information Service (B’nai B'rith Career and Counseling Services)
® Educational Film Locator (R.R. Bowker Co.) L ‘

® Educators’ Guide to Free Films and Educators’ Guide to Free Guidance Materials (Educators Progress Service, Inc.)
| ® Products Catalog (National Center for Research in Vocational Education; The Ohio State University) .

. ® Vocational Guidance Quarterly (National Vocational Guidance Association) .
' A Reference List of Audiovisual Materials Produced by the United States Government (General Services

I ;- Administration} o . } . ) ) n
3 Tminih:g:lj'ilm Profiles {Olympic’Media Information) ‘. ] B

Comments: There is a wealth of career information’auailable. It'is most cost effective to make use of an existing collection—at a

. state library, public library, or even an established career counseling service in apother agency with which a cooperative
relationship can be set up. ‘ s

If your fé!loigv-mroﬁgh program wglLbe setting up its own collection of career materials, the best place to start is
» probably at'a library, where you-can find catalogs, bibliograghies, addreggw of publishers, and other sources; Jearn .
o -dbout mailing lists and sourcesof free information; and evaluate materiais for yourself,

. Mﬁan)} audiovisual ﬁ\ate}ials can be bought, rented, or borrowed from libraries or ‘state departments of vocational - .
.. education. Although buying audiovisuals (and perhape the equipment to run them} is costly, they can be reused

~ ‘indefinitely and with little preparation or lead time. - e

T Videotapes and audiotapes of interviews with workers cafi be made by program staff and then kept on filé for use
2l s intheprogram. - L o ,,

L g
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- Methods: ‘Conduct lectiires or discussions on career opportunitiés'in specific fields¥#Better yet, have workers from business :
' . -andindustry. gtailliéa«?QUtjthe fields in' which-they.are working. 1 ’ e
T R S S P T E U - ' L
‘Arrange for individual.clients to “shadow” a.worker:in a specific job in which they are,interested. Observinga™ - .-
- -worker’ fora.whole:day:can give the cl ient a realistic-"*feel”” for the work environment, -

-Conduct field trips to busingsses and m%_ys’;nqs in which clients have an interest. Before the field trip, help the
clients develop a list of things to look:for and questions to ask. ,

B

he business or industry by oiher_

% *Comment Field ’ft‘rip;éir‘e‘mosi‘ef’fectﬁ/e when the clients have first learned something about t
e EE means. - " .0 - oo . e e L s
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_ vDecismn-Makmg Instructlon

Objectlve. Help cllents develop the sklrs they need to make mdependent decisions about their careers,

y be unprepared to solve problems
mdependently because they fack a systematic process for doing'so. They ay want 0 depeﬁ?l on the counselor *

to make decisjons for them, A | person who is not involved in. makin g,hls er own career declslons is not likely to .
_ develop a strong sense of commltment to pursuing the outcomes of those'decisions. \)
Methods; Explaln a problem-solving process, such as that described on’ ‘the following pages. Hel cllent t apply the steps v L
"o “to his/her own career problem. Encouragea sense of responslblhty for:the decrslons made. )

o ¥

%%_ ., . Commer’lts' *Career decision making is basically : a problem~solvmg process. Many client

|- -

oy
i

v

-
.

\JROBLEM-SOLVING STEPS . Ty N
’ 1. De lne the problem. Thls is a matter of stating the problem cIearly and conclsely For most clients, the problem i is to identify

- - p- - - - -arealistic ,career goal: and a'planof action to “achieve that goal. A realistic goal is.oné that will satisfy the client and that
- 1) is achlevable o . . - .

: \
2. Identlfy relevant factors. What factors wrll theclient need to conslder in maklng the dECISIOD? These may include such

6:;: rrINr
7
B

G .. Tactorsas the following: .
R : ) ..e Orlgmal goals, as reflected in the Employablllty Developmen‘t Plan -, . ' X .
w5 0.7 7w - Reasonsfor’seeKing career.change © . , : i vow
0 SR o Priorities in- relation tojob satisfaction oL o g .« : -
f:f%éﬂ A G - 0 Résources (tlme an"é money) avallable for pursunng goals . T . % o
& RO . . : ‘
& 3. Gather needed mformat/‘on.. In this’ step, |nformat|on from the client assessment and career information steps should be used.
""" ~ Qther: mformatlon may: also be’ needed—f r example ona specrflc career or tralmng program, on flnancral asslstance, or on RN
i P employment outlook ln«the local area..w S . s i S .
¥ .;\ : . s i 2 I * t ) . .}@7}\ ‘,:;\1
%f*ifé.; e S I X stthe cllent gathersmformatlon about the problem, he/she wrll be thmkmg about possrble _ «
LT ,&%soluturonﬂs* ’Most‘people do isgra ually, as they gét the |nformation 'NQqt as a separate step. Itis a matter of integrating '\ -
b - cthe'facts ng: ptlons. For a client who'has very little |dea of what he/she wants to do, it can be a complex a5
£ process For'those»who;have dlrectlons |n mmd and srmply want to refme th‘ﬁmcit may be-fairly. slmple.
r - -
. 5 Se/ecta tentatrvesolut/on. Thls step |s the.outcome of tl'fe thinking. tﬁat wention in step 4. Ideally, the solutron should be L
el . S | set of short~and long-range goals that are achlevable and that will take the client where he/she Wants to go. It is important A
A to encourage the cllent to set goals in such a way that he/she keeps optlons open. That |s, short-range goals should be steps’ / R
SRR < ,:,A, L . ! S - . e - L
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6. Evaluate the‘so{q?ibn. This step may simply be @ matter of reviewing the plans and expected outcomes in regard to needs_
™ and'wants, resgurces and other factors. Whenéver possible, oné of the best ways 1o test out a solution is to usé a practice
situation. Int ;&ggips, part-time jobs, volunteer work, visits to business or industry, and similar experiences can allow the
~cliept to "tFygﬁ,p"’"some aspects of the planned career. However, many clients do not have the luxury of time or money with
which to experiment. The most practical method in some cases is just to begirithé edueation or training and be alert to"
' opportunitieigfg learn more about the career area. For example, the client may come into tontact with workers (perhaps

instructors) fromWhHomthey can learn more about day-to-day aspects of zhe job. =
i i v e ' . oo & .- -
7. Take action. A pljé‘ﬁfjs?%f little use until it is put into effect. The first step may be to gnroll ina prograrh. Or there may be
intermediate steps, $uch as improving basic-skills in order to qualify for enrollment,getting a part-time job in order to be

able:to afford training, or other steps. Very often, your help with the first action step wAll enable the client to “‘get the ball

Ve T *

= rolling” so that he/she can'keep it going. - .~ L
e g - P T : ' .
Career Planning .C‘od‘iisgz'ipg T . AN , .o .

j \"f.' ' . .' ! ' ’ ) e
irected career identity. . .

.

-
. M .

fx - U - 9 >
Objective:  Help the client develop and accept a-self-d .

Comlments:. A client th"retu!ns to the program because of disisati_gtaction with present or past jobs ﬁia}/ néthave a sense of

o N

.. . . control oyer future career directions. In addition to career information and decision:making skills, the client-may *

need to.develop:a broader sense of “career”: not just a series of jobs, hut a. path leading somewhere, which he/she
“ can' éonsciously direct. Fhe'counselor may need to help the client take charge of his/her career by helping the client

DA

4 L to develop confidence in‘his/her pagag;ty’to make decisions and commitmients and follow through ‘on them.
-ty R - ' R -1”_‘%@',:}& *?"ba».;: v N MY . ° . .

:Méth_ods_: ~ Career .‘planning odu‘risel,ingima\yv be quite simijlar to job adjustment counsaling (see Chapter 4). Guidance shouid be
provided individually, in rés‘};’;gp’ég to identified needs. Some group guidance qctivities may also contribifte to the
. development of career identity. =~ > ' : . e .

.

* e - :
- .

~

‘ co ;_j' % L .‘ . A . . l ° .¢ '-'. - ..
- Referral to.Community Setvices for . - o : S g .o
- ‘Career Planning Assistance . -~ - oo TR : v
. oo ‘. - : . . ’. ) ] P s - ) N o )
‘Objective: ‘He’lp’glien‘ts obtain additional career planmpg assistancg'when their needs cannot be met fully by the follow-through -
SR ~'program. - *- . ' . TN . ’ -

RN

Réferlcliéﬁfs: to communits; services that provide career planning assistance. Although this will vary among
- communities,.such services are-typically offered by, the following soarces: : =

[ “ N . . ‘ _ -

Y,

that can lead in more than one direction. This makes it possible for the client to change plaris later;without having wasted \
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¢ Four-year colleges and universities . T /

® *Community and junior collegés and technical schools ‘

. ® Private grotips and agencies (e.g., religious groups, support groups for women and other minorities, and
private counseling services) T

.

. ®-Gavernment agenei _ i =
® Adult education p(%rams e .
® Company personnefl offices _ . . . g
Locate additional sources of assistance through such resources as the following: K

¢ The National Center for Educational Brokering, 405 Oak Street, Syracuse, New York 13203
- (This center publishes a national directory of career planning services.)

® Locally compiled directories of services
® State'departments of guidange

.o . , Ao~ . - i

Y ’ i’
, ’ ’:f:%» REFERRI_\]_._TO EDUCATION AND TRAINING PROGRAMS

@

o .. RPN ’
The purpose.of referral is to link clients with prograrns that can help them achieve their career goals. For a client who has
-received career planning assistance in the follo%—through program, this is a natural outgrowth—the action step—of the career
decision-making process. A client who comes to the program with a career 4goal already set may not need career planning

assistance. But he/she may need some of the information he/she wquld Have gotten in tha'g process, This can easily be incorporated -

S

into the referral-process, = - .

. 'Matching Education/TiB}ning Needs A ) ' . -
_ with Available Programs . - v . .. i -~ T
Ob}ective; Prebare the clientto select an education or training program thrqugh‘which he/she can pursue short- or long-ran#e
" care€r goals. ‘ ’ . " .

) Method§: / After the client has decided upon a career goal, assist the client in idéntifying short- and long-term education énd

= training-needs to pursue those goals. (A élient who has received career planning assistance in the program may well
. have comp!eted this step in developing a career plan.) . .

Identii‘y,organizaj:ions and institutions that offer the needed education or_iraining,,,suqh as the following:

. [z

S . @ Private schools . - . .

. - . e"Areavocational-technical schools .

Lo .® Technical institutes " . R . ‘ . i .
o ® Business and trade schools A )
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0-'l’ndustry Sponsored Valmng programs | . .

. Govemment-sponsored training programs (CETA Job Corps, and others) Y
tCommumty colléges o .
. .® ‘Four-year colleges and universities ' - N
& Adult basic edication programs through publlc schools . P . e
_ se. Correspondenoe courses’ : o ‘
e 2 Apprenticeshup programs . : ‘ .

3 ‘:On-the«job.tralmng programs of mdwudual employers ¢ ’ -
: ~-:~Mtlltary servuces L. R . . -

Use local sources of mformatlon about training opportumtles such as telephone directories and newspapers.
Use national dlrectorles and -guides, such as the following, to identify programs in the areajof the client’s needs.

® American Traa'e Schools Directory. (Croner Publications, Inc.) QA
° Barron (] Gurde to: Two-Year Colleges (College Dlwslon ‘Barron’s Educational Serres lnc )
L Commumty, ]umor and Techmca/ College D:reotory (Amerlcan Association of Commumty and Junior Colleges)
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. andtha that hig/she can a apply’ y it't6 his/her own career plans. . -

.. D:rectory of i Postsecondary Schools with Occupational Programs (Natlonal Center for Educatronal Statlstrcs)
° ;oy ’oys Career. and Vacatlona/ School Guide (Simon and Schuster):

Help_the:client obtain catalogs, pamphlets and brochures about programs that are of interest. lnformatron should
" include thi; followung .

@ Entranoe requlrements (tests prerequisites, mlmﬁ\um grade point average, previous tramlng, and so on)
.. Tramlng ‘of-tuition‘fees and related costs (lab fees, books, and so on)

‘,.,o FJnancual-*érd posslblllties (loans work—study arrangements, grants; and scholarships)

.- Course requurements fora partlcular degree certrfrcate or license

' offermgs R g - T

< . o .

’.-r

e Deadlmes nd. procedures for submlttlng appllcatlons s,
Set up an mtervuew with an admlssuons counselor if necessary, for the client to obtain additional mformatron
Assist*thecluent in gs;ﬁr;g the 1nformat|on 1o’ meet*hrs/her needs——that is, be sdi" the client t understands the information

Whereédi'ff,eij'e‘nt”ty f tralry_gg;are avarlable in. thechosen field. (for example, apprentlceshlp, vocational school,
and- communlty collegel, assist the cllent in reviewing and ‘comparing the different prograris. Review prerequisites,
, content, tralnmg time, type 6f lnsn'u ion, training outcomes,.cost,.and other factors to determine the type of

L traming tﬁat best: meetscareer goalsh d'*hdwudual needs. : ~ .
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Linkage With Education/Training Programs . @ . , ) .
Objective:  Establish contact'between the program and the client to. help clients in program selection. ¢

. | . W
i‘eghqu: Invite education/training representatives to visit your program and explain ‘thétr offerings, services, procedures,

and other aspects.of their programs. -(This may be.most appropriate-when mote than one client has an interest in a
_particular institution.) - ° ' .

Encourage or arrangé‘for clients to visit train!i_ng or education programs to get a firsthand look at what they have to
offer. Help clients find:out about group or individual tours and consultations;,

Enlist the help of a former client who is enrolled in the progragn. Arrange for the student to _show‘,the client around
.and discuss his/her. dwn experiences in the education/training program. ’ . - :

- ¢ . .

Enrollment Assistante . B

- -

' Objectivgf Help the client enroll in a program that will help him[h‘ér achieve identified career goals.

‘Methods:  Assist the client, as necessary, in corﬁpleting enrollment procedures. Tﬁia..may involve &ny or all of the following

kinds of activities: ‘ \ . ‘
® " Contact the admissions staff of the program. _ , . ,
. Determine procedures for application for enrollment. C -
® Set upan-admissions interview for the client.  ~ ° : .
. ® Assist the client with filling out applications and completing other enrdliment procedures (:e.cheduling tests,
obtaining records, and'so on)., - < -

Put:;he'client in touch with a counselor or advisor in the education/training program to be sure the client

receives any help he/gl_;% will need with selecting and scheduling clasges, combining class schedules with
‘employment, and so 0h% . K '

® Help the client solve related problems that might hinder Success in the program (for example, a need for

. B 4

- financial assistance, child care,.trapsportation to and_ from classes or training site, or help with other

=k -arrangements). -In"many cases; referral ‘to'dutside soirces of assistarice will be appropriate {see Chaptet 6).
Comments: While clients should be encouragéd to take respohsjbility,for their own career plans and to carry out these tasks on
their own, some clients need help getting over the initial barriers. If it appears that assistance at this point will
contribute to the client’s self-confidence and sense of independence{ir') the long run, then it is wise to give that

. assistance. : : , _
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~ ~. What Is Done? Reféral to support services is provided to clients who need 'help with personal problems that may interfere
_with their job success. For example, legal problems, economic needs, and lack of child care or transportation may affect a

_ client’s potential.career success. Many such problems are outside the scope of a follow-through program. But, for the program
~genuinely to “follow through*’ with a client, these problems must be addressed.” . -

.&-— ’ v ~

How Is It Done? ‘Th'e follow-through staff can ‘aésist cliénts by hel;;ing them— |

® to identify personal prbblems that may affect their ability to succeed in trainirig or on the job,
® to locate sources of assistance, and

v, ® to get in touch with thqse sources in order to obtain the help they need. ' ' o
' Suggested practices for referring clients to.support services are describédsin th% chapter.
N N R . > o, - . -
: g o ’
: "« IDENTIFYING PROBLEMS AND SOURCES OF ASSISTANCE P
Problem Identification » ' ' - ) .

4 Objective; Help the ¢lient to re_co-gnize personal problems that may affect success on the job or in training and to understand
their relationship to career success. :

Methods:  During individual or group coynseling, be alert for signs of outside 'problims that could hamper job success. For i
example, absenteeism, signs of chemical abuse, unstable emotional behavior, or comments about child care or other
. /famﬂy problems may indicate underlying problems.

Discuss with the client the rlature and extent of the problem and its potential effect .on employment. 4

Comments: Many different kinds of problems_can affect clierts’ success on the job or in training. The following are examples
of areas in which you might identify problems: ‘ . ‘ .
¢ Childtare - ) : . ~ C

® Chemical abuse ' | . a
® Physical and'sensory handicaps . s * :

® Mental healthand retardation . i ) ’ ‘

® Physical health ' ' ' .

®_Transportation ) ' ot v

® | egaltproblems )
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.~-e Econgimic problems: need for budget counseling, financial assistance, housing, emergency assistance,
~wax - food, clothing - » : - . ' . =
¢ Minority/ethnic group status - © *-~ | | b . R
e Prison record - : ' - N .o Vel
£ . Basic skills acquisition T o \ PR I * o
x + .. 1 e Family intergction C - . B ' g
5 ; ' v @ Miscellaneous personal problems :
E; . \-‘ * o Personal apdfdpmestig. prohlems can be a very sensitive area far many.clients, The more persondl the problem, the . - |. ' - ‘
o i less inclined the client may be to acknowledge or talk about it, Extreme care must be used in bringing up such N -
%ﬁ% e N ., Problems. “It'is.importarit that any ‘discussion center on how the problem may affect employment and career s{,ucce&s. y
:E‘g ; " “: T“:‘“ o : i 4 ( N - ) ‘v : > . fo'
- . Identification of Sources of Assistance . . , . . ‘ 33
1 Objective: Loca(e resources in'the commuhity that can help ijge client with specific problems. R .
i ‘Methods:  Use a'local community services:directory, if available, to identify agencies that can help with specific problems. . .
il "+ Usethe Yellow Pages of the telephone directory to identify'additional local resources. Many can be found uder ‘ ;_;
1 ““Social Serviee Organizations” or “Human Services Organizations, ” Some are also listed under specific problem ~ ° -
.- areas—for example, *'Drug Abuse and Addiction,” “Alcoholism,” and “Day Nurseries and Child Care.”’ T
. s - Contactsuch sources as the following to learn more abouit services in your local area: 17 . - b
1 o .Community action agencies - ooy , ‘ ~ ‘ : i
1 {These-may inglude groups focusing.on clientele identified by race ethnicity, or other characteristics; multi” N
: purpose antipoverty:agencies, development corporations, and coopeératives; and private groups focusing on oo
: problems of-thé disadvantaged. Examplés include;Urban-League, NAACP, Service- Employment Redevelopment , .
i . (SER);’Néﬁbri%lﬁrbaﬂndian-Cou‘ncil;Co‘anil,of Senior-Citizens, National Displaced Homemaker Alliance, : %Y
e : Economic Opportunity Commissions, and many others.) o
¥ ER - ® Comimunity information reference services e, / <
e ¢ ‘Chamber of-commerce -~ g
.. ... . e Employment Service offices v ) - .
2 LML e UnitedWayr. . .. 1 - : : I :
" ® Religiousgroups -, - e ' ] B .
- ¢ Staté, county, and city departments of tiealth, mentat heatth, education, special education, welfare, and others |,
. * "' e'SmallBusiness Administration S - R
© . 7 Office of Civil'Rights | S . ' . .
. hd Yy - * 3

1

1‘7'Fo,r ‘more infofmation onicdn!munity,-ba‘sed organizations, see Lucille Cam“pbélf-Thrane and Jessica Jo Jahnke, Building Partnerships, CBOs . .. /
CETA...VocEd, . . . ' : .. T
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e ‘State sex equity coordinator
e American Red Cross !
Rehabilitation Services offices
Veterans Administration
YMCA and YWCA o
e Administration on Aging -y
. Obtain information about each source of assistance, including the'fqllowing:

. .——@_Narne, address, telephone number, and contact person
e Toll-fres numbers, after-hours humbers, and hotlines
® Services provided” ) .
" . ® Clientele served and eligibility requirements
® Hours of service, access procedures, and emergency procedures
® Cost of services, if any c L ' ,
Set up a filing system for information oh sources of assistance. Organize the information so that it can be retrieved
by agency name or by type of services provided. Keep all information on file and update it regularly. Include infor-
mation on referrals made to each organization and outcomes of thdse referrals.

Comments: The }ollowing are examples of the kinds of organizations that may be available Idcally. This list is not inféhded o -
: - be complete. Rather, it may give you ideas about the kinds of groups to contact regarding problems in the various -
argas. Each community is different. Yours may gt have all of these services, and it is likely to have others not
. listed here. - ) . L ‘ . :
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| n Problem Areas Potential Sources of Assistance

ChildCare ® Community action agencies .
. ~ ® Churches, synagogues,.and other religious organizations
.. Dayicare centers, nurseries, and preschools listed in the Yellow Pages (‘’Day Nurseries and Child Care’’)
. : 5

i

]

Chemical Abuse Alcoholics Anonymous, Al-Anon, and Al-aTeen ' . . .
~Clinics arid mental health centers o s ,
Local treatment centers, crisis centers, and caynseling programs listed in the Yellow Pages (*’‘Drug Abuse
and Addiction—information and Treatment’’ and "Alcoholism Information and Treatment”)

> ' ’ ' Lt

¢ Salvation Army-
B 0 Employer support groups

—~
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Problem Areas - Potential Sources of Assistance .

Sensory ® Organizations listed in the Yellow Pages (*Rehabilitation Services")
. Handicaps 18 ® American Council of the Blind, Society for the Prevention of Blindness, and other groups that work
L. . 'with the visually impaired : '
¢ National Association of the Deaf and other groups that work with the hearing-impaired ,
® " Neighborhood health genters o , .
4 e ® State department or division of crippled children’s services ‘ .
. ®_Easter Seal Society and organizations that deal with specific disabilities {see below under Physical Health)
¢ Governor's Committee on Employment;of the Handicapped
® Gdodwill Industries - w ,
® Veterans Administration ‘ .

N Physicaland ' ..f‘-;-,§!§_t§39ha!?ilitaﬁ0n»senlices_-ggmmissiQ&QrZDepartment i

e

TR
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‘1. Mental Health ® Community mental health centers . - g
i - and Retardation ® Qrganizations listed in the Yellow Pages (*Mental Health Services")

S " ;o ® Assaciation for Children with Learhing Disabilities '

: " & @ Association for the Developmentally Disabled ' . °

, ‘ ® Council for Retarded Citizens - .
e e? -Lacal programs and hotlines for counseling, suicide prevention, and other crisis intervention listed in .
gk ;ithe Yellow Pages ("Crisis, Intervention Service”) - « ' . ' -

. . ®'/State and county departments or divisions of iental health, mental retardation, and special education '
', Lo ® Counseling programs sponsored by religious groups, private organizations, 3nd others
4 - ® Goodwill Industries . : S

. Physical Health =~  ® Neighborhood health centers, clinigs, and nursing services - . . ) -t
oo % © State and'county departments of public health. . -.- .. ., '
® Hospitals S U ae : . ) .

® Unitgd Way , ST ~ .. . o

® Organizations for specific conditions and diseases, such as Cerebral Palsy Association, Cystic Fibrosis

, - * Research Foundation, Diabetes Association, Epilepsy Association, American Heart Association, Kidney _'

', . ‘ Foundation, Arthritis Foundation, Muscular Dystrophy Association, Multiple Sclerosis Society, an ' .
‘ *"  others. ) o T , o L

- . [N » ! il - . 7

B ‘ . -~
. . - . . .

, : - y - }
. ’ ’ / : . .

.

B per additiofiéi information about assisting handicapped clients through community involvement, see Lorella A. McKinney et al., The Extending
_ HMorizons.Transition Model: Vocational Education to Work, The series of sevén documents, in progress, will include publicatjons for school- B

. '« community.support persons, employers, school personnel, handicapped persons, and their family and friends, ' ] ) / .
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Problem Areas

Transportation
CIUET .
L .
iy
:‘ e Legal Problems
f\“-;j
i :
By - 3
i . ‘

. Economic - .
Problems

+ Minority Groyp
Status

B

~OVOOOQO‘OO'O,O'

Potential Sources of Assistance

Metropolitan car pooling systems, if available !
Bus companies and transit authorities (for schedules and routes) ’
State Rehabilitation Services (for handicapped clients)

Ride programs of individual employers and training.programs and ride ads posted at companies and

schools .

- Legal Aid, legal rights services, and legal clinics '
Bar Association -
Law schools :

City prosecuter office
Court of Common Pleas
Municipal Court . .

Community action dgencies
Consumer credit counseling services
Salvation Army ¥ ' Fer ‘) #F

. Volunteers of America ST

Welfare Departments (city, county, and state) -
United Way . - .

Small Business Administration

Utility companies ,

Local housing authority and homestead departments
American Red Cross . .
Food banks and community pantries :
Religious groups and local charities with food and clothing programs

Community action agencies )
NAACP and Urban League
L.aRaza Unida

a

Service Employment RedeveIOpmenf (SER), Jobs for Progress (primarily for Hispanics) "

Native American Indian Centers
National Organization for Women and other women’s support groups
National Displaced:Homemaker Alliance .
Council of Senior Citizens :
Administration on Aging
Migration and résattlement services
Refugee resettlement services
- e .

Y
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ﬂr&b/em Areas " Potential Sources of Assistance ' L , ..

Ex-Offenders ’ * Halfwé\y houses and other programs for ex-offenders
. {listed in the Yellow Pages under-""Social Service Organizations") '

- ° e YMCA and YWCA .

4
¥
-
g
k)
4.

¥
o
5.
3
i

s e United Way - - : -
Basic Skills e Adult basic education programs PR - .
& i e Basic Skills Unlimited imilar programs
e SER-—Jobs ?pr Progrefs programs
. e English as a Second Language programs - )
e . e Literacy Council ."’ ’ -

. -

Family Interaction e Community mental health centers . - )

and Miscellaneous e Interfaith counseling services and programs sponsored by individual religious groups

Personal Problems e Youth organizations and centers, !

‘., e Big Brother/Big Sister ) ) ‘ -

s o /Fariitty-equnseling services listed-in the Yellow Pages (“Marriage and ‘Family Counselors’’)

\ 1 .7 ®-Local hotlines and crisis services listed in the. Yellow Pages ("'Crisis Intervention Service")

S " & United Way R » .

s ‘ e Community groups focusing on particular domestic/personal problems, uch as Parents Without
. Partners, childbirth education organizations, League Against Child Abuse, Planned Parenttiood,

o Ty
FEIeT

Dp oo
T i

~

ES
.

i g BT
RE

. County Children’s Services, and Gamblers’ Anonymous. -
|1R EFERRAL
Making the Referral o SR : ) .
dbjective: * Help the client obtin assistance from outside resources. ’

E

“the following kinds of activities: , . - .
e Inform the client of available services—location, contaét person, access progedures, and so on.

" Methods: Assist the clieni; as neoesséry, in getting help from identifi soqrqeg’t’if assistance. This may include any or all of

L

e Contact the helping agency and set up an-appointment for the client or arrange for them to contact
! “the client, .. . ' * T

»

receiving the needed assistance, B .

. * : ,

e Follow up on the referrai’by confacting the client _ar_wd/or the helping agéncy to lgarn whether the client is
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Clients should be ehoouraged.:co take as much responsibility as possfble for following through on referrals. The

- degree to which the counselor takes part in this process is a matter of professional judgment and should bé based
on the individual case. '
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