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Expanded Placement Process

GETTING STARTED: IMPLEMENTATION STRATEGIES
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1:27 GETTING STARTED: IMPLEMENTATION STRATEGIES

Field testing revealed some valuable insights about implementing
training programs in sheltered work cepters. As a trainer, you may
be faced with one or all of the following problems:

First, there may be initial resistance toward training,
especially if a sheltered work center has préviously
been involved with poorly designed or inadequately plan-
ned training.

Second, problems might be encountered because sheltered
work centers are highly variable in their needs, oper-
ating procedures, and staff,

Third, special considerations :say need to be given to
merging supportive work programs with a workshop's
operatijons.

Fourth, training must be made relevant and practicuble
for each work center,

Fifth, workshop attitudes toward piacement should be
assessed prior to the implementation of training.

The Focus Expanded Placement Process has solutions to these prob-
lems and offers plans and activities to circumvent them,




Breaking Down Old Barriers

If you encounter negative attitudes about training, it
will 1likely be due to poor training done previously at the
work center. In the past, training generally had an academic
or a behavioral orientation. These approaches are often im-
practicable in a workshop that has a vocational orientation.
Also in the past, training was directed at portions of the
workshop staff--NOT EVERYONE GOT TRAINED! Finally, past
training was usuallv conducted by professional educators
who lectured using highly technical jargon.

HOW CAN YOU SIDESTEP THESE PROBLEMS AND CREATE A WELCOME, POSITIVE
ATTITUDE TOWARD YOUR TRAINING?

First, promote the vocational orientation of Focus Ex-
panded Placement Process. Utilize a learning-by-doing activity
at every session and challenge the staff to use what they have
learned in training at their job.




TRAINING:

ALL" STAFF
WELCOME

Second, try to include all direct service personnel in
your training. If a comprehensive process of supportive
work activities is to be implemented in the work center,
it is essential that every staff.person be actively in-
volved in the training. Each staff member should come
to understand their contribution to the supportive work
process. .

-

Y

Third, be a professional but be flexible and accessible.

A friendly, uncritical trainer will bring forth responsive,
earnest trainees. Also, minimize the use of technicai
jargon. Instruct at basic language levels. Training and
activities are situation oriented, so use a minimum of
theory and even less of abstractions. Remember, too,

that if you encourage active involvement of staff members
during training, you must expect not only to lécture and

be heard, but also ta listen and learn..




Assess the problem or need areas of the work center.

Avoid being critical.

Offer your assistance, then be available.

give nelpful information when asked.

Demonstrate enthusiasm about training the particular workshop.
Accentuate the uniqueness of the combined work center staff.
Welcome the staff's expertise to training.

Stress the need for active involvement in training.

Be a motivator!
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Building Rapport,Generating Interest

There are many ways to build rapport with work
center personnel. At the same tine, you can generate
interest in training. By engagirg in the activities
listed below, you can learn much about the work center,
lizuild rapport with the staff, and promote your train-

ng.

Get to Know the Workshop

Make informal visits with the staff and clients in the
work center setting.

Interview Every Staff Member

Show a-gepuine interest in their work.
Seek out their area of expertise.

. Strive to heighten the self-confidence of each staff member.
Encourage every staff member to bring their expertise to training.




INDIVIDUALIZE TRAINING

Begin training by focusing on the work center's problem or
need area. For example, if a workshop director demonstrates
concern about the professional development of the staff, then
you might begin training utilizing units that concentrate on
staff development. Motivation, work skill refinement, assess-
ment skills, etc. are particularly applicable for such problems.

If a workshop apprears to have no urgent nroblems to. solve,
then you might begin training by focusing on the work center's
chief priority. For example, from your initial contacts with
the work center you may have discerned that the operating
priority of primary concern appears to be productivity, then
you might begin training with a unit on increasing client pro-
ductivity and work from there.

Training should be adaptable and relevant for the work center.
Units of instruction should be organized and implemented at
your discretion, based on your knowledge of the particular
work center. Use the training units that are practicable and
suited to the workshop's needs and priorities. Individualiz-
ing training facilitates the merger between the workshop's
operations and supportive work activities.

10




4.

Work training into the work center schedule. Be flexible.
with time schedules of training classes. One workshop may
prefer 20 wecks of training at one hour per week, while
another may prefer 5 weeks of training at four hours per
week. Work center directors should be made aware that the
initial investment of staff time for training will quickly
be recouped as staff learn to function more efficiently.

Assess the workshop's overall attitude toward placement.

You will find that some workshops have no inclination
toward placing their clients. Other workshops see that

the placement of clients into competitive jobs is their

top priority. Still other work centers want to get involved
volved in placement, but do not have the knowledge or
skills needed to implement such a program. When you begin
training. make every effort to move the workshop as far
along the continuum toward positive placement attitudes

as possible. See chart on next page.

11




L

CONTINUUM OF PLACEMENT ATTITUDES IN SHELTERED WORKSHOPS

Keep clients Keep clients Keep clients Train all Train all Develop work. Designate *ull- Designate
tecg protecg 1:01’01:0&:::?31'{l ' incregeto c?.i._gt; 0 131 o lt:]ellle be S t work :
pro — ? . —p —p —pp.PC p Stall groups p ber to be re- to as
with some get as many and _rain to production. = tasks that into commmity -~ sponsible for > full-tine
moaey. contracts as increase pro- ‘ are relevant to work, placement, allow- job coach
possidble, so duction using to jobs in ing time for to train
good workers behavior in- local commm- placement tasks. clients
:e;m £ techniques o praed:

NEGATIVE PLACEMENT ATTITUDES

SOSITIVE PLACEMENT ATTITUDES

Trainers encounter a contimam cf attitudes toward placement among sheltered workshops. Some workshops make no efforts to: ptace
clients. Those workshops-are intent on heq:é:g their clients ahppy and protected. On the opposite extreme, some workshops are positive
toward placement, wo full-time in placement activities. Training should be implemented with these attitudes
in mind and the trainér should strive to move the workshop as far along the contimam as possible, developing positive placement attitudes.

13




Create A Learning Atmosphere

* Training should be action oriented.

* Solicit staff member's expertise for use in training sessions.
* Prepare staff for a "different" approach to learning.

* Involve yorrself in staff training activities and games.

* Be more than a lecturer, be a participating learner too!

NO
]74 HoMeWoRK * Utilize a variety of instructional methods

<i;;—-’ and materijals. '
i *

Give copies of exercises when requested to do so.

*  Avoid lengthy written assignments.

*  Avoid reading assignments and "home" work.

* Be a role model for the staff.

* Train enthusiastically.

* Avoid unnecessary criticism.
* Be intent on learning.

* Show sincere interest in the professional dev. “~pment of others.

14
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FOCUS EXPANDED PLACEMENT PROCESS

OVERVIEW
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LEGISLATIVE ORIGINS

The law is frequently an instigator of progress. Nowhere is this
more accurate than in the field of adult rehabilitation. Only in recent
years have laws been enacted mandating that rights and services be estab-
1ished for handicapped adults. Prior to this legislation, benefits for
handicapped adults were virtually non-existent. A short review of rehab-
jlitation laws aimed at adult handicapped indicates that progress is being
made toward establishing rights and initiating services for handicapped
adults.

1973- Vocational Rehabilitation Act of 11973 (P.L.93-112)

The foremost goal of this law is to eliminate
discrimination against the handicapped. Section
502 states that architectual barriers that pre-
vent use by the handicapped must be eliminated.
Section 503 extends affirmative action to cover
the employment of the handicapped . - Section-504
eliminates discrimination against the handicapped
in aity programs or activities receiving federal
assistance. ’

1975~ Developmental Disabilities Assistance and Bill of

This law affirmed the rights of mentally retarded
citizens. It also designated areas where services
had to be provided for retarded and other disabled
people. Included in the services are: vocational
training, preparation for competitive employment,
and placement asststance.

17
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1978- Rehabilitation Comprehensive Services-
Developmental Disabilities Amendment
(P.L.95-602)

7 This law calls for specialized personnel
in providing job development and job
placement services for handicapped in-
dividuals.

These Taws reflect significant efforts by the government
to assist handicapped adults in their attempts to secure rights
and services. That the laws have evoived is evidence that the
public's attitudes toward the handicapped adult have changed.
The public is supportive of handicapped adults rights to pursue
competitive employment and, ultimately, independence.

Responses TO ApuLT REHABILITATION LAWS: SELECTED PROJECTS

Project Employability in Richmond, Virginia was set up to

provide placement and supportive work assistance to -
moderately retarded adults. Already over one hundred-

fifty ciients have been placed into competitive employment.

Project E.A.R.N. (Employment and Rehabilitation * Normalization)
n Carbondale, 111inois is devoted to job development, training,
and placement of moderately and severely handicapped adults.
During the first six months of operation, Project EARN placed
six handicapped adults into competitive jobs.

Project AMES in Ames, Iowa was developed within the school
system to provide moderately and severely/profoundly handi-
capped students with experiences and activities necessary to
develop skills that could be useful in functioning as independ-
ently and productively as possible in adulthood.

Career Services for the Handicapped in New Mexico provides
job placement and job services to disabled adults. During
1982 alone, over one hundred people were placed into com-
petitive employment.

The Center for Rehabilitation and Training of the Disabled in
Chicago, I1Tinois provides job preparation, develTopment, place-
ment, and follow-up services to disabled individuals. Over

one hundred (90% of which were classified as severely disabled)
persons were placed into competitive jobs.

e Lt




Focus Expanded Placement Process waz designed to provide training to
develop specialized personnel who cun provide job development and
job placement services for handicapped individuals. Fogus training
has developed these skllls for personnel in both rural and urban
work centers. Positive resluts, such as increased client placements,
come from having more competent personnel on staff at work centers.

Focus Supportive Work Model trains and places developmentally
disabled clients in competitive employment. These clients are
assisted in their job search, accompanied to job interviews,
provided full-time on-site training, and are assisted with trans-
portation procurement and skill. In its third year of operation,
Focus Supportive Work Project has placed over one hundred clients
into competitive jobs.

‘ ! Trainer Suggestion: "Ricky Slide Show."
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Focus Expanded Placement Process provides training to direct service
personnel working with handicapped adults. Upon completion of ttrain-
ing, direct service personnel will:

1. Have developed and utilized job development skills

N

. Have developed and utilized their job placement skills.

w

. Have adopted a supportive work priority in their work
with clients

4. Strive to increase employability and competitive em~
ployment placements of clients,

Trainer Suggestion: Handout, "Goals and Objectives
of Focus Rehabilitation Training
Project."”
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FOCUS REHARILITATION TRAINING PROJECT

GOAL: To increase placements of sheltred workshop clients in

competitive employment through paraprofessional job place-
ment training.

OBJECTIVES:

1.

10.
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The paraprofessional will understand the over-all placement
process in the sheltered workshop by stat.ag the procedure
from initial client referral through the placement of the
client in competitive employment. ~

The paraprofe;sional will icentify his/her role in each step
of the client's progress toward placement.

The paraprofessional will identify community sources of em~
ployment for the clients and relate these sources to the
dasignated personnel,

The paraprofessional will develop new approaches to placement
«nd implement observable placement activities ithin the work
center.

The paraprofes$ional will demonstrate positive attitudes to-
ward placement of workshop clients in competitive employment,

To develop client employability skills, the paraprofessional
will objectively observe client skills in work settings,

To develop client employability skills, the paraprofessional
will identify client strengths and weakness2s and submit
these findings to the client service coordinator,

The paraprofessional will implement remedial techniques to
enable the client to enter competitive employment.

The paraprofessional will implement behavior management
strategies to alter client behaviors which are inappropriate
for competitive employment.

The paraprofessional will develop marketing skills which

enable them to serve as advocates for employment of the
handicapped within the community.

kg




A.

B'

Why is Focus Expanded Placement Training So Urgently Needed?

Because the law requires that specialized personnel be
provided to assist handicapped adults ( P.L. 95-602).

Because the numbers of dependent handicapped persons
is increasing. In 1967 there were only 978 sheltered
work centers. That number had increased to almost
4,000 by 1979.

Because work center directors and direct service personnel
want skills that will enable them to serve clients moro
comprehensively,

Because clients and their families and the community expect
their centers to provide programs that will make clients
more independent.

What Can You Expect From Your Training in the Focus Expanded Placement Process?

1'

The establishment of a supportive work priority in your
work center's rchabilitation efforts and a more compre-
hensive overall rehabilitation process for clients.

Professional development of all work center staff including
enhanced skills in supervision, client productivity management,
job development, and job placement.

Increased client employability and productivity.

Increased client placements into competitive employment.




.3=] Trainer Suggestion: Ask the staff to tell you
—3= the positive and negative outcomes that train-
ing might bring to their work center, List in
two columns on the board, one column for positive
and one column for negative, Handout, "Steps
in the Focus Expanded Placement Process,"

How does the Facus Expanded Placement Process work?

Focus Expanded Placement Process can be explained as a series of steps
that lead to comprehensive rehabilitative services in the sheltered
work center.

Step One: In step one, the work center operations and
capabilities are examined, This enables the
staff and trainers to see how and where place-
ment activities can be incorporated.

Step Two: Step two guides the staff toward establishing
a supportive work priority.in their work activities:
supervision, observation, assessment, and client
productivity.

Step Three: Supportive work readiness techniques are imple-
mented in the work center--getting clients job-

ready.

Step Four: Job development skills are taught to staff and
Jjob development activities begin,

Step Five: Client placements into competitive employment
and supportive work activities begin,
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Direct service personnel are being challenged today to meet
the legal mandates and moral obligations of providing comprehen- :
sive services to adults with handicaps. In order to insure that
these adults have an opportunity for competitive employment and
independent living, direct service personnel must learn and use
such specialized skills as productivity management, job develop-
ment, competitive employment training, and supportive work place-
ment. Focus Expanded Placemeat Process strives to develop these
specialized skills in personnel readying them to meet the chall-
anges of rehabilitation today.

For these reasons, this mawal has been developed. It has
one overall objective: to provide direct service personnel

with the specialized skills that will enable them to comprehen-
sively serve adults with handicaps, giving them the maximum
opportunity to secure and retain competitive jobs and live as
independently as possible.

The Expanded Placement Process Manual is divided into four
main components of training:

. Component One provides activities and training in both
basic and specialized supervisory skills
that are needed in general supervision,
productivity management, and working with
problem clients;

Component Two actively involves direct service personnel
in readying clients for competitive employ-
ment. The fundamentals of job assessment,
task analysis, performance standards, estab-
lishing baselines, and skill aquisition are
provided. Individualized skill training,
program evaluation, and assessing clients'
job readiness are also part of this unit
of training;

Component Three -provides activities and instruction in job
development. Specialized skills are taught
in employer interviewing, job analysis, job-
client matching, and marketing the job-ready
client;

Component Four provides skill training in follow-along tech-
niques and independent living, Job keeping _
behaviors, work adjustment, and commmity ;

| ‘ living skills are emphasized. '
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Steps in the Focus Expanded Placement Process*

Center’s CURRENT OPERATIONS/CAPABILITIES

; . Expand

ESTABLISH SUPPORTIVE WORK PLACEMENT
PrIORITY IN Work CENTER ACTIVITIES

Supervision
Observation
Assessment
Productivity

Ik

IMPLEMENT SUPPORTIVE WORK READINESS

TecrnIques

Objective obzarvation

Establishing baselines

’ Baseline intervention
Job-readiness

Vv

Expand the Center’s
JoB DEVELOPMENT CAPABILITIES

Assessment of local business
Employer interviews
Targeting jobs
Building curriculum for
supportive work

Y

Expand Center: Piacements
INTo CoMPETITIVE EMPLOYMENT

Follow Along
Independent Living

m_t.__t tive gm‘!.m&

*Adapted from Paul Wehman's

Project loyability: Job Placement and Training Model
(groo s, %%mre. I%f)
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EXPANSION COMPONENT ONE

Activities and training are provided in both basic and in the
specialized swpervisory skills needed in general supervision,
productivity manogement, and working with problem clients.




THE SUPERVISOR'S RESPONSIBILITIES

Staff Acitivity/Input

Qh‘ainer Suggestion: Ask the staff to write a 1ist of a super-
visor's responsibilities. Compare the
lists in an open discussion, Were some

lists long? short? Were some uncertain
of what to 1ist at al1? Handout, “A
Supervisor's Responsibilities."”

~ Who Me?

1. A supervisor is responsible for understanding the organization--
its goals, objectives, and priorities.

The goal of your organization is the rehabilitation of clients.
What is the objective of this goal? Is it to rkhabilitate
clients in such a way as to ready them for competitive em-
ployment? Does your organization's priorities reflect work-
ing toward that goal and meeting that objective?

As a supervisor, what part do you play in working toward the
organization's goals, objectives, and priorities?

2. With the goal of client rehabilitation in mind, one of your
your responsibilities is to develop workers. Your work force
is unique, and as such, your responsibility goes beyond just
developing workers in a “sheltered” environment, . You must
also instill in clients the desire to move on to competitive

employment.

28
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A supervisor is responsible for

Understanding your organization...its goals, objectives,
and priorities. ,

Developing workers.

Getting the work out.

Planning and scheduling work.
Determining performance requirements.
Improving work methods.

Maintaining a cooperative workforce.

Self improvement.

Job development and placement activities.

Trainer Suggestion: Have the director prepare a
personal statement of the organization's attitudes
toward placement.




*

g Trainer Suggestion: Ask how clients can be encouraged

to ceek jobs outside the sheltered
work center. Write these responses
on the board.

Handout "Workshop Staff Activities to
Improve Employability of Workshop
Clients.” .-

Suggestions for developing workers:

Encourage and reward good work habits (attendance, productivity,etc.).

Talk with c]ients about how their work is similar to work outside
the workshop ( 8 hour shifts, lunch breaks, etc.).

Train clients to do their best work.

Talk to clients about the increased earnings they could make if
they had a job in the ccmmunity.

Be firm and consistent in disciplininq.clients.Hhere possible,
do not allow clients to “get away with" things simply because
they are disabled. Treat job ready clients as though they were
aleeady in competitive employment. Too often, supervisors foster
client depepdence by making the workshop too comfortable and

easy for clients. _

Let your job ready clients know that you have faith in their
abilities as a worker. Where possible, take clients to job
interviews or tell them about available jobs theyare qualified

to do.

Brag to your clients about other clients who have taken jobs
in the community.




I.
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WORKSHOP STAFF ACTIVITIES TO IMPROVE EMPLOYABILITY OF WORKSHOP CLIENTS

Look for jobs for clients through friends, personal contacts, and
keeping eyes and ears open. Use contacts if you have any!

Talk to clients daily about the possibilities of working 1n the
conmunity. . Emphasize the independence factors and wage benefits.

Take clients to visit other clients who are already employed in
enclaves -or competitive emdloyment. Let them see the positives
involved in work.

Talk to clients' parents positive;y about competitive employment
possibilities.

Don't give up on the possibility of working part-time jobs if

;t]m-tilue work for a specific client is not immediately avail~
e.

Stress endurance and stamina in clients,

Stress mature behavior, neat appearance, and other appropriate
social behaviors. These are crucial to job retention.

.
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Questions to think about.....

*

*

Do you plan your work daily?

Are you able to determine the performance standards
of a given job?

Do you manage your time wisely?

Can you make decisions about what work should be
done first? last?

Supervisors are respénsible for 1mprpvjng wqu metpods.

Questions to think about.....

*

*

Who is capatle of bringing about change in the work
center?

If yoy discovered a more éfficient way to get a job
done, how would you implement that method?

Would you tell the director?
Would you tell no one and forget it?
. Would you tel] the other supervisors?
Would you begin by using that method
without telling anyone?

i

at your place of work?

.. ,
- s B 2
oy e NIRRTy e

FRRMI A

Can you be an agent of change




Supervisors are responsible for maintaining a cooperative work~
force.

Self-improvement is a supervisor's responsibility,
Consequences of self-improvement....,

< Creates a more positive self-image.

* Fosters personal independence

* Contributes to better work performance

* Motivates others to improve themselves

* Puts the SKILE OF CONFIDENCE on your face....

and that's contagious!

A supervisor is responsible for job development and job placement
activities.

DoWHAT?

Activities that involve you in placement.....
* Regularly checking local help wanted ads
* Asking employers you know about hiring the handijcapped

Discuss.,

Trajner Suggestion: End the session by
asking for verbal responses on what the
staff can do to be better supervisors.
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CONSTRUCTING A POSITIVE BASE

A positive attitude is a major contributor to effective
supervision. Being negative can lead to poor work per-
formance, bad client/supervisor relationships, and gen-
erally, ineffective supervision. It is essential te the
workshop that a positive base be constructed so that op-
erations are performed effectively and efficiently.:

Positive and one side Negative.

How do you know a positive supervisor when you see one?

Positive Examples: friendly, cooperative, smile alot,
‘ respectful of others, hara workers,
- helpful

I REALLY ENJ0Y
HELPING PeoPLE!

BRI e S ALY

gTrainer Suggestions: List responses on the board to the
questions as they come in. Make one side
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ARe You PosITIVE?

+ This checklist will help you take a closer look at
how positive you are. In the blank to the left of
each question, place the number that best answers
each question for you.

Use a 3 if the answer i: yes.
Use a 2 if the answer is undecided.
Use a T if the answer is no.
When finished, total your score and check the scale
at the end of the checklist to find out how positive
you are.
Do you make new friends easily?
Do you look forward to doing new things?

Do you feel comfortable with most people, even if they are
different from you?

If a job is hard for you to handle by yourself, do you ask
for help if it is available?

Are you proud to be you?

When someone shows you your mistakes, do you listen and try
to correct them?

When you do not know how to do something, do you ask for help?

When someone tries to help you, do you accept their help and
thank them for it?

Do you try to be on time?

. Do you take good care of things that other peoplé’let you borrow?

. Do you get busy and do your work once you know what you are

supposed to do?

. Do you follow rules?

. Do you refrain from complaining alot?

. Are you sincerely interested in the other person's point of view?
. Do you try to avoid bragging alot?

. Do you try to organize your:work and keep up with it?

. Is it easy for you to like mearly everyone?
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ARe You PosITIVE?

. 18. Do you control your temper?
__19. Do you speak well of your employer?
__20. Are you tolerant of other people's beliefs?
__21. Can you work well with peopie you dislike?
____22. Do you generally speak well of others?
____23. Are you courteous to fellow workers?
24, Do you readily admit your mistakes?
___25. Are you usually well-groomed and neatly dressed?
___26. Can you take criticism without feeling resentful, anc-y, or hurt?
. 27. If you are feeling displeased about something, are you still able
to be pleasant tc .n~r People?
___28. Do you avoid feeling sorry for yourself?
___29. Do you generally look at work as a challenge?
30. Can you be a Teader without being bossy?

e, e

PoSITIVE SCALE
90 to 85 Excellent. You should go far!
84 to 65 Good. You will do O.K.
64 to 54 Poor. Your attitude needs improvement.
53 to 30 DISASTER! You should get help.

A HELPFUL HINT: Look back over your Positive checklist and pay
close attention to the questions you answered
with a number 1. This will give you an idea

of the areas in which you can improve.
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ReSOURCES FOR POSITIVE SUPERVISORS

Here are a few things you can do to help you to be more positive:

SMILE
Tell a co-worker they are doing a good job.
Change your routine. Do something new and different!

Listen to others...they will appreciate you and you might
learn something!

Find some good news each day, even if you have to read the
funnies to do it. Share that good news with another person.

Set a goal for yourself 2ad strive to achieve it!

Organize your work by listing the day's duties on a
"Do List." Cross out each duty after it is accomplished.
» At the work day's end, 1ook at all you accomplished that day!
' Set a high priority for any items left undone from the day before.

Do healthy things for yourself: get rest, eat healthful foods,
smoke less, exercise, etc. .

Welcome change as a challenge, do not be fearful of it.

Take pride in your appearance: dress neatly, be well-groomed,
try wearing brighter colors.
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THE HUMAN SIDE OF PRODUCTION

Research concerning the human side of production has been going
on in industry for years. Businessmen realized that workers could
be productive and motivated to do their best work, so they looked to
find methods to help them do just that. Researchers found that the
number one problem in the industrial workforce was people‘’s inability
to get along with others. In fact, it was discovered that 8 out of
10 people lose their jobs because they cannot get along with other
people. Such discoveries as this indiciated to industrialigts that
the human side of production deserved careful consideration when
planning productivity. The same is true for work center directors,
Directors are aware that people, especially supervisors, must have
the abjlity to get along with others. Work center directors pay close
attention to the human side of production.

Trainer Suggestion: Handout, “Supérvisars Are :Haman Too." .
Ailow ample time for the staff
to read the handout, Invite comments
:Rd g}s:ussion as you proceed through
e lis:,

This is a short lesson in basic humen rights, Basic human rights
are at the core of human productivity, Often, people work together,
day after day, seeing each other only as the positions they hold. Too
often, the human factor is left.out.of our relationships with co-workers,
and clients. - 2 '

* Overall work performance is ineffectual,

* Work loads become uneveniy distributed,

* Communications can become jumbled or
. even reach a standstill,

* Ambitions become stifled.
* Self-respect and dignity are attacked.
* positive change is indefinitely detained.
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SuPeRVISORS ARe Human Too!

As a human being, you have certain rights, just as you have
certain rights because of the position you hold at work. Below
are some of the basic human rights granted to us ail:

* As a human being, you have the right to have and to express
your own opinion. With this right, you also have the re-
sponsibility to accept the consequences.

*  You have tﬁé right to keep silent and not. to express your
feelings, ideas, and/or opinions.

* As a human being, you have the right to maintain your
dignity. If your dignity is attacked when you do not
choose to express your opinion, then it may be best to
say what you feel, than to lose:face by keeping silent.

*  You have the right to be listened to and taken seriously.

) . *  You have the right to refuse requests and to say "no"
’ without feeling guilty.

*  You, a3 a human being, have the right to consider your
cwn needs first.

*  You have the right to be left alone.

*  You have the right to make requests, if you are willing
for the other person to say no.

*  You have the right to change.

*  You have the right to make mistakes (and must be re-
sponsibie for the consequences).

*  Youv have the right to be a conscientious worker and to
do your best on the job.
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Now that everyone has reviewed their basic human rights, this should
help improve the human side of production within your workshop.

Positive outcomes you can expect to experience:

* Better, more open channels of communication

* Positive encouragement among the staff toward
self-improvement

* Exposure to new ideas on matters involving work
* Increased motivation
* Enhanced self-respect and respect for co-workers

* Heightened sensitivity to the needs and problems
of others

Openings fof positive change in the workshop.
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UNIT B N
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EXPANSION COMPONENT ONE
UNIT B

TRAINING AND SUPERVISORY SKILLS OF DIRECT SERVICE PERSONNEL

INCREASING CLIENT PRODUCTIVITY

Supervision Versus Production -
Casework Exercise

Points to Remember

Activity A

IMPROVING SUPERVISORY SKILLS WITH PROBLEM CLIENTS

Problems on the Production Line
Activity B
. Role Play: Can I Be George?
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OVERVIEW

Increasing client productivity is your responsibility as a supervisor.

You must begin by examining your style of supervision. How do you get
clients to increase productivity? What do you do when there is a problem
on the production 1ine? What methods do you use to train clients on the
job? The work and activities in this unit of training will give you a
better understanding of effective supervision and how you can generate
more productivity from your clients.

BUT THERE IS MORE TO INCREASING . CLIENT PRODUCTIVITY !!!

Your work with mild/moderately retarded clients requires specialized
skills. Special educators have developed and used specific techniques
that have been highly successful in increasing the productivity of mild/
moderately retarded workers. You will learn to use such techniques as
reinforcement, task analysis, shaping, prompting, fading, and graduated
guidance to increase productivity, bringing clients closer to meeting
competitive employment standards of production.

.
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INCREASING CLIENT PRODUCTIVITY

You can increase client'

s productivity while improving their

employability through skilled supervision. As a client supervisor
you are faced with a dual role. You must

in a sheltered workshop,

concern yourself with client
ing client ew.loyability.
contracts ger out, as well as the

clients more employab

chiefly being,a supervisor of clients,
in can make a difference in how you per

le.

productivity as well as with develop-

You have the responsibility to see that

responsibility for making your

Some supervisors see their role as prim-
arily being vesponsible for production. Others see their role as

The rcle you see yourself
form your job duties, how

you set your goals and priorities, your level of job satisfaction,
and of course, the end product.

Trainer Suggestion: Handout chart, "Supervision
Versus Production."

Supervision Versus Production

Supervisory Role '

r Supervision
Client Training

Client Employability

\

=
o

( Production N

Contract Fulfiliment

l Production Role l .

SUPERVISORY

Tow TINE SPENT IN high
PRODUCTION
al

high Lower than Potential

Clients’ Employabfl

ity

Production Rates
Contract Fulfiliments

High for Supervisors
High for Clients

Lower than Potential
for Supervisor & Clients

High motivation

Job:Ready Client Pool

\_Contract Fulfilliments /

Continued Client Dependence

Less Employable Clients
Contract Fulfillments
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Supervisors that see themselves in a production role, hold production
and contract fulfillment as high priorities.

Supervisors that see themselves in a supervisory role hold supervision,
client training, and client employability as high priorities.

The big difference between these:supervisors is the RESULTS they get:

Those supervisors having a production role orientation
get some good, and some not so good results:

*contract fulfillments
*continued client dependence
*1ess employable clients

Those supervisors having a supervisory orientation
get production and other good results:

*contract fulfillments

*high motivation

*job-ready clients
‘ *job satisfaction

If you don't see yourself in the supervisory role, YOU CAN CHANGE!!!
You can improve your supervisory skills!
A good workshop supervisor ‘is a person who can get:

-Clients to improve their productivity
-Clients to improve their social skills
-Clients to do more independently.
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The best sheltered workshop supervisor looks for ways to improve
him/her self. You can begin by learning as much as you can about
silent supervisor relations: having a good attitude, motivating
people, being a sensitive person, and being a good leader, Under-
standing clients and other staff will become as important as under-
standing contract work. For example, helping a client decrease
time off task or production mistakes will become as important as
getting one of your production reports correct.

As a workshop supervisor, you job is to produce more productive
clients. You can be . work-oriented, but you must become a
PEOPLE PRODUCER. Focus more of your attention on the ¢lients,,
getting them to produce more. Clients are dependent upon their
supervisor when they enter the workshop. It 1s your job to make
them more employable by decreasing their depepndence while in-
creasing their employability. You may want to engage in product-
jon work yourself to help build your relationship with clients,
but remember that your primary job is to improve the clients by
getting them to do most of the actual work

Trainer Suggestion: You might begin this
section by soliciting responses from the
staff what they perceive a supervisor's
work to be. List them on the board.

Your job is supervision, as indicated by your title, SUPERVISOR.
You cannot increase productivity substantially by doing product-
ion work yourself, . YOU ARE ONLY ONE PERSON! You can increase
productivity substantially only through-others. You will never
be happy as a supervisor if you don't accept this fact, As a
supervisor, you must let working with clients replace working
with things. -

Your'éuccd&;‘as a supervisor, depends on a clear understanding of
how you-can praduce good workers. As a supervisor, you are cone
ceppggnggh&twqggggdg of production: client production (individual
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GETTING INTO THE SUPERVISORY ROLE

Read the explanation of the situation at the workshop, then follow the
directions below.

B

Here is a situation that is typical of workshop production:

Bob Raintree, from the Petit Jean Waterfall Co,, called the
Dry County.Sheltered Workshop late Thursday and told the shop
manager that the 50 pallets of - radios’ . would have to
be finished Friday at 5 p.m., because the truck was scheduled
to be in Dry County at that time. The shop manager called
everyone in to explain the problem, and immediately the work- B
?h:pdturned all its efforts toward getting the contract fin- :
shed.

DIRECTIONS: Read the following and underline the activities that
engage Charlotte in production, (ircl®) the activities
that engage her in(Supervisiony The first examples are
done for you.

Charlotte, a workshop supervisor, was in charge of two

lines_of production.. She @old her people to work as quickl

as possiblébecause the contract had to be ready tomorrow.
Everyone ‘went to their workstations except John, who was
talking to Sandra. Charlotte brought out the box with the

radios and counted out 50 for each person, Each client busily
began tearing off the old plastic end, gluing on new plastic.

On Friday, Charlotte told John to stop talking again to Sandra.
John got mad, did tworadios , then worked extremely slowly,
Charlotte said to herself, “John is a pain; I wish he wouldn't
throw these fits." Charlotte told John to give her the rest

of his radios She began gluing while John sulked. Charlotte
finished John's radios while the finished 'radios stacked up at
the end of the line for her final inspection. She went to the
“end of the line to inspect the finished radios  only to find that
half of them had been glued with the plastic going the wrong way.
She tore the plastic off and gave part of them to her good pro~-
ducers and did the rest herSelf. The truck arrived as she was
putting the glue-on the last radio, Theradios were quickly
packed and away they went, Charlotte said to the shop supervisor
and the client coordinator on her way out, "I have to talk to you
both about John." Petit Jean Waterfall Co, called the next day,
stating that some of the plastic wasn't dry when it was packed.
They are returning two pallets, '

- P aave L -
R LR A ST

- - N

A RPN

22 oy el 1S
rafs

15
S5 ek,

A TIa T e TS
Agm mgnfron b oy =g !-}‘v

y
B

MR

led by ERIC ’

e N oE Sys mam

o 4 : A ,aﬁ."
e o R "y . - s
- PR N R . R

N e S
- Sow
N g Vitze e v T N
. sy *@/’4{&' R ARy 1 A
& PR o I AR R ID -
" <y gmi -‘_.-.-ﬁut‘z%uqug;‘: Ly wmd%&m‘.A" Ly m ‘A{i}[‘ -4 g:ii.:.;mwmfd‘q’«\i'\_. g et

ot




Each supervisor wants their group to produce
to potential. This is the goal of the work-
shop and it is a big step toward competitive
employment for workshop clients, Supervisors
should spend their time helping clients im-
prove their production and employability
skills. This goal.is accomplished primarily
through building better relationships with
clients, teaching new skills to clients, and
motivating clients to reach their individual
poteptial.

1'

SUPERVISORY SKILLS NEEDED FOR TOP PRODUCTION

THATS WHAT 1 CALL
GOOD  PROPUCTION.

Points to Remember:

™

Building good relationships with clients is more important
than being able to de the contract work yourself, Your job
skills ‘are important though, because you must know how to do
something before you can teach the job to clients, As a
supervisor, your-emphasis must be on transmitting your joo
skills through good supervisor/client relationships. Build
your clients' skills rather than do the work for them,

When an employee's productivity has slipped, one of the most
important things you can do with.your time is to spend time
restoring or improving your relationship with that client.

Top priority should always go to keeping the productivity of
others 7 < high as possible, If the productivity of a client
is low, . ou must be aware of it and make an eftort to remedy
the problem within a reasonabie period of time,

As -a su?ervisor, you will be required o teach clients skills
that will make them more productive and more employable,

Teaching clients independence will ai$0.be a basis of your rating
as a good:'supervisor,

You must build relations with new employees as early as possible
and train them quickly, This enables them to reach a good pro-
ductivity level in a short span .of time,

-
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PROBLEMS ON THE PRODUCTION LINE

As supervisors, you have iikely encountered problems on the
production 1ine, No doubt, you have noticed that different super- B
visors handle problems in different ways. You are about to engage :
i~ an activity that demonstrates how different supervisors handle
different problem situations. You will be able to recognize the
good supervisors and the bad supervisors, You might even see your-
self or a co-worker in this activity.

Qh‘ainer Suggestion: Handout, “Can I Be George?"“

Explain to the staff that they will be given a
situation and will be asked to role play a super~
visor. Assign a supervisor role to each person,
Instruct them in how role plays are conducted,
Inform them that only one supervisor, George, 1s
an example of-a "good" supervisor, Allow them
to exchange roles with other staff from situation
to situation. When role playing the situations,
each persen is to use the same or similiar re-
sponses typical of that supervisor,whcse role is

‘~: ‘ | being piayed,

a2
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CAN i BE.-GEQRGE?

THATS WHAT 1 CALL
00D PRODPUCTION. Supervisor George (good supervisor):
Supervisor George seems to know when the
contract work will be finished and knows
what to do next, HKe knows who has pro-
duction problems. He knows who needs

g special attention, He is 1iked by almost
Y 4 ! everyone, He doesn't have to say much to
%

get the work out. He almost never shouts.
+« His favorite statements are:

1, "Try it this way and see if that works better,*

2. “"Haye Robert show you how,"
‘ ' 3. “That's what I call good production,”
r 4. “This whole shop 1s really productig today,"
E 5, "Happy bivtliday B111," -
(l “" 6. “"Sorry about your brother, Are you going
fﬂ to be out for the funeral?"
’ 7, "Can I talk to you over here a minute?"
‘ 8, "I really like your style,"
9, "Have you thought about getting a job
somewhere where they pay more?"
q GEORGE ,




Supervisor Jane (loud and hateful): GET BACK

Supervisor Jane is quick to recognize problems.
When she sees a problem, she quickly responds
by shouting for the client to quit whatever

he is doing wrong. If the client again does
the wrong thing, she shouts again. Supervisor
Jane likes the clients and lets them know

by smiling when she shouts, or winking her
eye, or letting out a funny remark, When
someone does not respond to her after all her
attempts, she gets the shop manager to

suspend them. Her favorite statements are:

. "Get back to work." °

. "Stop messing around."

. "You keep that up and you®1l get suspended."
. "Don't give me that crap."” -

W PN -

Superviscr Cynthia (fast, then gone):
Supervisor Cynthia is a go-getter, She
prides herseif in being able to do so
many things. She can drive the forklift.
She can tie up bundles faster than any
client, She can make deliveries, She
can run the bandsaw. She can do almost
anything well, She takes great satis-
faction in always being on the run and
doing something, Her favorite statements

are: :

"I can do that."

“1¢11 get it," !
41411 be back in a minute," :
“I'm always busy." :
"pon't fall asleep and fall out of :
your chair, Ha,:ha." :
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Supervisor Rick (holier than thou):
Supervisor Rick can always be counted on to
get the job done, He will have things done
right every time or it is not his fauit, He
would be able to have a smooth running floor
if it wasn't for the guy who always wants to
cut up. He could have his people work on
their own if they didn't keep trying to put

* work activity people on the floor. He could
produce twice as much if he just had the
right tools and a few good peopie. His favor-
jte statements are:

LET ME SEE IT/
I'LL DO IT MYSELF!

1. "I was going to be able to finish today,
but ( the cook burned the meal, a man 7rom
locai business came just as I was going to.,.,

* the rehab counselor came asking for reports,
a client's mother called and said we didn't

pay enough,,.) pick one.

"How.do they expect us to produce the right
quality with the people they have out here?"
“Let me see, I'1l do it myself,”

"This -is ridiculous!"

“A11 I do is fight fires."

cK “If they would just give me a handful of

RI good clients, they could take the rest of
them and let them watch movies,"

W N
L d -

Supervisor Tom (pitiful):

gug?rvis?r ZOm }s a ?god ?lefgu%li He dﬁcsn't
elieve in hurting client's feelings. He . .

generally doesn't say much to clients; either CISNT HE PITIFU.L)

they want to work or they doplt. Tom gets

along fine with everyone, When production

gets behind, he jumps.in and helps and stays

late to get contracts out, Tom loves the

workshop and thinks it!s:great that these

people have some.place to go during the day,

He has seen these people here for a long

time and knows' they're not ever going to go

to work anywhere else. Tom's favorite state-

ments are:

"He just can't do any better than that,"
“Isn't he pitiful?"

"1'd 1ike to just'give them all a good
home and then they'd be alright."

"1 wonder if he had breakfast?"

“poor kid, never -had a chance,"
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@Trainer Suggestion: Handout, "Problem Situations."
Proceed through each situation allowing staff to
participate in role playing their assigned super-
visor. When last situation is finished, open for
discussion, enabiing entire staff to relay how
probiems are handled by them and their workshop,

Situation 1

John is talking to Sandra. John thinks Sandra is the best thing that
ever hit Earth. John is not overly concerned about his production,
He can produce at a fairly good rate with few mistakes,when he wants
to. Generally, he has a little trouble staying busy without super-
vision, and besides, Sandra is wonderful. Sandra reaily likes to
talk to John'too. . She can keep up her production 2id will have few

. mistakes even when talking. You and other supervisors have asked

L ‘ John to stop talking and work., He is talking now,
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Situation 2

Ron produces extremely well. He has a tendency to make a few mistakes
on every job. He sometimes works so fast that he tears up what he is
working at. He says he wants to get as much done as possible because
he's not getting paid enough anyhow. Ron learns the jobs quickly and
is somewhat of a hot shot with other clients. He is a popular guy with
almost everybody,

Situation 3

Mark just came out of work activity onto the floor, He is not producing
very fast and is making mistakes on nearly every piece. He is working
at a good rate but just doesn't seem to be able to cut the mustard,
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Sjtuation 4

Hank produces pretty well, but he is dirty. His clothes are dirty
they smell, and he smells, He works well around others who tolerate
him as best they can. He has been asked to take a bath and get clean
clothes. He does ysually, but he comes in dirty sooner or later.

It is Monday morning, and he is dirty and smelly, and you are his
supervisor,

Situation 5

Mike is generally a good producer. He works when you ask him, but
nothing spectacuiar. He has been at the workshop for three years
producing at the same rate. He falls asleep between jobs or during
down time. Whenever he is asked to move to another job or area.

of the job, he goes real slow. Mjke is considered to be a part of
the workshop because he has been there so long. He just nodded off
as the director walked through the shop. -

1 | 5
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Situation 6

Sandra is a good producer. She comes to you and asks what she must
do in order to go to the next step up, She has always dope well, but

is not exceptional.
CWHAT’S NEXT?

Situation 7

!

Martin is a pretty sharp guy. He produces well and is on the highest
paid level. He comes to you and is really discouraged about the money
he is making. He wants to know if you all help people find jobs out-

side the workshop.
WHERE ARE THE
REAL JOBS?

Situation 8

Dori is not producing fast enough and makes a few mistakes. She

doesn't talk very Toud and she generally can‘t take criticism.

In the past, she has cried when you told her that her‘work was

not up to par. She has to get her production up or she will be sent
" home. You are her supervisor.

HOW DO I
APPROACH HER?




There are several reasons why you as a supervisor should be con-
cerned about clients' productivity:

First; a client's economic independence can be increased
if they learn to be productive.

Second, a more mormative adult role can be assumed by a
productive client.

Third, a productive client can decrease their dependence
on public support.

Fourth, productivity may increase the liklihood of
acceptance by non-handicapped peers. *

Research and demonstration projects have proven that people with handicaps
can learn the skills needed for work in competitive employment. Productivity
is possible for severely handicapped adults. The do have potential to be
very productive, independent workers.

* Adapted from Horner, Robert and G. Thomas Bellamy, ‘Habilitation of Severely

and Profoundly Retarded Adults, Vol. III, Aug., 1980. University of Oregon,
Eugene, Oregon.
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* Supervising Growp Productivity 5

&= Trainer Suggestion: Handout, “Supervising Group Productivity.”
Allow ample time for completion and open discussion on their
responses to this activity.
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Supervising Group Productivity

A ‘ g Trainer Suggestion: Handout, "Supervising

Group Productivity.” for completion by the
“staff. Upon completion, open discussion
¢n responses to this activity.

DIRECTIONS: This is a drawing of Charlotte's group in the workshop,
The small squares represent the radios completed, The
dark Boxes indicate that the work was done incorrectly,
.The plain boxes indicate that the work was completed
correctly.

In your own words, answer the questions about Charjotte's
workshop below,

A
~
o/
AV
SUPE OR
- CHARLOTTE
ganp N
- 800 t”

A. Who are Charlotte's best producers?
1.
2.
B. Are there any stiengths in the way her group is arranged?
1.
2.

- P

C. Which clients haye the most problems in her group?

1.
* .

D. Who s closest to getting a job in competitive employment?

- ERIC Name Explain why:
=k " : o8




Individual Productivify

Each client's production consists of how much each
client produced during a period of time. Product-

\ . ion usually means the amount of materials produced
(Quanti’y) and the quality of materials produced.

Group Production

Group production consists of the total of all the production by the
pecple that are under your supervision in the workshop, Group pro-
ductivity is your responsibility because you are the supervisor, If
your group's production goes up, then you are rewarded, If it goes
down, then some explanations must be given. Your reputation ‘as a
sheltered workshop supervisor depends on the production record of
your clients. Your job as a supervisor is a series of tasks you do
every day to get your assigned clients to get the work done. The
more of your time you spend on the line producing, the less time you
can be managing. ,

_[WORKSHOP oUTPUT

P&A

Measurement of Production

The measurement of a client's production is important to you as a
supervisor, The measurement of your production as a supervisor is
important to workshop directors. You are measured on the product-
ivity and employability of your clients. The more productivity

and employability .you can produce in clients, the better a super-

i
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EXPANSION COMPONENT ONE
Unit C
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Specific Behavioral Techniques

Many techniques have been developed and successfully used with
severely disabled clients, including mild-and moderately retarded

work center clients. Two especially successful techniques center on -

the use of contingencies and. reinforcers to increase productivity and
reduce interfering behaviors.

-)ﬁ

The contingency technique.shows the client the "costs" of his
problem behavior. For example, if John's continual talking to Mary
disrupts his productivity, you would explain to John how you would
make it "Cost" him to continue talking to Mary. because the talking
interferes with his work.and reduces his check. You would say,
for instance, "John, if you talk to Mary and stop work. you will be
taken out of the work area for five minutes." If John finds talk-
ing to Mary extremely reinforcing, then the cost of being removed
frem the room would initially seem high, however, John might event-

ually learn to accept this cost. In that case, you could change the -

contingency and explain to John, "John, you still talk to Mary and
do not work, therefore, I will move you to another area of the work-
shop away from Mary if you are talking,"

Other contingencies -include taking away an activity or taking
away a soda at breaktime. Based on your experience with the client,
you can determine what contingency would be most effective.

Trainer Suggestion: Handout,"Increasing Productivity
or Decreasing Behavior Problems? Try Reinforcement,"

An alternative technique is reinforcement. Reinforcers can be
provided to the client to decrease off-task behavior, increase on-
task behavior and to increase productivity. There are several
reinforcers that can be used to change work behaviors:

Primary Reinforcers are substances that require no
learning by the client in order for it to have re-
inforcing properties. Such primary reinforcers

might be items like juice, candy, nuts, or raisins.
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Increasing Productivity or Decreasing Behavior Problems?
Try Reinforcement ¢

There are several types of reinforcers that can be used to
change work behaviors:

Primary Reinforcers are substances that require
no learning by the client in order for it to
have reinfor .ing properties. Such primary re-
1n§o:cers mignt be items 1ike juice, candy, or
raisins.

Tangible Réinforcers are objects preferred by
the client, things you can hold or manipulate.

Activity Reinforcers are a preference behavior
such as a game, listening to music, going for
a walk or on a field trip.

Token Reinforcers are tangible objects that serve

as : generalized conditioned reinforcers, They

can be exchanged for a valid reinforcer. An example
would be to exchnaoz tokens earned by the client for
candy, sodas, or pretzels, etc. at breaktime.

Social Reiniorcers are usually personal. Verbal
praise, pate on the back, and atiention are common
social reinforcers.

Self-Reinforcers are delivered by the client and may
include self-praise or self-administering of tokens
or a primary reinforcer. For example, a supervisor
could set up a system of self-reinforcement:in which
the client 1s directed to collect one token for every
thirty minutes that s/he works .appropriately.




When you decide to use reinforcers, there are five different factors

to consider:

First, the client should be considered. Discover what functions
as a reinforcer for the individual. You can do this by noticing
what the client seems to prefer. Ask the client or family and
friends of the client what s/he likes best.

Second, the reinforcer you choose should be easily administered.
For example, if you are using a tangible reinforcer, the object
should not be so distracting that it diverts the client's atten-
tion away from work for a long period of time. Or, if you are
using a primary reinforcer, like cola, it should not take an
excessive amount of time to deliver the cola to the client.

Third, if you choose to reinforce the client with edibles, make
the item something that can be easily and quickly consumed so
that the production is not impeded.

Fourth, consider the immediacy with which you can administer
the reinforcement. You should be able to give the reinforcement
immediately after the specified behavior.

Fifth, the reinforcers must be delivered consistently.

In any type of reinforcement program, be certain to fully and
enthusiastically explain to the client the details of the program.
A sample explanation might be: 'Mark, we are going to help you stay
working and not spend so much time talking. For every ten minutes
you are working well and not talking toc much (name the specific
wrong behavior), we will give you a reward.(name the reinforcer,
i.e., candy, juice, cola). Solicit the client's cooperation. At
any time you decide to change the program, approach the client
(before the change takes place) and tell the client in an enthusiastic
and positive manner about the change. Your explanation might be:
"Mark, since you are working so well and not talking so much (name
the specific behavior), we will give you a reward for every fifteen
minutes that you work well." Plan out a gradual fading of the use
of the formal reinforcer over several weeks. Eventually, the client
will learn to be reinforced with only verbal praise or even through
self-reinforcement.
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g Trainer Suggestion: You may wish to provide activities for the

staff to strengthen their working kncwledge of reinforcement.
The following activity is helpful in this goal.

Reinforcement Activities

Each person will choose an individual or a group of individuals with
whom to work. You are to record their production rates for three days
as a baseline. pecide what interfering behavior is present if possible.
Develop an intervention program using tangible, activity, social or
self-reinforcers with help from the instructor or the client services
supervisor.

Follow through with reinforcing for two weeks recording production
during this period.

Evaluate for one day giving no reinforcements to see what the new
level of production is and prepare to report these results in class.

If you choose self-reinforcers, which is the most difficult, a
plan might be to hand out a sheet with 6 blocks on it. You would
then ask each client to raise his hand if he is working when you
say NOW Toudly. Schedule the six loud NOWs during the first hour
of work after lunch. Scheduling them 6 minutes after work begins,
10 minutes after work begins, 30 minutes after work begins, 45
minutes after work begins, 50 minutes after work begins, and 59
minutes after work begins. Ask all who raise their hand who were
working to mark in one of the blocks on their paper. See if
production increases. See if more people are on task during this
hour more than another hour during the work period. Do this for
two weeks and report the results to the clasc.
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QTrainer Suggestion: Handout, "The Intervention Process."

Developing an intervention program for your clients is basically

a 5 step process.

Step One: Chart the current production rate of the client.

Step Two: Decide what problem is interfering with the client's
productivity and select a way to intervene.

Step Three: Develop an intervention program. This step includes
establishing the type, frequency, and duration of the
planned intervention, and securing the client's co-
operation.

Step Four:. This is the intervention period within which you
will chart production daily.

Step Five: Evaluate you client's progress by charting pro-
duction during a period when no intervention is
occuring.
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THE INTERVENTION PROCESS

Chart Current Target Problem Develop Intervention Intervention Chart &
Production § Program Period Evaluate

Rate Intervention Progress
66

67

5







EXPANSION COMPONENT TWO

Staff become involved directly in readying clients for competitive
erployment. The fundarentals of Job assessment, task analysis, perform-
ance standards, establishing baselines, and skill oquisition are pro-
vided, Individualized skill training, program evaluation, and assess-
ing client’s Job-readiness are also part of this component of training.
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INsTITUTING SuPPORTIVE WORK TRAINING

. When building a curriculum for clients, it is essential
to reconsider the relevance of workshop training to actual
employment opportunities. With the ultimate goal of com-
petitive employment placement in mind, skills must be taught
that contribute to the client's job readiness. For example,
if you spend hours training clients to use office equipment
and there are, in actuality, no office jobs available in the
community for your clients, then'your training has a Timited
impact.

Most work centers are engaged in bench work contracts
and clients are involved in assembly production. During
this type of vocational training, clients learn general
work skills and habits, 1ike attendance, productivity, etc.
that can carry over to many jobs. However, if your community
has no entry-level positions for assembly workers, then bench
work as the sole type of skill training severely hinders the
functional training efforts.

Pertinent questions to consider when setting up a
supportive work curriculum are:

Is this training necessary to prepare clients to
function ultimately in competitive employment?

{ ’ Could clients function in competitive employment
l if they did not aquire these skills?

|
r
|
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Will a different activity allow clients to approximate
realization of the criterion of competitive employment
more quickly and more efficiently?

Are the skills, materials, tasks, and criteria of conr-
cern similar to those clients will actually encounter
in competitive employment?

Will the activity impede, restrict, or reduce the prob-

ability that clients will be placed in competitive employment?

A vocational program should reflect the local industry and
job market.of the community, therefore, the fist step is to
visit community businesses and assess entry-level positions.
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Job Assessment of Local Businesses

Job assessment of local businesses ccnsists of going out to businesses
and learning what jobs are there. There are several reasons why it is im-
portant to conduct a job assessment of local businesses.......




First, it enables you to learn what kinds of jobs
‘ ‘ are available to your clients in the community.

Second, a job assessment informs you of the needed
skills for entry-level jobs in community businesses.

Third, job assessments contribute to the work center's
positive image in the community as an active rehabili-
tative agency. )

Fourth, the job assessment enables you to build a
sound, practical curriculum of employability skills
that you can teach to clients.

Trainer Suggestion: In advance, have appointments
scheduled for staff at various local businesses.
Send all people in pairs if possible. Try to set
up visits in hotels, cafeterias, resturants, hosp-
itals, colleges, public school systems, etc. .
Schedule two visits, one for 30 minutes in which

a staff member will watch an entry-level person

do their job, and the other visit for 15 minutes
in which the staff member will talk with the
manager about the business staff. No more than
two staff members should visit per business.

. One training session can be devoted to these
busi:ess visits. Handout, Job Assessment Work
Sheet," and go over the instructions with the
staff. For practice, you may wish to allow
the staff to complete one worksheet.

Appointments have been made with local businesses so that you can experience
the job assessment process. You will observe and talk with workers in entry-level
positions for apporximately 30 minutes. The Job Assessment Work Sheet was desi_ned
to guide you in your job assessments.

Do not feel that you must learn EVERYTHING about the job during your visit.
Also, do not feel that you must try to find a client a job. If you are told that
there are no openings at the business, assure the manager that you are only trying
to improve your program by visiting businesses. What you should include in your
job assessment is:

1. The name of the work area. For example, Production Room.
2. Three smaller work areas. For example, in the Production

Room there might be: an assembly area, a supply area, and
a finished products area.
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Instructions:

Job Assessment Work Sheet

Upon visiting local business, determine at least 3
small work areas of the job. These will usually be
one physical section where specific job skills are
necessary. For example, in a laundry at a local
nursing home, a small work area could be the washing
room, where specific skills are needed which might
include loading washers, measuring detergent, etc. .
Within each work area, please identify what skills
are needed. For example, skills in measuring are
needed in the washing room of the laundry.

Name of Site or Environment:

Work Area One Work Area Two Work Area Three
Specific Skills: Specific Skills: Specific Skills:
a. a a
b. b b
c. c C.
d. d d
e. e e

Number of entry
Rate of Turnove

Comments:

-level positions:

r.
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Learn and iist the specific skills needed within
each small work area. For example, in the assembly
area the skills required might include: assemble
3 parts of a typewriter arm, attatch arm to type-
writer, adjust and position arm, secure arm in

locked position.
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Trainer Suggestion:

The number of entry-level
positions. For example,

how many entry-level assemblers
work in this environment?

The rate .of turnover. You
could ask the worker, "How
often are new assemblers hired?"

You may wish to write in any
comments on information you
think is important. For ex-
ample, if you learned from
the worker that the job re-
quires a good deal of physical
stamina, like standing long
hours, you might want to make
note of that fact.

Handout business assign-

ments. Give one business to every pair of
staff members. The assignment should instruct
them as to the time, place, the position/s they
are to observe and the name of the person in
charge of their visit at the business. Assure
them that the employer is expecting them and
that s/he is cooperative.




DeveLopING JoB STRANDS

2] Trainer Suggestion: Ask the staff to have
their completed worksheet ready for discussion.
Allow each staff member to tell the group what
they observed during their business visit.

We can compile all of the information you have collected from
your business visits and decide what entry-level positions actually
exist in the community.

Trainer Suggestion: Ask the staff to name the
kinds of entry-level jobs that are in the community.
List these jobs accross the board.

Based on your observations, we can also compile a list of
skills needed in these entry-level positions.

Trainer Suggestion: Ask the groups about
specific skills needed for each job listed
on the board. List the skills under each
job heading.

This information will be an extremely important tool for
developing practical vocational training at your center. For
example, if there are an abundance of entry-level jobs for
custodians in your community, then you should design a curriculum
to teach specific custodial skiils to clients.

The process of creating relevant training for clients is a
simple one. From you job assessment, consider the marketable
skills that are needed in your community. Janitorial skills
might be taught and could be the focus of your supportive work
training. The next step is to 1ist the skills as needed by an
entry-level janitor. Sweeping, mopping floors, cleaning sinks,
cleaning toilets, vacumming carpets, etc. will comprise the
majority of supportive work training in janitorial skills.
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TASK ANALYSIS

The training program is simpler when each skill is
divided into its component steps and then sequenced in
a logical order. This process is called Task Analysis.

21 Trainer Suggestion:Handout, "Task Analytic
Recording Sheet." Invite the class to task
analyze one janitorial skill, entering the

* task components as they are analyzed and

" sequenced.

To demonstrate task analysis, we will task analyze the
Janitorial skill of cleaning a sink. Think about the

first step involved in cleaning a sink. List that component
on the first 1ine under "Program" on your Task Analytic
Recording Sheet. Continue Tisting the components of cleaning
a sink, in the logical order that you would follow. You can
be as specific as you like, listing many components. When
doing task analysis in the work center, take into consideration
the learning ability of the individual client. Some clients
require a task breakdown in great detail, others require only
general steps of instruction.

Trainer Suxgestion: Assure the class that
there is no exact 1ist of components for
cleaning a sink and that their lists will
vary.

Now that you have each completed a task analysis of clean-
ing a sink, exchange lists with each other. Examine how the
other person task analyzed the job.

21 Trainer Suggestion: Ask the class if they
could clean a sink following the steps on

the 1ist they have. If facilities are avail-
able, you might engage one class member in
performing the task as analyzed and sequenced
by another class member.

Two important reminders about task analyzing a skill:
1. Be certain that no components are omitted in the

analysis--that would result in failure to complete
the task.
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TASK ANALYTIC RECORDING SHEET

Worker's Name

Job Coach

Work Task

3%‘51( COMPONENTS

TASK COMPONENTS




2. Be certain to record all components. When training
clients in a spec¢ific skill, 1ike cleaning a sink,
you must use a consistent set of steps. Begin and
end the skill training with the same steps that you
began and ended with in the last session. The record
sheet also enables consistent training when more than
one trainer is involved.

PERFORMANCE STANDARDS

Before you implement skill training you should take into
consideration the standards of performance you expect clients
to achieve. Examine the cumponents of the task and determine
a standard of performance with reyard to timing, quality, and
quantity. Set the performance s>tandards at competitive em-
ployment levels. Consider what wouid be expected in a "real"
job were the client employed in the community. Once you have
established the performance standards, record them and attatch
them to the Task Analytic Recording Sheet.
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ESTABLISHING A BASELINE

A baseline is established to determine to what extent
the worker is able to performa task before any training
takes place. It is important to withold all training assist-
ance during this procedure in order to get a truly accurate
picture of what the worker is able to do independently before
the intervention training bLegins. Baseline production rate
can be easily determined. First, record the exact time that
the work period begins. Then, record the quantity of work
that is produced and the period that the work ends. By
dividing the number of units of production by the number
of minutes worked, you can determine the production rate.
An examples in four 50 minute trials, a vorker produced 150
units. The production rate would be 3 units per minute,
and that would be the baseline.

Z 3 4
SESSIONS

.Graphing production rates helps you visualize the stability
of production. It is important to begin intervention training
when a baseline is relatively stable. If you begin intervention
when the baseline is high, production m y not increase. If you
begin when production is low, then production may increase only
temporariiy. Establish a baseline when sou have graphed a con-
sistent rate of production over three or more timed trials.

2

=~-! Trainer Suggestion: Handout, "Guidelines
for Aquisition Baseline." Arrange for
each staff member to baseline a client at
the work center following the procedures
outlined in the handout.




BASELINE

Guicelines for Baseline of Client’s Task Completion

This procedure is to determine to what extent the worker is able
to perform a task BEFORE any training takes place. It is {mportant
to withhold all training assistance during this procedure in order to
get a truly ACCURATE picture of what the worker is able to do indepen-
dently before intervention training h2gins,

Baseline Procadure

1. Have worker sit facing woerk macerials.

2. Trainer stands beside worker.

w
.

Say to worker, " :n - » 1 am going to make a-pen,
Watch me."

Silently- demonstrate the entire task.

Say to worker, *  -- .__» make a pen,”

n
Stand beside worker WITHOUT giving any assistance.

~5 [+4] o »
.

. Score aquisition data with a plus (+) for each correct re-
sponse on the task analysis. Score a minus (-) for each
inco'rect response, or if the student shows no response
within ten seconds on any step. Do not respond with comments
1ike, “Good Job." Praise ¢~ help should not be given while
taking baseline.

8. If you are not able to score all steps on the first trail,
allow the student to have one more trail, without another
demonstration.

9, After completing the scoring, stop the worker from practicing
the task.

10. To determine the percentage of steps performed correctly, divide
the total number of pluses by the total number of steps, then
multiply by one hundred.

total #.0f's

Fotal ¥ of sTeps X 100= % of task completed correctly

1, Graph results.

o
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(=]
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o

percent corrvect
(4,1
o

o

i . ‘ Day One [");ay Two  Day Three
|

- ' 12. Repeat procedure for 3 days or unti] a stable baseline is

Q : achieved.
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Grephing Results

Why graph results?
1. Graphs are more understandable.
2. Graphs show if intervention is effective.

3. Graphs help show if a change in programming is needed.




Never begin intervention if performance level has not been consistent
‘ over several days. For example, if you are going to work on increas-

ing a skill, do not begin intervention if your baseline is increasing.

Baseline

—

1 2 3 4 5
sessions

Grapn 1

QWO

completed {ndependently

steps in task amalysis

Do not start irtervention if graph looks like this -
wait until it looks 1ike the one below -

ad
:g'.'é ¢ | Baseline
Graph 2 28 5
%3 4
8T 3
¥ 2
K
"g. 2 3 4 §
sessions

In Graph 2, the student's rate of performance has stabilized and now
would be a good time for intervantion,

In Graph 1, it looks as if the student's ability to complete the skill
' is naturally increasing without intervention.

Additionally, if you are going to begin a program to decrease a behavior,
do not start intervention if the behavior is decreasing during baseline.
Wait until you see some stable pattern to performance.

Raseline

£

g 0

X gg This would not be a
% 20 good time to begtn

intervention -
10
1 2
[+4

0

3 segsioﬁs &

£

£ Baseline

i 50
40 This would be a better

s 30 time to begin intervention.

g 20 The behavior is at a stable
10 rate of performance.

E. 1 2 3 4 5 6

sessions




BASELINE
Guidelires for Baselining Production Rates or Behavior Rates

This procedure is used to determine a client's production rate.

i It is also used to determine the percent of on-task behavior o. the

5 number of times that inappropriate behavior occurs. The baseline

| rate is important to know before you start a new strategy to increase
| procuction or change client behavior.

Procedure

Set up period of time to count the frequency of tle
behavior. The frequency is "how much" is produced
or "how often" a behavior is observed. The period
“n which to count production can be before lunch,
all day, etc... If it ocurrs all day, then pick 2
fifteen minute periods, one in the morning and one
in the afternoon. If the behavior ocurrs only for
a short time, then record a continual account for
that short time. For example, it ocurred (0 times
in ten minutes.

Record the behaviors on a pad of paper or an auto-
matic grocery counter each time it ocurrs during
the perioa you have specified.

Always record at the same time each day.

Try not to let the client know you are recording or
watching his/her behavior.

After counting behaviors or production, divide your
counted numbers by the time (in minutes) which you

observed. Example: 80 in ten m1nutes=%%; 8 radios per minute

29 kicks in 5 minutes= g§=5.8 kicks per minute

Three days can be calcuiated the same way: 240 radios produced
in the 30 minutes observed = 240_ 8 radios a minute. This is a

baseline for 3 days of observa390n of 10 minutes each.




INDIVIDUALIZED SKILL TRAINING

Trainer Suggestion:Handout, "Indiviuualized
Skill Training” and Skill Training Individual
Program Sheet "

When setting up a training program for an individual
client, you should conduct a client inventory. This in-
ventory will enable you to structure training according to
the individual's special needs, productivity, learning ability,
and work habits. Consider the individual's learning ability,
for example, when deciding how to task analyze the skill to
be taught. Some clients require extensive, detailed breakdown
of tasks, while others require a more genralized task analysis.
The unique characteristics of the client are also important:
in considering what training methods, prompting procedures,

' etc. you will decide to use in skill training.

The "Skill Training Individual Program Sheec¢" will
enable you to record the methods, procedures, techniques
that you plan to implément in the client skill training.
This program sheet was designed for use over a three week
training period, however, the training program can be re-
structured ur extended by using additional sheets. Your
daily graphing and data recording are crucial to the success
of your training program. The information gathered each day
will nelp you determine if you should continue with the
present instructional program or if you should revise it. IF
progress is accelerating, then continue the program as structured.
However, if progress is very slow or no .progress is being made,
then the program should be re-structured.
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INDIVIDUALIZED SKILL TRAINING

Trainer Suggestion:Handout, "Individualized
Ski11l Training" and Ski11 Training Individual
Program Sheet."

When setting up a training program for an individual
client, you should conduct a client inventory. This in-
ventory will enable you to structure training according to
the individual's special needs, productivity, learning ability,
and work habits. Consider the individual's learning ability,
for example, when deciding how to task analyze the skill to
be taught. Some clients require extensive, detailed breakdown
of tasks, while others require a more genralized task analysis.
The unique characteristics of the client are also important.
in considering what tra., ing methods, prompting procedures,

’ etc. you will decide to use in skill training.

The "Ski11 Training Individual Program Sheet" will
enable you to record the methods, procedures, techniques
that you plan to implément in the client skill training.
This program sheat was designed for use over a three week
training period, however, the training program can be re-
structured or extended by using additional sheets. Your
daily graphing and data recording are crucial to the success
of your training program. The information gathered each day
will help you determine 1f you should continue with the
present instructional program or if you should revise it. IF
progress is accelerating, then .continue the program as structured.
However, if progress is very slow or no progress is being made,
then the program should be re-structured.
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INDIVIDUALIZED SKILL TRAINING

Conduct Client Inventory

Special Needs * Learning Abilit
Productivity Work Habits

*n"
Targef SKI1TT for Training
lU

tilizing Job Assessment

“Task Anal‘l§ze SKITY
Into Logical, Sequenced Steps

Determine Performance ]
Standards

Timing Quality ]| Quantity

[BASELINE cLIERT]

Training Method OU ARE HE
Prompting Pr;cedures/Intervention
Type Type
Frequency Frequency
TRAIN

‘Record Daily Progress

rv—‘e ALUIATE/GRAPH'

y

. Restructure Training |¢ End Training or
If Necessary Begin Training of
Another Skill

e

Competitive
Employment

»,'g.s
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Pate:___ -~ _ NANE
TRAINER/S

SKILL TRAINING INDIVIDUAL PROGRAM SHEET

SKILL

M INTERVENTION
Task Components. |Performapce Std.Baseline WEEK ONE WEEK THOU WEEK THREE EVAL,

-

1.
2,

3.

4, .IJ_

5.

1.
8.

9.

10.

® | .

lz.
W y
Total Tasks: Tasks :

+ » task correctly completed )
- » task not completed or done incorrectly

"METHORS OF INTERVENTION

Prompting Procedures:
Type Used: .VERBAL  Frequency of Use: NETEN (3 or more times ﬁer task)
" MODEL SOMETIMES (once per task)
_ PHYSICAL SELDOM (once for some tasks, not at
' all for others) :

REINFORCEMENTS/INTERVENTION TECHNIQUES

Frequency of Use:

Type/s Used:

COMMENTS :
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f PROGRAM EVALUATION

2} Trainer Suggestion: Solicit responses
: to the question, "Why should you eval-
‘ uate your training program?" List the
responses on the board.

Program evaluation is important because it is one method
of judging the success of your training program. It also is
a document of the progress of the client. Evaluations enable
the client to see how much progress has been made and it in-
forms the client of what is to be expected. Evaluations alsc
provide a sense of accomplishment to the client.

\ Usuing your discretion, you can evaluate individual progress
: when you feel the client is ready. Essentially, the evaluation
. consists of performing another baseline after a training period

has been completed. You can determine the client's progress by
comparing the initial baseline with the most recent baseline.
Your graphs of the client's progress as you go through training
is a source of daily evaluation, however, an evaluation baseline
is necessary because you need to determine if any progress is
evident when intervention is absent.

ASSESSING A CLIENT'S JOB READINESS

Although you have an evaluation of the client's progress,
this is not the only measure to consider when assessing job
readiness. Of course it is important to know that the client
can meet performance standards, stay on task, and be productive,
but other factors are equally significant: Consider these
factors:

1. 1Is the client's attitude toward work positive
' and motivated?

2. Does the client have social skills that will
enable him/her to work well with others?

32




3. Does the client have the ability to follow
instructions and to respond to corrective
feedback in an appropriate manner?
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4. Does the client dress and groom appropriately?

5. Can the client work safely and comprehend work
rules?

While not a complete and comprehensive 1ist, do consider al]
these factors when you begin to assess the client's job readi-
ness,




EXPANSION CQMPONENT TWO
Unit D
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'SPECIAL TECHNIQUES IN SKILL ACQUISITION

When teaching a new skill to the client, you can use a variety of
of techniques. Two techniques that have been used with much success
are the Least Prompting Technique and the Graduated Guidance Technique.

LEAST- PROMPTING TEACHING - FROCEDURE

A prompt is any kind of supplementary assistancesstimuli that is
given to the student in order to facilitate a response. Three types
o prompts used for training include verbal, model, and physical
prompts. A verbal prompt consists of a few extra verbal instructions
to help the client perform the skill. Model prompts show the client-
how to perform the skill. The trainer expects him/her to imitate
what has been demonstrated. Physical prompting is "putting through"
or physically guiding the student's body part or parts through the
desired response.

Any of these prompts can be used individually or together to

teach a new skill. However, the ultimate goal is for the individual

to perform the skill independently under naturally occuring conditions.
For example: You may teach a client to clean a sink.by

(1) saying: "Get your supplies and clean the sink."

(2) demonstrating: "Watch me clean the sink."

(3) physically taking the client by the hand and going
through the motiors of cleaning the sink.

Any combination of these three assistive techniques can be used.
You, however, expect the client to eventually clean the sink

when the -upplies are placed in front of him/her.without additional
prompts.

Obviously physically guiding a person through an activity is the
most unnatural, most intrusive means of getting someone to complete
an activity. While providing a few verbal instructions is the least
intrusive, this can ba represented on a continuum of least to most
intrusive prompts.




Most Intrusive « — Least Intrusive

physical prompt model prompt verbal prompt

Whenever a trainer is using prompts to teach a skill, some plan
must be wade to gradually fade assistance. For example, if the
trainer always holds the client's hand while using:the broom to
sweep, then the client may refuse to sweep when assistance is no
Tonger offered. Gradually prompts must be removed until independ-
ence is achieved. The system of least prompts is a systematic pro-
cedure designed to gradually fade out help.

Initially, the client is "put through" a skill by using all three
prompts.

(1) The trainer begins by presenting the naturally occuring stimuli (broom)
to get the desired response (sweeping).

(2) If the student does not respond after a
specified period of time, s/he is given
a verbal prompt/additional instructions.

(3) Should the client fail to respond again,
the trainer should show: the client what
to do by sweeping the floor him/herself.

(4) Finally, physical guidance is provided if
the client still needs assistance.

(5) Generally, it is best to wait a short period of time before going to the
more intrusive~prompts. Proceed from the least intrusive to more
intrusive assistance allowing the client a chance to complete the
skill regardless of the prompt needed.

(6) Reinforcement is always provided whenever the individual completes
the skill regardless of the prompt needed.

(7) Remember, we are teaching a skill. After the skill is learned, even persons
functioning in the moderate range of retardation will be asked to work with-
_out even verbal prompts.
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'I' - CUE‘A!I!RIPTION . "l'

LEVEL OF ASSISTANCE ASSISTANCE PROCEDURES
. ‘\
Independent \ Allow 3 Seconds for a Correct Response.
Yerbal Cye If No Correct Independent Response, Give a Verbal Imstruction

that is Specific to the Task (e.g., "Pick Up the Bolt").

Verbal Cue & Model (Gesture) - If No Correct Response to the Verbal Instruction, Then
. Point to the Item and Repeat the Verbal Instruction. -

Verbal Cue & Physical Prompt If No Correct Response to the Gesture, Then Prompt the Person by
Taking Their Hand by the Wrist and Placing It on the Task While at
the Same Time Giving the Same Verbal Instruction.

Verbal Cue & Hand Guidance If No Correct Response to the Prompt, Then Physically Guide the Pefson '
] - Through the Step While at the Same Time Giving the Same Verbal
Instruction. - The Person Should Complete the Step at This Level.

CUE IMPLEMENTATION

Cues to be used are:

Independent = }

Verbal Cue = V

Verbal Cue & Model (Gesture) =M ‘
Verbal Cue & Physical Prompt =P

Verbal Cue & Hand Guidance = H

Always use cues in the order listed. This helps the person to do the work as
independently as possible. In using cues, tell the person exactly what you want
him/her to do. For example, if you want the student to pick up a pair of pliers,
say, "Pick up the pliers." Avoid saying "MN0" or telling the student what not to
4o. For example, if you want the person to pick up the pliers and he starts to
pick up a bolt, tell the student, "John, pick up the pliers,” This tells John
exactly what you want him to do. If you say, "No, don't pick up the bolt," he
doesn't know what you want him to do and he may only pick up on part of the in-
struction (...pick up the bolt).




2 dvtact o an L vatarbeniinate e A o WA SN e daded . L T

R T .
Foor g ey XY Diies < o e 4% .
PRI A d‘»‘?@»ﬂ it fodatora o & N
o ok it s RS R T e L e | N
Jrroali by WA -

The procedure can be used easily for a single response or for a
task analyzed skill.

Trainer Suggestion: Handout, "Cue Description/
Cue Implementation Guide."

The Cue Description and Cue Implementation Guide illustrates how
to implement the Least Prompting Technique. It shows you how to sched-
ule the cues you provide to the client. Remember, the goal of the

Least Prompting Technique is to allow the client to work as independ-
ently as possible.

GRADUATED GUIDANCE TECHNIQUE

Graduated guidance consists of physically "putting through" or moving
an individual's body parts to complete a desired response. Total physical
guidance is provided initially and gradually faded as the client begins to
learn the new skill. This is an especially useful technique for someone

who is extremely low functioning and does not respond to or learn from
verbal or model prompts.

CONSIDERATIONS

The trainer who attempts to use graduated guidance must develop a
system of fading the physical prompt. In teaching sweeping, for example,
you may begin by providing firm hand over hand pressure to hold the broom.
As you "feel" the client take control, you should fade the assistance to
a 1ight hold to merely placing your fingertips on the back of the client's
hand. Finally, the guidance would be totally faded when the new skill is
learned. Another fading technique might consist of the trainer starting

with hand over hand, decreasing to hand on wrist, and then to hand on the

client's elbow.

It is important to remember to pair verbal instructions with physical

guidance. You want to move to least intrusive prompts as quickly as is
npossible. . .
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Disadvantages of Using Graduated Guidance

(1) It is often difficult to maintain consistency across trainers
when using graduated guidance. Pressure exhibited by one may
be totally different from another.

{2) It may be difficult to use with a resistive/noncompliant client
' who does not want to be guided through a movement.

PRECAUTIONS!

(1) Avoid eye contact and extraneous talking to the student while
providing the physical guidance.

(2) The guidance should not be unpleasant nor should it be extremely
pleasant. If the student finds your physical guidance reinforc-
ing, it may be hard to fade the assistance because he may refuse
to begin doing the task on his own.

{3) The student's eyes and thoughts should be on the task and not on
the trainer.

What Kinds of Skills Can Be Best Taught Using Graduated Guidance?
(1) sSelf-help skills whose motor rasponses are not in the client's

repetoire.

(2) Any skill that requires a number/series of motor responses which

are new to the client, like vocational skills, leisure skills, etc. .

(3) Good technique for a client that does not follow instructions or
respond to model prompts. ‘




EXPANSION COMPONENT THREE

¢ " Activities and instruction are provided in Job develooment,
Specialized skills are taught in employer interviewing, job
analysis, job-client matching, and marketing the job-ready client.
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INTERVIEWING EMPLOYERS

Trainer Suggestion: Handout, "Locating
Job Activity Sheets." Allow ample time
for completion and discussion.

-

- The best way to locate jobs for handicapped adults is by
interviewing employers. One short interview will enable you to learn
several important facts about potential employment for your clients.

You can learn.......

If the employer has ever hired a handicapped
worker or would be willing to hire one...

If the empioyer perceives a handicapped work-
er to be as competent and dependable in com-
pleting their jobs as other workers...

If the employer thinks that other werkers :
would willingly accept a handicapped co-
worker...

If the emp16yer is familiar with or finds
desirable the government benefits avail-
able for employing individuals with handi-
caps...

If the employer would be willing to talk with
a job-ready client.

When you make an employer contact, your demeanor is very important.
Be friendly, not pushy. Shovt an interest in and a concern for the em-
ployer's business. Give the 2mployer a copy of the TJTC tax credit in-
formation if requested. Thank the employer for his valuable time and
cooperation.

Trainer Suggestion: Handout, "Employer Interview Sheets."
Inform the class that this is a description of how to
approach employers. Handout, "TJTC" informationadso.




LOCATING JOB ACTIVITY SHEETS

Identify a minimum of 12 ways to locate jobs for handicapped adults.
Be creative!
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USING THE EMPLOYER INTERVIEW SHEET

The Employer Interview Sheet is designed to be used on your second

visit to business. Call the owner or the manager and ask to come by

for about 15 or 20 minutes to discuss what you found during the job
assessemnt. Arrange to go with another staff member: to the business.

Both of you will be asking the questions, in a conversational manner,

using the Employer Interview Sheet as a guideline. You will take

turns asking the questions. You should practice this interview prior

to your visit with 2 third person role playing the manager's part.

This will help you to become familiar and more comfortable with interviewing.

Upor arriving at the business, begin with a short discussion of
your job assessment and ask some general questions about the job you
observed (i.e., neatness, accuracy, how many positions there are,
rate of work, amount and kind of supervision, dos and don't s of the
job, etc.). When appropriate, begin asking the quastions on the
Employer Interview Sheet.

BE SURE TO PRACTICE YOUR INTERVIEW UNTIL YOU ARE COMPORTABLE WITH IT!!!

2 .?}X‘:h ".‘i:“ ~,_'_.‘.-‘v‘¢ ‘W‘-‘?
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EMPLOYER INTERVIEW SHEET

Have you ever employed any mentally handicapped workers?

b

~nN

Were they as competent in completing their jobs as other workers?
If you have not hired a mentally handicapped worker, do you think
they would be as competent as the other workers?

3. How well do you think mentally handciapped workers are (or-could be)
accepted by other co-workers?

I
. Do you think that mentally handicapped workers present a significant
safety risk in completing their jobs?

-1

" 0 5. Do you think that, in.the long run, mentally handicapped workers are
o more dependable than the non-handicapped worker?

6. What would make you most 1ikely and most willing to hire any handicapped
worker?

~3

Would you allow a job counselor to help train a mentally handicapped
worker at the job site?

8. Do you have any preferences for hiring a mentally, physically, or
sensory impaired individual?

(¥}

What suggestions, if any, can you give that would help us improve
. the quality of our vocational education efforts for mentally handicapped
: students?

106
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10. How does a person make application for employment here? (Can I see
one of your applications?) Take it with you to have completed
on your client when you bring them in.

11. Would you be willing to tatk with a client ready for work?
If so, set up a time and a date.

12, Do you have any openings now or do you expect to have any in

the near future?

End with: I guess we have all the information we need. We'll sée you on

at . Thanks.

date time




TJ7C

TJTC stands for Targeted Jobs Tax Credit. The information
sheets you have on TJTC provide an explanation of tii¢ penefits
that are provided. You are to use. the TJTC sheet as an ex-
planation of the program to employers. Check with the agency
responsible for employment in your state for a brochure explain- -
ing how your state is promoting TJTC.
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Tax Break for-Hiring Handicapped Workers

Questions Now does the Targetsd Jobs Tax Credit work?
Ansvex: The state esployuant commisaion and ether
sgensies ia your comxnity detarmine Questiou:  What is the Targeted Jabs Tax Credit or TITC?
mgmm°unum.- . . Msvers _xmmnmzanozmunw:m
mmm.:nunu% subtzacted from the amount of federal {ncome
wozkar, you aaswar 8 single questions tax a business owes.
bottom of voctar sad mail It a8 Ladicetad
“mmuﬁ'mm-_ﬁ.‘% day Quection:  Who can take sdvantage of this tax orsdit?
the person starts to werk. IIIC Uait will mail - Ansver an
a cartificstisn for the vecksr vithin thrbe days - ) private eeployers engaged 1a & trade or business,
of receiving the voucher. The certification form Question;  Bow is an esployer aligible for th3 tax
credit?
docwmentation
ic the only yor 3eed T claim the credic. Ansvers umwmmumumu
You alaim the eredit by £iliag IRS fors 3584 with the Zsaryeted groups.®
your federal iacome tax retmra. The cartification .
forn is retained in your tax filss as prolf of en- Question: Now mch is the tax credit? :
titlement, Angwer; The credit is ecmputsd by using the wages paid to
sach eployes during the first two years
Questiom:  What are the Jimitations? of esploymeat with the company. for all but the
Ansvers -mmumzom:ttmmu_m RV summer youth target group, the credit is:
TITC Unit or request writiag-cn o8 306 of the first 35,000 in wages the warker
- tha
the day She aligible person stxrts to M ummmiuum.
*The credit is limited to %08 of your tax llbility ° s -~y
o reducticas. If you cannot i:;::hﬂu:;‘,mhmmm
clain the full earsed credit becanse of this limit- durisg the second year,
ation, you can carry usmsed credit back 3 yesrs or This eguals & poteatial $4500 credit for each
farward 1S years. . eligibhle ewr‘ayes. .
*You cammot clais credit on s esployes’s wages vhile Question: Mmququ_n
receiving federal guvernamt peymmts for oa-the~job Answers Individaals hired to perfozm work in & trade or
for the sems employse. Nowever, after com- business who are cartified as members of one of the
pletion of the traiaiag, you cem clain credit on weges following targetsd qroupes
paid during the remainder of the fizrst two years of .
enploynent, 1 the esployee has Desa TJIIC ceartitied. x-mumuuom-unozwly
" oo . disadvantaged ' .
*Your besiness expmmes is reduced by the smourt of the ) 1-¥istnam-era vetazans who are mesbers of aconomically
tax credit. Twur actsal ast tax reduction or savings disadvantaged families; .
vill depent on the company’s tax bracket, - mmmmmmum:mm

mmsmumumuml

Quertica: Wat recorts must & busisess Reep lsese from prisom ({acluding felcns ia work

Ansvar; he cartification fera and the dollar amount of wages . progane) the :

paid to certifisd . Perscas referred from the stats departsent
. . =ployess. umnunmumm-um

Questions Weze can you get qualified workers? vocational rehabilitation peegrams;

' AMgwars - “Nave your Airing perscamel oa the alert for job * 3-Work {aceative (WIN) program participasts or recipfants
applicants with TIIC veuchers) ozaumwxmmm:qmm (Aroc) for
. the last 90 days peiex to hire;
mmmmmmumwt G-Taciplests of supplemental security incime (331)
emaission. Yeu cea specify that yex prefer or want through the soclal security office (fsderal assistance
c-lyuct.cn*u-mmhmma for the aged, Mliad, and disabled);

T-Pezsons whe receive sonthly welfare paymeats from the

‘Contret your loeal divisicm of vesstional zehabilitation state or local welfare under general relisf prograss
muuu-mmwunmqmmm. (this i3 set feod stamp assistance);
S-Youth 16 through 19 vhe are from eeoncmicslly disadvante
Question: WRere ¢sa you 9ot nere information? mm«uﬂymmmmmuqug
Ansvers ° SYour losal ssploysust esmuiselen en eersificition cooperative edesatisn pregran at the lossl high school;
peossdures sad aligibiitey questions; - ’-:‘:-tm:mm&mn—mmmzm
< aftar sre frem escacmically disedvas
W“F*mlwl‘_‘#‘“mvﬁ_ oped .Conllies and oge 16 o 17 on the hiriny date, The coedit
o 11() mm'u'mn_us-mu:-uu. ety sumar target greup 1s 85V of wp e $1,000 in weges
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EXPANSION COMPONENT THREE
Unit B
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Trainer Suggestion: Handout, "Employer Interview
‘ Sheets" and "TJTC Sheets." Have scheduled appoint-
ments set up, one for every two staff members, and
handout the assigned appointments giving the +ime,
place, and the employer's name. It is preferable
to send the same groups to the businesses that
were visited during the job assessment contact.
Call businesses and remind them that staff
members will be coming for their second scheduled
meeting.

PoteNTIAL EMPLOYERS

Trainer Suggestion: Ask each person to discuss
their employer interview using their completed
"Employer Interview Sheets.”

From the information gathered juring your business contacts
(beth the job assessment contact and the employar interview), you
should have an idea of the potential job market in the community
for your clients. Keep a 1ist of interested empleyers and the
corresponding job assessment in your work center's job develop-
ment file. Jf you do not currently have a job development file,
then begin one. )

Trainer Suggestion: Handout, "Job Analysis Form."

The Job Analysis Form looks more complicated than it actually is.

The functjon of this form is to enable you to analyze crucial factors
about jobs. Notice that the column on the right.is labled, "ITEMS."
These items are to be rated by you based on the information you have
obtained from your business contacts. For example, on item number
seven, machinery use, can be rated as a one if no machines are used
on the job. It can be rated a two if simple household machines are
used. It can be rated a three 7¥ one or two industrial machines are
used on the job, or it can be rated a four if many types of machines
are used on the job. Write the correct number rating in the column
labled, "Rating for “Job."

Trainer Suggestion: Ask the staff to rate the
items on their "Job Analysis Form" based on

the knowledge they have gained from their business
contacts. Instruct them to include the job title,
company name, and the hours of the work shifts.
This information goes at the top of the form.
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i - JB ALYSIS FORY M e

A -
Jos Time: Corpay: r— Hows: . ——
T 0 el TR T
Iteas Rating One rating ‘mo Rating Thres Rating Fouwr
- T
1, LocaTion / On Public Trans] Easy Walk from | Difficult Walk |- Teclated
1Y portation Route | Public Trans. from Pudlic Trany
2, Reauines mmq' Yons work Rxperiencd At least one Previous jobs in
{txaining) job area
3 %’“"—m sit/stand in ooe| Fair to Good | must Megotiate | Agility Mesdsd R
area Ambulation stairs/Cbstacles
. 4, (RIENTING SKILLS | Deal vith Ssall | Several Rooms Throughout Bldg.] Throughout Blag. -
i Axea and grounds
5 (o- Hany One or ™™o Occasional B~ Hone
(e B | ety
. 6. Nreen of IMER- | On-going About one per | Less than two | Barely Bver
| ACTIONS WITH SupeRvIStR houe in Pour Wouw :
7. MacHIKERY USE None Sinple Mouse~ | One or Tvo In- Many Types
hold austrial
to Dis~ | Sisple counting ] Sisple Reading ™
8. ACADEMIC SKILLS | Wone Needed tinguish between-  and words And tmber Wor
t— T B —supplian. .
9, VERSALIZATION None Needed Critical Key | Some limited Clear Spesch .
L M word~ only | speech
10, dorx Rate Thoroughness soderate Speed | Speed Essential Speed Esesnt
Nesded At Times
1 Mm NoRKER | Bagex, Looks Polite, . ' .| Average Jos, not{ Lower, fow
¢ fox Work Responsss Needqd highly polite interactions
12, PvsicAL ARPEAR- | Just clean Meat Well Dressed Impeccable "
ANCE And Groomed Appearance
13, Wk BOURNKE. | Liahe work/ Light Work/ | weavy Work/ Neavy Work/ |
. Froquent Bresks Pow Breaks rrequeat Breaks Fow Breake q
M, ﬁw Proqueat sack | hraise About | Praise about Pay Check Only
T Pats and Praise * Once Dally once Weekly '
* 118, mm TRAINING | sbow mxactly show Some pescribe in Give Ganeral
. What to Do Portions petail Instructions
15, %’g& levers Mach Off-tTask some Off-Task | High Attention | Continual :
Tolerated Tolexated Needed Attention Needsd
17 . DwGeR LEVEL Very safe Average Work | Some Dangexous |.Many Dangers
Risks Azea
18, EPLOYER ATTITWE ! pygxivie- : - | Rigid But Plexible But Rigid = Aloof
Interestsd Interested Aloot
B.Engmu:
- 120, Oner

‘ ’

*Adapted from materials obtaiued from Virginia Research and Training
Cenier, Richmond, Virginia.

.
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JoB-CLIENT MATCH

The Job Analysis Form that you have just completed can be an important
tool for use in matching clients with a particular job. You can rate the

example, on item number seven, if the client has no experience in using

machires you can rate him/her with a one. If they can use simple household
machines, rate them a two, etc. . Once the job "and.the client have been

Trainer Suggestion: To demonstrate and clarify,
you may wish to allow the class to rate a client
who they think is job ready.

' MARKETING JoB-READY CLIENTS

If there is an opening for a particular job and the client matches
it closely, then you are ready to market your client. You should feel
confident about making employer contacts since you have practical know-
ledge about the businesses, job duties, and your particular client's
capabilities. Telephone the employer when you learn of the job open-
ing and request an appointment. The employer may or may not wish for
you to bring the client along at that time. You may be asked to come
alone with the client information. Do not let that discourage you. Be
positive about your client and let the employer know how well the client
can fit the particular needs of the job. Later, when the employer meets
with the client for the first tim2, he will 1ikely remember the positive
features you pointed out earlier.

When readying the ciient for the job search, show a positive
attitude. Remind the client repeatedly of all the useful skills s/he
has. Such encouragement goes a long way toward building the client's
confidence.

CAUTION: Sell your client, but don't oversell. Don't promise what
the client can do unless you know what you say is fact.
. Leave the clients who don't really want to work at home.
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client's skills, abilities, situation, and needs along the same items. For.

rated, check to see how closely matched the client is to the particular job.



. Sill training in follow-along techniques and independent living
' are provided in this comonent of training, Job-keeping behaviors,
work adjustment, and coomunity livln_g skills are emphasized.
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The Supportive Work Model

According to the Commission on Accreditation of Rehabilitation
Standards Manual for Rehabilitation Facilities:

"Job placement is a program or service organized to
assist individuals to identify, obtain, and/or main-
tain employment commensurate with their vocational,
social, psychological, and medical needs and their
abilities. In addition, services made availiable

to employers to facilitate the successful employ-
ment of individuals with disabilities. These stan-
dards are not applicable where job placement inten-
tionally occurs only on an incidental and infrequent
basis.

Throughout the training, you have aquired knowledge and skills specific
to identifying and obtaining jobs for clientc., Job placement also in-
cludes helping the client to KEEP the job and assisting the client in
the independent 1iving situation. The Supportive Work Model, developed
from Project Employability of Richmond, Virginia's Research and Train-
ing Center, was designed to work toward insuring the job retention of
the client. Two components of the Supportive Work Model include Follow
Along and Independent Living.

FoLLow - ALONG

Lower functioning rehabilitation clients, specifically persons
with mild and moderate mental retardation, cannot maintain their em-
ployemnt without a supportive structure. The Follow-Along Trainer,
sometimes called the trainer/advocate, is the person that can provide
such a supportive network in the work environment.

For a Tower functioning person to be successful in the world of
work, active intervention must immediately take place. For all re-
habilitation clients, responsible follow-along prac.ices are part of
the process, but for lower functioning clients, the follow-along
process needs to include supportive work practices. The practices
which have been proven most effective in job maintenance include
the use of an on-the-job-coach, who is a trained staff person.

-
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As a follow-along trainer, you have several responsibilities.

You must teach new vocational skills if the
client is not familiar with them

You must help the client adjust to his/her
new schedule, co-workers, and superviser(s).

You must iron out problems with parents,
family, friends that might affect the client’s
job performance.

You must solicit the cooperation of the super-
visor and co-workers in a continual evaluation
of the client's work performance.

You must set up a system of fading your support
services, except when you may be needed for
problem situations, etc. .

The follow-along trainer has an important duty to help
the client in keeping his/her job. Your purpose on the job with
the client is three-fold: .

1. You are a source of continual assessment
of the client's performance.

2. You are a source of continual support and
feedback to the client. .

3. You provide intervention if, (a) any changes
evolve in the job, (b) the client performs
inadequately or inappropriately, and (c) tne
client or co-workers have problems in the work
pluce.

It is important to remember that the employability assessment done
back at the work center only gives you a limited perception of what will
actually take place at the job site.when a Tower functioning client is
placed into competitive employment. The follow-along trainer quickly
encounters problems with the newly employed client. Attendance, dis-
tractability, probleins in production quality and quantity, inappropriate
work behavior, communication, interaction, and self-help skills are
Just a few examples. These -are the types of problems that could lead
to job loss therefore, the supportive work practices set into motion
by the follow-along trainer are essential.
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JOB KEEPING BEHAVIORS *

In training the client on the job, the follow-along trainer should
stress job keeping behaviors. Some job keeping behaviors include:

1. . Attends work regularly (in general, misses less
than 12 days of work per year).

2. Shows: up for work promptly (misses being on time
no more than about 12 times per year). Note that prompt-
ness must be defined in appropriate terms; some jobs re-
quire. that the employee not show up until almost exactly
time to start work, and other jobs require that the per-
son be at the work station some time before actually
starting work.

3. Behaves toward co-workers in such a way that:
a. s/he does not irritate them, make them mad, or
: . distract them;
b. s/he is not abused or victimized (this would
create an administrative burden to the employer).

4. Behaves in relation to supervision so that:
a. s/he shows an acceptance of his subordinate role
in the relation to the supervisor;
b. he creates minimum supervisory overhead consuming
only supervisory time and attention.

5. . Produces enough work:

a. s/he remains consistently at his/her work station
to an extent appropriate to the oocupation;

b. s/he maintains adequate production speed (a common
problem being low productivity--rarely, a client
may have too high a speed leading to his rejection
as a rate-buster);

c. s/he sustains effort and shows adequate stamina and
demonstrates willingness to continue to exert her-
self/himself against the demands of the work world.

6. Produces up to appropriate quality standards:

a. s/he recognized that there are quality standards and
accepts them as reasonsble demands upon him/her;
X b. s/he attends to meeting quality standards and has
. attained the capability of meeting them;
c. s/he recognizes the point of "good enough" and does

?ot sacrifice production rate to needless perfection-
sm.

and:C.:Thoresen. New:Yor%:. Holt, Rie
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1-Co nsélin : Cases and Techniques, eds., J. Krumboltz,
;<. Holt, Riedhart, and Winston, 1969.

L,

AT ~ oA P S A Phe SR e el P
CRC ORI D




Work ADJUSTMENT AT THE JoB SITE

During the follow-along services you provide "o the
newly employed client, you are 1ikely to encsiunter some
problems, especially after you have faded from the work
site. Be prepared to intervene in these problem situations.

Trginer Suggestion: Handout,"Work Adjustment

at the Job Site: Sample Case Studies." Select -
small groups to solve the problem situatiofs.
Allow ample time for discussion and the ideas

of others.

SUPERVISOR/CO-HORKER EVALUATION

The success of your follow-along assistance is partially
due to the cooperation that you generate from co-workers and
employers at the job sites. It is important to get them in-

. volved in the evaluation process. Solicit their input about
the work performance of the client. Also, ask them to let
you know about any problems that may have arisen with work,
people, or other matters involving the client. More than

1ikely, they will be happy to cooperate. Schedule the evaluations

at a time that {s convenient for them. Arrange to pick up tne
evaluations at a convenient: time too.

Ei’;m’ﬁ Trainer Suggestion: Handout, "Supervisor/Co-
(e Worker's Evaluation Form."

Notice that the evaluation form is very simple, with only
five questions. This enables the evaluators to consume very

‘ ‘ Tittle time and effort in completing the form. Take time to
explain the form to the co-worker or the employer if they have
questions about it.
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Work ADJUSTMENT AT TiE JoB SITE™
SaMpLE Case Stupies

Site: Dairy Farm

Joe is a 19-year old TMR who recently left school and his D.0.
program to take a full-time job working on a farm nearly the
school. The farmer and his family are tolerant and patient,
but recently you've heard that Joe is too slow at his job,
that is, he is too meticulous and almost perseverative on the
task. Your administrator gives you some time during the day
to work with him. What is your assessment and intervention
strategy?

Site: Grocery Store

Mark (EMR) is an 18 year old grocery store bagger and also
handles arranging the carts, etc. . You are pleased with this
placement for him since it is near his home. Recently, he has
begun to become "assertive" with some teen-age girls who come
through the 1ine; you know this because a neighbor told you.
Assuming the grocery store personnel want your assistance, what
assessment and intervention strategy would you follow?

Site: Nursing Home

Marie (TMR) is a maid at the local convalescent home. Her job

‘is to keep 3 hallways of rooms clean. You worked with Marie

for several weeks before leaving her alone and now you hear
that she is apprertly “"skipping" certain rooms because she does
not 1ike certain residents. When asked later why she skipped
the rooms, she denies that she did. Assuming that the nursing
home personnel want your assistance, what assessment and inter-
vention strategy would you follow?

*Macerials obtained from Virginia Reszarch and Training Center,
Richmond,:-Virginia.
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Site: Hospital Laboratory

Lawrence's (EMR) job is primarily one of arranging and
cleaning test tubes. He needs to complete thé cleaning
of 150 test tubes per hour. After you made the place-
ment and left, he started at that rate, but has gradually
come down to about 110-120 per hour. He apparently has
gotten into rather long episodes of staring at the nurses
when they go by. Assuming your administrator gives you
the time off and the hospital personnel let you come in,

what assessment and intervention strategy would you follow?

Site: Vet's Office

Sam 1ikes to work with animals so you have gotten him a
pa.t-time job (after school) at the local vet's office.

His job involves cleaning cages and washing down the
animals. After he has been working for a few weeks, you
receive a phone call from the Vet's office saying that
Sam's parents are very upset that he has to clean animal
excrement; tehy feel it is "beneath" him to do such a Jjob.
Sam also refuses now to do this work. What assessment

and intervention strategy will you follow since this should
be an excellent job for Sam?
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SUPERYISOR/CO-WORKER EVALUATION FORM *

Superyisor/co-worker name

Site
Date
Close to Needs Much Improve-
Meets Company | Company ment to Meet
Standards Standards Comp. Standards Why

o1, 11ty of Job Perform‘ance
- Completes ali assign
_ correctly and without need

for instruction or assistance.

2. Speed of Job Performance
Completes all tasks within

allotted time without need of
{nstruction or assistance,

£ 3, Follows Time Schedule

I Arr{ves ar work on time, qoes
£0 & returns from breaks

on time.

4, Personad Appearance
Comes to work clean
.neat each day.

5. Inter sonal Behavior
..Follows ctions; interacts
'appropriately with others
-during mrk & breaks,

!

*Sowers; JoAnn, et.al., Specialized Training Program, Competitive Empl
’ oyme
Training for-Mentally Retarded Adults A Systematic Approgch Umver‘s)itfzmo’f‘t

sieiusOregomcEugene coregon: 1980, Lo, . o g
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PROBLEM SITUATIONS
IN
FOLLOW ALONG

Site: Grocery Store

Terry's job at the local g¢rocer begins promptly at 3 p.m. During Fa
training with Terry, he always showed up for work promptly at 3 p.m.
The employer evaluation indicated that Terry had been late reporting
to work for 3 consecutive days. What intervention plan will you use

to remedy this problem?

Site: Pizza Hut

Merle is a dishwashei at the local Pizza Hut. After you left Merle

on the job for a few 2ays, a co~worker told you that Merle was acting
bizzare in the kitchen, often districting the other employees, On

one occassion Merle removed his shoes and tried to put them in the

dish machine. On another occassion, Merle twirled his apron in the air
for several minutes. How will you handle this situation?

Site: -‘Chemieal -Company
Brooks works at a chemical company labeling boxes. You are training
him on the job when he begins to question the authority of his super-
visor. Once he even told the supervisor that he was not the boss,
you were, what do.you do?

Site: -‘Radio-Plant

Anna assembles radio casings in a large manufacturing company. She
learned her job very quickly and produced up to company standards.
Two weeks after your training, you learn that Anna's producticn
has fallen off. When you investigate, you learn that Anna has been
doing a co-worker's job along with her own. What will you do?

Site: Holiday Motel

Jackie is a chambermaid with the Holiday Motel. During your training,
a motel guest reported the loss of an expensive ring. The qguest
stayed in the room that had been cleaned by Jackie. The motel owner
discovered the ring in Jackie's possession. What will you do?
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INDEPENDENT LIVING

Supportive Work practices extend beyond the vocational domain.
A newly employed client msut 11so learn to function independently
in the comunity setting. The follow-along trainer and/or another

- designated helper { friend, placement specialist, client services

manager, family member, or co-worker) must assist the client in
learring the independent living sxills that are so critical to the
client's successful employment.

In addition to employemnt, there are three areas in which the
client must function to be successful in living independently.
Social living requires that the client use leisure time appropriately,
be able to manage -money, groom and dress in an appropriate manner,
and manage legal problems adequately. Community.living requires
that the client have a place to live, adequate medical services, and
the ability to use personal or public transportation when necessary.
General and personal living require that the client be able to cope
with family relationships in such a way as not to interfere with
employment, and that the client has adequate personal adjustment and
stability. The client should possess competencies in all of these
three areas.

Trainer Suggestioni Handout, "Critical Employemnt/
Coupled Behaviors."
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CRITICAL EMPLOYMENT/CouPLED BEHAVIORS®

Social Living Competencies

1. Utilizes his/her leisure time so that s/he is:
a. appropriately engaged and occupied rather than being
at loose ends;
b. satisfied and reasonably content with his/her leisure
time occupation.

2. Manages _  his/her money so that s/he does not spend more
than s/he has.

3. Has acceptable grooming and appearance.

4. Manages legal problems adequately (avoids excessive

garnishments, manages divorce and other personal suits,
and effectively manages claims against such government
seryices as social security or unemployment compensation).

Community Living Competencies

1. Houses him/herself, finds a place to live and maintains
reasonable stability in hcusing.

2. Secures adequate medical services:
a. s/he has a personal physician or is linked to a public
medical service;
b. s/he secures health-supportive services.

3. Is mobile in the community--uses public or rersonal trans-
portation when necessary for employment, recreation, and personal
affairs.

General and Personal Living Competencies

1. Copes with family and marital relationships so that they do
not interfere with employment. .

2. Has adequate personal adjustment and stability. (This is to
be interpreted according to the individual and his/her situation
and, above all, in relation to worker functioning. It is possible
for a worker to be chronically unhappy or even in acute psychic
pain. However, the critical behaviors are those that are emitted
in such a way as to influence employment.

3. ttilizes leisure time in-a manner that produces personal satisfaction.

Walker, R., In Behavioral Counseling: '
’ : Case
J. Krumboltz, and C. Thoresen. Nengork: 30?2? ;:ggﬂlgges;ngds.,

. Winston, 1969. ‘
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ADJUSTMENT PROBLEMS IN ‘INDEFENDENT LIvING

Discuss how you would handle these problems encountered by
newly employed clients who are now 1iving independertly.

Problem: Social Living Area

Jimmy earns a weekly pay check from his dishwashing job.
Recently, he rented a small apartment on whcih the rent is due
monthly. Thae first month, has elapsed and the landlord informed
Jimy's employer that Jimmy had not yet paid his rent. It is
four days past due and Jimmy will not get another check until
Saturday. It is now Monday movning and the employer has just
contacted you requesting your assistance. What will you do?

Problem: Community Living Area

Kelly obtained a position as a hotel chambermaid. Her work
performance has always been good and she never misses work, in
fact, she has worked four months and not missed a day of work
yet. The employer contacted you saying that Kelly called him
and said that she was very {11 and did not know how to find a
doctor. How “will you handle this problem?

problem: Personal Living Area

Eilen has worked one month in the serving 1ine at the local
cafeteria. She sees many people during the lunch and dinner
hours, therfore, her appearance must be neat, and she must behave
in a cordial and helpful manner. A co-worker phoned you to say
that Ellen began to cry when serving a customer Zuring lunch. The
co-worker informed you that Ellen seems to be having some problems
at home. What will you do?

Problem: Social Living Area

Charlie works ‘well on his part-time janitorial job, which
lasts from 2 until 4 in the afternoon at a local elementary
school. Recently, Charlie started hanging around at the school
both before and after working hours. One day, he wandered
around the school from 8 in the morning until work time, and
then stayed until about 6 p.m. . The school's principal has
asked you for assistance on this matter. How will you help?
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Because we recognize that the material may be unfamiliar to
some trainers, or that some may desire additirnal reading, we have
included a bibliography of those books and resources which we feel
will strengthen the trainer's own capability of providing quality
inservice instruction.

This manual was prepared especially for YOUR use. Please
feel free to make any changes you think appropriate. Copy the
materials as you see fit. Add ideas and materials of your own.
Delete materials that you do not need. Through it all, strive
toward our common goal of ushering clients to independence in
both the world of work and commmnity living.
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THE
) -~ EXPANDED PLACEMENT
' PROCESS
from -
. FOCUS;, Inc. .
‘Jonesboro, Arkansas |

THE
CDMPAI\IY

Focus Inc.,. is'a pnvate non-prof it
corporation, provudmg training and con-
) .sulting services. Focus was funded by
Rehabilitation Services ‘to develop an in-
dustrial model to train_ ‘sheltered
workshop steff-to improve. client skils,
~ increase production, and enhance client
employabmty '

lur' ﬁr'm is devoted to lmprowng the
qualmy of personnel who serve the hanrii-
- capped. Individual groups prewously
-served by Focus, Inc., have numbered as

_ :meny as 200 end as few as 6
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